北京中医药大学留学生离校手续单

          International School Graduates School Leaving Procedure Form

 姓名：             学号：                  年级：              日期：

Name：            Student Number:           Grade：             Date:

	图书馆

Library

和平街校区图书馆大厅

Heping Street Campus· Library lobby

归还书籍

Return books


	信息中心网络室

Information Center Network Room

和平街校区教学楼后楼5层东侧

Heping Street Campus· the east side of Level 5,teaching building 1

校园网退费、注销 

Log off campus network
	卡务中心

Card Center

和平街校区卡务中心

Heping Street Campus · Level 1, girl’s Dormitory building 

退一卡通

Return student campus card 

	财务处（欠费学生）

Financial Office       (Only forstudents who haven’t completed tuition payment yet)

和平街校区药系楼1层东侧

Heping Street Campus · the east side of Level 1, red pharmacy building 


	国际学院学生办公室

（缴清学费学生）

Student Office of International School

(For students who’ve paid full tuition)
确认学费已缴清

Confirm full tuition fee is paid

学办老师签字：

Signature by Student Office:
	学生公寓服务中心

（仅限住在留学生公寓的学生）

 Student dorm service center

(For students living in dorm only)

留学生公寓值班室前台

退 宿 舍

Dormitory Check-out at the reception of lobby, front building

	已提交毕业生登记表

Information confirmation form for graduates is submitted
班主任确认签字

Signature by class coordinator 
	我承诺已清理校内所有个人物品，若有遗留物品请作废处理；     I gurantee I already cleared up all my belongings on campus. Please just take it as waste if anything left here. 

Signature:
	国际学院教务科

Academic Office of   International . School

（交此表后方可领取毕业证书和学位证书、成绩单）

Only graduates who already completed all the                     leaving procedures can obtain  diploma certificates and                      transcripts.


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，并手写签名）。
Note: 

1.Congratulations on your completion of your studies at BUCM! Before you leave your alma mater, please help to complete the school leaving procedures above. 

2.Diploma(Graduation certificate and Degree certificate) is supposed to be taken away by students themselves. If any student needs others to help with it, please write a letter with their own signature to entrust someone to do it instead. (Also explain it clearly the reason why students are not able to by themselves. Plus only handwritten signature is accepted.) 
