PIC in firm visit
Before Visit
1. Contact company by Letter at least 3 months before
2. Book car and record the car no. at least 4 weeks before
3. Send out application mail to Ronnie Tse or Sammy Wong and ask them to forward to all mech ug and pg lists at least 2 weeks before.
4. Send confirmation letter and stop the application once the quota is full.
5. Two days before the visit applied the car entry form at the security centre so that the car can enter the school area.
6. Send a friendly remainder to those applicants at least 3 days before.
On the day of visit
1. Arrive 15 minutes before the meeting time
2. Check attendance for the applicants
3. Call the applicants who have not arrived 10 minutes before leaving the meeting place.
4. Take photos. Must have group photo at the end of visit.
5. Distribute souvenir to the company’s representative
6. Distribute CPD to applicants
After visit
1. Write 1-page report
2. Report to YMS in monthly meeting
3. Send Thank-You letter to that company!
