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	To: Finance Office

	To: The Hong Kong Polytechnic University 

	To: 11th Floor, Li Ka Shing Tower 

	To: Hung Hom, Kowloon, Hong Kong

	To: Attn : Purchase Payments Unit, Purchasing Section

	

	

	Dear Sir/Madam,

	

	We would like to use your Autopay Service for settlement of our accounts with The Hong Kong Polytechnic University (PolyU).  In this connection, we have the below autopay authorization form duly completed so as to authorize PolyU, with immediate effect, to credit any payments owed to us to the bank account with particulars as shown below:
Authorization Form for Payment by Autopay (for local suppliers only)

	

	Name of Company:
	Supplier No.:

	Address of Company:

	Name of Contact Person:
	Telephone No.:
	Fax No.:



	Email Address: (the email address assigned to receive the Payment Advice)


	Name of Bank:
	Bank Code No.:

	
	
	
	

	Branch Name of Bank:
	Branch Code No.:

	
	
	
	

	Bank Account Number:
	

	
	
	
	
	
	
	
	
	
	

	Full Name of Bank Account Holder as Recorded on Bank Statement/Passbook (Please write in block letter):

(Note: The name of Bank Account Holder should be the same as the name of your company.)

	We undertake to notify PolyU timely should there be any changes to the above information.

Authorized Signature(s):

	
	Company's Chop



	
	

	Date:
	
	

	
	

	

	

	For PolyU use only:

	

	Input by:
	
	Date:
	
	Checked by:
	
	Date:
	

	


	For further information on the authorization form, please contact Purchase Payments Unit of PolyU on tel. no. 2766 7849, fax no. 2364 0441 or email foappml@polyu.edu.hk.
This authorization form is also available on https://www.polyu.edu.hk/fo/suppliers/invoice-payment/. 
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