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Instruc�ons on Applica�on for Award Cer�ficate 

AIMS > Alumni Services > Application for Award Certificate  

To apply the award cer�ficate (original) to be delivered by Registered Mail.  

1. Select the programme of the award cer�ficate (original) you wish to receive by registered mail. 
One applica�on for one programme only. Then, click “Con�nue”. 

 

 

2. Read the Recipient Informa�on before submi�ng the applica�on. 

 

University's policy to retain award 
cer�ficates for collec�on up to 31 December 
of the following year a�er gradua�on 
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3. Fill in the Mailing Informa�on. For delivery to the Chinese Mainland, the mailing address must be 
provided in Chinese and a telephone number is required. For Hong Kong and other des�na�ons, 
the address may be provided in either English or Chinese. 

 

 

4. Reconfirm you have read the Recipient Informa�on and the mailing informa�on entered. Then, 
click “process payment”. 

 

 

 

Applica�on fees - based on the 
“Country/Territory” selected 

 

 

Reconfirm: mailing address 
and applica�on fee 
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5. Go to CityU Pay to check the amount, choose the payment method and complete the payment. 

      

6. A�er payment is completed, an acknowledgement of the Award Cer�ficate applica�on will be 
displayed, and an acknowledgement email will be sent to your email account. 

 

Email to receive the 
acknowledgement email 
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7. You can check the applica�on status and tracking number a�er the applica�on is completed. 
Alterna�vely, you can check the collec�on status if you have collected your award cer�ficate in 
person or by authorized person. 

 

Examples of applica�on status and delivery method: 
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Outstanding item(s) with Library or SDS 

If outstanding item(s) with Library or SDS are found, no applica�on can be made. Graduates must setle all 
outstanding items before applying for and collec�ng their award cer�ficate. 

 

• For items owed to Library: Please contact Run Run Shaw Library to setle the overdue fines or 
unreturned books. A�er you have setled the outstanding Library maters, you can apply through 
AIMS on the following day a�er 2:00 a.m. 
 

• For loans owed to SDS: A�er setling the outstanding amount owed to the University (e.g. an SDS 
loan), please submit the payment proof to ARRO (asgrad@cityu.edu.hk) for verifica�on. Upon 
confirma�on of the payment, ARRO will update the outstanding record, reopen the system, and 
no�fy you by email. You may then submit your Award Cer�ficate applica�on through AIMS. 

 

(Last update: 14 Oct 2026) 

 

 

 

Showing the outstanding 
items and amount 


