Graduation Procedure Form
Semester: ______ / Academic Year: __________

Fu Jen Catholic University
	Department / Program 
	      Department of ____________
Section ______

Master’s Program in _________

Ph. D. Program in _________ 

	Student’s Name
	
	Student’s I.D. Number
	

	Student’s Address
	
	Telephone


	


□ Graduate student    □ Undergraduate of the Day Division      □ Undergraduate of the SOCE    
□ Student who is physically and mentally challenged 
	Office


	Procedure
	Signature /Seal of Responsible Office

	Department or Program Office
	2.
1. Students should complete all required procedures by the department or program.
2. Master’s and doctoral students should complete the MOE requirement for “Online Documenting of the Full-text and Abstract of the Thesis or Dissertation” and obtain a seal of the department or program for approval.

	

	Libraries
Extension Numbers: 
Kungpo: 2331

Fahy: 2673

Cardinal Shan: 3420
	1. 
1. Students should review their borrowing records at http://140.136.208.1/patroninfo*cht. They can return all library items at any library. 
2. Master’s and doctoral students should submit two copies of print thesis or dissertation to the library. They also have to upload the electronic file of their thesis or dissertation to the “Library System for Theses and Dissertations.” The uploading procedure has to be approved by the library. The website for uploading the electronic file is http://140.136.209.5.
	

	General Services Division, Office of General Affairs
For Day Division students:

DG 117 (1st floor), Cardinal Shan Medical Building

Extension Number: 3717
For SOCE students:

ES200 (2nd floor), the School of Continuing Education Building

Extension Number: 2249
	Students should return their caps and gowns by July 31. If students do not return these items on time, they have to pay a fine to the Division.

	

	Cashier at the Office of General Affairs
For Day Division students: 

YP 116a (1st floor), Yehsheng Administration Building
Extension Numbers: 2367, 2618, 2405
For SOCE students:

ES200 (2nd floor), the School of Continuing Education Building

Extension Number: 2248

	Students should make sure they have paid all tuition and fees and related charges.
	

	Career Development and Placement Office

For Day Division students: YP 410 (4th floor), Yehsheng Administration Building
Extension Numbers: 3002, 3011, 2795, 2064
For SOCE students:

ES201 (2nd floor), the School of Continuing Education Building

Extension Number: 2247

	To fill out the “Survey for Satisfaction with Educational Experience at Fu Jen,” students should go to http://questionary.dsa.fju.edu.tw/gradsurvey/, and click on “Surveys.” They should fill out both surveys. (Click first on “Graduating Students.”) 
	

	Office of Public Affairs

YP 103 (1st floor), Yehsheng Administration Building
Extension Number: 2211
	Students should review and update their personal information in the “Database of Alumni” at http://alumni.fju.edu.tw/.
	

	Resource Center

MD 130 (1st floor), Cardinal Shan Medical Building

Extension Numbers: 3115, 3118, 3148

	Physically or mentally challenged students should first verify their qualification for graduation with the Registrar.
	

	Registrar at the Office of Academic Affairs

For Day Division students: 

YP 209 (2nd floor), Yehsheng Administration Building

Extension Number: 3042
For SOCE students:

ES 201 (2nd floor), the School of Continuing Education Building
Extension Numbers: 2244, 2245, 2869
	Students will have their qualification for graduation reviewed and then awarded their diploma. (Students are advised to search http://stu.fju.edu.tw/STUSQL/schdata/check_stu.htm to know their grades in advance.)
Master’s and doctoral students should submit one print copy of their thesis or dissertation.

	


Notes:

1. After students have completed all the procedures required in this form, they should take this form and their student ID to the Registrar for the seal of “Graduation Completed.” (If a student has lost his or her student ID, he or she should request a re-issue by presenting the official copy of their national ID card.) And then students can be awarded their diploma.
2. When students authorize someone else to pick up their diploma for them, the grantee of authorization has to present a letter of authorization and the official copy of his or her national ID card, in addition to the documents mentioned in Note 1. The Authorization Letter can be downloaded from the University webpage.
3. Now the graduating students have turned alumni. They are advised to safeguard their student ID card so that they can enjoy the convenience of the “Automatic Service System” provided by the Office of the Academic Affairs when they return to the University to apply for certain documents in the future. This card, however, can no longer function as a proof of their status as a student at the University. Graduating students are advised to use this card with discretion.  
4. All the staff in the Office of Academic Affairs join the taskforce of the Assigned-Subject Test administered by the College Entrance Examination Center annually on July 1~3. Therefore, the Office will suspend all its service during these days. Students are advised to request their diploma earlier or later.
5. Office hours during the vacations: during the winter break, 8:00~12:00 and 13:00~16:00, Monday to Thursday; during the summer vacation, 8:00~12:00 and 13:00~16:30, Monday to Thursday. The University-wide holidays can be found on the University calendar (http://www.fju.edu.tw/calendar.pdf).
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