M anagement and Executive Development Centre (MEDC)

APPLICATION FOR REPLACEMENT OF CONTINUING EDUCATION STUDENT CARD
(for students registered under Credit Accumulation Mechanism)

( )

Please read the instructions overleaf before completing this form

1. Personal Particulars (* Please delete as appropriate )
Name (Surname first)
( )
Name in Chinese Student card no. c
HKID Card/Passport No*
/ *
2. Application for replacement of Continuing Education Student Card
Reason for application (please tick in the appropriate box _ )
[ Loss of card U Damage of card Ll other reasons
(e.g. Amendment of name )
Replacement fees (HK$ 110) Cheque no
3. Declaration
| declare that the information provided above is true and correct. | understand that if | declare falsely that my
Continuing Education Student Card is damaged or lost in order to apply for a replacement, | will be subject to the
Centre’s disciplinary action.
Date Signature
4. Acknowledgement (To be completed by student upon collection of replacement card
)
I acknowledge receipt of a replacement Continuing Education Sudent Card and the official receipt of the
replacement fee. | undertake the responsibility to return my original card to the Management and Executive
Development Centre for cancellation in the event of having found it.
Signature of the
Applicant/Appointee
Date
FOR OFFICE USE
1. Attachment checked (tick box as appropriate):
0 statutory declaration/police report [ card replacement fee [ original/damaged card
2. Student’ s HK ID Card checked upon submission of application/collection of replacement card*
(710

Checked by upon application Date
submission




INSTRUCTIONS TO APPLICANTS

Submission of application

Please complete Parts 1, 2 and 3, and attach a cheque (HK$110) for the replacement fee to the application form.
Cheque or cashier order should be made payable to * The Hong Kong Polytechnic University’.
1 2 3 HK$110

Please bring along your Hong Kong Identity Card/passport and hand in this application form together with the
replacement fee and, if applicable, the damaged Continuing Education Student Card, to the Centre office. In the
case of loss, a photocopy of the police report with details of the lost item has to be attached.

If you cannot submit the application in person, you may ask a designated representative to submit it for you. Please
note, however, that your identity has to be verified upon collection of your replacement card. The Centre reserves
the right not to issue the replacement card if you fail to present your Hong Kong Identity Card / passport for
verification. In any case, faxed application will not be processed.

Collection of replacement card

4.

The processing time for issuing a replacement card is normally seven working days. You may collect your
replacement card at the Centre office during office hours seven working days after the date of submitting your
application. If unclaimed, your replacement card will be disposed of six months after the receipt of your application,
and you will need to submit an application and fee again if you wish to obtain a replacement card.

You should bring along your Hong Kong Identity Card / passport to collect the replacement card. If you wish to
appoint another person to collect it on your behalf, that appointed person has to produce his/her Identity Card,
photocopy of your Identity Card together with a letter of authorisation duly signed by you. To protect your privacy, the
photocopy of your Identity Card will be destroyed in the presence of your authorised representative.

Please note that the information given in the form will only be used for processing this application.

IMPORTANT NOTICE
In case of loss, should the original Continuing Education Sudent Card be found eventually, you should
immediately return it to the Centre. Itis an offence to possess more than one student card.

CENTRE OFFICE

Management and Executive Development Centre

QR702, 7/F, Professional Complex, The Hong Kong Polytechnic QR702
University, Hung Hom, Kowloon. - 3400 2773

Tel. no: 3400 2773



OFFICE HOURS

Mondays to Fridays 9:00 am — 12:45 pm 12 45
2:00 pm — 5:30 pm 5 130
Saturdays 9:00 am — 12:00 noon 12

Sundays and
public holidays

Closed




