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Form AS 3
Faculty of _________


Application for Transcript of Studies
(Not applicable to Research and SPEED students)

Please read the information overleaf before completing this form.

I. Particulars of Applicant

	Name  (*Mr/Miss/Mrs/Ms)
	
	/
	

	
	         (in English)
	     (in Chinese, if applicable)

	HKID Card/Passport No.
	
	(            )
	Date of Birth
	

	Address
	

	
	
	

	Email
	
	
	Contact Telephone No.
	


II.
Programmes of Study at PolyU
	Student Number
	Faculty
	Department
	Programme Title
	Year Admitted
	Year of Last Attendance

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


III.
Recipients of Transcript

	Transcript to be sent to

(names & addresses of recipients)
	Purpose
	No. of Copies

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Signature of Applicant :
	
	Date :
	


IV.
For Urgent Cases (see Note 12 overleaf)

Date Required : 
 (Supporting document is attached.) 

V.
Amount Payable by the Applicant (*Delete as appropriate)
Fee payment in *cash / by cheque in Hong Kong dollars made payable to “The Hong Kong Polytechnic University” (cheque no.  


       ) / by on-line credit card (Visa/Master/UnionPay) (invoice no. 
             ) at https://www29.polyu.edu.hk/foccp/ccp_payment_menu.jsp
	
	
	            Amount (HK$)

	
	copies @HK50.00 each
	

	 Air postage (Registered / Express)
	

	
	
	

	 Total
	
	


VI.
Have you applied for a transcript before?   *Yes / No.
*Delete as appropriate

Points to Note before Completing the Form
1. If you have attended study programmes of more than one Faculties/Schools, you should complete ONE form for each Faculty/School Board Office.
2. HK$50.00 is charged for each copy/set of transcript of studies processed by each Faculty/School Board Office.
3. If you prefer to receive the transcript of studies by mail, an additional amount of $13.00, being the fee for registered mail, will be required.

4. If you would like to have the transcripts sent to overseas addresses, you are required to pay additional air postage at the following rate (for addresses outside zone 1 and 2, please visit the website at http://www.hongkongpost.com/doc/common/pos15.pdf for updated postage rate):-

	Zone
	Weight*
	Postage#

(HK$)
	Additional postage

for each extra 10g

	1
	South-East Asian countries (except Japan)
	under 30g
	$4.50
	$1.20

	2
	Africa, Canada, Europe, Japan, United Kingdom, Australia, New Zealand, South America, U.S.A. etc.
	under 30g
	$5.30
	$1.30


* 
Transcript of study without any enclosure weighs 25g.
#
For express air mail (for overseas only), an additional $6.00 shall be added; for registered mail, an additional $13.00 shall be added.

5. In addition to cheque and credit card payment system, you can also choose to settle the payment by cash using payment form.  The payment forms are obtainable at the Service Centre of the Academic Secretariat at Room M101, Li Ka Shing Tower.  Fees paid are NOT refundable.
6. You are required to provide the following documents, together with the completed application form:
-
copy of your Hong Kong Identity (HKID) Card/Passport (for those without an HKID Card); and/or

-
the cheque (for payment settled by cheque); or

-
the payment form receipt (for payment settled by payment form).
7. If you authorise another person to collect the transcript on your behalf, please provide a letter of authorisation along with the application, stating the name and HKID Card number (or Passport No. for those without an HKID Card) of the authorised person.  A copy of your HKID Card and the authorised person’s HKID Card  (or Passport for those without an HKID Card) will be required for verification.
8. Your HKID Card copy will be destroyed after your application has been processed.
9. Completed form(s) and the required documents should be sent to the relevant Faculty/School Board office(s) for processing through the following means:

	Office
	By email
	By fax 
	By mail

	Enquiry Telephone No.

	
	(ONLY for applications which the payment are  settled by on-line credit card system) 
	
	

	Faculty of Applied Science & Textiles
	scastenq@polyu.edu.hk
	2362 2578
	The Hong Kong Polytechnic University

Hung Hom

Kowloon

Hong Kong

Attn: (please state the name of the relevant Faculty Office or the School Board)
	2766 5057

	Faculty of Business
	fbenq@polyu.edu.hk
	2362 5773
	
	2766 5084

	Faculty of Construction and Environment
	clfce@polyu.edu.hk
	2362 2574
	
	2766 5035

	Faculty of Engineering
	denquiry@polyu.edu.hk
	2176 4563
	
	2766 5064

	Faculty of Health & Social Sciences
	fhss.email@polyu.edu.hk
	2363 0146
	
	2766 5077

	Faculty of Humanities
	fh.enquiry@polyu.edu.hk
	2363 8955
	
	3400 8212

	Board of School of Design

Board of School of Hotel & Tourism Management 
	obacaenq@polyu.edu.hk
	2356 9852
	
	3400 3987

	School of Professional Education & Executive Development
	speed@speed-polyu.edu.hk
	2363 0540
	
	3400 2828


10. If you cannot locate the relevant office(s), you can send the completed form, together with required documents, to the Service Centre of the Academic Secretariat at Room M101, Li Ka Shing Tower, The Hong Kong Polytechnic University.  You can also contact the enquiry hotline (Tel: 2333 0600) of the Academic Secretariat for assistance.
11. To avoid postal error, please put down the names and addresses of the recipients clearly in the table “Recipients of Transcript”.  If the application is submitted in person to the Service Centre of the Academic Secretariat, you will be requested to write down this piece of information in DUPLICATE on the labels provided by the Centre.
12. For urgent cases, please indicate the date when the transcripts are required.  Documentary evidence must be attached.  The University will try its best to entertain urgent cases with supporting documents.  In case the request could not be acceded to, you will be informed by telephone.

13. For current students, transcripts will normally be ready in 7 working days.  For other students/graduates, the Faculty/School Board Office may need more time to process your application.  It would help to shorten the processing time if you could provide as much information as possible to facilitate record searching.

14. Please note that if your transcript is not collected within 3 months from the date of issue printed on the transcript, the transcript will be destroyed for security reason.
15. The information provided by you in this application form will only be used for processing this application.
For Office Use Only


Application received on : 	


Official Receipt No. : 	


(if applicable)


HKID card checked by : 	


                                 on : 	


 





In preparation for the implementation of the new Student Record System, the processing of transcript applications will be suspended during the period: 16 February – 11 March 2012.  Applications received during the suspension period can only be processed after 12 March 2012.  The processing time for the application is listed overleaf as Item 13 of  the “Points to Note before Completing the Form”.








(28/12/2011)


