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I Procedures/Important Notes for Application for Academic Documents ]

Notes

Please complete Sections I to IV of the attached form and return the form together with the required documents to the Student
Records Service Desk of Information Centre (Room A-G/F-11, CKCF Building, 10 Lo Ping Road, Tai Po, New Territories,
Hong Kong).

Application will be processed upon receipt of the completed application form and payment. If there are still outstanding payments
unsettled with the University, the University will withhold the issue of academic document(s). Applicants of this category need not

apply.

The application will normally be completed within 7 working days from the date of receipt. Please allow about 3 more working days
for local ordinary postal delivery. During the peak examinations and assessment periods in January, May, June and July, additional
processing time is likely to be extended. If the document is not received on time, applicants may contact the Registry at (852) 2948
6177 to enquire about the progress.

Fees:
. Fees per single copy of the academic documents, including postage of local or ordinary air mail is HK$50.
. If you require other postal services by registered mail, please add additional charges of HK$15.5 for each recipient.
For example: If you apply for two copies of academic documents to be sent by registered mail to an overseas recipient, the total
payment of application fees should be HK$115.5.

Payment Methods:

+ Payment by Cash/ATM at bank
Applicants can make a cash payment through direct deposit at any branch of the Bank of East Asia Limited or through any
Jetco ATM machines (Account Number: 195-25-00002-0). (Please attach the original Bank slip / ATM receipt (with student
name and number included) to the application form)

+ Payment by Payment Machine
Applicants can pay through Payment Machine located at B2-G/F, D3-G/F and Learning Commons near Room C-LP-25 at Tai
Po Campus, outside Room G02 at TKO Study Centre or Learning Commons NP-401 at NP Study Centre. (Please attach the
original payment receipt (with student name and number included) to the application form) For details of OPM, please refer
to the Registry website:
(https://www.eduhk.hk/re/Current-Students/Useful-Forms/General.html)

¢ Payment by bank draft (For overseas applicants only)
Total payment of application fees can be settled by a bank draft in Hong Kong dollars, plus an additional bank service charge
of HK$100, made payable to “The Education University of Hong Kong”.
For example: If you apply for two copies of academic documents to be sent by registered mail to an overseas recipient, the total
payment of application fees should be HK$115.5, plus the additional bank service charge of HK$100, i.e. the total amount of
the bank draft is HK$215.5.

Except under special circumstances, applicant will NOT be notified of the date of collecting or mailing the academic document(s).

If you wish to authorize another person to collect the academic document(s) on your behalf, your representative is required to bring
along the “Authorization for the Collection of Academic Document(s)” (A sample is attached) signed by you, a photocopy of your
Student ID/HKID card and HKID card/passport of your representative for verification and record purpose at the Student Records
Service Desk of Information Centre. The Registry will withhold the applicant's academic document(s) if the authorized person
cannot produce all the above required documents during collection.

For mail despatch, please complete the attached address slip. The Registry bears no responsibility for any loss or damage of the
document(s) during postal delivery.

The Registry bears no responsibility for any loss of academic document(s) during collection if no prior notice for change of method
of collection is received.

2.

3.

Personal Information Collection Statement:
1.

The personal data provided by you on this form will be used for the purpose of processing your application and to be destroyed after
one academic year.

Failure to provide complete and accurate information in this form may result in the University being unable to process the
application.

Information provided will be treated strictly confidential and may be transferred to other unit(s) within the University for necessary
action, where applicable; and

Applications for access to and correction of personal data after submitting this form should be made by writing to Academic
Regulations and Records Section by email to exam@eduhk.hk.

The University’s Privacy Policy Statement (PPS) can be accessed at https://www.eduhk.hk/main/privacy-policy.
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APPLICATION FOR ACADEMIC DOCUMENTS

HERFEWBG - FARE B 69 #2578 % - Please read the procedures/important notes attached before completing this form.

¥ 35 A A E A B R ¥ 3 & (The application form should be completed by applicant in BLOCK LETTERS)

F—a PHEAEH
SECTIONI  DETAILS OF APPLICANT

[ Applicant # #% Form RE-152a(07/2025)

4 (330 (30

Name (English): (Chinese):

EXX LA BB R EIRSE
Student No.: HK ID Card No.:
B R E 48 E 3% T

Day-time Contact Tel No.: Email:

B3 n PN
SECTION I1 APPLICATION DETAILS
AAREFATZLERAMH (TEZSH)

I would like to apply for the following academic documents (you may choose more than one kind of the documents):

HABEERNELY R
Please tick as appropriate

e %A
No. of Copies Fees

ARERE R

AR A SEREEN T —F B 6 ERBRFIRIE CHESPTEEMB IR G FR G REITTE FIB G RKGFRT
BHIFREEN =R R ——BEHZLUBEARIRG T FAEARGTALELLE, (F TRRERHK R TERFE
B, ) ECHEMEE  FEHIFKAREEN <)

] Transcript of Studies*

(Official academic document showing a full list of coursetitlesand grades approved by the respective Head of
Department) Course grades which have not been approved by the Head of Department will not be contained in the
document. Only the EQUHK Sudent Awards (i.e. The President’s Honour List and The Dean’s Honour List) granted in
the academic year 2010/11 and thereafter and which have been approved will be included in the transcript of studies.)

HEBA LT (Y £ RRIHFF 2 3RE)
U Testimonial* (Certifying your enrollment in the programme)

MBI R (357 FE A5 #EK )
O Certified True Copy (Please present your original copy for processing)

REEH (FHFHREL) oo
Programme Information (subject to availability)** [) %42 %4 Programme Handbook

] # 8 A4 Course Outline

BERE B R BRI E R (R 5 2005/06 452 2 X fEALb5 2 0 #E4 o)
[0 Experiential Learning and Achievements Transcript [ELAT]
(Only applicable to full-time students admitted in the 2005/06 academic year or thereafter.)

Fipm 5% A : BRI R RN

HAGE BN EH UBATRAZHUA T HER BT F & EAES1007T -

EMART %R FENTHFEXENIHRA /Rl Z M4 -

~ Fees per single copy of academic documents is HK$50. Additional charge of HK$15.5 is required for registered mail.

# Overseas applicant who would settle the application fees by bank draft should pay an additional bank service charge of HK$100.
Please refer to Note 4 of the' Procedures/I mportant Notes for Application for Academic Documents’ on Payment Methods.

15.
U Additional Charges: Postal services by registered mail”* $15.5
g y reg
Wt e dRAT F BRASH $100
O Additional bank service charge#
NEEBA XM EHRE HBESS0R o bR FEBIRE BT 0 At BESISASA - 4 % A Total Fees

(#HHKS)

¥ —AAEEHERZ AR FRGNE KA ETF  FRDHG G FKBRRIZI D TERTERFERER 0 [ Honk, F AR GIRFEE 2 PR HS

(%% - (852) 3655 5905; AZA - (852) 3622 1064; & . caspd2@edb.gov.hk)]
Ao T BRI F FHFN - TRHE FARGASL, #5454 (852) 29486177 +
¥ A AR ERESF O LRI ETG F R IR R F A F AR W FRBERRETFH (A5 BB - B ) S E A

* For student transcripts and testimonials before the academic year 1994-95, please write to the School Leadership and Professional Development Section, Professional Development and Training Division,
Education Bureau. [Address: 5/F, East Wing, Central Government Offices, 2 Tim Mei Avenue, Tamar, Hong Kong (Tel: (852) 3655 5905; Fax: (852) 3622 1064; Email: caslpd2@edb.gov.hk)]. For other

enquiries of application details, please contact the Registry of The Education University of Hong Kong at (852) 2948 6177.

**  Pleaseindicate the programme title(s)/course title(s) on the next page. Fees will be counted by each copy of programme handbooks (course synopses included, if applicable) / course outlines.
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SECTIONII  APPLICATION DETAILS (CONT'D)

A HRERFREN

Information on programme and year of study:

RAZ LR
Programme Title/Code:

NEEEpy R FE R (o HA) R
Year of Admission: Year of Study (if applicable): Year of Graduation:

E 5 (o A) BE2A (o @A)
Major Subject (if applicable) Minor Subject (if applicable)

FHB KM F B L MBGoEA)
Course Title(s) for Course Outline(s) (if applicable):

H 4 & # Other Information:

¥ B e(GEAEEE e ZAE NI V' 3R) Purpose of Request (Please tick as appropriate):

O w3 ALReE O 3 O ZEF%F

Programme Admission Job Application Academic Qualification Assessment
O 18 A %ék O 9%

Personal Record Visa Application

O Hib- FHEH
Others, please specify:

B AP XEAM
SECTIONIII COLLECTION OF ACADEMIC DOCUMENT(S)

KRBk GRAEBE ) ZHENEEY 3R)
Method of Collection (Please tick as appropriate)

O UAARSHRAR

To be collected by myself in person

B ZIAAR

Q (ZFC AL IR Bl P A A MR SR 22 93¢ 7 235 52 £ 280 XA A2 /FI JE Ao 2 R 4RT) F 8 e AR 3 A st < )
To be collected by an authorized person (The authorized person must bring along all the required documents [indicated in Note 7 of the
Procedures/Important Notes for Application for Academic Documents] before collection of academic document(s).)

HEHF R EEAM GRABHAZ L)
Please send the academic document(s) by mail” (Please fill in the attached address slip.)

0 BRI R AR IR TP LA XA CRAB M A bR ) [ A5 P R X IF| ko 2 R4
Please send the academic document(s) by registered mail” (Please fill in the attached address slip.) [indicated in Note 4 of the
Procedures/Important Notes for Application for Academic Documents]

# oo EIEIR TR EEAM MR R B HEMEEE® T B H KRB -

For mail dispatch of academic document, the Registry bears no responsibility for any loss or damage of the document(s) during postal delivery.



Fwiy o
SECTIONIV  DECLARATION

1. MR O GEAE S EENE LY R
Enclosed please find the following: (Please tick as appropriate)
Q SATH B BRI A / SRAT MR AR IE & Q SATARZE (R 555 F 35E)
Original payment receipt / Original transferral receipt Bank Draft (For overseas applicants only)

Q shab & (DR R K30 )

Adderess slip (for postal delivery of academic document)

2. A A B & I understand

() BT EEA  BHFRMER & TIEMEIEM I R E K RIEE -
For mail dispatch of academic document, the Registry bears no responsibility for any loss or damage of the
document(s) during postal delivery.

(i)  dosRIeE A AR B ARERE LA » LICAN T P o2 B A SRR 35 AR B A B oL JB 4K

BAARZORME - FAL AR RGP ERARICAZ G AR DR RGeS A -
WRIARERTALDN AN HBFRFELRAAILEEAINBLLIEA -
If I wish to authorize another person to collect the academic document(s) on my behalf, my representative is
required to bring along the “Authorization for the Collection of Academic Document(s)” signed by me, A
photocopy of my student card/HKID card and HKID card/passport of my representative for verification and
record purpose at the Student Records Service Desk of Information Centre. The Registry will withhold my
academic document(s) if the authorized person cannot produce all the above required documents during
collection.

(i) wWwAARERTFBWPLAARY > whHXHEL > HBREBFEE -
The Registry bears no responsibility for any loss of academic document(s) during collection if no prior notice
for change of method of collection is received.

(iv) PRSI A % R AR T AR R % © 2o VIR X F @ R A SR KBRS - B
GUHZATAFRAEIEIER - £ 1A SA N6 ARTAMA R HENN - RILRFRIET 4 F RaL
E -
The application will be completed within 7 working days from the date of receipt. Please allow about 3 more
working days for postal delivery. During the peak examinations and assessment periods in January, May, June
and July, additional processing time is likely to be extended.

(V) AAR U EME R B R0 BT XA AR R ERF AR -
I will NOT receive individual notification of the date of collecting or mailing the academic document(s).

# 3 A % % Signature of Applicant B #ADate
FEHRY HHREA
SECTION V FOR REGISTRY USE
No Liabilities checked by : on
Document(s) prepared by : on , sent on

AR % £ 39 44 COLLECTION OF ACADEMIC DOCUMENT(S)

ZhEE IR AR 5 =30 5 2 5 S A U
I acknowledgement receipt of the academic document(s) as stated in Section 11

LBER A % % Signature of Recipient B #7 Date
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2 To:

(¥ AName of Recipient)

(3.1kAddress)

o PHNFREBRKBEBRIFEE XA XIRNA » FHE T I UEREE -
Pleasefill in the following section if you want the University to send your academic document(s) directly to other parties by mail:

AKIM L (FAn )X P ERAF U AR T F T I FAMR
The enclosed Academic Document(s) is/are sent at the request of (Applicant's name)
who is applying for:
O ANERE Q mfx Q %= Q 2EF%F
Programme Admission Job Visa Academic Qualification Assessment

Q Hb o 3]
Others, please specify:

BA FEHERE
AR
FRIRZHE R

AP RAEEFH105E

Sent by: Academic Regulations and Records Section
The Registry
The Education University of Hong Kong
10 Lo Ping Road, Tai Po
New Territories, Hong Kong

B #A
Date:




MR F BN

Authorization for the Collection of Academic Document

AEMBREED RIEAFA AP FAL BEZYINMFRL » EBEF PG EEBY M —HER -
Thisformis to be presented by the authorized person when collecting applicant's academic document(s). Thereis NO NEED to attach this
to the application form.

. HBR
EHREE RS

M AARERIATRARE EEZAIMH - A A

(B #& G a8 iias/ g £kt ) B & LA/ e/ NE* (B
R R Y O VR B AREH M A A6 %A UE -

To: The Registry
The Education University of Hong Kong

Since I cannot collect the academic document(s) in person, I,

(HKID No./Student No.* ) would like to authorize Mr/Ms/Miss* (HKID

No./Passport No*: ) to collect the academic document(s) on my behalf.

* M #F % Z - Please delete whichever isinappropriate.

LEVE ¥

Applicant's Signature:
HiEAML

Applicant's Name:

BB G EIRA/ S B
HKID Card No./Student Card No:
P ARG
Programme Code:

B #A

Date:

EZFR

Important Notes:

& ARTE R S B 0 A AL R T RAR R AT A B A DA AR H R bk

The authorized person must produce the following documents for verification/record when collecting the academic
document(s):

() @FFAPATRZEEFZBAAIE L BRI K46

" Authorization for the Collection of Academic Document(s)" signed by the applicant;
(i) FHRAZEEG /P AERER

A photocopy of applicant's Student ID/HKID card; and
(il) RICAZFHG P HIER

HKID card/passport of the authorized person

R ZHARBE R TR A LT Z X R 3esk B RFIERIE Y FAZLZEEAIFFLETIH
Ao

The Registry will withhold the applicant's academic document(s) if the authorized person cannot produce all the above
required douments for verification and record during collection.




