Student Enrichment Activities Support Scheme (SEAS Scheme)
PROJECT COMPLETION REPORT
Project organizers are required to submit this Project Completion Report and the Financial Report by email to the Secretariat within two weeks after completion of the project. All original receipt/payment proof should be submitted to the Student Support and Activities Counter on LG3 Indoors Sports Complex (Lift 3 or 6) after the electronic submission is confirmed.
	Name of Project:
	
	Ref: 
	SEAS

	Project Start Date:
	
	Project Completion Date:
	

	Name of Project Leader:
	

	Faculty/Staff Advisor of the Project:
	


	
	No. of Organizers

(Details in Part E)
	No. of Participants

(Details in Appendix II)

	Local HKUST Students:
	
	

	Non-local HKUST Students:
	
	

	Others, please specify:______________________
	
	

	Total No.:
	
	


	Part A: Brief description of the project (Details of the event, including dates, time, venues, participants, collaborating partners, guest speakers, media and promotion, etc.)




	Part B: Project outcomes (Illustrate whether and to what extent the project objectives were achieved, and how. Outline the most important insights and discoveries of the event.)



	Part C: Project impact (Describe the project impact on the major target groups, such as HKUST participants, service recipients. Quote their feedback/reflection or provide other evidence like questionnaire result to support your evaluation.)



	Part D: Conclusion and recommendation (What have done well? What could be done to improve in future?)




Part E: List of organizing committee of the project (Use separate sheets, if necessary)
	Full Name
	
	HKUST Email
	
	Local student
	Non-local student
	Staff
	Alumnus
	Other

	
	
	
	
	□
	□
	□
	□
	□

	
	
	
	
	□
	□
	□
	□
	□

	
	
	
	
	□
	□
	□
	□
	□

	
	
	
	
	□
	□
	□
	□
	□

	
	
	
	
	□
	□
	□
	□
	□

	
	
	Sub-total
	
	(       )
	(       )
	(       )
	(       )
	(       )

	
	
	Total
	
	(       )
	
	
	
	


Notes to Project Leader: 

1. If claim for reimbursement is required, please submit your claim via the Expense Claim for Student e-
Form at Finance Office website and input the name of Scheme Secretariat as the special endorser. 
2. The one who initiates the e-Form shall be the one who receives the reimbursement, whom is reminded to update the bank account information for auto-pay in the Student Center page of Student Information System (SIS). 
3. The claim without completion of this Project Completion Report and Financial Report would not be processed. Project leader is advised to submit both reports to the Scheme Secretariat for review and confirmation before submission of a claim. 

Personal Information Collection Statement
The personal data provided in this form will be used by the Dean of Students’ Office (DSTO) of The Hong Kong University of Science and Technology (HKUST) for processing the subsidy reimbursement under the Student Enrichment Activities Support Scheme (SEAS Scheme). It is obligatory for you to supply the required data (except those marked with “optional”), otherwise your subsidy will not be processed.
 
The personal data collected will not be shared with any non-University party except where it is essential and under strict privacy agreement, or that it is required by law/regulation. 

The personal data you provided will be kept for 7 years for accounting purposes. 
According to the Personal Data (Privacy) Ordinance, you have rights to request access to and correction of your submitted personal data. Please email to DSTO at ssa@ust.hk to make such requests. About HKUST’s privacy policy statement, please visit: https://dataprivacy.ust.hk/university-data-privacy-policy-statement/.
	By signing this Project Completion Report, you are indicating your understanding and agreement of the above. 



	Signature 
	:
	
	
	Phone No..
	:
	

	Project Leader
	:
	
	
	HKUST Email
	:
	               

	Date
	:
	
	
	Club/Society, if any
	:
	                    (Chop)


Appendix I: Photos of the project (These photos may be used for publicity purposes, you should obtain consent from the people involved before submission. The Secretariat may require the photos with original resolutions, if necessary) 
	Caption:
	Caption:

	Caption:
	Caption:

	Caption:
	Caption:


Appendix II: List of participants (Actual attendance) (Use separate sheets, if necessary)

	
	Full Name
	
	Student ID
	
	Local Student
	Non-Local Student
	Staff
	Alumnus
	Other


	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
	
	
	
	
	□
	□
	□
	□
	□

	
	
	
	Sub-total
	
	(          )
	(          )
	(          )
	(          )
	(          )

	
	
	
	Total
	
	(          )
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