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Guideline of Change of Customer Information, Contact / Machine Location 

更改公司聯絡資料/器材位置的說明及指引 

 

Definition of Change of Customer Information, Contact / Machine Location 

更改公司聯絡資料/器材位置定義 

 

Example 例子 

Update Customer Information 更改公司聯絡資料 

Old Customer Information 

Customer Number: 123456  

Customer Name: ABC International LTD 

Address:  ROOM 50,2/F, ABC INDUSTRY BUILDING, ABC STREET, KWAI FONG, NT 

Contact Person: Ms Wong (Tel: 12345678/ Email: ABC@XXX.COM) 

 

New Customer Information 

Customer Number: 123456  

Customer Name: ABC International LTD 

Address:  ROOM 9,7/F, DEF BUILDING, DEF STREET, KWAI FONG, NT 

Contact Person: Ms Chan (Tel: 12349876/ Email: ABC.CHAN@XXX.COM) 

 

Update Machine Location 更改公司器材位置 

Model: MP305+SPF 

Serial: X12345678 

Old Address: ROOM 50,2/F, ABC INDUSTRY BUILDING, ABC STREET, KWAI FONG, NT 

New Address: ROOM 9,7/F, DEF BUILDING, DEF STREET, KWAI FONG, NT 
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1. General Information基本資料 
 

 

  

Request to change single contract / 
all contract 

要求更改單一合約/機身, 還是全部
合約/機身? 

This email will become contact point for the changes. 

此電郵地址會作為更改資料聯絡之用途。 
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2. FNA will process on or after recommended effective date. 

會計部會根據客人所選擇的日子選擇最合適的生效日期。 

 
RHK reserves the right of final decision. 
如有任何爭議, 理光香港保留將最終決定權。 
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3. Client must provide address proof if the new billing address or/and machine location is 
different from the B.R. registered address. 客戶需提供新名稱的公司註冊證明
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4. If client choose different location in Q 13.Client could fill in up to 5 locations in the MS form. 
 
If client has more than 5 locations, they must submit an excel file or pdf to 
FNA@Ricoh.com.hk and mention the reference no. we provided. 
 
如更改器材位置多於 5個地址, 請提供 Excel file(.xlsx) or Pdf(.pdf)格式的檔案, 電郵至
FNA@Ricoh.com.hk 。 
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5. The contact detail will be the prime contact person after change of customer name 
completed. 
客戶可同時更改聯絡人資料。 
 

 

  

首選聯絡人 

次選聯絡人 
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6. A confirmation email & request of documents list will send to client after the click the 
Submit button. Client is required to submit the listed document within 3 business days.  
 
點擊提交按鈕後，將向客戶發送確認電子郵件及文件清單。 客戶須在 3 個工作日內提
交所列文件。 
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7. If client provide wrong information i.e., wrong phone number, invalid B.R copy; or did not 
submit document. FNA will send an unsuccessful notice with reason or a reminder email. 
 
如果客戶提供錯誤信息，例如錯誤的電話號碼，無效的商業登記證副本； 或未提交文
件。 會計部會發出電子郵件通知客戶申請失敗; 或提醒客戶盡快提交文件。 
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8. If the Change of Customer Information is completed, we will send a successful notice to 
client. 
 
客戶資料變更完成後，我們將向客戶發送成功通知。 
 

 

 

 

 


