國立中正大學學生退學申請書
National Chung Cheng University   Application for Withdrawal
     申請日期Application Date：    年YYYY/   月MM/    日DD       
	學  號

Student ID No.
	
	姓 名Name
	
	系（所）

Department
	

	退學原因Reasons：
□重考Retake the entrance exam                             □轉學 Transferring          

□課業成績不佳Poor Academic Performance                   □家庭因素Family reasons
□志趣不合 courses do not match with aspiration and interest      □修業年限屆滿Expiration of Study 
□博士班資格考試未過  Failure to Pass the PH.D Qualifying Exam 

□工作因素 Employment                                   □經濟因素 Economic Difficulty    

□生病、健康不佳Serious disease  
□懷孕、分娩、哺育幼兒Pregnant or Childbirth
□其他，請說明：Others (Please write down the reason)：                            


	通訊地址 Mailing Address in Taiwan：



	兵役戶籍地 (Taiwanese student only)

Registered Address for mandatory military service
	          縣       鄉         區

          市       鎮         村

          市         里        鄰

	自      學年第       學期起退學

Withdrawal effective from:          academic year           semester   

	申請人簽章Applicant Signature：

家長簽章(學士班學生) Parents or the legal guardian Signature (undergraduate students only)：

	導師或指導教授
Tutor/ Advisor
	系所承辦人
Administrator of Department Enrolled
	系所主管 
Department Chair

	
	1.申請人已繳回鑰匙、器材、圖書等借用公物。

2.研究生離校後請停發獎助學金。
	

	生活事務組

Division of Student Life
	出納組

Cashiers’ Section
	國際事務處 Office of International Affairs
(外國學生、僑生、陸生 only for International student/overseas Chinese student / mainland Chinese Student)

	
	
	

	教學組Curriculum and Instruction Section
	教務長 Dean of Academic Affair

	承辦人

Administrator
	
	組長Registrar
	
	


註： 辦理退學，請先申請網路離校手續，再持本表及學生證至各單位辦理；否則不發予任
     何證明。退學生於本校有成績紀錄，可辦理轉學修業證明，建議於辦理退學時一併向教學
組申請。轉學修業證明僅能申請一次，遺失不補發。 
To the applicant:
  The student who withdraws from school shall be granted a Certification of Study, if he or she has already completed one semester of study and has existing grades.
  However, students that withdraw due to their entrance or transfer credentials being deemed unsuitable are not given any school attendance documents. (CCU Academic Regulations Article 47)
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	國立中正大學退學作業程序

	處

理

流

程
	一、登錄網路離校系統：（申請後一個月內有效）：
　　目前休學中的同學辦理退學，免辦離校手續。
（網址：http://osa.ccu.edu.tw/leave/）

相關單位會於三個工作天內上線審核，請同學隨時上網查詢結果，並於各單位審核通過後再進行程序二。若有單位審核未通過，請連絡該單位暸解、處理無誤後，請單位承辦人員線上更改審核結果。
二、備妥退學申請文件：退學申請書、學生證。

目前休學中的同學，學生證已在教學組，免附學生證。

委託他人辦理者，請另備學生本人親簽之委託書及學生本人之身分證影本，受託人則須攜有照片之有效證件供查驗。
三、送相關單位簽核：
1、送學系導師（或指導教授）、學系承辦人、系（所）主管簽章。

2、送學務處生活事務組、總務處出納組簽核。僑生、外國學生及陸生須另加會國際事務處。
3、送教務處教學組辦理。（製作退學同意函）

4、送教務長室簽章。

5、教務處教學組核發退學同意函。
Procedures:

1. Log onto the university leave system and fill in a web leave form (valid within 1 month after application.) Website: http://osa.ccu.edu.tw/leave

The relevant departments will approve your leave request within 3 working days.

2. Prepare all the appropriate permanent withdrawal documentation:
 (1) Application Form for permanent withdrawal 
(2)Student ID Card. 
Students who are currently on temporary suspension do not need to turn in their Student ID Card.
If the process is to be completed by an authorized person, please attach Authorization Letter and a copy of the authorizer's personal ID.  The photo ID of the authorized representative must be presented.
3. Submit Documents to the proper departments for evaluations and approval:

(1) Submit to the tutor (or adviser) and department chair for signature.

(2) Submit to the Division of Student Life and the Cashiers’ Section for signature.

(3) Overseas Chinese, International student and mainland Chinese Student must register with the Office 
of International Affairs.
(4) Submit to the Curriculum and Instruction Section for signature.
(5) Submit to the Office of Academic Affair for signature.
(6) The Curriculum and Instruction Section issues the Permanent Withdrawal Approval Letter. 

	作業注意事項
	一、退學退費由出納組統一辦理。

二、退學當學期成績概不計算。

三、退學生於本校有成績紀錄，可辦理轉學修業證明，建議於辦理退學時一併向教學組申請。轉學
修業證明僅能申請一次，遺失不補發。
Notes:

1. Refunds for the permanent withdrawals are all handled by the Cashiers’ Section.

2. Grades for the semester of permanent withdrawal are not calculated.

3. Permanently withdrawal student who has Grades at least one semester in school can apply a Certificate of
Study. 

	使用書表
	一、退學申請書。
二、委託書（非本人辦理者）。
三、轉學修業證明申請書(在本校有成績者可申請)。
Required documents:

1. Permanent withdrawal application form

2. Authorization form  (if procedures completed by an authorized representative )
3. Application forms for Certificate of Study
*All the necessary forms can be downloaded from the Office of Academic Affair website.


