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Application Form for Academic Documents

RS S

Important Notes for Application

Please complete Sections | to IV of the application form and return the form to the General Office or email
it to info@sfc-plk.edu.hk

Applicants must allow at least seven working days (excluding Saturday, Sunday, and public holidays) from
the date of application for the College to prepare the document requested. If a document is needed
during a long holiday, such as Christmas, Lunar New Year, Easter, and summer holidays, the applicant needs
to make their application at least seven working days before the holiday. Applicants are required to ensure
sufficient time reserve for the College to prepare the relevant documents before the submission deadline
set by educational institutions or companies. The College reserves the right to refuse to process the
application during long vacations. If the document is not received on time, applicants may contact the

College at 2390 5010 to enquire about the progress.

Types of academic documents

3.1 A transcript is a student’s full academic record in the College, including examination results and form
positions. Students who have completed at least one full year of studies are eligible to apply for a

franscripft.

3.2 A testimonial is a document that states the student’s study period, general abilities and personality,
academic abilities, scholarships, and awards. Students who have completed the NSS curriculum are

eligible to apply for a testimonial.

3.3 Replacement of Graduation Certificate
3.3.1 A graduate may apply for a replacement certificate in case of loss or damage of an original
certificate. Application for replacement due to change of name after graduation will NOT be

accepted.

3.3.2 Areplacement certificate shallin general follow the current format of the graduation certificate,
with an additional statement “This certificate is reissued on (DD/MM/YYYY)", and the
replacement shall also bear the signatures of the current principal and all other relevant

personnel of the College.



4.

3.3.3 Please note the following application periods.

3.4 A Predicted Grade Report is a document that shows the potential results a student may achieve in the
HKDSE Examination. It includes performance in all core and elective subjects. This document is only for
application by Form é students. Under normal circumstances, the College will dispatch the document

directly to the organization concerned on behalf of the applicant. In special cases, the applicant will

Application period Distribution date
September to December Late January
January to April Late May

May to August Late September

personally collect the document(s) for self-processing.

3.5 A Certification of Medium of Instruction is a document that certifies the medium of instruction of the

College.

3.6 A Letter of Attendance is usually used to attest to a student’s status at the College. It states the

applicant’s class, admission date, and leaving date. There are two types of letters:

- Type A: Students who have left school before graduation

- Type B: Students who are still pursuing their studies at the College

Application Fee (excluding postage)

ltem Fee
Transcript/The first copy of a Transcript fo an institution Free
2nd / more copies of Transcript to the same institution $35/copy
Testimonial Free
Replacement of Graduation Certificate $35/copy
Predicted Grade Report Free
Certification of Medium of Instruction Free
Letter of Attendance Free

All fees paid, including postag, are non-refundable and must be settled upon submission of the request.

Applicants are required to present their student card or HKID card when collecting academic documents.
If you wish to authorize another person to collect the academic document(s) on your behalf, your
representative is required to bring along the “Authorization for the Collection of Academic Documeni(s)”
(A sample is attached) signed by you, a photocopy of your Student ID/HKID card and HKID card/passport
of your representative for verification and record purpose at the General Office. The College will withhold

the applicant's academic documenti(s) if the authorized person cannot produce all the above required

documents during collection.

The personal data provided by you on this form will be used to process your application and to be destroyed

after the application is completed.
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Please read these important notes before completing this form. EEARFEH] » FHIc2R R FHEA -
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SECTION | Z5—3%34> DETAILS OF APPLICANT Eigg Ak

T SRR

Name (English)

Name (Chinese)

A4 () 44 (h)

HKID card no Class at admission

ERSEETRHS. A RERLEDLA]

Date of admission Date of

AZHIH Graduation/Withdrawal
HE/BREHH

Date of birth Class upon

leaving/now attending

R e/ BEARE Mentor 24 { )
Phone no. Email
FEEEEEGE B HEHHE

SECTION Il 82—F4r APPLICATION DETAILS EHHF5:£%

I would like to apply for the following academic documents (Please tick as appropriate):

ANIKHEF LT Z B2 (38

[ EZERPE EveR)

No. of Copies
BE

Fees
ZH
(HKS &) »

O Transcript ELSERaEIE

O Testimonial Zf7:5HH=E

O Predicted Grade Report &Ik LTE

O Certification of Medium of Instruction #E2iE=5HHE

O Letter of Attendance FEEisiEzEHE

O Others (please specify) HAtl (EE55EHH) :

A Please refer to Note 4 of the “Important Notes for Application” on Payment details.
FRACEEYS - s5SRIR AN 478 -

ATotal Fees (HKS)
- N DR




SECTION Ill 25=3F4> PURPOSE OF REQUEST HizEH/Y

O Further studies 712 0O Job application >kl O Other (please specify) HAtrh (FzEHH) -

SECTION IV £EPUE4> METHOD OF COLLECTION 4EHUAE
(Please tick as appropriate =5 1F i & ZEFENIE _F v 5E)

O in person

AN S HHL

0 by an authorized person (The authorized person must bring along all the required documents [indicated in
Note 5 of Important Notes for Application] before collection of academic document(s).)

I NI (ZFE AT ARSI RSN 25 5 T A RS IS - )

O by emailing the institution/organization (Please fill in the address.)
EE SRS/ (SRS ML)

O by mailing to the institution/organization (Please fill in the address. The College bears no responsibility for any
loss or damage of the document(s) during postal delivery.)
2y SR/ (FREEMAL - SRR A B REPE 5 202 E A BRI - )

Address il
NamMe of dOCUMENT rECIPDIENT U A TE DA & oottt et ettt e et e e e e e e e e e eate e etae e e eateeeeteeeeesaeeesraeens
O T /P O  ON R TET & ceeeeeee oottt et et e ettt e e e ettt e e e eettbee e e eeetaeeeeeetabeeeeeaareeeeeatbaeaeeetareeeeeareaeeeeetareeeeanes
Name of Institution/Organization R /AHARZTE & ooeveeeeeee ettt b e e sttt b e s s se e sae s aeseenes
P X To (SIS 1| OO
Email of document recipient R A BEELHIIE 1 oooeeeiee ettt ettt et et et ns
Signature of applicant Bz A%E - Date HHA:




To be completed by General Office BB BRIEE

Application Amount AFzgi_CO’rion Fee HK$

received on received HEETTECE

B HEE HEA W EL 4 ;F%r’oge HK$
Total Fee HK$
ML

Date of completion Signature of staff | GO K& -

==k F1HR in charge

i AHEARE TIC &3% A : LTK / CSE / Mentor

To be completed by recipient 2EEI AIEE

| receive the issuance of the testimonial(s) / letter(s) of attendance / franscript (s) / replacement(s) of

the graduation certificate / predicted grade report(s) / certification(s) of the medium of instruction / Others:

on (Date).

ENSN CEHD WS E St S2TEIE / EREEINE | B a8iE | sk
s | TR RS | BEEEEENE [ HAL

Signature of recipient $EHIA %2 : Date HHA:




Authorization for the Collection of Academic Document(s)

R

This form is to be presented by the authorized person when collecting applicant's academic document(s). There
is NO NEED to attach this to the application form.
ARG AR HZAE NP ARER G AN Z B2E T SIS » IR FH BE S S 58 I SR — R IR AT

To: Po Leung Kuk Vicwood K.T. Chong Sixth Form College
B REEEERETERERE

Since | cannot collect the academic document(s) in person, |,
(HKID No.: ) would like to authorize Mr / Mrs / Miss / Ms *

(HKID No.: ) to collect the academic document(s) on my behalf.

FHIAAS AR BERR B A S ARSI S AN

(HHBS IS ) WZEH etk At NEY
(BHREITEERS ) AOBSEEUA A AYEZERE I SO -

* Please delete whichever is inappropriate. :EMEAREEE -

Applicant's Signature:
B A
Applicant's Name:
SR PN =N

HKID Card No.:
TR RS

Date:

HHA:

Important Notes EEEEEIE :
The authorized person must produce the following documents for verification/record when collecting the academic

document(s):

SHIUERSERGHASC IR » 240 AVEHUR RIS U N ARSI LU E R /50 8%

(i) "Authorization for the Collection of Academic Document(s)" signed by the applicant;

R ANFTES R EE Y T I RESHRER RIS ) =48

(i) A photocopy of applicant's HKID card; and

A BEHBEIIREEIA R

(iii) HKID card of the authorized person

AN ZERG I IER

The General Office will withhold the applicant's academic document(s) if the authorized person cannot produce all the
above required documents for verification and record during collection.

2L AR TR KR A AR ATt 2 ST DAVEAZ S R aiik - OB EERHER I R 55 A\ 2 BRSEEES 8 462 AT -




