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To:
Finance Office
Request for Certificate of Tuition Fee Payment
I wish to apply for a certificate of tuition fee payment and the HKD50 administrative charge has been paid to the University’s bank account as per attached receipt (see Note 1).  

	Please send the certificate to me by post to address below:



	___________________________________________________________________

	____________________________________________________(HK / KLN / NT)_

	

	The following information is provided for your reference:

	Student Name
	:
	____________________________ (English only)

	Student No.
	:
	____________________________

	Course Name
	:
	____________________________

	Certificate period
	:
	____________ to _____________

	
	
	YYYY

Academic Year
	YYYY

Academic Year
	

	Mobile Number
	:
	____________________________

	


Notes to applicants:
1.
Payment for the administrative charge and submission of application
Please be reminded that your request will be processed by the Finance Office only after you have settled the HKD50 administrative charge.  Payment can be made by cash or cheque at any branch of Hang Seng Bank (bank account no: 283-338366-001).  Please write down your student number on the pay-in slip and make sure it is inputted by the bank cashier as the payment reference.

To safeguard the confidential or/and sensitive information contained in this form from being leaked to unintended recipients, please submit the duly completed and password-encrypted form together with the bank-in slip by email to fostudent@hkbu.edu.hk, followed by the encryption password in a separate email.
2.
Enquiry
The certificate will be sent by normal post to the address provided above within four working days (2 weeks for Overseas) upon receipt of the completed document by the Finance Office.  Should you have any enquiry of the above, please contact the Finance Office at 24 hours enquiry hotline 3411-2266 or by email to fostudent@hkbu.edu.hk.
3.
This form is applicable for programs (Undergraduate/Postgraduate) offered by HKBU ONLY.  For programs offered by School of Continuing Education (“SCE”), students should apply directly to SCE either in person at 5/F David C. Lam Building, Shaw Campus or contact 3411-5459 for enquiry.
4.
For more details of the University’s Privacy Policy Statement and Personal Information Collection Statement, please visit the website at http://bupdpo.hkbu.edu.hk/policies-and-procedures/pps-pics/.

Signature
:
_________________________
Date
:
_________________________
Finance Office
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