Attachment


Joseph Lau Non-local Internship Awards

Checklist for reimbursement documents
(must be submitted WITHIN 4 WEEKS upon completion of internship)
	Document
	Soft copy

	1. Student Feedback Form     

(https://cityuhk.questionpro.com/t/AUi74Zvhim)
	(


	2. Employer Feedback Form

Form available at:

English version: 
https://www.cityu.edu.hk/clc/JLA/JLA_Employer Evaluation Report_Eng.docx
Chinese version: 
https://www.cityu.edu.hk/clc/JLA/JLA_Employer Evaluation Report_Chi.docx
with company stamp and signature 
(if the company does not have a stamp, please provide an email correspondence from the host company / internship programme organizer explaining the situation)

	(


	3. Thank you letter to the donor of this Award 

· addressed to Mr. Joseph Lau

· full name of the student recipient (both English & Chinese, if any) name of programme (major) and year of study in CityU 

· name of the destination country, organization for the internship 

· a brief description of the internship, e.g. industry, position held, job profile and duties, knowledge and skills acquired, interesting stories, personal insights, etc. 

· more photos on the internship experiences (Students is suggested to submit work related photos such as photos taken in company’s events, etc.) 

· appreciation and thankful message to Mr Lau

· students’ full name and signature

	(


	4. Self-Reflection Report (a passage with 500-800 words in length and photos)

· Template is available at:
https://www.cityu.edu.hk/clc/JLA/Internship Self-reflection Report Template.docx
· with at least 2 photos (including your image) embedded


	(


	5.
Supporting Documents for overseas activities, e.g. boarding passes, accommodation receipt, and fees associated with the non-local internships

	(

	6. Other Supporting Document (if any)

	(



