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1. General Navigation

@Llogout & (Company Admin) # Change Role A A QEF

New Industrialisation and
ini aining Grant

Technology TI'EII'III'IQ Home - Application Record Reimbursement User Orgenisation

Programme

4+ Below is an overview of all available functions in the menu bar:

<Your login account> Update your account profile

AA Adjust font size

{5 Eng Switch to other languages

Home Provide quick links to access various functions and
reminder messages

Training Grant Submit training grant applications for

Application public courses/tailor-made courses

Application Record View application status or continue to submit the

drafted training grant applications, upload the official
receipts and submit claim documents for
reimbursement

Reimbursement View reimbursement status or continue to submit the
drafted claim applications for reimbursement

User Manage all user accounts within the organisation

Organisation Update particulars of the organisation and the list of

trainees' information

+ The available functions in the menu bar are subject to the role of the user account.



2. Organisation and User Account Registration

%+ Click

in the login screen

Log | n I egister

Forgot Password

Email 2
Password @

Captcha

= Read and agree to the Personal Information Collection Statement Note by checking the
box to proceed

Personal Information Collection Statement Note:

Subject to the provisions below, information provided by the company/ course provider during the application will be kept by the NITTP
Secretariat in confidence and all personal data will be handled in accordance with the relevant provisions of the Perscnal Data (Privacy)
Ordinance (Cap. 486). In this regard, the NITTP Secretariat shall have the right to disclose, without further reference to the company/
course provider, whenever it considers appropriate, Discloseable Information[1] to other Government bureau/departments, statutory
bodies or third parties for the purposes of processing the application, conducting research and survey, compiling statistics, meeting
reguirements of the law and/or performing their functions, and if the application is approved, monitoring the delivery of the training,
assessing the reimbursement claims of the training grant, and checking duplicate applications under other local public funding schemes
to cover the expenses of the approved fraining. In submitting the application, the company/ course provider irrevocably and
unconditionally authorises the NITTP Secretariat to make and consent to the NITTP Secretariat making any of the aforesaid disclosures.
NITTP Secretariat will not use the information provided during the application for direct marketing purpose.
In accordance with the Personal Data (Privacy) Ordinance, the frainee has the right:

i. to check whether VTC holds his/ner personal data;

ii. to request a copy of such data; and

iii. to require VTC to correct any of the personal data which is inaccurate.

Sufficient information will need to be provided to establish identity, otherwise VTC shall refuse to comply with the request.
Company/ course provider has obtained consent from all relevant personsfentities for the disclosure, use and further disclosure by the
NITTP Secretariat and the Govemnment of their Information/ personal data.

| hereby authorise the NITTP Secretariat and the Govemment to handle the personal data/information provided, including the

e of the infermation in relation to this application to other parties, in accordance with the NITTP Guidance Notes.

[1] “Discloseable Information” ans any information provided by the applicant company/ course provider during the application under the NITTP.



https://nittp.vtc.edu.hk/rttp/login?lang=en

#+ Fill in the Name of the Organisation, select “Company” as the Role of Organisation,

and then click

New Industrialisation and
Technology Training Back to Home
Programme
J

Registration

Organisation Information

*Required Fisld

*Name of Grganisaticn (English) input the name of company (English)

*Hame of Organisation (Chinese) input the name of company {Chinese)

Role of Organisation Company v

(et

+ Fill in the contact information of “Administrator”

*Required Field

Contact Information of Administrator

*Email

*Salutation

*Last Name (English) *First Name (English)
(as shown on the HKID Card) (as shown on the HKID Card)
*Last Name (Chinese) *First Name (Chinese)
(as shown on the HKID Card) (as shown on the HKID Card)
Department (English) *Position (English)
2 -
Department (Chinese) *Position (Chinese)
4 4
*Direct Line
852 v

+ Points to note:

» The first user account registered in the online system will be automatically assigned
the role of “Administrator”. Users with the role of “Administrator” can manage or
create other user accounts of the organisation, submit and view the training grant
application and update particulars of the organisation. There is no limitation on the
number of “Administrator” user accounts under an organisation. An “Administrator”
can create another user with the same role as “Administrator” under the same
organisation

» Please provide a valid email address as it will be used as the login name and a
confirmation email will be sent to the email address



+ Fill in Particulars of Company

Particulars of Company

Registered Name of Company

Note: The cheque for the reimbursement of the training grant will be made payable to the name of registered company stated in the Business Registration Certificate and sent to the correspondence address of the

company.
English Name test
Chinese Name
test
*Type of Certificate o
*Business Registration (BR)
Mo ./License No.
*Nature of Business -
*Primary Nature of Business -
*No. of Employees (Full-time)
*Tel No. Fax No.
852 ~
*Email *Website
“Correspondence Address
District v District ~
Province Province
Country Country

Background Information

+ Points to note:

» Please provide FULL Business Registration (BR) Number (i.e. 16 digits,
XXXXXXXX-XXX-XX-XX-X) or License Number for registration

> The should normally be the address registered under the Business
Registration Certificate, while a different|Correspondence Address|can be used for
mailing purposes

«+ Fill in the bank account information

Bank Account Information

*Name of Bank

*account Name of Company {Name of Receiving
Company)

*Account Number (Account Number of Receiving
Company)

Disclaimer
The approved training grant shall be payable to a designated bank account of the company. Company is required to provide a proof of bank account information showing the bank account holder's name and number. The Secretariat of the

New Industrialisation and Technology Training Programme shall not be held liable for any failure to release the training grant or any failure to receive the training grant by the company caused by or resulting from the inaccurate information
of its bank account in Hong Kong provided by the company, and the company shall bear the sole responsibility for all risks and conseguences thereof.



=+ |Upload a valid Business Registration Certificate and bank account
statement

Business Regfstration Certificate / Bank Account Statement / Other Supplementary Documents

Document T Document Name

4+ Click to complete the registration process

<+ Receive an account activation email and activate your account

When your application is approved, an account activation email will be sent to the email
address previously provided. Please activate your account before the link expires.

Dear Sir/ Madam,

Thank you for your interest in applying the New Industrialisation and Technology Training
Programme (NITTP).

Your account, under the name of XXXXXX, has been created / reset password. Please go to the
link below to activate your account by 23:59 on 01 January 2025:

Link

Please note that you will not be able to log back into your account until you have activated the
account or reset the password. You can then gain access to the NITTP Online System with your
account name and password to submit your application.

Should you need any assistance, please email to us at nittp@vic.edu.hk.

NITTP Secretariat
VWocational Training Council

B L ]

(This email is a system generated message. Please do not reply to this message.)
e e s s s s R e s e s s e st s

Activate/Reset Password

Email - - -

Password &

Confirm Password

# A strong password should contaln at least & characters and fulfill the fellowing 3 cond 1B ch , at least 1 upp: alphabet, 1 alphabet & 1 number)




+ After activating your account, you may log in to the NITTP system

I_Ogi n @Regimer

Forgot Password

Email 2
Password IE]

Captcha

+ Read and agree to the Personal Information Collection Statement Note by checking the
box to proceed

Personal Information Collection Statement Note:

Subject to the provisions below, information provided by the company/ course provider during the application will be kept by the NITTP
Secretariat in confidence and all personal data will be handled in accordance with the relevant provisions of the Personal Data (Privacy)
Ordinance (Cap. 486). In this regard, the NITTP Secretariat shall have the right to disclose, without further reference to the company/
course provider, whenever it considers appropriate, Discloseable Information[1] to other Government bureau/departments, statutory
bodies or third parties for the purposes of processing the application, conducting research and survey, compiling statistics, meeting
requirements of the law and/or performing their functions, and if the application is approved, monitoring the delivery of the training,
assessing the reimbursement claims of the training grant, and checking duplicate applications under other local public funding schemes
to cover the expenses of the approved training. In submitting the application, the company/ course provider irrevocably and
unconditienally authorises the NITTP Secretariat to make and consent to the NITTP Secretariat making any of the aforesaid disclosures.
NITTP Secretariat will not use the information provided during the application for direct marketing purpose
In accordance with the Personal Data (Privacy) Ordinance, the trainee has the right:

i to check whether VTC holds his/her personal data;

ii. to request a copy of such data; and

iii. to require VTC to comect any of the personal data which is inaccurate

Sufficient information will need to be provided to establish identity, otherwise VTC shall refuse to comply with the request.
Company/ course provider has obtained consent from all relevant persons/entities for the disclosure, use and further disclosure by the
NITTP Secretariat and the Government of their Information/ personal data

| hereby authorise the NITTP Secretariat and the Government to handle the personal data/information provided, including the

Gisci¥uice of the information in relation to this application to other parties, in accordance with the NITTP Guidance Notes,

ns any lion provided by the applicant company/ course provider during the application under the NITTP.



https://nittp.vtc.edu.hk/rttp/login?lang=en

2.1 Update Particulars of Organisation

+ Login to the system and click

GLlogout & (Company Admin) + Change Role A A [+ 38 ]

New Industrialisation and
P Training Grant
Technology Training Home P s Application Record Reimbursement User Orgenisation
Application
Programme -

» Only user with the role of “Administrator” or “Authorised Person” can update
particulars of organisation

» Review and update the company information to ensure all details are up-to-date and
accurate

» When the Business Registration Certificate is renewed, please promptly reupload
and update the expiry date in the system

*Date of Expiry of BR
Certificate

2026/03/31

Upload Upload Document


https://nittp.vtc.edu.hk/rttp/login?lang=en

2.2 Update List of Trainees

+ Login to the system and click and complete List of Trainees for the

Organisation

List of Trainees

D'I“'

MPF Proof of
Receipt

# Name HKID No.

Other
Qualification, if
Qualifications any

Educational /
Professional
Position

Trainee Information »

*Required Field
“Salutation
W
*Last Name *First Name
(as shown on the HKID Card) (as shown on the HKID Card)
*Educational / o *Area of Study
Professional
Qualifications
Other
Qualification, if
any
A
*Position *Years of Working Experience
(relevant to the Technology covered
by the Training Course)
*HKID No. *Upload HKID : .
© pea EEER | EEEaEns
Copy:
Please note: Damaged HKID, cropped, blurred or glared
picture is not acceptable
*MPF No. *Upload MPF ; .
@ B RERE | REETEEE
ool :

MPF Employer's Identification
Mumber (Employer ID/Scheme ID)

D e ot FEEFEANE
qualification
and relevant
experience:

Area of Study

Years of
Working
Experience
(relevant to
the
Technology
covered by
the
Training
Course)

= Please [Upload| the scanned copy of trainee’s Hong Kong Identity Card (HKID),
Mandatory Provident Fund (MPF) Record and documentary proof of academic
qualifications and relevant experience in the course field


https://nittp.vtc.edu.hk/rttp/login?lang=en

= Create trainee’s record to be selected for the subsequent training grant application
submission

2.3 Setting up additional user accounts and functions of different roles of user
accounts

+ “Administrator” login to the system

+ Functions of different roles of user accounts:

mmm ContactPerson. ...
» Draft Training Grant Application only and Upload Receipt
* Draft Reimbursement Application only
* View Application Status

= AuthoriseaPerson ... ]
» Draft and Submit Training Grant Application and Upload Receipt

* Draft and Submit Reimbusrement Application
* View Application Status
 Update Particulars of Organisation and List of Trainees

s AdMinistrator ... |
* Draft and Submit Training Grant Application and Upload Receipt

* Draft and Submit Reimbusrement Application

* View Application Status

 Update Particulars of Organisation and Trainee's Informaion

» Manage or Create User Accounts and Reset Passwords for Other Users

#+ Select from the menu bar

(Company Admin) = Change Role A A oxHE

New Industrialisation and
Technology Training Home s Application Record Reimbursement User Orgenisation
Programme

+ Click to add new user account

User

Ermail Hame Role Sintus Last Updated Date'¥ Lot Updated By
Compsny Agin Active 20250212 135555 ﬂa
Cormgany Admin Active: FIE/N/PE 114610 nﬂ
0~ n
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https://nittp.vtc.edu.hk/rttp/login?lang=en

#+ Input all the required information and click

User Information

*Required Field
*Email *Role
v

*Salutation

v
*Last Name (English) *First Name (English)
(as shown on the HKID Card) (as shown on the HKID Card)
*Last Name (Chinese) *First Name (Chinese)
(as shown on the HKID Card) (as shown on the HKID Card)
Department (English) *Position (English)

4 4
Department (Chinese) *Position (Chinese)

£ 4
*Status Direct Line

Active v 52 v

ek “

% Points to note:

» Please provide a valid email address as it will be used as the login name and a
confirmation email will be sent to the email address

> Email address cannot be changed once created

%+ Receive an account activation email

An account activation email will be sent to the email address previously provided, please
activate your account before the link expires.
Dear Sir/ Madam,

Thank you for your interest in applying the New Industrialisation and Technology Training
Programme (NITTP).

Your account, under the name of XXXXXX, has been created / reset password. Please go to the
link below to activate your account by 23:59 on 01 January 2025:

Link

Please note that you will not be able to log back into your account until you have activated the

account or reset the password. You can then gain access to the NITTP Online System with your
account name and password to submit your application.

Should you need any assistance, please email to us at nittp@vtc.edu.hk.

NITTP Secretariat
Vocational Training Council

e Rt E T ok * ok ko ok ok ko FhmEkh ok kmm ok E

(This email is a system generated message. Please do not reply to this message.)
kEkEkkhkEkhkhkkrkhkhrdk FhkhkEEE *hkhkkE kK FhkmEkk *hkhkkEhk *hkmEkk FhkkhkEkhkEkhkh
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Activate/Reset Password

Email ———

Password #

Confirm Password

# A strong password should contain at least 8 characters and fulfill the following 3 conditions: (8 characters, at least 1 uppercase alphabet, 1 lowercase alphabet & 1 number)

12



3. Submit Training Grant Application for Public Course

#+ Complete List of Trainees under the menu bar of

List of Trainees

Years of
Working
Experience
(relevant to

Technology
covered by
Educational / Other the
Professional Qualification, if Training

# Name HKID No. MPF Proof of Receipt Paosition Qualifications any Area of Study Course)

4 Click Training Grant Application| from the menu bar

G Logout & (Company Admin) = Change Role Al A eEm

New Industrialisation and

Technology Training Home Wik
Application

Programme

Training Grant o
Application Record Reimbursement User Orgenisation

4 Click Public Course from the main menu

Training Grant Application

Companies should send their applications for training grants to the NITTP Secretariat at least five weeks before course commencement.
Late applications may not be processed and may be returned to the applicant.

X I
an® I l

4 Search for the suitable course from the List of Registered Public Course and click
Apply Now| to apply for the training grant of the public course

o
9 """""""" - Generative Al for Business Optimisation o e B
Technology
L]
9 Infarmation Industrial Applications of Matural 2025/06/18
Technology

Language Processing and
Conversational Al for Business

A Advanced Al business application with g g
Techmology Alicloud 2028/0822

13


https://nittp.vtc.edu.hk/rttp/course/list?lang=en

= Read the Note for Applicants carefully and click to proceed

Notes For Applicants

Company applying for training grant should fulfill the following requirements-
(i) registered in Hong Kong under the Business Registration Ordinance (Cap. 310);

(id) non-go and non. on; and

(iif) the employee nominated is a Hong Kong resident under full-ti ]! of th pany with the necessary background experience relevant to the advanced technology.

ks before conrse Late application may not be

Company should submit the completed application form, together with the following documents to the NITTP Secretariat in person. by post. by fax or by email af least 5
i Please attach additional sheets for suppl i ion if necessary. The NITTP Secretariat will acknowledge receipt of your application.

(i) acopy of the company’s valid Business Registration Certificate;

(id) a copy of each trainee’s Hong Kong Identity Card (HKID):

(iif) a copy of Mandatory Provident Fund (MPF) record for each trainee showing at least 3 consecutive months of employment;

(iv) documentary proof of academic qualification; and

(v) documentary proof of relevant experience in the course field (e.g. curriculum vitae).

Company should provide all the information required in this form. The information collected will be used for processing the application for training grant NITTP Secretariat may disclose the information of the application to the
Government, statutory bodies or third parties for the purposes stated in the NITTP Guidance Notes for Training Grant Applications. NITTP Secretariat undertakes to keep personal data provided by applicants confidential and will not use
the information for direct marketing purpose

In accordance with the Personal Data (Privacy) Ordinance, the trainee has the right:

(i) to check whether VTC holds his'her personal data;

(if) to request a copy of such data: and

(iti) to require VTC to correct any of the personal data which is inaccurate.

Sufficient information will need to be provided to establish identity, otherwize VIC shall refose to comply with the request.

No employee should be approved to participate in more than one NITTP course in the same financial year.

No employee should be registered under the same course for more than one time.

With regard to the trainee’s Hong Kong Identity Card, companies may choose to send a copy with the application form or to present the original copy in person to the staff of the NITTP Secretariat for checking the trainee’s eligibility for

NITTP training grant.

= Step 1: Please review the course details and fill in the required information

. _ Partial Advance Payment _

1 Course Information 2 Particulars of Trainee(s) 3 Application 4 Application Summary
“Required Field
Course Title (English) ive Al for il Opti
Course Title (Chinese)
Course Type Public Course (Local Training)
Course Start Date 2025/06/18 Course End Date 2025/06/18
Course Venue

*Please explain how the acquired technology would be applied 1o your company (in no less than 400 words):

= Click to proceed to the next step until submission



= Step 2: Particulars of Trainee(s)

= Select Trainee from the completed List of Trainees in [Organisation jpage

e R —
Training Grant Application

1 Course Information 2 Particulars of Trainee(s) 3 Partial Advance Payment 4 Application Summary

Application
Years of Working Experience (relevant 1o the

# Name HKID No. MPF Proof of Receipt Position i ! i i i Other Qualification, if any Area of Study Technology covered by the Training Course)

< Save & Back Save & Next >

= Check the box to select the respective trainees for the application and click @(I

Search
Please ensure that all supporting documents have been uploaded for the trainees listed in the organisation infermation.
Years of Working
Experience
(relevant to the
Educational / Other Area Technology
Professional Qualification, of covered by the Approval
£ Named  HKID No. MPF Proof of Receipt Position Qualifications if any Study  Training Course) Status

Preee. B Programmer  Postgraduate T 2.00

O n T First degree IT 5.00
View| 10 w Previous MNext

= Click Save & Next to proceed
Training Grant Application
1 Sassevapne 2 Exscdluces) SR A . 4 san L
[ st | b
Eduniafimrnid | Porpbrpises s Chamialetl wm, Ara ol Towri o Wi g f e e
L L G0 (WP Froal of Recaipe Posimon Deacfaora -y Sevdy Tchwscengry comard by that Trasnarg Lo

et “



= Step 3: Apply for partial advance payment

= Company may opt to apply for a partial advance payment of 50% of the approved
training grant, subject to the company’s submission and NITTP Secretariat’s vetting
of a copy of the receipt of the subject training course showing the amount of course
fee paid by the company to the course provider

= Please opt for your suitable selection and click to proceed

Training Grant Application

1 Course Information 2 Particulars of Trainee(s)

Partial Advance Payment
3 4

ElEmT Application Summary

Partial Advance Payment Application

Mote: A company may apply for partial advance payment of 50% of the approved training gramt subject to the company’s submission and NITTP Secretariat’s vetting of a copy of the receipt of the subject training course showing the amount of course
fee paid by the company to the course provider. Companies should submit the copy of the receipt to the NITTP Secretariat within 2 weeks after the date of issuance of the training grant approval letter from the Secretariat and before the end of the
training course. Application for partial advance payment of training grant with any late submission of the copy of the receipt will not be considered.

Please select one option in the approprizie box below:

My company would like 1o apply for partial advance payment of training grant and hereby submit a copy of the receipt issued by the course provider.

My company would like 10 apply for partial advance payment of training grant and will submit a copy of the receipt issued by the course provider within 2 weeks after the date of issuance of the training grant approval letter from the Secretariat

and before the end of the training course.
© My company does not apply for partial advance payment of training grant.

< Save & Back

= Please Upload official receipt if the first option (My company would like to apply
for partial advance payment of training grant and hereby submit a copy of the receipt

issued by the course provider.) is selected

- Click to proceed

1 Course Information 2 Particulars of Traines(s) 3

Partial Advance Payment

Application Summary

Application 4

e amount of course:

Partial Advance Payment Application
submis

Note: A company may apply for partial aavance pa ymem isu% of the approved training grant subject 1o the company’s

Ieen id by the company 10 the course provider. Compani

should submit the copy of fm '8 receipt 1o the NITTP Secre
‘raining course. Application for partial ur ini issi

the copy of the receipt will not be considered.

with any late
Please select one option in the appropriate box below:

© My company would like to apply for partial advance payment of training grant and hereby submit a copy of the receipt issued by the course provider.

My company would like to apply for partial advance payment of training grant and will submit a copy of the receipt issued by the cour:
and before the end of the training course.

iy company apply for partial P of trainin

g grant.

ind NITTP Secretariat’s vetting of a Dnuyofme ceipt of the subject training c
eksaﬁ the date of issuance

‘s¢ provider within 2 weeks after the date of iss:

showing the

of the training gra 1Dprwa|len fcmm Secretariat and before the end of the

uance of the training grant approval letter from the Secretariat

Official Receipt

Official Receipt.png

Upload

< Save & Back

16



=+ Step 4: Review application summary and submit the training grant application

= Please verify all the details of the training grant application are accurate before
submission as no further changes could be made online once submitted

» Read the declaration and check each box to agree

= Click to complete the training grant application process

I, the undersigned, also the authorised signatory of the applicant company, hereby declare that (please tick in appropriate box(es)):
[ (a) the details provided in this form are true and correct. In the event that any suspected illegal activities with respect to the application in the part of the applicant company, the NITTP Secretariat reserves the right to suspend the processing of

application. In the event that any information is found untrue, incomplete or inaccurate, the NITTP Secretariat reserves the right 1o reject the application, withdraw the training grants approved, recoup grants awarded and subject the case tolegal
proceedings;

[ (b) the applicant company understands that the NITTP Secretariat has the right to determine whether the applicant company and the course provider are eligible, and whether the proposed training falls under the ambit of NITTP;

O (g) the applicant company has obtained consent from all relevant persons/entities for the disclosure, use and further disclosure by the NITTP Secretariat and the Government of their information/personal data;

[ (d) the trainee(s) nominated in this application is/are the fulltime employee(s) of the company who meet the application requirements;

[ (g) the course provider in this application has no relationship with the applicant company in terms of management and ownership. The applicant company and any person/staff authorised by the applicant company to handle or in any way
involved in the selection of the course provider have no actual or potential conflict of interest and will not participate in the selection process if otherwise;

O (f) ifthe training grant is approved, the applicant company shall arrange the training for the nominated employees in this application strictly in accordance with the approved application. The applicant company shall be responsible for
monitoring the training provided by the course provider;

[0 (g) the applicant company understands that the training grant will only be paid to the applicant company upon the satisfactory completion of training by the trainee(s) and completion of the required claim procedures;

[ (h) the applicant company is a non-government and non-subvented crganisation and that the company will/have not obtained subsidies from any other local public funding schemes to cover the relevant training expense. Otherwise, this
application will become invalid and the applicant company will be liable to refund the full amount of training grant to the NITTP Secretariat and subject to legal proceedings;

O (i) the applicant company should refund the NITTP Secretariat for any overpayment of the training grant (including any overpayment of partial advance payment);

[ (i) the applicant company understands that the course provider is required to check the full name and record the first four digits of the HKID card of NITTP grant applicant employee before each class of the relevant course for record purpose.
Refusal to disclose their HKID information to the course provider would result in no reimbursement of the fund by the NITTP Secretariat to the concemned company;

[ (k) the applicant company and the nominated trainee have not and will not receive remuneration in the form of cash or cash equivalent items (such as gift vouchers, coupons, etc.) from the course provider,

O () the applicant company has the obligation to complete the employers' survey after course completion and before the disbursement of training grant;

[ (m) I/the applicant company understands and agrees that the NITTP Secretariat may at any time revoke an approved application with immediate effect and require the applicant company to immediately refund all or any training grant already
awarded on the occurrence of any of the following events:

(i) the applicant company has engaged or is engaging in acts or activities that are likely to constitute or cause the occurrence of offences endangering national security or which would otherwise be contrary to the interest of national security;

(ii) the continuance of engagement of the applicant company or the continued participation of the course concerned is contrary to the interest of national security; or
(i) the Government reasonably believes that any of the events mentioned in paragraph mi) 1o (ii) above is about to oceour.

O (n) the applicant company shall have the obligation to notify NITTP Secretariat if the applicant company or any of the employees who is nominated for attending any MITTP course has been or is under Police investigation for, charged with or
convicted of any offence endangering national security or other criminal offences in Hong Kong or elsewhere.
[ (g) |have read, understoed and agreed with all the obligations and responsibilities set out in the NITTP Guidance Motes for Training Grant Applications.

| hereby authorise the MITTP Secretariat and the Government to handle the p I i mation provided in this ication, including the disclosure of the information in relation to this application to other parties, in accordance with the NITTP
Guidance Motes for Training Grant Applications

] 1 am the authorised person of the applicant company, hereby declare the statement above.

< ek “

< Points to note:

» Only user with the role of “Administrator” or “Authorised Person” can submit the
application

» “Administrator” can grant access rights to other user accounts by assigning the
respective role of the user

17



3.1 Upload Receipt of Partial Advance Payment after Submitted Application

4+ Click Upload Official Receipt if you opt for partial advance payment following the
submission or approval of your application

Submission Reference Mo. Course No. Course Title Course Provider Course Type Status Last Updated Date¥

643 Public Course (Local Training) sbited o e reener m Uploed OFficial Receipt

+ Provide a copy of the official receipt to [Upload for partial advance payment and click
to complete the process

Upload Official Receipt

Course Information

= Title (English)
Course Title (Chinese)
Course Type Public Course (Local Training)

art Date

2025/06/23 Course End Date 2025/06/27

My company wauld like to apply for partial advance payment of r and will submit a copy of the receipt issued by the course provider within 2 weeks after the date of i ing grant approval letter from the Secretariat and before the end of the
caurse.

Document Name Uploaded Date

+ Points to note:

» A company which applies for partial advance payment is required to submit a copy
of the receipt of the training course concerned. The receipt should show the total
amount of course fees paid by the company to the course provider in respect of its
employee(s). It is the responsibility of the company to submit the copy of the
receipt within 2 weeks after the date of issuance of the training grant approval letter
and before the subject training course ends

18



4. Submit Training Grant Application for Tailor-made Course

New Industrialisation and
Technology Training Home
Programme

Reimbursement

Drganisation

Training Grant Application

Companies should send their applications for training grams 10 the NITTP Secretariat at least five weeks before course com
Late applications may not be processed and may be retumed to the applicant.

1R

Public Course Tailor-made Course

=+ Read the Note for Applicants carefully and click to proceed

Notes For Applicants

Application for tailor-made course approval should be submitted by the company separately with the training grant application.

1. Application for Course

The training organisation should be a Designated Local Course Provider”; or fulfill the following requirements:
(i) registered in Hong Kong under the Business Registration Ordinance (Cap. 310);

registered as an educational institution in accordance with the Education Ordinance;

(iii) has documentary proof of the company's provision of a course venue;

(iv) has two or more years of relevant experience in the provision of technology training; and

(v) has proper insurance policies documents (including public liability insurance against all claims).

The completed form, together with the supporting decuments, must be submitted to the NITTP Secretariat in person, by post, by fax or by email at least four months before course commencement. Late application may not be considered. Please attach
additional sheets for supplementary information if necessary. The NITTP Secretariat will ack I receipt of your i If y, follow-up site visits may be carried out by the NITTP Secretariat to the course provider.

"Designated local course providers refer to statutory Government subvented bodies, examples include local universities (including all University Grants Commi funded institutions), self-fi ding institutions registered under the Post-
Secondary Colleges Ordinance (Cap. 320), Construction Industry Council, Hong Kong Productivity Council, Vecational Training Council, Clothing Industry Training Authority and Hong Kong Institute of Elmechnalogy

2. Application for Training Grant

Company applying for training grant should fulfill the following reguirements:

(i) registered in Hong Kong under the Business Registration Ordinance (Cap. 310);

(i) men-government and non-subvented organisation; and

(iii) the employee nominated is a Hong Kong permanent resident under full-time employment of the company with the necessary background/experience relevant o the advanced technology.

Company should submit the completed application form, together with the following documents to the NITTP Secretariat in person, by post, by fax or by email at least 5 weeks before course comr Late I may.not b
Please attach additional sheets for supplementary information if necessary. The NITTP Secretariat will acknowledge receipt of your application.

(i) acopy of the company’s valid Business Registration Certificate;

(i) @ copy of each trainee's Hong Keng Identity Card (HKID);

(i) a copy of Mandatory Provident Fund (MPF) record for each trainee showing at least 3 consecutive months of employment;

(iv) documentary proof of academic qualification; and

(v) documentary proof of relevant i in thy field (e.g. curricy itae)

In accordance with the Personal Data (Privacy) Ordinance, the trainee has the right

(i) tocheck whether VTC holds his/her personal data;

(ii) o request a copy of such data; and

(iii) o require VTC to correct any of the personal data which is inaccurate.

Sufficient information will need 1o be provided 1o establish identity, otherwise VTC shall refuse to comply with the request.
No employee should be approved to participate in more than one NITTP course in the same financial year.

Mo employee should be registered under the same course for more than one time.

With regard to the trainee’s Hong Kong Identity Card, companies may choose to send a copy with the application form or to present the original copy in person to the staff of the NITTP Secretariat for checking the trainee’s eligibility for NITTP training grant.

Part 1: Course Application Submission and Approval

= Step 1: Fill in Course Information and Particulars of Course Provider
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Tailor-Made Course

= FPartal Agvance
i Particulars of Detalls of the Particutars of
1 Cousemioimanen 2 Trokwe(s) 3 o 4 Course Fee 5 Cowse Summary 6 Traineos) Payment Smy

Mg Firit
Course Information
Course Tnie (Enghan)

Course Title (Chinese)

*Caurse Troe v  Tescning Assiam Name
“Mexdumn of Instucsion 2

“Technology Hanure “Arocpansd Masimum Class Sze
“Pramary Trchnology Nator e =

“Course Stan Dute Y “Course End Dase

Rationale of Organising the Proposed Tailor-made course

“K) Please

Televance 10 your
Particulars of Course Provider
*Cantifiate of Fregistration of a
School No.
English Kame
Chirnan Namo
“Tel o Fax Mo
L3 -

“Email “Wensile
Moo Aaress *Conponuerie Address [Capy | Comespondence Adaress

Demtrict - Diatrict -

Province Province

Couniry Cenrilsy

> Click Save & Next|to proceed to the next step until submission

= Step 2: Input Particulars of Trainer(s) and upload the supporting documents

e —————TT T T =

Tailor-Made Course

N . Partial .
Course Particulars of Details of the Particulars of Application
1 Information 2 Trainer(s) 3 Course 4 ErER = S Course Summary 6 Trainee(s) 7 :S;;r;: 8 Summary
Application
# Trainer(s) Information

Course and Trainer Document(s)

Document Type
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Course Particulars of
1 Information 2 Trainer(s) 3

#  Trainer(s) Information

*Required Field

Trainer
*Salutation

*Last Name

*Educational / Professional
Qualifications

*Teaching Hours in course

Other Qualification, if any

*Name of Present Employer

*Position

Any Other Information

Course and Trainer Document(s)

Document Type

Course Pamphlet

Trainer CV and Trainer Certificates
=

< Save & Back

Details of the

Course

4 Course Fee

v
*First Name

- *Area of Speciality
*Mo. of Years
*Job Description

2

Document Name

Course Pamphlet.pdf

Trainer CVpdf

> Click Save & Next| to proceed

5 Course Summary

6

Particulars of 7

Partial
Advance
Payment

Application

Trainee(s)

8

Application
Summary

= Step 3: Furnish course details and assign the respective trainer(s) for each module

Course Particulars of Details of the
1 2 3 4

Information Trainer(s) Course Course Fee

Duration of
exhibitions / expos
1 visits [ other

#  Module/Subject(s) iption of the ) (Hours), ifany

1 0.00 0.00

- “
Total Training Hours 0.00 0.00

< save & Back

5 Course Summary

YYYY/MM/DD

6

Particulars of
Trainee(s)

End Date

YYYY/MM/DD

7

Partial s
Application
Advance 8 Sy
Payment
Application
Trainers

None selected ~
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4 Step 4: Fill in Course Fee

Partial Advance

Particulars of Particulars of
Cowrse . Details of the Course Course Fee Course Summary pe—— Payment Application Summary
Trainer(s) Traines(s) Z
N Application
*Required Field
*Course Fea Payment - ”
#  CourseFeeGroup
“Course Faa Group Type | FesDssciption
Amaunt per Person
#  TypesofFees Remarks (HKS) Amount (HKS)
Training Fes: Manpower Requirement
Currency ™ o “Amount ) . om0
*Exchange Rate “Date of Exchange T P
Rate .
Treining Fee: Other Direct Casts
*Currency *Amount
; ) urrency . o mount o . om0
*Exchange Rate “Date of Exchange o P
Rate . B
Treining Fee: Administration Fae
,  *Curency . o~ Amount o ) om0
*Exchange Rate “Date of Exchange D) p
Rate -
Total Course Fee 000 0.00
Sove ek [ e

£ Points to note:

» Training Administration Fee cannot be more than 15% of the sum of Manpower
Requirement and Other Direct Costs
> Return passage and subsistence allowance per trainee are required to fill in for

non-local training
» Click Add Fee Type to include return passage, subsistence allowance or other

fees
» Click Add Fee Group to create another group of training fee (e.g. Discount/
Early Bird Promotions)

+ Step 5: Review application summary and submit the course application

= Please ensure that all details of the course application are accurate before
submission as no further changes could be made online once submitted

» Read the declaration and check each box to agree

= Click [Tailor-made Course - Submit to complete the course application process
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Declaration

1. the undersigned, also the authorised signatory of the course provider/ the company. hereby declare that (please tick in appropriate box(es)):

[ () theinformation provided on this spplication form as well ss the supporting documents snclossd are true and comect. | undsrstand that any insccursts or mislesding information may lesd to deregistration fram the list of registered public courses under the NITTP. In
the event that there is any suspected illegal activities with respect ta the application in the part of the course provider or applicant company, the NITTP Secretariat reserves the right to suspend the processing of application;

O (B anyemployee or the owner, shareholder. management of the course provider or his/her relatives is not allowed to apply for a training grant under the NITTP for a course offered by the course provider. In addition. course providers shall not provide loans o companies
for the training. Courae providers are required to report cases of confiict of interest. including actions taken, to the NITTP Secretariat in writing, if any:

[ (c) proper insurance palicies, for instance, public liability insurance against all claims, demands and lishility are in place to protect the course participants. Alzo, the vanue proposed by the course provider comply with all relevant ordinances/rules, and fulfill the statutory
requirements for fire and structural safety for the purpose of running public courses under the NITTP:

[ (dy the course provider agrees that the NITTP Secretariat and the may conduct inspec o the course ither by app: or without prior notice;

[ (e} the course provider/company willinform the NITTP Secretariat of any course postponement before the eriginal date. Thecourse p " thata ion is required i the postpa is more than & menths from the

original commencement date of the course:

[ () inthe event that the course is cancelled, the course provider/company will notify the NITTP Secretariat immediately (and in ne circumstances after the original commencement date of the public course), and the course provider will refund all collected fees to the
relevant companies within one month from the date of notifying the NITTP Secretariat:

[ (g the course provider has net and shall not offer remuneration in the form of cash or cash equivalent items (such as gift veuchers, coupons. etc.) ta course applicanta and the applicant company:

[ (W) The course provider undsrstands and sgrees that the NITTP Secretarist may st sny fime reucke registration with immediste sffect and require the course provider to immediately refund all or any callecred fass 10 the relevant companies on the socurrencs of sny of the
Following events:
(i} the course provider/company has engaged or is engaging in acts or activities that are likely to constitute or cause the occurrence of offences endangering national security or which would otherwise be contrary ta the interest of national security:
(i) the continuance of the course or the continued running of the course concermed by the course provider/company is contrary to the interest of national security; or
(i) the Goverment reasanably belisves that any of the events mentioned in paragraph h(i) to (i) 2hove is abaut 1o oecur
[ (i) the course provider shall set up a complaint mechanism for staff and course participants to repert to the course provider through the complaint handling mechanism any act or activity by any personnel relating to the NITTP course{s) it offers that is suspected to have

comtravened any the Law of the People’s Republic of China on Safeguarding National Security in the Hong Keng Special Admini R orto be contrary to the interest of national security and follow said mechanism in accordance with the NITTP Guidance Notes for Public
Couree and Tailor-made Course Applications:

[ () the course providar undertakes t complete and provide the “Cor ion of Training Comple yrmen o the of the trainees for their applications for funding support under the NITTE within one month after course completion:

[ (k) 1 haveresd, understocd and sgreed with all the cbligations and responsibilities set out in the NITTP Guidsnce Notes for Public Course and Tailor-made Course Applications:

O (I lunderstand that the course provider is required te check the full name and record the first four digits of the HKID card of NITTF trainees before each class of the relevant course. The record sheet centaining the above information shall be submitted w NITTP
‘Secretariat within 2 weeks after the completion of the course; and
o (my 1 that the course pi i pany should facilitate NITTP Secretariat's visit/inspection by allowing their entry to the class venue, providing information requested by the NITTP Secretariat and

perating with NITTP follow-up acticn. Course
providers of nondocal courses should make videc recerdings covering at least one-third of the total course duration for NITTP Secretariat's inspection upon request.
| hereby authorise the NITTF Secretariat and the Government to handle the personal data/i provided in this lication, including the disclosure of the information in relation to this application to other parties, in accordance with the NITTP Guidance Notes for Public
Course and Tailor-made Course Applications.

[[] 1am the suthorized person of the zpplicant company, hereby declare the statement above.

€ Back Tailor-made Course - Submit >

Part 2: Training Grant Application Submission

= Step 6: Particulars of Trainee(s)

Upon approval of the tailor-made course application, the status updates to [Course]
Approved. Click "Edit" to proceed with the training grant application.

Application Record

Search
Submission Reference
No. Course No. Course Title Course Provider Course Type Status Last Updated Date'¥
VTC Staff
Tailor-made Course (Local

o T?;mmm) ST [Course] Approved ) 2025/05/19 a

° 1451:09
Approved

4 Select Trainee| from the completed List of Trainees in page
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Tailor-Made Course

Partial

Course Particulars of Details of the Particulars of Application
1 Information 2 Trainer(s) 3 Course 4 e S Course Summ 6 Trainee(s) 7 Advance 8 Summary
Payment
Application

e

Years of Working Experience (relevant to
i i Other Qualification, if ~ Area of the Technology covered by the Training
# Name HKID No. MPF Proof of Receipt Position Qualifications any Study Course)

O Programmer ~ Postgraduate T 2.00
0 n m First degree m 5.00

¢ Sove sk

= Apply for partial advance payment (refer to paragraph 3.1 P.18)

= Company may opt to apply for a partial advance payment of 50% of the approved
training grant, subject to the company’s submission and NITTP Secretariat’s
vetting of a copy of the receipt of the subject training course showing the amount
of course fee paid by the company to the course provider

= Please opt for your suitable selection and click to proceed

e T
Tailor-Made Course

Partial

Course Particulars of Details of the Particulars of Application
1 Information 2 Trainer(s) 3 Course 4 —— S Course Summ 6 Trainee(s) 7 ance 8 Summary
Payment
Application

Note: A company may apply for partial advance payment of 50% of the approved training grant subject to the company’s submission and NITTP Secretariat's vetting of a copy of the receipt of the subject training course showing the
amaount of course fee paid by the company to the course provider. Companies should submit the copy of the receipt to the NITTP Secretariat within 2 weeks after the date of issuance of the training grant approval letter from the
Secretariat and befare the end of the training course. Application for partial advance payment of training grant with any late submission of the copy of the receipt will not be considered.

Please select one option in the appropriate box below:

My company would like to apply for partial advance payment of training grant and hereby submit a copy of the receipt issued by the course provider.

My company would like to apply for partial advance payment of training grant and will submit a copy of the receipt issued by the course provider within 2 weeks after the date of issuance of the training grant approval letter from
‘the Secretariat and before the end of the training course.

© My company does not apply for partial advance payment of training grant.

€ Sove Bk

=+ Please verify all the details of the training grant application are accurate before
submission as no further changes could be made online once submitted

= Read the declaration and check each box to agree
24



=+ Click to complete the training grant application process

Declaration

1. the undersigned, alza the sutharised signatary of the applicant company, hereby declare that (please tick in appropriate box(es)):

[ (&) the details provided in this form are true and correct. In the event that any suspectad illegal activities with respect to the application in the part of the applicant company, the NITTP Secretariat reserves the right to suspend the processing of application. In the avent that
any information is found untrue, incomplete or inaccurate, the NITTP Secretariat reserves the right to reject the application, withdraw the training grants approved, recoup grants awarded and subject the case to legal proceedings;

[ (b) the applicant company understands that the NITTP Secretariat has the right to determine whether the applicant company and the course provider are eligible, and whether the proposed training falls under the ambit of NITTP;

[ () the applicant company has obtained consent from all relevant persens/entities for the disclosure, use and further disclosure by the NITTP Secretariat and the Government of their information/personal deta;

[ {d) the trainee(s) neminated in this application is/are the fuliime employeels) of the company whe meet the application requirements;

[ {e) the course pravider in this application has no relationship with the applicant company in terms of management and ownership. The applicant company and any person/staff authorised by the applicant company te handle or in any way invelved in the selection of the
‘course provider have no actual or potential cenflict of interest and will not participate in the selection process if othervise:

[ ) if the training grant ia approved the applicant company shall arrange the training far the nominated employees in this application strictly in with the appraved application. The applicant company shell be responsible far menitaring the training provided by the
‘course provider,

[] {g) the applicant company understands that the training grant will only be paid to the applicant company upon the ¥ l of training by th () and of the required claim procedures;

[ {h) the applicant company is 2 and bremted isstion and that the company willthave not abtained subsidies from any other local public funding schemes to cover the relevant training expense. Otherwise, this application will become invalid and

the applicant company will be liable to refund the full @amount of training grant te the NITTP Secretariat and subject to legal proceedings;

[ (i) the applicant company should refund the NITTP Secretariat for any cverpayment of the training grant (including any overpayment of partial advance payment);

[ () the applicant company understands that the course pravider is required to check the full name and record the first four digits of the HKID card of NITTP grant applicant emplayee before each class of the relevant course for record purpose. Refusal to disclose their HKID
information to the course provider would result in ne reimbursement of the fund by the NITTP Secretariat to the concemed company:

) (k) the applicant company and the nominated trainee have net and will not receive remunesation in the form of cash or cash equivalent items (such as gift vouchers, coupens, ete.) from the course provider:

[J (I the applicant company has the obligation to complete the employers’ survey after course completion and before the disbursement of training grant:

1 im) I/the applicant company underatands and agrees that the NITTP Secretariat may at any time revoke an approved application with immediate effect and require the applicant company ta i i refund all or an g already awarded on th f
any of the following events:
(i) the applicant company has engaged or is engaging in acts or activities that are likely to constitute or cause the occurrence of offences endangering national security or which would ctherwise be contrary to the interest of national security;
(i) the continuance of engagemen of the applicant company or the continued participation of the course concerned is contrary to the interest of national security; or
(i) the Government reascnably believes that any of the events menticned in paragraph m(i) to (i) above is about to occur.

[ {n) the applicant company shall have the cbligation to notify NITTP Secretarizt if the applicant company or any of the employees who is neminated for attending any NITTP course has been or is under Police investigation for, charged with or convicted of any offence
rendangering national security or other criminal offences in Hong Kong or elsewhere.
] o) Ihaveresd, understood and agreed with all the obligations and responsibilities set autin the NITTP Guidance Notes for Training Grant Applicatians.

I hereby authorise the NITTP Secretarist and the Government to handle the personal data/ provided in this appli the disclosure of the in relation to this appli o other parties, in with the NITTP Guidance Notes for Training
Grant Applicatiana.

(1] 1 amthe sutharissd person of the spplicant company, hereby declars the statement sbove
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5. Submit Claim Documents for Reimbursement of Training Grant

+ Step 1: Apply for reimbursement of the training grant after course completion

= Click Reimbursement in Application Record

Application Record

Submission Reference Ma. Course No. GCourse Title Course Provider Course Type Status Last Updated

Public Gourse (Local Training) e smesa 1o 111220 @

= Company should complete the reimbursement procedure and upload the relevant
documents within 2 months after the completion of training course for processing
the application for reimbursement

+ Step 2: Check the box and select the trainee(s) for reimbursement application

Particulars of Trainee(s)

Please select the trainee(s) below to apply for reimbursement,

Partisl Advance Payment
Name HKID No. Application Apply for Reimbursement  Reason for Not Required Reimbursement

m
m = g

Employes has not completed the training course.

N— Employee has left the company. .

urse provider has cancelled the training course.

“Hame of Bank 002 - Standard Chartered Bank {Hong Kong) Lid Others, plezse speciy

*Account Name of Company {Name of Recaiving Company)

*Account Number (Account Number of Receiving Company)

Disclaimer

The 2pproved wraining grant hall be payable to 2 designzted hank acesunt of the company. Company s required ta provide 2 proof of bank account information shawing the bank 2ccount holder's name znd number. The Secretariat of the New Industrizlisation and Technology
Training Programme shall not be held lizble for any failure to release the training grant or any failure 1o receive the training grant by the company caused by or resulting from the inaccurate information of its bank account in Hong Kong provided by the company. and the company
zhall bear the sole responsibility for sll risks and consequences thereof.

{ Save & Back Save & Next >

= Provide the reason for the trainee(s) who does not apply for the reimbursement

= Read the Disclaimer. Clicking confirms your agreement and proceeds



< Points to note:

» The approved training grant shall be payable to a designated bank account of the
company. Company is required to provide a proof of bank account information
showing the bank account holder’s name and number. The NITTP Secretariat shall
not be held liable for any failure to release the training grant or any failure to receive
the training grant by the company caused by or resulting from the inaccurate
information of its bank account in Hong Kong provided by the company, and the
company shall bear the sole responsibility for all risks and consequences thereof

=+ Step 3: Upload the supporting documents

= |Upload|the relevant claim documents (Form 4) and click Save & Next to proceed

Reimbursement - Documents

1 Organisation & Trainees Information 2 Documents 3 Summary,
I confirm that the following. loaded fior

Confirmation of Training Completion and Payment (Public Course and Tailor-made Coursc) (Form 4)*
-L]
¢ Saved Bk

=+ Step 4: Complete

= Read the and check the box to agree

= Verify details, then click to complete the reimbursement process

I, the undersigned, also the authorised signatory of the applicant company, declare that all information provided in this claim form as well as the supporting documents are true and correct. | understand that in the event that any suspected illegal
activities with respect 1o the application in the part of the applicant company, the NITTP Secretariat reserves the right 1o suspend the processing of application. In the event that any information is found untrue, incomplete or
inaccurate, the NITTP Secretariat reserves the right to reject the application, withdraw the training grants approved, recoup grants awarded and subject the case to legal proceedings. The company and the nominated trainee have not and will not receive
any cash or in-kind remuneration from the course provider. | agree that the NITTP Secretariat and the Government may use the personal data provided in this form for processing the claim and for other purposes in accordance with the NITTP Guidance
Notes for Training Grant Applications.

I declare that the applicant company willhave not obtained subsidies from any other local poblic fimding schemes to cover the relevant fraining expensa.
I am the authorised person of the applicant company. hereby declare the statement abave.

< Back
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6. View Application Status

Training Grant Application status can be viewed in |Application Recordl and
Reimbursement Application status can be viewed in Reimbursement under menu bar.

@ Llogout & (Company Admin) # Change Role o A (L -]

New Industrialisation and
Training Grant

Technology Training Home o Application Record Reimbursement User Orgenisation
Programme AR

e Status - Draft

« Click Edit to continue to fill in the application and Submit
* Click Delete to suspend the application

e Status - Submitted

* Click View to review the submitted application
* No further changes could be made online for submitted application

s Status - Approved/ Not Approved/ Withdrawn

» Approved training grant application for public course and tailor-made
course: click Reimbursement to upload and submit claim documents

» Approved reimbusement application: the payment is in process to the bank
account provided or cheque issurance

e Submission Reference No.

* Application Submission Number for reference

Application Record

Submission Reference No. Course No. Course Title Course Provider Course Typed. Status Last Updated Date

Public Course (Local Training) Draft am
Fublic Course (Locsl Training) Submitted m

Public Course (Local Training) Approved m
Public Course (Lacal Training) Net Approved m

Public Course (Loosl Training) Withdrawn m

Reimbursement

Submission Reference No. Course No. Course Title Status Last Updated Date
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+ For any further assistance, please refer to Form Library on NITTP Website or you may
contact the NITTP Secretariat at 3907 6661 or via email at nittp@vtc.edu.hk
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