THE HANG SENG UNIVERSITY OF HONG KONG

School of Business 
	Personal Development Account (PDA) Application Form
(From 1 Sep to 31 Aug of an Academic Year)

Please also download the Payment Requisition form (Form 1) HERE and submit the completed Form 1 and PDA application form to Department Office for further processing.

Ref. No.: PDA-SBUS- __________

	A. To be completed by the Applicant 

	Name of applicant:
	

	Track:
	Professorial / Teaching / Administrative

	Post:
	

	Dept.:
	


	Thematic Research Areas/ Title of Research Project/ Paper/ Training: 





	Justification(s): 





	

	No.
	Description of items

Research, scholarship, and/or training related expenditure:
e.g. general supplies, data collection expenses, payments to research helpers, conferences, overseas duty trip expenses, books/reference materials, membership fees for academic/professional bodies.
	Budget Amount (HK$)

	
	
	

	Total
	

	☐ I confirm the proposed expenses listed above are not supported by other funding sources.

	Signature:


	
	Date:


	

	B. Endorsement by Department Head 

	Resolution:  ( Recommend
(
Not recommend because 




	Signed by Department Head:


	(Name:                         )


	Date:
	

	C. Approval by School Dean


	Resolution:  ( Approve
( Not Approve because 




	Signed by Dean:
	(Name:                         )
	Date:


	

	
	

	Notes to Applicants:

1. The maximum amount of funding support for each academic staff is capped at HK$15,000, and for each administrative staff is capped at HK$10,000, any unspent amount will be forfeited.

2. The policies and guidelines set out by the Finance Office must be followed for the procurement of approved items.

3. Applicants may request reimbursement for course fees related to short-term staff development programmes, subject to recommendation by the respective Head of Department and approval by the Dean.

4. Typically, equipment such as computers, printers, audio-visual devices, etc., will not be funded. Applicants should first consult the Head of Department regarding the availability of such equipment within the Department or in the University.

5. Other general expenses may include minor computer accessories or electronic consumables, such as films, tapes, CDs, DVDs, Blu-ray disks, USB flash drives, and similar items.

6. Purchase of specialised books and teaching materials, including electronic resources, software, and non-print materials, is permitted only if these items are essential to the project and cannot be accessed through other means (e.g., Department funding for teaching materials, the HSUHK Library, etc.).

7. When making payments to research helpers, applicants must adhere to the following conditions:

(a) Research helpers should preferably be current registered students of HSUHK. If recruiting non-HSUHK students, faculty members MUST consult the Human Resources Office to initiate the recruitment and selection process.

(b) Engagement of research helpers must comply with the University's policies and procedures, as outlined in the Policy Guidelines and Procedures Governing the Appointment of Student Helpers (available on the SAO website).

8. Applicants are eligible to request reimbursement only for conferences included in the "List of Recommended Conferences". Please refer to Appendix 1 of the Performance Incentives and Evaluation Guidelines.

9. For overseas duty trips, please consult the policies and guidelines provided by the Finance Office (available on the FO website).

10. Applicants must provide receipts and/or payment vouchers to account for all expenditures incurred, which are required for reimbursement. The Finance Office reserves the right to recover any funds that have been improperly utilised.
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Flowchart for processing Project / Training Expenditure




[image: image1.png]4 )

Applicant submits the completed PDA form
and FO form(s) to Department Office for
Department Head’s approval

. J

4 )

Department Office submits the application

to School Office for Dean’s approval

. J

4 )

School Office submits the approved

application and FO form(s) to FO

4 )

School Office informs the applicant of the

result and PDA number for reference

\_ J





PDA_Form (Nov 2025)


