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Application procedure:
1. Loginto CCU Leave System to apply for departure clearance (valid within 1 month after
application.) Website: https://portal.ccu.edu.tw/sso_index.php - Student Online Exit
The relevant divisions will approve your leave request within 3 working days.
2. Prepare the documents below:
(1) Application for Suspension Form
(2) personal ID card and relative Certificate documentation.
If the process is to be completed by an authorized person, please attach Authorization Letter and a
copy of your personal ID. The photo ID of the authorized representative must be presented.
3. Submit your application form to the relevant departments for review.
Note: Overseas Chinese, International student and mainland Chinese Student need submit
application Form to the Office of International Affairs.
4. The Curriculum and instruction Section issues the Suspension Approval Letter.
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Notes :

1. New admitted students who wish to suspend their studies must finish payment and registration. If they
apply before the first day of classes, they don’t need to log into the CCU Leave System, and they are
excused from the health check and English test.

2. From the first day of classes onward, students must complete the payment and registration before
applying for suspension. Only partial fees paid will be refunded in accordance with the refund
regulations and handled uniformly by the Cashiers’ Section.

. All the grades during the suspension period will not be recorded.

4. Students who resume studies on schedule do not need to apply for reinstatement. They should

download the Tuition and Fees slip online and complete payment within the deadline.

Only if a reinstatement approval is required must they submit a reinstatement application.

New students resuming studies after suspension must complete the health examination before the
beginning of the semester and submit the medical report to the CCU Health Center.

5. Students who wish to resume studies earlier must complete the Reinstatement Application Form and

submit it no later than two weeks before the start date of the intended semester.
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All forms can be downloaded from the Office of Academic Affairs website:

1. Suspension Application Form

2. Authorization Letter (if procedures completed by an authorized representative)




