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Maritime and Aviation Internship Scheme (Aviation)

Procedural Flowchart for Participating Companies


	Time
	Procedures
	Action Party

	At least two months before the commencement of the internship
	· Submission of Registration Form for Intern Positions 

MATF_IN_F1
	Companies


	
In about two weeks’ time after the specified deadline/ receipt of applications
	

· Confirmation emails will be sent to companies
	
MATF

	Before commencement
of internship
	· Recruitment

· Submission of Summary of Applications 
Received from Institutions 
MATF_IN_F2
	Companies


	
During internship
	
· Submission of table of Information on Interns MATF_IN_F3

· Release student interns for activities to be organised by the MATF
	
Companies


	Within 14 days after completion of internship
	· Submission of Reimbursement Application with required documents

MATF_IN_F4, F5 & F6
Proof of Honorarium Paid to Interns 
(e.g. salary slip)
	Companies


	
After completion of internship
	
· Approval letters will be sent to companies
· Cheque of reimbursement will be followed within 4 weeks
	
MATF


Documents to be summited / collected by participating companies


	File Name
	Form
	File for Download

	MATF_IN_F1
	Registration Form for Intern Positions
	


	MATF_IN_F2
	Summary of Applications Received from Institutions
	


	MATF_IN_F3
	Information on Interns
	


	MATF_IN_F4
	Application Form for Reimbursement
	


	MATF_IN_F5
	Certification of Internship
	


	MATF_IN_F6
	Intern’s Evaluation Form
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Maritime and Aviation Training Fund


Maritime and Aviation Internship Scheme (Aviation)

Registration Form for Intern Positions (2021)

To:
Maritime and Aviation Training Fund 



Transport and Housing Bureau


By Fax : 2523 0030 or


By E-mail : internship_matf@thb.gov.hk

		Company Name 

		



		Contact Person

(e.g. Human Resource Manager)

		Name : __________________________

Post title :                         

Tel no : __________________________

Email : __________________________



		Company Address



		



		Business Registration Number 

		



		A brief introduction on the company and descriptions of business activities that are relevant to aviation industry

		



		Objective of internship experience to be offered

		



		Maximum number of intern position(s) to be offered*

		



		Information for Advertising the Internship Places

		[Please complete the table attached]





*Companies are free to select suitable intern(s) and have no obligation to fill all registered intern position(s).  However, companies are encouraged to fill all the registered places as far as possible.

Information for Advertising the Registered Internship Places


		Company Name and company website

		No. of intern places

		Main job duties 


(Please specify the aviation-related duties)

		Internship Period


(minimum 4 weeks)

e.g. dd/mm/yyyy – dd/mm/yyyy

		Monthly Honorarium to intern

		Specific Requirements


(if any)


e.g. area of study / 

skill / language

		Application Deadline

		How to apply

(Use the MATF application form)
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工作表1



		Company:

				Institution		Number of 
applications received

		1		CUHK

		2		CityU

		3		HSUHK

		4		HKBU

		5		EdUHK

		6		PolyU

		7		HKSYU

		8		HKUST

		9		LingnanU

		10		OUHK

		11		HKU

		12		VTC

		13		Others 

				Total		0



&"Times New Roman,粗體"&20Summary of applications received from institutions
for Maritime and Aviation Internship Scheme 
(Aviation) 2021	
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工作表2
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工作表1

		Maritime and Aviation Internship Scheme (2021) 
Information on Interns (Aviation)

		Name of Company:

		No.		Name of Interns		Education Institution		Major Subject		Current Year
of Study		Year of
Graduation		Internship Period

														From		To

		e.g.		Chan Tai Man		HKU		BBA - Business		Year 3		2022		1/6/2021		31/8/2021

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13

		14

		15

		16

		17

		18

		19

		20

		21

		22

		23

		24

		25

		26

		27

		28

		29

		30

		31

		32

		33
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工作表2





工作表3
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[bookmark: (Please_send_the_original_of_this_form_b](Please send the original of this form by post within 14 days of the completion of the internship.  If the internship lasts for longer than three months, please send it within 14 days of the completion of the first three months of the internship.)









To:	Maritime and Aviation Training Fund Unit, Transport and Housing Bureau,

20/F, East Wing, Central Government Offices, 2 Tim Mei Avenue, Hong Kong
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Maritime and Aviation Internship Scheme (Aviation) 2021



[bookmark: Application_Form_for_Reimbursement]Application Form for Reimbursement





Notes for company applying for reimbursement



1. The Maritime and Aviation Internship Scheme (Aviation) (the Internship Scheme (Aviation)) will cover registered intern positions taken up by a student who is: – 



(a) a Hong Kong resident;

(b) lawfully employable in Hong Kong; and

(c) (i) a non-final year full-time local student of any undergraduate or sub-degree programme of the eight University Grants Committee (UGC)-funded institutions, Hang Seng University of Hong Kong (HSUHK), Hong Kong Shue Yan University (HKSYU), the Open University of Hong Kong (OUHK) and the Vocational Training Council (VTC); OR 

(ii) a secondary six school leaver#.



#	Not applicable to the students from any undergraduate or sub-degree programmes in the education institutions as mentioned in item 1(c)(i). 



2. Out of the monthly honorarium that each intern receives, the MATF will contribute up to 75% or $7,000 (whichever is lower) for an internship period of a minimum of 4 weeks up to three months within the same calendar year.   



3. Allowances (such as travel allowance, overtime allowance etc.) are not reimbursable under MATF.



4. The reimbursement will be by cheque to the company that has registered for the intern positions.  The same company should be the employer who pays the honorarium to the interns as supported by proof of payment.



5. For the purpose of calculation of the internship period, a month is taken to be one calendar month from the start date of the internship.



6. If the internship period is a month (e.g. 10 Jun to 9 Jul), MATF will reimburse to the company 75% of the total honorarium paid to the intern for that period, or $7,000, whichever is lower.  If the internship period is less than a month, e.g. 4 weeks (e.g. 10 Jun to 7 Jul), MATF will reimburse to the company 75% of the total honorarium paid to the intern (i.e. honorarium for 28 days counting from 10 Jun to 7 Jul), or the pro-rata rate of $7,000 (i.e. $7,000 x 28/30 = $6,533.3), whichever is lower.  In cases where the internship period is longer than three months, MATF’s reimbursement will only cover up to the first 3 months of the internship, the rest will be the responsibility of the company concerned.



7. All reimbursement made under this Scheme will be in Hong Kong Dollars. If any other currency other than Hong Kong Dollars was the sole honorarium currency paid by the company, for the purpose of calculating the reimbursement amount, Transport and Housing Bureau will convert the fee at the Hong Kong Association of Banks mid-market rate (i.e. mid-point between the opening selling and buying TT rates) on the honorarium payment date.  Under no circumstances the company may claim any exchange loss arising from the exchange rate fluctuation.













Section A:	Particulars of company applying for reimbursement





Name of company Note 4:	 	

	



Company address :               	

	

	

	

	


Section B:	Application details



1. On behalf of the company in Section A, I would like to apply for reimbursement under MATF with regard to the honorarium paid to interns listed below.



2. The following interns are eligible under the Internship Scheme (Aviation) in accordance with Note 1.  They have already completed the internship or completed the first 3 months of the internship (as the case may be) -



		Name of Intern(s) recruited

		Total honorarium (excluding allowances) paid during the internship period (HK$)



		1.

		



		2.

		



		3.

		



		4.

		



		5.

		



		6.

		



		7.

		



		8.

		





(If space provided is not enough, please use separate sheet.)
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3. The following documents are provided to support this application:



i. proof of payment to each of the above-named intern which shows the name of the company that paid the honorarium Note 4 (e.g. copy of salary slip, cheque etc.); and



ii. copy of the “Certification of Internship” duly signed by individual intern(s) and the authorized person of company.  One certificate should be completed in respect of each intern.





Section C:  Evaluation



Please take a few moments to give us your feedback on the Internship Scheme (Aviation).  Your input will help improve the Internship Scheme (Aviation) for the benefits of the aviation sectors.





		5=Strongly Agree	4=Agree	3=Neutral	2=Disagree	1=Strongly Disagree



		1

		The Internship Scheme (Aviation) was able to attract  new blood to the industry

		5	4	3	2	1



		2

		The Internship Scheme (Aviation) helped my company  to identify and attract potential candidates for future employment

		5	4	3	2	1



		3

		The administrative arrangements  of  the Internship Scheme (Aviation) are simple and easy to follow

		5	4	3	2	1



		4

		The performance of interns met the expectation of my company

		5	4	3	2	1



		5

		My company will join the Internship Scheme (Aviation) again next year

		5	4	3	2	1



		6

		My company will offer more vacancies next year

		5	4	3	2	1











7	Did you join the scheme before?

		(a) Have you employed any participated interns after their graduation? 





		□ Yes (Number of graduates employed:

		

		)

		□ No 



		(b) Will you plan to employ the participated interns of Scheme 2020 after their graduation?



		□ Yes (Number of graduates to be employed:

		

		)

		□ No 





· Yes (Answer (a) and (b) below)	□ No  (Answer (b) below)


















8	Do you have any comments/suggestions on the Internship Scheme (Aviation)?

· Yes (Please specify)	□ No















Section D:	Declaration



1. On behalf of the company	(name of company), I as the authorized person have read and fully understood the “Notes for company applying for reimbursement”.  I declare that the information provided by me in this form and the accompanied supporting documents are complete and true to the best of my knowledge.



2. I understand that the Transport and Housing Bureau (THB) will rely on the information provided by me to determine the company’s entitlement for reimbursement under MATF, and to assess the amount of reimbursement.  I also understand that any omission/misrepresentation of information with a view to obtaining pecuniary advantage by deception is an offence and is liable to legal proceedings.



3. I understand that THB has the right to review this application and adjust the company’s entitlement for reimbursement if necessary.  The company undertakes to refund to the Government of the Hong Kong Special Administrative Region any overpayment upon demand.







		Signature of Authorized Person :

(For and on behalf of the company)





		



		Name :

		





		Position :

		



		Telephone No. :

		



		Email :

		



		Date :

		







Official Company Stamp
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海運和航空業實習計劃(空運)

Maritime and Aviation Training Fund

Maritime and Aviation Internship Scheme (Aviation)



實習生聲明書

Certification of Internship



		(I) 

		實習生姓名 Name of Intern

		

		

		



		

		

		（中文）

		

		(English)



		(II) 

		香港身分證號碼

Hong Kong Identity Card Number

		(  )

		



		

		



		(III) 

		提供實習職位的公司名稱

Name of company offering the intern position

		









(IV) 聲明書 (本聲明書必須經受聘公司轉交運輸及房屋局)

Declaration (This form should be submitted to the Transport and Housing Bureau via the participating company)



(i) 本人知悉已獲聘用為「海運和航空業實習計劃」（實習計劃）（空運）的實習生。
I acknowledge that I am employed under the Maritime and Aviation Internship Scheme (Internship Scheme) (Aviation) as an intern. 



(ii) 本人特此聲明本人是香港特別行政區居民及可在香港合法受僱。
I hereby declare that I am a resident of the Hong Kong Special Administrative Region and I am lawfully employable in Hong Kong. 



(iii) 本人已細閱有關實習計劃（空運）的《申請人須知》，並完全明白所有內容。
I have read and fully understood the “Notes for Applicants” under the Internship Scheme (Aviation).  



(iv) 本人明白並同意， 上述公司會將我的實習生職位申請資料送交獲授權處理有關資料的政府部門及其他組織或機構，用以處理及檢討實習計劃（空運）和基金成效之用。
I understand and accept that the information given in my application for intern position will be provided by the above company to Government departments and other organizations or agencies authorized to process the information for purposes relating to the implementation and reviewing of the Internship Scheme (Aviation) and the MATF. 



		(V) 

		實習期 Internship Period

		由From

		

		

		至To

		



		

		



		(VI) 

		酬金 Honorarium

		港幣 HK $

		

		

		每月/每星期/每日* per month/per week/per day*



		

		



		(VII) 

		在實習期內/實習期首三個月內*獲得的總酬金(津貼除外)註 
Total honorarium (excluding allowances) received during the internship period/the first three months* of the internship period Note

		

		港幣 HK $

		



		

		

		

		

		







註 : 除酬金外，所有津貼 (如加班津貼、交通津貼等)均不會獲計算於公司向海運及空運人才培訓基金申請可發還的金額內。如填寫的金額和付款証明(如糧單或支票等)所列的金額不同，公司請提供細列分類供運輸及房屋局（運房局）參考。

Note: Allowances (such as overtime allowance, travel allowance etc) are not reimbursable under the MATF and should not be included. If the figure provided is different to the amount shown on the proof of payment (e.g. salary slip, cheque etc.), the company is required to provide a breakdown of the payment for Transport and Housing Bureau’s reference.



(* 請刪去不適用的資料。) (*Please delete as appropriate.)

(VIII) 聲明 Declaration

本人	(實習生姓名) / 本公司	(提供實習職位的公司名稱)明白，運房局將依據以上所提供的資料，決定已付酬金是否符合獲海運及空運人才培訓基金發還費用的資格，以及評估政府發還予提供實習職位公司的金額。本人亦明白，以欺騙手段取得金錢利益而漏報資料或作出失實陳述，即屬違法，運房局對違法者可循法律程序追究法律責任。

I	(name of intern) / We	(name of company offering the intern position) understand that THB will rely on the information provided by me/us to determine the company’s entitlement under the MATF, and to assess the amount of reimbursement. I / We also understand that any omission/misrepresentation of information with a view to obtaining pecuniary advantage by deception is an offence and is liable to legal proceedings.



		Official Company Stamp



		

		由公司的授權代表填寫及簽署

(須與申請發還費用表格的授權代表為同一人)

To be filled and signed by an authorized person of the company

(Must be the same authorized person appeared in the Application Form for Reimbursement)





		

		

		授權代表簽署

Signature of authorized person

		



		

		

		授權代表姓名

Name

		



		實習生簽署

Signature of intern

		

		

		職位

Position

		



		日期

Date

		

		

		日期

Date
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Maritime and Aviation Internship Scheme (Aviation)

Evaluation Form

Intern



Part I: Student’s information



Name of Student: ______________________ (English) ______________________ (Chinese)



Contact Telephone Number: ___________________ Email Address: _______________________



Name of Institution Attending (if applicable): __________________________________________



Faculty/Major Area of Study (if applicable): ___________________________________________



Year of Study (at the time of application): _____________________________________________



Year of Graduation (e.g. 2022): _____________________________________________________



Name of company offers you the internship position: ____________________________________



Internship Period (dd/mm/yy): ______________________ to _______________________





Part II: Evaluation



Please take a few moments to give us your feedback on your internship experience under the Maritime and Aviation Internship Scheme (Aviation) (Internship Scheme (Aviation)).    



		5=Strongly Agree  4=Agree  3=Neutral  2=Disagree  1=Strongly Disagree



		1

		The Internship Scheme (Aviation) helped me understand more about the aviation industry in general, e.g. the business operations of the industry

		5   4   3   2   1



		2

		The Internship Scheme (Aviation) helped me know more about the career opportunities and prospects available in the aviation industry

		5   4   3   2   1



		3

		The internship experience I had under the Internship Scheme (Aviation) was meaningful and fulfilling

		5   4   3   2   1



		4

		My company provided me with sufficient coaching and guidance during the internship period

		5   4   3   2   1



		5

		My supervisor was available and helpful when I had questions/concerns

		5   4   3   2   1



		6

		The Internship Scheme (Aviation) provided a convenient platform with information on internship positions.  It facilitated my application for internship posts in the aviation industry

		5   4   3   2   1



		7

		The Internship Scheme (Aviation) aroused my interest in the aviation industry that helped start my career planning

		5   4   3   2   1



		8

		I will apply again to be an intern of the Internship Scheme (Aviation) if given the opportunity

		5   4   3   2   1



		9

		I will consider joining the aviation industry after graduation

		5   4   3   2   1



		10

		I will recommend the Internship Scheme (Aviation) to other students

		5   4   3   2   1







Poor			  Excellent



11	Overall, I would rate this internship experience as		1	 2	  3	   4	    5



12	I learnt about the Internship Scheme (Aviation) through:

□	Government’s website			□	Student office of my institution

□	Advertisement of my company		□	MATF’s promotional booth at my institution

□	Others: please specify _________________________________________________







13	I usually look for internship positions and other jobs through: 

□ Government’s website		□ Companies’ websites	 □ Newspaper/Magazine

□ Website of student’s office  	□ Electronic media	 	 □ Promotional materials

□ Introduced by schoolmates	□ Others:	 please specify ______________________



14	Please kindly list out your overall job duties when you were working in the company who offered you the internship position:

___________________________________________________________________________

___________________________________________________________________________



15	This is the 1st □ 2nd □  3rd □	occasion that I have participated in the Internship Scheme (Aviation).



16	Do you have any comments/suggestions for the Internship Scheme (Aviation)?

	□ Yes (please specify)		□ No

___________________________________________________________________________

___________________________________________________________________________

												



Please send this Evaluation Form direct to the Maritime and Aviation Training Fund Unit of Transport and Housing Bureau by email to matf@thb.gov.hk or by fax at 2523 0030 not later than 14 days after the completion of the internship.  Thank you for your input and participation.









Student’s Signature: ______________________________ Date: _________________________





1
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