H—'Wﬁ]‘%! JEH1 Notes on Application for Replacement of Award Certificate
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Thé avlard certificate is a unique document No dupllcat copy will be |ssued owever, a student/graduate may apply for a
replacement certificate from campus secretariat in case of loss of an original certificate.
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According to the prevailing policy of VTC, transcrlpts certlflcates and related certification in respect to a student/ex-student will be
withheld until he/she has paid up all his/her outstanding fee (including library and other fines) owed to the VTC.
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The request for replacement will only be processed after the followmq documents have been well received by the related campus

secretariat, including:-

° application form for replacement of award certificate;

® payment receipt/payment reference number of the replacement fee - HK$500 for each replacement certificate (Non
refundable); and

) payment receipt/payment reference number/cheque number of outstanding fee, if any

(Note: Your application for replacement of award certificate will be processed only after the confirmation of the receipt of

above-mentioned payments.)
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Payment Method
Current Student
Payment Method as shown on Appendix I.  Application form without attaching the original/copy of payment receipt will not be
processed.

° Graduated Student
Payment in cash is accepted from 8:30am-12:30pm and 1:30pm-5:30pm Monday to Friday (except public holidays) and the
applicant or his/her authorized person must tender the cash in person. Other than the time slot mentioned, applicants can
submit their application by mail or in the campus drop-in box located in the lobby in which only crossed cheque/bank draft made
payable to “Vocational Training Council” is accepted.
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A stljdent / graduate sﬁould only be in possession of ONE valid copy of the award certificate, including the replacement copy, for
his/her qualification awarded at any given time. In other words, if a certificate, previously reported lost, was subsequently found, the
student / graduate concerned is required to return any extra copy to the campus secretariat. Any fee paid will not be refunded.
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jjicement certificate will have additional notes, _“Date of re-issue” and _“This is a replacement for loss of original certificate”
at the bottom of the certificate. Its format may not be exactly the same as the previous original version. Processing time for a
replacement certificate is SEVEN working days.
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Students can to collect the Award Certlflcate in person, they should approach the Campus Secretariat during Monday - Friday at
8:30am - 12:30pm or 1:30pm - 5:30pm (except public holidays). Students can also authorize a person to collect the Award
Certificate on their behalf. In such case, the authorized person must present his/her original HKID, together with an authorization
letter signed by the student and indicated the HKID No. and course details of the student.

t/[léjﬁﬁ% ’ ﬁ%é Eﬁﬁ?eﬂj' r’f'ﬁ% For enquiries, you can contact the Campus Secretariat at:

t*'ﬂlFAddress BHNR E‘-FAg 1 6 9 6 Oi Kwan Road, Wanchai, HK
== Tel. No. 8358335

F:;nﬁf Fax No.: 2572 9847

F“’ =40 E-mail address: csivemh@vtc.edu.hk
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Personal Information Collection Statement
(i)  The personal data provided on this form will be used for the purpose of replacing the award certificate only.
(i) For correction of or access to the personal data after submission of this form, please contact the Campus Secretariat.
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Payment Methods for Replacement of Award Certificate (for current student)
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Bill Account Number: 9-digit of Student No. plus 2-digit of Payment Type :
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“39” Replacement of Award Certificate
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riginal/copy of the ATM payment receipt together with the compl ted application form to Campus Secretariat.
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At any ATM of the Hang Seng Bank or HSBC i ?fggglll %ynégnlgsemces
Select Educat10n - Others
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Select Vocat1onal Trammg Council”
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Select payment of Fees for Student Services”
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) Enter 9-digit Student er + 39 (11-digit in Total)
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nter the Total Payment Amount
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(Note: You must pay the exact amount in one smglé1 tl‘ansactlon )
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At the JETCO ATM with the JETPayment |ii. Fll/l IHJ é
Select er hant ode Entry”
Logo i, g Wmﬁf 9151 4.
Cy in Mer hant Code “0151”
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ter 9- d1g1t Student er + 39 (11-digit in Total)
Vi, E F(I_lé El
nter the Total Payment Amount
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Using PPS* L FE 18033 . www.ppshk.com
l access number 18031 1sit www.ppshk.com
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nter merchant code “9151” Ater merchant code  “9151”
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v, EEESHI 03, 50t . SRR T3, 5
Select Bill Type: “03” payment of Select Bill Type: “03” payment of
“Fees for Student Services” “Fees for Student Services”
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Please gubmlt the completed application Please srubmlt the completed application
form with the payment reference number form with the payment reference number
written to Campus Secretariat written to Campus Secretariat
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Hong Kong Institute ef Vocadtional Education (Morrison Hill) | Office Use:
Application Method: [ By Post (3 In Person
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Application Form for Repla emg to Award Certificate

Signature: Date:
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The application fee for Replacement of Award Certificate is HK$500 (non-refundable)

A. [ *%¥R Personal Particulars

i rﬁ“ﬁﬁ i lﬁ% Please type or print in BLOCK LETTERS.
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Name in English
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Name in Chinese (if any, as in HKID)
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EIKID Card /Student Number
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Course / Programme Title / Year / Class
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Contact Number Mobile: Office / Home:
el

E-mail Address

B. ﬁ]ﬁ?fﬁ?;‘éﬂ Details of Replacement Certificate
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Qualification Awarded (Course / Programme Title) Date of Issue Classification (e.g. Distinction/Credit/Pass)
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Un erstand that I can be in possess1on of cfn y ONE copy, mcludmg the replacem nt copy, of the award certificate for each academic
qualification awarded by IVE / HKDI / SBI/ YC, and I would be required to submit the extra copy (ies) of the certificate to the IVE / HKDI /
S]/SI / 1YC for destruction if the original copy, previously reported lost, was subsequently found. I hereby declare that my original certificate(s)
is/are lost.
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Have already settled replacement ee and all the outstanding fee (including library and other fines) owed to the VTC. Otherwise, my
transcripts, certificates and related certification will be withheld.

fﬁ?(/*ﬂi Collection Method
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To be collected in person To be collccted by an authorized person (Letter of Authorization attached)

F[r]ﬁ;‘ﬁ?ﬂ% (b= TSRV EISE) Application Fee Payment Receipt (for current student)
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Hang Seng Bank/HSBC or JETCO ATM (Transaction advice attached) PPS, please fill in payment Reference No. in the boxes provided

a5 g1 Signature: F 1 Date:
(For Office Use Only)
Completed by CS Staff
HKID Checked |:| Application Details checked |:| Yes |:| No Any O/S Debt? No / Yes
Signature: Date:
Application Fee HK$ |:| Cash |:| Cheque No. Receipt No.:
Received by: Date:
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Acknowlecfgement (To be completed by the applicant when collecting the award certificate)
E ’*E?Tﬁglgv*’ﬁfﬁf 12! - | acknowledge the receipt of the Award Certificate.
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Signature: Date:
Mar 2014 (Rev.)




