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Procedures/Important Notes for Application for Replacement of Certificate
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Applicable to graduates of higher/postgraduate diploma or undergraduate or taught/research postgraduate
programmes only (except joint degree programme such as BACEE and Professional Development
Programmes)
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Important Notes
< Application for replacement of certificate is only applicable to graduates of higher/postgraduate diploma or
undergraduate or taught/research postgraduate programmes (except joint degree programme such as BACEE and
Professional Development Programmes).

< The award certificate issued by The Education University of Hong Kong is a unique document and no duplicate copy
will be issued.

< A graduate may apply for a replacement certificate in case of loss or damage of an original certificate. Application
will only be processed upon receiving the ORIGINAL supporting document(s) (e.g. damaged certificate / police report
/ notarized statement / declaration administered by Commissioner for Oaths) provided by the graduate.

< Please note that a graduate is only permitted to retain ONE valid award certificate, including the replacement
certificate, for each academic qualification he/she was conferred by the University. After the replacement certificate is
collected, the concerned graduate’s original certificate will automatically be cancelled and is rendered null and void.
If you have recovered the lost certificate after submitting a replacement application or obtaining a replacement
certificate, you should return the recovered certificate 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) for
record. Otherwise, the graduate concerned will be considered to have commited an illegal act if he/she is
subsequently found to continue using the lost certificate and liable to be charged with the use of fraudulent document.

<> A replacement certificate is printed in the current format of the graduate certificate including the signatures of the
current University Officers, with additional statements “This certificate is reissued on DD/MM/YYYY” and “A 3% &
FYYYY MM A DD B 4% printed on the certificate.

<> Replacement certificates will only be issued twice a year at the end of March and August respectively. Applications
must be submitted before the end of February for replacement certificates issued at the end of March or before the end
of July for replacement certificates issued at the end of August of the respective year.
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Personal data provided in this form will be treated as strictly confidential and will be used for the purpose as stated in this application.
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Notes

1. Please complete Sections I to VII 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).

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

3. Replacement certificates will only be issued twice a year at the end of March and the end of August respectively. Applications must
be submitted before the end of February for replacement certificates issued at the end of March or before the end of July for
replacement certificates issued at the end of August of the respective year. Applicants may contact the Registry at (852) 2948 6177
for further enquiries, if necessary.

4. Application Fee and Payment Methods:

The application fee is HK$400 for each replacement certificate. Following are the payment methods:

. Cash payment at bank
Applicants can obtain a payment slip from any branch of Bank of East Asia (A/C: 015-195-25-00002-0) to make a cash
payment (Please attach original payment receipt to the application form).

. Bank ATM payment
Applicants can pay through ATMs of Bank of East Asia (A/C: 015-195-25-00002-0). (Please attach original transferal
receipt to the application form)

. Payment by bank draft (For overseas applicants only)
For overseas applicants who pay by bank draft, the total payment of application fees is HK$575 (i.e. the sum of application fee
(HK$400), postal fee (HK$75) and bank service charge (HK$100)). The bank draft (in Hong Kong dollars) should be made
payable to “The Education University of Hong Kong”.

5. Replacement certificate will only be collected in person. If you wish to authorize another person to collect the certificate on your
behalf, your representative is required to bring along the (1) "Authorization for the Collection of Academic Document(s)"(A sample
is attached) signed by you, (2) A photocopy of your Student ID/HKID card and (3) HKID card/passport of your representative for
verification and record purpose. The Registry will withhold the applicant's certificate if the authorized person cannot produce
all the aforementioned documents.

6.  Only applicants who reside overseas or in Chinese Mainland can choose mail dispatch of the certificate. They must indicate their
overseas address/ address in Chinese Mainland clearly in Section VI of this form. The Registry bears no responsibility for any loss,
damage or delay of the certificate during postal delivery.

7. The Registry bears no responsibility for any loss of certificate during collection if no prior notice is received for change of collection

method.
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APPLICATION FOR REPLACEMENT OF CERTIFICATE

HEARFEG - s RRIN B 69 %2/ /B 40 - Please read the procedures/important notes attached before completing this form.

PR 2R3 %8 & ¥ 3E A L EAS3A F (Al parts are to be completed by applicant in BLOCK LETTERS)

#— 40 A R
SECTION 1 DETAILS OF APPLICANT

5 (3 x) (+ )

Name (English): (Chinese):
XL &G RS
Student No.: HK ID Card No.:
B M 4% E 3% & I

Day-time Contact Tel No.: Email:
F=a L B

SECTION I1 APPLICATION DETAILS

RAZL R IR

Programme Title/Code:

NEFf EE by

Year of Admission: Year of Graduation:

TR RBEGEAE S ERNE LY R)
Reason for replacement (Please tick as appropriate):
O EEHRBCARMOHEKZETE)
Certificate damaged (Please provide the damaged certificate)
O BEHXCGERBETRALH/NEEZRSLFR)
Lost of certificate (Please provide the police report/notarized statement/declaration administered by Commissioner for Oaths)
Q Htb - 3
Others, please specify:

L P kT %
SECTIONIII PAYMENT METHOD

FABE M EAANIE LY 3E o Please tick as appropriate.

v EREmAYwE L -

An application fee of HK$400 is charged for replacement of each award certificate.

O #ET— MR BRATEBEHUIEA (P 0 3E4E: 015-195-25-00002-0 ) (GFHE X 40 & i EK)
Payment by direct deposit at any branch of Bank of East Asia (A/C: 015-195-25-00002-0) (Please attach the original
payment receipt)

Q # REHATRE T o8 AR B AR & A 2| REHRAT (P O 5045: 015-195-25-00002-0) (G547 X BARIKARE &)
Payment through ATMs of Bank of East Asia (A/C: 015-195-25-00002-0) (Please attach the original transferal

receipt)

O URFAZMR(RBAAR BT HE)  PHLEAAEFRBLTEAA WP HECETwE L) ~ HFBEECEK
EFER)RBATFRECRE—TR)2f) o KSHFAF M TEBRFTAE, -
Payment by bankdraft (applicable to overseas applicants only). The total payment of fees is HK$575 (including the
application fee (HK$400), postal fee (HK$75) & bank service charge (HK$100)). The bank draft (in Hong Kong dollars)
should be made payable to “The Hong Kong Education University of Hong Kong”.
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SECTION IV  COLLECTION OF REPLACEMENT CERTIFICATE
BBk GERBENEARELY )

Method of Collection (Please tick as appropriate)

0 B AAR & A RAAR
To be collected by myself in person
B RIEAAR (LA LAGFPTA H MEA LI F 5582 5/ A S0 X WS|4 R EE - )

g To be collected by an authorized person (The authorized person must bring along all the required documents /indicated in
Note 5 of the Procedures/Important Notes] for collection of certificate.)
HOUMBRHABEFHEETEET (RRARE BN N F EE)

Q Please send the certificate by registered mail (only for applicants who reside overseas or in Chinese Mainland)
(EUH A+ EAZHAEA > BHET T2 &)
(Additional postal fee of HK$75 is required, and please fill in the address slip provided below.)

REHNY WERBA EAHE A

SECTION V PERSONAL INFORMATION COLLECTION STATEMENT

1.

R BN BRI A ARIZR MM TZEF  AREN BRI REG —REFRHAZNE 23R % -
The personal data provided by you in this form will be used by Academic Regulations and Records Section for the
purpose of processing your application and will be destroyed after a period of time.

REAPTMEG EHEHRE » oA TR - R ATIRB RN PIES L SBBA L -
Information provided will be treated as strictly confidential and may be transferred to other unit(s) within the University
for necessary action, where applicable; and

R ESEFZEMRBMEBEATH  FHAPLAREHEEEE (FH: exam@eduhk.hk) °
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.

BNy Wonk &
SECTION VI  ADDRESS SLIP

Wht &
Address Slip

(3B F 5N M ik Please indicate your overseas address/ address in Chinese Mainland.)

#%To:

(¥ A Name of Recipient)

(3t 1k Address)
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SECTION VII DECLARATION

MACHLE GEABEHZENEA LY IF)
Enclosed please find the following: (Please tick as appropriate)

1.

Q

Q
Q
Q

#m

BEXRTERARBANETHER)

Original certificate (for certificate damaged)

LR/ NEEERSERA (RBARAREEER)

Police report/notarized statement/declaration administered by Commissioner for Oaths (for lost of certificate)

BATH BB A / ST HBRMAEIE R / RAT R Z (R BR VBT 3E)
Original payment receipt / Original transferral receipt / Bank Draft (for overseas applicants only)

Wik &k (R EV BN A F FH)
Address slip (only for applicants who reside overseas or in Chinese Mainland)

A ABA & I understand that

(1)

(ii)

(iif)

(iv)

V)

(vi)

BHEBEFETALAN  AARTRERBAGREALETAAGZRAZE-ROEEFE - W AABAF
EHERNFEL  LAFERRCEGEBRNEE T REFRE - TR AR oW BREFER TR
BB E KRR A IR RS -

I can be in possession of only one copy, including the replacement copy, of the degree certificate for each
academic qualification awarded by the University. If I have recovered the lost certificate after submitting a
replacement application or obtaining a replacement certificate, I shall return the recovered certificate to the
University for record. Otherwise, I will be liable to be charged with the use of fraudulent document if I
continue using the lost certificate subsequently.

BRI T H RXUIEF ARG BN P F 5FH (F 354 L RF AT BN P g2
BRI B HBERE  BHEREBEFAF -

Only applicants who reside overseas or in Chinese Mainland can choose mail dispatch of the certificate. They
must indicate their overseas address/ address in Chinese Mainland clearly in Section V of this form. The
Registry bears no responsibility for any loss, damage or delay of the certificate during postal delivery.

R T L IR P S AN I RICAARIR o do SR A A A A R B SIS I AN TS AR
BRXAEE > 6B E (—) dAARFORMEE » (=) AAXZERRFRGPEINLAR (=) %
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Replacement certificate will only be collected in person. If I wish to authorize another person to collect
the certificate on my behalf, my representative is required to bring along the (1) “Authorization for the
Collection of Academic Document(s)" signed by me, (2) a photocopy of my student card/HKID
card and (3) HKID card/passport of my representative for verification and record purpose. The
Registry will withhold my certificate if the authorized person cannot produce all the aforementioned
documents.

W AARGERFBL0 B BAABMHEEET N L BHRETF 8 RIEMTXHEX -
The Registry bears no responsibility for any loss of certificate during collection if no prior notice for change of
collection method is received.

PHEMEREEEZLAMEAMIEAIFER (WAANCHEEI B L/ LETRALE/ N EEAES
LRW) P FTHRIE -

Application for replacement of certificate will only be processed upon receiving the ORIGINAL supporting
document(s) (e.g. damaged certificate / police report / notarized statement / declaration administered by
Commissioner for Oaths) provided by me.

WREEARNEF=ZARRANARGR  BLFFAMOAHNALFXZ—ARREAK > = AKZAT
W FF  HEETHENR A RIBE  CARIAKBIGFF  HEETHANARZIKED
e

Replacement certificates will only be issued twice a year at the the end of March and the end of August
respectively. Applications must be submitted before the end of February for replacement certificates issued at
the end of March or before the end of July for replacement certificates issued at the end of August of respective
year.

¥ 3% A% % Signature of Applicant A #Date
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SECTION VIII FOR REGISTRY USE

No Liabilities checked by: on
Certificate prepared by: on
Certificate checked by : on , sent on

48B4 %38 E COLLECTION OF CERTIFICATE
BEARAMEF I AR R Ny HEEE
I acknowledge receipt of the certificate as detailed in Section II of this form

ABER A % % Signature of Recipient

A #7 Date
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Authorization for the Collection of Academic Document(s)

REWBR T ZHATNAF FALEEBEY IR - iR EIF 7 FEFEEY I —HLEZX -
This form is to be presented by the authorized person when collecting academic document(s) for the applicant. There is NO NEED to
attach this to the application form.
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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.

* 3FM A K8 A # o Please delete whichever is inappropriate.

FHEARL

Applicant's Signature :
HIEAML

Applicant's Name :

RS o RV e o R
HKID Card No./Student Card No.:
B #A

Date:

ERFR

Important Notes:

FARATE R UM RSB AL AT RAR R AT A M ST AR A% $/ ST 8k
The authorized person must produce the following documents for verification/record when collecting the
academic document(s):

() BFFAMEEREFZ RMAAIE EEA M £

" Authorization for the Collection of Academic Document(s)" signed by the applicant;
(i) ¥HEAZFEFE/ZAEI A

A photocopy of applicant's Student ID/HKID card; and
(i) RIEAZF B G E AR

HKID card/passport of the authorized person

ARG H TR LR B AR R0 B RSERIe P HAZLZEEA S
ZIEA o

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




