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Procedure for the Deferred Graduation Students Applying for Graduation
Mid-semester
First Semester, 2026-2027

Students who have completed the required graduation credits and have fulfilled the graduation requirements
by the midterm of the first semester of the 115th academic year (with no courses taken during that semester)
may follow the steps below to complete the departure process and receive their degree certificate.

1. Submit the application to the case officer of the respective departments/programs at the Div. of R&C from
November 9 to 13, 2026.

2. Log on to e-Campus and print the School Leaving Procedure Form.

3. Fill out the personal data and career development survey.

4. Where the check-out/return services at the library are not needed any further, students can print out the
completed School Leaving Procedure Form, and the library shall terminate the book loan service
simultaneously.

5. Complete the verification stamps of the units of countersignature. If the Form indicates “Seal
free/Completed”, it means it’s not required to ask for the countersignature of the said unit.

6.Pick up the hard copy of your certificate of degree for the First Semester of 2026-2027 during the office
hours from November 16 to 20, 2026. The digital certificate of degree will be issued on November 20,
2026. Those who fail to collect their diploma by the deadline should collect it according to the graduation
procedures scheduled at the end of the term.

An EXIT mark will be stamped on your Student ID.

1. Before claiming the degree certificate, please bring the student ID to the Div. of R&C (2F, Bishop
Kupfer Hall) or the 2nd floor of Luking Library to have “EXIT” stamped on your ID. Show the
stamped ID card while returning the School Leaving Form; the ID card will be returned upon
inspection. The school leaving procedure is then complete; the student ID is invalid simultaneously
and become just an unregistered card.

2. For those who have lost their student IDs, please log on to the student e-ticket loss and refund system of
the e-Campus, fill in the loss report application and capture a screenshot or print a paper copy of the
successful loss report screen and bring your PERSONAL ID card to complete the procedure.

For those who entrust others to collect the degree certificate, the trustee must present the completed “School

copy of School Leaving Form”, “Student ID with EXIT stamp” (if the student ID is lost, show a screenshot

or paper copy of the successful report of the loss and the personal ID of the subject graduate), the seal of the
departing graduate, Power of Attorney (download the form at Div. of R&C/Forms Download/For

Students/Enrollment), and the personal ID or student ID and personal seal of the trustee. The trustee shall

proceed to the Div. of R&C to complete the procedure and claim the degree certificate.

The University issues Digital Certificate of Degree effective the 1% semester of 2021-22AY. After

completing the school leaving procedure and claiming the hardcopy of the Certificate of Degree, the

graduates shall download their Digital Certificate of Degree within the stipulated timeframe. The
graduates are requested to provide a personal e-mail address other than the university’s gm address
to facilitate file transfer.

For further information on Digital Certificate of Degree, please go to the webpage of Div. of R&C/Hot

Links/Graduation/Digital Certificate of Degree.

The locations of the respective offices in charge are as follows:

Units Locations Descriptions

Div. of Career . 1. Confirm the personal data and fill out the survey.
Development 605L Providence Hall 2.Pick up the gift at 605L Providence Hall.

Cashier 1F, Bishop Kupfer Clear all non-payment.

Return all borrowed materials and pay up the overdue

Luking Library | 1F, Information Desk charges.

Please visit the Office of International Affairs (Room 704 of
704 Providence Hall Providence Hall) to confirm your National Health Insurance
Status.

Div. of ISA,
OIA

Claim your Certificate of Degree during November 16 to 20,
2026 by presenting the completed School Leaving Form.

Div. of R&C 2F, Bishop Kupfer Hall

Date: 2026/10/23
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