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APPLICATION FOR TRANSCRIPT OF STUDIES
(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*

Correspondence Address

(Fill in only if different from your record under the Credit Accumulation Mechanism)

Contact telephone no. | |
Home Office Mobile/Pager

2. Recipients of Transcript
Names and addresses of recipients Purpose No. of copies

3. FOR URGENT CASES (see note 8 overleaf)
Date required (Supporting document is attached.)

4. AMOUNT PAYABLE FOR THE TRANSCRIPTS (Please check the appropriate boxes)
No. of copies | Amount(HK$)

1. Handling charges (HK$ 65.00 each)

2. Local postage charges (optional)
O Local registered mail (HK$ 14.30 each)

3. Overseas postage charges (optional)

QO Zone 1: HK$ 4.60 each
O  Zone 2: HK$ 5.40 each
QO Express air mail (HK$ 6.00 each)
O Registered air mail (HK$ 13.00 each)
Total
Cheque no.

FOR OFFICE USE ONLY
Official Receipt No.

Transcripts prepared by Date Date Signature of applicant
Transcripts checked by Date
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INSTRUCTIONS TO APPLICANTS

Submission of application

1.

Please complete the form and put down clearly the addresses of the recipients of the transcript in DUPLICATE by using the attached
labels.

Please submit your application by hand or by post to the School office at the address below. Application submitted by fax will not
be processed.

An application for transcript of studies should include the followings:

= aduly completed application form

= supporting documents (for urgent cases)

=  aphotocopy of your Hong Kong Identity Card/Passport (if you submit your application by mail; your HKID/Passport copy will be
destroyed after the completion of this application)

= acrossed cheque or bank draft payable to “The Hong Kong Polytechnic University " for handling and postage charges

= address labels (To avoid postal error, please write/type clearly the names and addresses of the recipients on the labels.)

For urgent cases, please indicate the date required in the form Documentary evidence must be attached. The School will try its best
to entertain urgent cases with supporting documents. In case the request could not be acceded to, the applicant will be informed by
telephone.

Handling and postage charges

5.

The charge for each copy/set of transcript of studies is HK$ 65.00. You are required to pay for the postage if you intend to receive
the transcript of studies by mail or if the transcript is to be sent to another address either within or outside Hong Kong. Charges paid
are notrefundable. Postage charges are listed below.

Additional postage for

Local/International (Zones 1 and 2) Weight Postage each extra 10g (HKS)
Local Registered mail Under 30g $14.30 -
Iznéiguitional South-East Asian countries (except Japan) Under 30g $4.60 $1.20
International Africa, Canada, Europe, Japan, United Kingdom, Australia,
Zone 2 South America, U.S.A. efc. Under 30g $540 $1.20

Additional charges (for overseas mail only)
= Express air mail An additional HK$ 6.00 should be added for each postage.

= Registered air mail: An additional HK$ 13.00 will be added for each postage.

* A transcript of studies without any enclosure weights 25¢g

Collection of transcript of studies

6.

The normal processing time is 14 working days. You may collect your transcript of studies at the School office during office hours
14 working days after the date of submitting your application. If unclaimed, your transcript of studies will be destroyed one year after
the receipt of your application.

Please bring along your Hong Kong Identity Card/passport to collectyour transcript of studies. 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. The information given in this application form will only be used for processing this
application.

SCHOOL OFFICE

School of Professional Education and Executive Development
Room AG511, 5/F Core A, Chung Sze Yuen Building,

The Hong Kong Polytechnic University, Hung Hom, Kowloon.
Tel. no: 2766 5388

OFFICE HOURS

Mondays to Fridays 8:30am —12:45 pm
2:00 pm - 7:00 pm
Service counter is open during lunch hours from 12:45 pm to 2:00 pm

Saturdays 9:00 am - 12:00 noon

Sundays and public holidays Closed
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