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Form AR 121


APPLICATION FOR TAKING 
FEWER THAN 9 CREDITS IN A SEMESTER

AND OPTING TO PAY CREDIT FEE

(for students of 2017 intake cohort or before enrolling on full-time programmes only)
(Not applicable to Research Postgraduate programmes and PolyU award programmes administered by SPEED)
Please read the notes below before completing this form.

I.
PARTICULARS OF STUDENT

	Name 
	

	Student No.
	
	
	
	
	
	
	
	
	
	Faculty/School
Department
	




Programme
Stream


	Programme Title 
	

	
	
	
	
	
	
	_
	
	
	


	Day-time Contact Number
	


II.
APPLICATION DETAILS (Please ✓ as appropriate)


This application will be processed on a semester basis. Students who wish to apply for taking less than 9 credits in the next semester 
should submit a new application afresh.

I am a student of full-time programme and wish to apply for taking less than 9 credits in the *1st/2nd semester of the academic year  __________  / ___________ .  My study load in the semester is __________ credits.


Supporting reasons for this application

_____________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________
(The option below is for students paying a fixed amount of tuition fee under a full-time programme)

Subject to the approval given to me for taking less than 9 credits in a semester, I wish to opt to 


(

pay credit fee for the semester. 
Signature of Student 

Date 

*  delete as appropriate
FOR OFFICE USE
III. DECISION OF PROGRAMME OFFERING FACULTY/SCHOOL/DEPARTMENT  (Please ✓ as appropriate)

(
Application for taking less than 9 credits in a semester is approved / rejected.

Signature


Date





Departmental Enrolment Liaison Officer



Action taken by Programme Offering Faculty/School/Department (Please ( as appropriate)


For rejected application

(
Disapproval letter sent to student by 
 on 
 .


 For approved application 


(
 Student’s subject registration records for the semester concerned updated and notification sent to student by 




 on 
 .



For opting to pay credit fee 

(
The record is updated by 
 on 
 .

(
Notified FO to update the tuition fee debit note by 
 on 
 .


(Only required if the record is updated before the fee adjustment exercise)

(
Notified student by 
 on 
 .

(
After verification, student’s HKID Card/Passport copy, if received with this application, destroyed by



 on 
 .

NOTES TO STUDENTS
1.
Full-time students can submit the application if they wish to take less than 9 credits in a semester.
2.
Completed application form together with relevant supporting documents should be submitted to the General Office of the Programme Offering Faculty/School/Department for approval before the end of the add/drop period of the semester concerned. PolyU reserves the right to request for the original copy of the documentary proof, where necessary.  Applications without valid documentary proof will not be processed. The University reserves the right to verify the supporting documents submitted by students.  If it is found that false document has been provided, the students concerned may be subject to disciplinary action(s).
Please note that this form is not applicable to students enrolling on full-time programmes from 2018 intake cohort onwards, or students of Research Postgraduate programmes and PolyU award programmes administered by SPEED.  Please visit the website of Graduate School (www.polyu.edu.hk/gs) or SPEED (www.speed-polyu.edu.hk) for details of the application procedures.

4.
Students will normally receive notification of result from the Programme Offering Faculty/School/Department within two weeks from the date of receipt of application. The approval for taking less than 9 credits in a semester, if given, will be on a semester basis. Students are required to submit the application form afresh in the next semester. 

5.
Students on full-time programme who have been given approval to take less than 9 credits in a semester will be given an option to pay the tuition fee according to the number of credits taken in that semester, instead of paying a fixed amount of tuition fee. Students who wish to exercise the option of paying credit fee should also complete the second part of Part II of the form.  Late notification will not be entertained.
6.
Once students have been approved to take less than 9 credits and pay credit fee, it is necessary for them to pay tuition fee for subject(s) to be taken in the summer term of that academic year.
7. 
For students who exercise the option of paying credit fee, they are required to pay an initial tuition fee of 3 credits at the start of a semester. The remaining balance of tuition fee, if applicable, will be required to settle after the add/drop period. Please take heed to the email notification from Finance Office (FO) regarding the settlement of tuition fee. 
8.

Please note that the information given in this form will only be used for processing this application.
(2/00)

(Jan 2025)


