Notes on Application for Transcript of Study/Other Documents
CAEZ LT Tk WEICE I L

KT AR S B3GR B0 5 YT L BT D VRS — s -

The completed application form, together with a copy of the HKID/valid student card and relevant application fee/original or copy of the ATM payment receipt/ must be

submitted in whole to the Campus Secretariat, Hong Kong Institute of Vocational Education (Morrison Hill).
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Non-graduating students / ex-students requesting for the issue of a signed copy of transcript of study and record of non-academic achievements will be charged at

HKS$50/per copy. For graduating students, a full set of transcript of study and record of non-academic achievements with campus signature / chop will be provided

automatically at the end of the last semester of study. No submission of application or charge is required
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Accordmg to the prevalhng policy of VTC, transcripts, certificates and related certification (excluding Record of Non-Academic Achievements) 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 following documents have been well received by the related campus secretariat, including:-

[ ] application form for transcript of study/Other Documents;

[ ] payment receipt/payment reference number of the application fee; 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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Any fee paid will not be refunded.

FE 1 Payment Method

® {5 Current Student

Payment Method is shown on Appendix I.  Application form without attaching the original/copy of payment receipt will not be processed.
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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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Applicants can authorize a person to submit the application or to collect the requested document(s) 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 applicant.
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Where the applicant chooses the document(s) to be sent by post, please make sure that the mailing address is correct and complete as the Institute undertakes no
responsibility for any loss or damage of the document(s) during the postal delivery. Postage fee will be levied for overseas or registered mail.  Students will have to bear
the responsibility for any postal lost or wrong-delivery.
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Processing time of the application is SEVEN working days. For those who indicate to collect the document(s) from the campus, they will be notified individually at
appropriate time. Please make sure that the document(s) is collected within 1 month from the date you receive our notification or otherwise the document(s) will be
destroyed.
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For enquiries, you can contact the Campus Secretariat at:

i Address: Fﬁ%ﬁ“i‘fﬁfﬁ 65

6 O1 Kwan Road, Wanchai, HK
F{'LI?F Tel. No.: 2835 8335
[HEr Fax No.: 25729847

:E:

520 E-mail address:  csivemh@vtc.edu.hk
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Personal Information Collection Statement:
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The personal data provided on this form will be used for the purpose of processing the application for transcript of study/other documents only.
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For correction of or access to the personal data after submission of this form, please contact the Campus Secretariat.
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Hong Kong Institute of Vocational Education (Morrison Hill)
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Payment Method of Fees for Various Services (For current student)
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ease submit the

riginal/copy of the ATM payment receipt together with the compl ted application form to Campus Secretariat.
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Bill Account Number is made up of 11 digits, of which the 1st 9-digit is the student number and the last 2 digit is the category of student service charges

f7l: 081234567XX (52§ 9 [ By ™7 ?Fr'}%"F XX))
e.g. 081234567XX(first 9 digit — student number (081234567); last 2 digit - category of student service charges (XX)
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Transcript of Study and Record of Non-academic Achievements




Office Use:
Application Method: [ By Post (3 In Person
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To be collected in person To be collected by an authorlzed person (Letter of Authorization attached)
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I have already settled the application fee and all the outstanding fee (including library and other fines) owed to the VTC.  Otherwise, my transcripts, certificates and related certification will be withheld.

%% Signature [ Date :
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Aclmowledgement (To be completed by the app) cant when collecting the transcript of study/other document)
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I dcknowlcdgc the receipt of the Transcript of Study/Other Document.

aE ]
Signature : Date :

Mar 2014 (Rev.)



IFor Office Use Only

Part A (to be completed by CO(A) or designate)

Application Fee HK$

O Cheque No. :

O Cash
has been collected vide receipt no.

Signature of CO(A) or designate: Date:

Part B (to be completed by CO(C) or designate)
To: Departmental CO ( )

The requested transcript 1s attached herewith for your arrangement of signature and onward transmission to the applicant.

Signature of CO(C) or designate: Date:

Part C (to be completed by Departmental CO)

[ confirm that the transcript has been signed by HoD and forwarded to the person/organization/address stated overleaf.

Signature: Date:
Departmental CO ( )

Remarks: This form should be returned to CS(C) (Room 018) after completion of Part C.




