国际学院毕业留学生离校手续单
Graduation formalities for international students leaving abroad
  Name：             Student Number:           Grade：              Date:
	图书馆
Library
西校区图书馆大厅
West Campus· Library lobby
归还书籍

Return the book
	信息中心网络室

Information Center Network Room
西校区教学楼后楼5层东侧

West campus·The teaching building· 5 floor On the eastern side
校园网退费、注销

Log off campus network
	卡务中心

Card Center
西校区卡务中心

West Campus · 1st floor of Apartment for Girls
退一卡通
withdrawal card 

	财务处
Financial Department
西校区药系楼1层东侧
West Campus · The east side of the 1 floor of the pharmacy building 
确认学费已缴清
Confirm that the tuition has been paid
	学生公寓服务中心

（仅限住在留学生公寓的学生）

  Student apartment service center

(students living in an international student's apartment only)
留学生公寓值班室
退 宿 舍
Dormitory retreat
	核对毕业信息
 (仅限个人信息有变动的学生)
 Check graduation information

(only students who change their personal information)
教务科核对信息
School Educational affairs department check information

	班主任确认签字
Signature of class teacher
	教务科
School Educational affairs department
（交此表，领取毕业证书和学位证书、成绩单）
Hand in this form, and receive graduation certificate and degree certificate, transcript
	


备注：1. 每一栏请负责部门的老师签字或盖章

2. 学位证书、毕业证书应由学生本人领取，如委托他人领取，受委托人需持有毕业生本人签署的委托书（委托书需写明本人不能前来的原因，签名部分不得打印）。
Tips: 
1.  Each column needs the signature or seal of the teacher responsible；
2.  Students must hand in their diplomas and diplomas by themselves. If you entrust others to receive, you must have a letter of authorization signed by yourselves (the letter of attorney should specify the reasons why you can not come, and the signature part should sign by hand).
