Attachment


Joseph Lau Non-local Internship Awards

Checklist for application documents
	Document
	Soft copy

	1. Application Form


	(


	2. Internship offer letter/formal notification email (either in English or Chinese#)
- with name of hosting company 

- with stated period of internship
- with signature and company stamp (for internship offer letter only)

# if neither English or Chinese offer letter/email is available, the applicant should make sure she/he understands the terms of the internship offer and accepts the offer


	(


	3. Department support letter

· Template available at https://www.cityu.edu.hk/clc/JLA/JLA_SupportLetter.doc
- with student name and student ID number

- with name of internship program, name of hosting company and period of internship

- with the benefits/relevancy of joining the internship/how the internship will benefit the participating student

- with signature from Programme Leader or Academic Advisor and department stamp

	(


	4. Government grant and loan application result notification with approved amount for the current academic year (if applicable) 
 A sample of the notification is available at
https://www.cityu.edu.hk/clc/JLA/JLA_grantloan_form_sample.FINAL.pdf

	(


	5. Copy of acknowledgement email from Finance Office stating that bank account information has been provided in AIMS
    - screen captures showing the procedures to input bank account information in AIMS and sample of the acknowledgement email from Finance Office are available at https://www.cityu.edu.hk/clc/JLA/Self Service_Maintain Student Bank Account_Redacted.pdf

	(


	6. Additional information to support the application (if applicable)

	(



Note: Students are advised to get all the application documents ready before submission and submit the full set of application documents in one go.

