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190 mm( ) x 240 mm( ) Size of Heartwarming Stamp Mini-pane 190 mm(H) x 240 mm(W)
The above sizes are for reference only, the actual size may have 1-2mm di�erence 

Provide Image
No amendment and touch-up will be processed on image material(s) provided.
This order form is only applicable to the order of Heartwarming Stamps Customised Service [with
self-provided information and materials including without limitation material(s) in hard copy or soft 
copy formats (hereinafter called “documentation”)] submitted in person or by mail by an applicant to 
Hongkong Post Philatelic Bureau.
The applicant hereby warrants that the documentation provided by the applicant to HKP and the exercise 
of the rights conferred on the Government, its authorized users, assigns and successors on production of 
stamps will not infringe any intellectual property rights of the Government or any third parties. 

1.

3. Mark the Position for Each Image (see section B)

2. Complete the Order Form (see section A)

Fill in the number of panes you required.
Minimum total order quantity per order is 5 panes. The number of pane is counted according to the 
same design & layout.
Fill in the customer’s (company client/individual) information.
Photocopy of this order form will be accepted.
Submit one order form for each order. However, in case the image(s) and information being reproduced 
or contained in the documentation are of more than one minor, and those minors are coming from 
di�erent families, the applicant has to insert all other order forms �lled by the corresponding lawful 
guardians of those minors.

A number is assigned to each image tab and the banner position.
State the number for every computer �le of each graphic/message to be printed on
mini-panes.

5. Read Terms & Conditions Carefully and Sign (see section D)

Please sign in the space provided as acceptance to the Terms and Conditions as attached. Company
chop is required for company’s order.
Order will not be proccessed if the order form is not signed and without company chop (if applicable).
Authorization Letter, Declaration Letter and copy of Business Registration Certi�cate may be needed for 
approval and record purpose.

6. Place Your Order
Return order form with self-provided image material(s) through either of the following methods:
i. By hand and pay by cash/ crossed cheque/ credit card to "Hongkong Post Philatelic Bureau" Counter 

(Kowloon Bay Post O�ce, 1/F, Hongkong Post Building, 8 Wang Kee Street, Kowloon Bay).
ii. By mail with crossed cheque or credit card information with a self-provided envelope to Hongkong 

Post Philatelic Bureau. Please mark "Heartwarming Stamps Customised Service" and
"Hongkong Post Philatelic Bureau Freepost No.58 KBY Hong Kong" on the envelope. No postage 
stamp is needed for posting in Hong Kong. Post o�ces will not accept this order form and payment.

7. Order Delivery
A sample with stamps’ visuals and provided image(s) printed on printing paper will be provided for 
customer’s approval before production of the ordered mini-panes.
The total order amount should be settled by customer upon submission of the order.  It takes 7-15
working days for production as from the date of Hongkong Post's approval of the received order (not 
including the time from the date of mailing of the sample to the customer up to the date of receipt by 
Hongkong Post from the customer a signed return sample as con�rmation) .
Order will be delivered to a customer’s designated local address by free postal service.

4. Method of Payment (see section C)
A choice of cheque, credit card and cash.
Do not send cash by mail.
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JPEG

300dpi

JPEG
300dpi

For images(s) on tabs next to the stamps and banner position in the stamp mini-pane

Photo(s)/ colour bromide(s) should be of 
good quality, with dimensions equal to or 
larger than the size of the image layout of 
the blank tab / banner. The length and width 
of the relevant image(s) can be increased 
proportionally.

Graphic(s) or text should be saved in JPEG format, with 
dimensions equal to or larger than the size of the image 
layout of the blank tab / banner. The length and width of 
the relevant image(s) can be increased proportionally. 
Resolution must be at least 300 dpi.

Soft CopyHard Copy



 
Ordering Purpose

Address (P.O. Box and non-local address are not acceptable)

Contact Tel

Contact Tel

Fax

Email

If the recipient’s name and /or address is di�erent from the above, please �ll in below:

Recipient’s Name

Company Name

If applicable

Delivery Address (P.O. Box and non-local address are not acceptable)

Please send this order form and self-provided image(s) together with required document. All materials including this order form will not be returned.

Company Name

Company Category 
Please attach BR Copy)

Company Contact Person Business Registration No.

Individual Name

Mr Ms
please delete as appropriate

Age
18-24   25-29 30-39 40-49 50-59 60

Individual Application

Company Application

 How did you hear about this service?
  Magazine, please specify (1)

  Website, please specify (2) 

 Dealers (3)       Friends or relatives (4)     

 Others, please specify (5)

P lease wr i te  c lear ly  in  BLOCK LETTERS

Commercial Corporation (1)   School/Academic Institute (2) 

 Government Sector (3)  Organization/ Charity (4)

Others (5)

Wedding/ Celebration (1) New Born Baby (2) 

Anniversary/ Ceremony (3) Family/ Friends (4)  

Corporate Image/ Promotion (5)  Religion (6) 

(7) Others, Please specify(8)
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The personal data you provide in this form will be used by Hongkong Post for processing your application. It is voluntary for you to supply with us your personal data. Failure to provide related 
data may a�ect the processing of your application. We do not use your personal data for any other purposes without your prior consent unless such use is permitted or required by law. 
Hongkong Post’s general policy is not to disclose any personal identi�able information to third parties except as required by law. Under the Personal Data (Privacy) Ordinance, you have a right 
to request access to or correction of the data about you being held by us. Your right of access includes the right to obtain a copy of your personal data as provided in the Application Form. If 
you wish to do so, please complete the Data Access Request Form (Pos 736) and return it to any post o�ce or send it to our Data Protection O�cer by email or by post. The Data Access Request 
Form is available at Hongkong Post website and all post o�ces. We intend to use your personal data provided by means of this form (including your name, contact number, correspondence 
address and email address) for the promotion of stamps and philatelic products, Advance Order Service, philatelic activities and postal products and services. 

POS 715 (1/2026)

This order form must be signed by applicant and chopped with company chop (applicable to company’s order) to signify applicant’s acceptance of all the Terms 
and Conditions herein contained before this order is processed. (Please read the Terms & Conditions as attached before signing.)

Signature

I/Our company have read the Terms & Conditions
and agreed to be bound by them.

Company Chop (Applicable to company’s order)

 Signature of Applicant  Date

Name

Full Payment by Credit Card

VISA MasterCard

Full Payment will be processed upon receipt of the order form.

Full Payment by Cash

      Full Payment by Crossed Cheque  (Payable to “Postmaster General”)

Card Issuing Bank

Cardholder’s English Name

Credit Card No.

Expiry Date  Month Year

Signature of Cardholder

Postdated cheque will not be accepted)

Cheque No.

 Signature must be same as the one on credit card)
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If you wish to settle the payment by cash, please submit it to "Hongkong Post Philatelic Bureau" Counter (Kowloon Bay Post O�ce, 1/F, Hongkong Post Building, 
8 Wang Kee Street, Kowloon Bay) by hand. Post o�ces will not accept this order form and payment.
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This Contract, which shall come into existence when the acknowledgement letter referred to in clause 19 below is issued, is made between 
the applicant and the Government of the Hong Kong Special Administrative Region (the Government) as represented by the Postmaster 
General. All references hereunder to "Hongkong Post" (HKP) shall be construed as "the Postmaster General acting through HKP".  Unless the 
context otherwise requires, words importing the singular include the plural and vice versa and words importing a gender include any gender.

The applicant is deemed to have accepted all the Terms and Conditions below by submission of the order form in the manner prescribed. 
Please read the Terms and Conditions carefully before completing and submitting your order form: 

1. This order form is only applicable to the application for HWS.  The completed order form with self-provided information and materials 
including without limitation image material(s) in hard copy or soft copy format (hereinafter called “documentation”) should be 
submitted in person or by mail to Hongkong Post Philatelic Bureau.

2. HKP does not keep or store any image �le(s) (electronically or otherwise) created from the documentation for any purposes including 
reordering. A new set of the documentation is required to develop the customised mini-panes, even the image(s) used in this order is the 
same as the one used in the previous customized mini-panes. 

3. No amendment or touch-up will be made to the documentation in the production process of customised mini-panes.
4. The documentation, once submitted to HKP, will not be returned. The Government shall not be liable for any loss, damage or expense 

su�ered or incurred as a result of damage or loss of the documentation. 
5. The applicant (i) acknowledges and agrees that he is the issuer of the ordered HWS;  (ii) agrees that he shall not claim, quote or suggest 

that the Government is the issuer of the ordered HWS; (iii) agrees that he shall not associate in any way the Government or its name in 
any publicity, promotion or other communications concerning the ordered HWS.

6. The applicant hereby grants a perpetual, irrevocable, royalty-free and non-exclusive licence (carrying the right to grant sub-licences) to 
the Government and its authorised users, assigns and successors in title the right to utilise the intellectual property rights in the 
documentation for production of the ordered HWS and/or for all other purposes contemplated by this Contract.

7. The applicant hereby warrants that the documentation and the exercise of the rights conferred on the Government, its authorised users, 
assigns and successors in title under the licence referred to in clause 6 above will not infringe any intellectual property rights of the 
Government or any third parties. The applicant hereby waives and undertakes to procure all the authors concerned to waive all the moral 
rights in the documentation. Such waivers shall take e�ect upon the submission of the documentation by the applicant to HKP.

8. The applicant further warrants that all necessary lawful authority or consent of all persons (or their respective lawful guardians if they are 
minors), whose images or information are reproduced or contained in the documentation,  have been obtained to use their images or 
information and to authorise the Government and its authorised users, assigns and successors in title to use their images or information 
for the production for the ordered HWS and for all other purposes contemplated by this Contract.

9. The applicant acknowledges and agrees that the Government may at its absolute discretion terminate this Contract forthwith by giving 
notice to the applicant but without giving any reason. In the event of termination of this Contract by the Government, the Government 
shall return to the applicant the documentation and refund to the applicant any payment received. The refund will be made without 
interest or any other compensation whatsoever within two months after the termination (i) by cheque sent to the applicant’s address 
stated in the order form or the applicant’s last known address if the payment was settled by cash or cheque or (ii) by crediting the 
applicant’s credit card if payment was settled by credit card. The Government will not bear any fee or penalty whatsoever charged  by any 
credit company or its agents or subcontractors or any person involved in the chain of refund, irrespective of whether the refund method 
made by the Government is di�erent from the applicant’s original payment method for the order. The Government shall not be liable for 
any loss, damage or expense su�ered or incurred as a result of the termination.

10. The provision of HKP’s HWS is solely for the purposes relating to “Love and Care” and/or “Celebrations” themes. Examples of “Love and 
Care” and/or “Celebrations” themes include: birthdays & anniversaries (of individuals and/or organisations), new born babies, weddings, 
special events such as opening new company, launching new product and listing on the stock exchange. HKP shall have the sole and 
absolute authority to determine whether any theme and/or documentation have met the purposes or requirements stipulated in this 
clause.  Any decision made by HKP under this clause shall be �nal.  HKP will not provide any reason for the decision. 

11. In accordance with Clause 5.4 of Article 8 of the Universal Postal Convention which applies to Hong Kong Special Administrative Region, 
the subjects and designs of postage stamps shall be devoid of political character or of any topic of an o�ensive nature in respect of a 
person or a country. The applicant shall not submit documentation with theme(s) that are in whole or in part likely to: (a) incite hatred 
towards or cause ill-feeling, embarrassment or anxiety to any group of persons, being a group de�ned by reference to colour, race, sex, 
religion, political or other opinion, national or social origin or other status or generally among the community; (b) contravene any 
law or ordinance; or (c) undermine public health or morals. Any decision made by HKP as to whether any theme and/or documentation 
have met the requirements stipulated in this clause shall be �nal. HKP will not provide any reason for the decision.   

12. Notwithstanding any other provisions in these Terms and Conditions, the Government is entitled to reject any order without giving any 
reason. In the event that the Government rejects any order in accordance with any other clause of these Terms and Conditions (including 
without limitation clause 10, clause 11 and clause 18 hereof), the Government will return to the applicant the documentation and refund 
the payment received (if any) from the order without any interest or any other compensation. The Government shall not be liable for any 
loss, damage or expense su�ered or incurred as a result thereof.

13. The applicant agrees to indemnify the Government against all claims, actions, proceedings, liabilities, losses, demands, charges, costs, 
damages or expenses that may be su�ered or incurred by the Government, its authorised users, assigns and successors in title in 
connection with the exercise of any of the rights conferred on the Government, its authorised users, assigns and successors in title under 
the licence referred to in clause 6 above or any breach of the terms and conditions herein, including any infringement of a third party's 
intellectual property rights (including any moral rights) existing in any documentation or any part thereof or unauthorised use of a third 
party's image, design or other material, or any part thereof.

14. Variations in colour, image quality and position may occur in the �nished product. The applicant acknowledges that the �nished image 
is dependant on the quality of the documentation. The Government shall not refund any payment received or shall not accept any request 
for free replacement on the ground of dissatisfaction with the �nished image.

15. The stamp mini-panes’ designs are subject to change (without notice) at the absolute discretion of HKP.
16. Each applicant must sign the order form (with company chop for a corporate order) to signify the acceptance of the Terms and Conditions 

of this Contract before the order can be processed.
17. HKP will only accept orders made on the order form duly signed by the applicant (with company chop in case of a corporate order). 
18. HKP will process the full order payment, either settled by cheque or credit card, immediately upon receipt of the order form by HKP. If the 

order payment cannot be settled in full by the provided cheque or credit card, the applicant is required to settle the full order payment 
within 7 working days from the issue date of HKP’s noti�cation of the unsuccessful payment. If the applicant fails to settle the full order 
payment, the Government may reject the order. The Government shall not be responsible for any delay in ordered product delivery caused 
by applicant’s delay in settling the order payment.  

19. An order will be treated as being accepted by the Government only upon issuance of the acknowledgement letter to the applicant by HKP 
on behalf of the Government.

20. Subject to clause 18 and clause 21 hereof, the ordered product will be available within 7-15 working days from the date of HKP’s approval 
of the received order (but not including the time from the date of mailing of the sample to the customer up to the date of receipt by HKP 
from the customer a signed return sample as con�rmation) on the conditions that the applicant has settled full order payment upon 
submitting the application. The ordered product will be delivered by HKP’s Local CourierPost to the address stated in the submitted order 
form, following the delivery terms and practices of HKP’s Local CourierPost.  The Government reserves the right to appoint other courier 
to deliver the ordered product without notice. If the ordered product is not successfully delivered, HKP will issue a notice to the applicant 
for collection of the ordered product at the "Hongkong Post Philatelic Bureau" Counter (Kowloon Bay Post O�ce, 1/F, Hongkong Post 
Building, 8 Wang Kee Street, Kowloon Bay) or such other o�ce of HKP as may be speci�ed in the notice within 3 months from the date 
of the notice. In the event the ordered product is not collected after this 3-month period, the applicant hereby acknowledges and 
authorises HKP to dispose of the ordered product at its sole discretion and the applicant shall have no claims or rights whatsoever in 
relation to this order and the Government will not make any refund. The Government shall not be held responsible for the condition of 
ordered product kept by HKP during the 3-month period. The Government reserves the right to claim against the applicant for the 
expenses incurred by safekeeping the uncollected ordered product before disposal.

21. While every care will be taken to ensure that the HWS will be produced and dispatched within the speci�c period requested, delivery 
delays may occur. If the applicant wishes to use the ordered HWS for a special occasion, the applicant should ensure that the order is 
placed well in advance of the special event to allow plenty of time for the order ful�llment.  The Government shall not be liable for any 
loss, damage or expense su�ered or incurred as a result of any delivery delay.

22. The signed and/or company chopped (if applicable) delivery receipt of HKP postal service of any kind (or other courier appointed by HKP 
for the delivery) , whether the signature and/or company chop was put on by the applicant/recipient or by a representative on behalf of 
the applicant/recipient, is treated as an o�cial proof of delivery of ordered product.  HKP reserves the right to make �nal decision on any 
disputes or matters relating to this clause. 

23. The applicant shall in no circumstances withdraw or revoke an order after the issuance of the acknowledgement letter by HKP on behalf 
of the Government to the applicant in accordance with clause 19 above.

24. The service provided by HKP pursuant to these Terms and Conditions is subject to the Post O�ce Ordinance. The Government reserves the 
right to amend these Terms and Conditions from time to time without prior notice.

25. Clauses 6, 7, 8 and 13 hereof shall survive the termination of this Contract.
26. In these Terms and Conditions, “image materials” include any materials containing text, images, icons, logos and/or other graphic work.
27. These Terms and Conditions are in both English and Chinese. Should there be any con�ict between the two versions, the English version 

shall prevail.
28. By signing at the designated space “Signature” (with company chop in case of a corporate order) of this order form, the applicant declares and 

con�rms that he/she has read these Terms and Conditions and he/she understands and agrees to be bound by these Terms and Conditions.
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