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Application for Testimonial 
Please read the information overleaf before completing this form. The normal processing time is 7 working days, 
excluding postal time. Please note that this application is applicable for RPg students admitted in or before the 2017/18 cohort (i.e. on or before 30 June 2018).
I. PARTICULARS OF APPLICANT

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

	
	(in English)
	
	(in Chinese, if applicable)

	Email Address :
	


	Telephone :
	
	(Mobile)
	
	(Office)

	HKID/Passport No. :
	
	


II. PROGRAMMES TO BE INCLUDED IN THE TESTIMONIAL
	Academic

Department
	Programme Title
	Mode of attendance
	Student No.
	Year admitted
	Year of last attendance

	
	MPhil/PhD*
	
	
	
	


III.
PURPOSE OF THE TESTIMONIAL (NOTES 1-4)

	Purpose #
	Testimonial will be addressed to:
	No. of copies

	( Visa extension

( Change of mode of study

( IANG visa application
	Director of Immigration, Immigration Department, The Government of the HKSAR
	


  and/or*

	Purpose #
	No. of copies

	( Certification of student record
	

	( Other visa applications
	

	( Employment-related 
	

	Signature of Applicant:
	
	Date:
	


IV. COLLECTION METHOD (NOTE 5)
	
	
	
	
	
	
	
	
	

	(
	in person from the RO.  Please telephone/email me when the testimonial is available for collection.
	
	FOR RO USE
	
	
	
	

	
	
	
	Application received by
	
	on
	
	

	(
	Mr/Ms*                                                   will collect the testimonial(s) from the RO.  His/her contact phone number is  ​                             .  Please note the attached authorization letter.
	
	Prepared testimonial to student by
	
	on
	
	

	
	
	
	Checked / Signed by
	
	on
	
	

	
	
	
	Informed by
	
	on
	
	

	
	
	
	Collected by student or the authorised person / Sent by
	

	(
	Please mail the testimonial(s) to the following address:
	
	
	
	on
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	
	


*  Please delete as appropriate
#  Please "√" as appropriate
V.
AMOUNT PAYABLE FOR THE TESTIMONIAL (NOTES 6-7)

	Fee payment in *cash / by cheque (Cheque No. _____________ )
(Please write the cheque in favour of “THE HONG KONG 
 POLYTECHNIC UNIVERSITY”.) / by credit card online
 (Visa/Master/Union Pay) (invoice no.__________ ) 

	Fees paid are NOT refundable.



Points to Note before Completing the Form
1. If you authorize another person to submit the application or collect the testimonial on your behalf, please provide a letter of authorisation and a copy of your HKID/Passport.  The copy of your HKID/Passport will be used for verification purposes only and will be destroyed immediately after your application has been processed.
2. If the testimonial is to be used in support of your application for a visa extension, you must attach:

(i) a copy of your study visa showing the expiry date; and
(ii) a copy of your travel document (passport/“Exit-entry Permit for Traveling to and from Hong Kong and Macao” with the relevant “Exit Endorsement” issued by the Public Security Bureau on the Chinese Mainland [具有相关赴港签注的因私往来港澳通行证]) showing your photo.
3. If the testimonial is to be used in support of your visa application to attend a conference outside Hong Kong, you must attach a copy of the Form RC/4 Research Student Application for Attending an Overseas/Local Conference as proof that your Chief Supervisor has approved you to attend the conference as well as your leave application.
4. Please note that if you do not collect your testimonial within one year of the date of issue as printed on the testimonial, the testimonial will be destroyed by this office for security reasons.  You will have to submit a new application and pay the charge if you wish to receive a testimonial again.

5. Applicants are requested to put down clearly the address of the recipient of the testimonial.

6. The handling charge for each copy of a testimonial is HK$30.  Fees paid are NOT refundable.
7. Testimonials will normally be sent by ordinary mail locally, unless specified otherwise.  Applicants who ask the University to send their testimonials to overseas countries are required to pay air postage at the following rate:-

	Zone
	Postage by air mail*†

(HK$)
	Additional postage by air mail for each additional copy of testimonial *

	
	Mainland China and Taiwan
	$6.1
	$1.6

	1
	Asia (except Japan)
	$6.2
	$1.8

	2
	Japan, Oceania, Europe (except Eastern Europe and Scandinavia) and North America
	$7.7
	$1.9

	3
	Eastern Europe, Scandinavia, Russia, South America, Africa and other destinations
	$7.9
	$2.0


       † For registered mail, an additional HK$15.5* shall be added.      

*The charge will be adjusted with reference to the rates on postage and registered mail by Hongkong Post. (http://www.hongkongpost.hk/en/sending_mail/international/index.html). For reference, a set of testimonial normally weighs 30g in an envelope and 10g for each additional copy.

8. Payment methods:
(a) If you wish to pay the charge in cash, please bring the completed form to the Finance Office Counter at Room VA205, The Hong Kong Polytechnic University, for payment.  The completed form and the receipt should then be sent to the Research Office, Room Z404, 4/F, Block Z.

(b) The charge may also be paid by cheque, made payable to “The Hong Kong Polytechnic University”.  Please send the cheque with the completed form to the Research Office, Room Z404, 4/F, Block Z, The Hong Kong Polytechnic University, Hung Hom, Kowloon, Hong Kong.

(c) The Online Credit Card Payment method accepts Visa and MasterCard (Worldwide Acceptance) and Union Pay card issued by banks in Chinese Mainland. However, credit cards like Diners Club and American Express are not accepted. Please follow the procedures below to settle the application fee online: 

· Logon to https://www40.polyu.edu.hk/foccp/ccp_payment_menu.jsp 

· Select "RO - Research Office" under 'Browse by Department'. 

· Click the 'Proceed to Pay' button under the 'Event Title' “Application for Testimonial (for Research Degree Programmes)”
· Input all required information (Name of payer, Name of card holder, Email address and Card Type) and then click the button "Proceed to pay by Visa/Master/CUP Card" 

· On the JETCO payment gateway webpage, enter the required information and click the "Proceed" button. 

· After the above steps, you will see a Payment successful webpage and receive a payment acknowledgement email.

· Please attach a copy of payment proof to the application form for testimonial.

9.  The information provided by you in the form will only be used for the processing this application.
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RESEARCH OFFICE


研究事務處 





Amount (HK$)�(See Note 7)


_____ copies @HK$30.00 each	_________


Air postage	_________


Registered mail	_________


Total	_________
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