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1.

Bring this Notice of Payment and make payment at the
Cashier Counter of Finance Office (Room VA205, Shaw
Amenities Building) in person on or before the due date.

The opening hours of Cashier Counter are as follows:
- Monday to Friday : 8:45 a.m. — 5:35 p.m.

. Payment can be made by Cash or Cheque or Octopus, if

not specified in the form.
For cheque payment, the cheque should be crossed, and
made payable to

“The Hong Kong Polytechnic University”.

An official receipt will be issued upon payment collection.



Application for Replacement of PolyU Student Identity Card

(for Research Postgraduate Students)

Please read the Notes to Students overleaf before completing this form. This application is applicable for RPg students admitted in the 2017/18 cohort and before (i.e. admitted on 30 June 2018 or before).
I.
Student’s Particulars
	Name 
	
	Student No.
	
	
	
	
	
	
	
	
	R

	
	(in English)
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	(in Chinese, if applicable)
	
	
	
	
	
	
	
	
	
	


	Hong Kong Identity Card/Passport No.*
	
	(* Please delete as appropriate)

	Mode:
	 Full-time.         Part-time      (Please  the appropriate box)

	Degree:
	 MPhil                 PhD       (Please  the appropriate box)

	Department/School:
	
	Day-time Contact Tel. No.:
	


II. Reasons for Replacement


(Please  the appropriate box)
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Payment Notification

Student Name:

Student No.:

Payment Method: Cash/ Cheque/ Octopus

Payment Amount (HKD): 110

charge for replacement of Student ID
Payment Details: Card

Payment Due Date:

Charge Account: 1.00.08.0237

FO Ref #:
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      #Defective smart card (can’t use the banking function)

      #Defective smart card (can’t gain access to library and other facilities)
     Damage of card

     Loss of card

     Others (e.g., Amendment of name/Change from FT to PT programme/Change of visiting period after issuance of card)

   Please specify 

(# No administrative fee is charged.)

III.
Declaration

I declare that the information provided above is true and correct.  I fully understand that making a false declaration is a criminal offence and may result in the University’s reporting the case to the police.

Signature of Student _________________________________

Date _______________________________

---------------------------------------------------------------------------------------------------------------------------------------------

For the GS’s use

	· Verified the identity of the student.

· Checked the settlement of the administrative fee (HK$110) for a damaged or lost card.


· Received the old student card / declaration of loss of card.

Done by: ____________________on _________________
	· Checked against data in the RIS.

· Checked the quality of the photo stored.

· Produced a replacement card.

Done by: __________________on _______________

	· Called the student to collect the replacement card.

Done by: ____________________on _________________
	


IV.
Acknowledgement [To be completed by the student upon collecting the replacement student identity card]
I acknowledge receipt of the replacement student identity card, **and undertake to return my original card to the Graduate school (GS) for cancellation should it be found subsequently. 
I understand that it is an offence to possess more than one student identity card for the same programme at the same time and that I shall be subject to disciplinary action if found committing such an offence.

Signature of Student _________________________________           Date _______________________________
(**Please delete as appropriate)   
Notes to Students


If your PolyU student identity card is defective/damaged/lost and you wish to apply for a replacement card, please follow the procedures specified below.  

1. Complete Sections I, II and III of this form. 

2.
If your student identity card is damaged or lost, a fee of HK$110.00 will be charged for a replacement card.  Please pay the fee at the counter of the Finance Office (Room VA205) of The Hong Kong Polytechnic University and obtain a receipt of the payment. 
3.
No administrative fee is charged if your student identity card is defective. 

4.
Bring along your Hong Kong Identity Card (or Passport for students who do not have a Hong Kong Identity Card) and hand in this application form, together with the following, to the Graduate School (GS), Room M1402, 14/F, Li Ka Shing Tower, The Hong Kong Polytechnic University :

(i)
the defective/damaged student identity card;

(ii)
the receipt of the payment of the fee charged, if applicable; and

(iii) a recent colour photograph of yourself measuring 3 cm x 3.2 cm with your name and student number written on the back (a back-up copy).  

5.

Please clear all the money value stored in the e-purse of the student identity card before returning it to the GS.  The University shall not be liable for any subsequent claims for unspent balance after the card has been cancelled.

6.

Please note that it will normally take three working days to process the replacement card from the date the application is received.  You will be notified by phone when the replacement card is ready for collection.

7.
    You should bring along the payment receipt and your Hong Kong Identity Card (or Passport where appropriate) to collect the replacement student identity card in person from the GS. 

8.

If you cannot submit the application form or collect the replacement student identity card in person, you may authorise in writing a representative to do it on your behalf.  Your representative should bring along a copy of your Hong Kong Identity Card (or Passport as appropriate) for verification purposes.  This copy will be returned to your representative afterwards.
9. If you need to gain access to the Library and computer facilities before the collection date of your replacement student identity card, please present the payment receipt mentioned in paragraph 4 above to the office concerned.  For defective card cases, you may ask the GS to try and shorten the processing time.
10. The information given in this form will be used only for the processing of this application.
11. Your original student identity card will be invalidated once the replacement card is issued.  You should immediately return the original student identity card to the GS for cancellation should it be found subsequently.  It is an offence to possess more than one student identity card for the same programme at the same time and you shall be subject to disciplinary action if found committing this offence.



