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離校學生保證金退款申請表 

Caution Fee Refund Application Form 
請於填寫本表格前細閱「申請須知」。 Please read “Notes for Application” before completing this form. 
*辦理退學申請之學生須將填妥之表格連同申請人之學生證一併遞交至學院辦公室。 
 Student should submit the completed form together with their Student Card to the respective Faculty upon their withdrawal. 
請以正楷填寫此表格。Please complete this form in BLOCK LETTERS 

I.學生個人資料 Personal Particulars of Student (由學生填寫 To be completed by student ) 
中 文 姓 名 : 
Chinese Name 

___________________________ 
姓 名 ( 英 文 / 葡 文 ) : 
Name (English/Portuguese) 

____________________________ 

學 號 : 
Student Number 

___________________________ 
身 份 類 別 : 
Identity Category 

 本澳生 Local Student 
 外地生 Non-local Student 

身份證明文件類別: 

Type of Identity Doc. 
 身份證 ID Card  
 往來港澳通行 EEP 

 護照 Passport 
 外地僱員身份認別證 (藍卡) Non-resident Worker’s ID Card 

身份證明文件號碼: 
Identity Document No. 

_________________________ 
住 宿 生 : 
Residential Student 

 住宿生 Residential Student 
非住宿生 Non-residential Student 

學 院 : 
Faculty 

___________________________ 
課 程 名 稱 : 
Programme Title 

____________________________ 

聯絡電話(手機): 

Contact Phone No 
____________________________ 

電 郵 地 址 : 

E-mail Address 
____________________________ 

離 校 原 因 : 

Reason for Leaving 
 畢業 Graduate  退學 Withdrawal 

  

II.退款方式 Refund Method (由學生填寫 To be completed by student ) 

支票 CHEQUE  (只適用於澳門居民學生 Only Applicable to Macau Resident Students) 
   學生必須提供身份證影印本，並須於發出通知後半年內領取及兌現 
   Student must provide their ID card copy, and should collect and bank the cheque within six months after the date of notification. 

匯款 TELE-TRANSFER(T/T)  (只適用於非澳門居民學生 Only Applicable to Non Macau Resident Students) 

學生必須提交清晰的銀行賬戶資料影印本及以英文填寫以下銀行資料:(請確保銀行賬戶能接收境外匯款) 
Student must provide a photocopy of the bank account information attached to this form and fill in the bank account information 

in the following(IN ENGLISH): (Please ensure that the bank a/c can receive the remittance from overseas) 

開戶人姓名 Name of Account：_______________________________________________________________  

收款人地址 Beneficiary Address:_______________________________________________________________ 

銀行名稱 Bank Name：________________________________ 銀行 Bank __________________分行 Branch 

銀行代碼 Swift Code:_______________ (請提供 11 位字符銀行代碼 Please provide Beneficiary bank BIC(11 characters) 

(範例:中國建設銀行邯鄲市分行 e.g.: China Construction Bank Handan Branch  Swift Code: PCBCCNBJHBH) 

賬戶號碼 Account No.：______________________________ 

III.聲明 Declaration:本人特此聲明，倘因可歸責於本人而造成的罰款、欠款或未歸還屬澳門城市大學的資產， 
本人授權校方在保證金扣除相等的金額，如有不足部份將作額外補償。以上資料確認無誤，並不作更改。I 
hereby declare that I fully understand and agree to all the relevant and details. I also confirm that the above data is true 
and correct. I hereby authorise the City University of Macau deduct the equivalent of any remaining fines and fees 
from my caution fee. If this caution fee is insufficient, additional compensation will be made. 
 
學 生 簽 署 :  
Signature of Student 

____________________ 
日 期 : 
Date 

_____________________ 

IV. (由學院填寫 For Faculty Only) 
已連同表格一併交回  
Submitted this form together with :  

學生證 (只適用辦理退學申請之學生) 
Student Card (For Withdrawal of Students Only) 

身份證副本  
ID Card Copy  

銀行卡/銀行存摺  
   Bank Card/ Bank Book Copy 

經 手 人 簽 署 :  
Handle by 

__________________ 
收 表 日 期 : 
Form received on  

_____________________ 
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V. (由校方填寫 For Office Use Only) 
1. 由學院填寫 (For Faculty Use Only) 

事項 
Item 

是 
Yes 

否 
No 

核實情況 
Confirmation 

扣費說明 
Deduction Details 

辦理退學申請之學生 For Withdrawal of Students Only  

已退還學生證 
Returned Student Card 

   應扣費 港幣/澳門幣 _______ 
Deduct Fee HKD/MOP_______ 

 無需扣費 No Fee Deduction 

 

學 院 簽 署 : 
Signature of Faculty 

________________________________ 
收 表 日 期 : 
Form received on 

_____________________________ 

2. 由圖書館填寫 (For Library Use Only) 
事項 
Item 

是 
Yes 

否 
No 

核實情況 
Confirmation 

扣費說明 
Deduction Details 

已歸還所借閱之圖書及相關資料 
Returned all borrowed books and materials 

   應扣費 港幣/澳門幣 _______ 
Deduct Fee HKD/MOP_______ 

 無需扣費 No Fee Deduction 
 

清還因借閱圖書或相關資料引起之罰款 
Paid the fines caused by borrowing books 

  

圖 書 館 簽 署 : 
Signature of Library 

______________________________ 
日 期 : 
Date 

__________________________ 

3. 由學生事務處填寫 (For Student Affairs Office Use Only) 
事項 
Item 

是 
Yes 

否 
No 

核實情況 
Confirmation 

扣費說明 
Deduction Details 

已辦妥退宿手續及繳清學生宿舍費用 
Completed check-out procedures and paid the 
fines caused by dormitory 

   應扣費 港幣/澳門幣 _______ 
Deduct Fee HKD/MOP_______ 

 無需扣費 No Fee Deduction 
 

已退還儲物櫃 
Returned of locker   

學 生 事 務 處 簽 署 : 
Signature of Student Affairs Office 

____________________________ 
日    期 : 
Date 

_________________________ 

4. 由財務部填寫 (For Finance Division Use Only) 
事項 
Item 

是 
Yes 

否 
No 

核實情況 
Confirmation 

扣費說明 
Deduction Details 

清還學費/行政手續費等欠款 
Paid the tuition fees /administrative fees    

 應扣費 港幣/澳門幣 _______ 
Deduct Fee HKD/MOP_______ 

 無需扣費 No Fee Deduction 
 

經核實，本大學將在保證金中扣除金額港幣/澳門幣_________元，應退還保證金港幣/澳門幣 _________元。 

After verification, the university will deduct from the caution fee HKD/MOP__________, and refund HKD/MOP _______.     
（匯款所產生之行政費或手續費將在退款內扣除後匯出，不另作通知） 

(Any service charges from the bank should be paid by student and would be deducted from the caution fee without any notice) 
財 務 部 簽 署 : 
Confirmed by Finance Division 

____________________________ 
日    期 : 
Date 

___________________________

申請「離校學生保證金退款」須知 
1. 學院須收齊填妥之申請表格、相關文件及學生證(只適用於辦理退學申請之學生)後，方可處理台端之申請。 

2. 學生畢業資格被確認後(一般於 7月底、11月底及翌年 1月底)學院及相關部門方開始處理退款申請，流程約於 3個月內完成(學生

須交齊所需文件)。 

3. 學生必須於辦理離校(退學或畢業)手續時一併填妥此表格，保證金扣除欠款(如有)後餘額將以支票/匯款方式退回給學生，逾期申

請者，保證金將不獲退還。 

4. 當大學接獲銀行退匯通知，財務部將根據本表格所填寫之電郵地址通知學生，學生須於 3 個月內辦理領回保證金手續，否則視為

自動放棄。 

5. 收集個人資料聲明：閣下在本表格內所提供的個人資料僅作本校職員處理此申請之用。 

Notes for Application for Caution Fee Refund 
1. Applications will be processed upon receipt of the completed application form, supporting documents and the applicant’s student 

card (for withdrawal). 
2. After student’s graduation is confirmed (normally at the end of July, November and January next year), the University will proceed and 

the processing period will be completed within 3 months (Only the students have submitted all required documents). 
3. Students must submit this form when they are leaving school (Withdrawal or Graduated). After deducting any arrears the University will 

refund the caution fee by cheque or remittance. After the notice period, the caution fees are neither refundable nor transferrable. 
4. If refund fails transfer notified by the Bank, the Finance Division shall send an email notification to student’s email account in this submitted 

form. Students should complete the procedure for refunding the Caution Fee within 3 months from the date of sending notification by the 
University staff. Failure to complete the procedures within the prescribed period, resulting in the caution fee may not be refunded. 

5. Statement of Personal Data Collection: The personal data provided in this form will be used by staff in the University for the purpose of 
processing this application. 
 


