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National Chung Cheng University
Degree Certificate Collection and School Departure Process

Eligibility for Degree Certificate Collection
® To collect the Degree Certificate, students must meet the requirements outlined in Article 51 of the
university’s academic regulations.
® Undergraduate students applying for early graduation must additionally comply with the specific early
graduation requirements.
® Graduate students must fulfill the criteria specified in the university’s Graduate Degree Conferment
Regulations.

Graduate Thesis Upload
Graduate students must first upload their electronic thesis file to the CCU Thesis Retrieval System.
Note: Undergraduate students are not required to complete this step.

Online School Departure Application
1. Loginto CCU SSO (campus single sign-on) — CCU Leave System
2. Confirm your personal information is correct and accurate.
3. Select Graduation as the application type.
4. Print the School Leave Form.
Note: The application is valid for one month from the submission date. If it expires, a new application must
be submitted.

School Departure Review Process
Students must bring their School Leave Form to their respective department office for approval.
o Graduate students must also obtain approval from the CCU Library.
o Overseas Chinese students, international students, and Mainland Chinese students must additionally
seek approval from the Office of International Affairs.
Note: If the CCU Leave System shows that the review by relevant departments has not been approved,
students should contact the respective departments to inquire and resolve the issue.

Confirmation of Course Grades for This Semester
All grades must be submitted to the Office of Academic Affairs, even if they do not affect graduation
eligibility. Graduate students can only collect their Degree Certificate three working days after oral defense
grades are submitted to the Division of Curriculum and Instruction.

Degree Certificate Collection
e Personal Collection
Required Documents:

1. Completed School Leave Form with official stamps from relevant departments.

2. Student ID card.

3. Graduate students must submit one copy of their thesis along with a completed Statement for
Completing the Original Check of Thesis.

e Collection by an Authorized Representative:

In addition to the required documents mentioned above, student must also provide:

4. A Letter of Authorization (Download the form from the Office of Academic Affairs website: Forms
Download — Others) The authorizer must provide their personal details, authorized tasks, and the
representative’s information.

5. A photocopy of the authorizer’s ID card.

6. The authorized representative’s original photo ID for identity verification.

Notes:

1. Application for Extension of Graduate Thesis Public Release:

Students must submit the Application for Embargo of Thesis/Dissertation form along with supporting
documents. The application must be reviewed and approved by the advisor and the head of the
department or academic program.

2. Graduate Student Transcript Application:

Graduate students requiring a transcript should apply for it only after completing the school
departure process.

¢ The English version is for reference only. In case of any discrepancy between the Chinese and English
versions, the Chinese version shall prevail.



