东南大学来华留学本科生离校通知单
Leaving Procedure for International Undergraduates of Southeast University

	中文姓名
/ Chinese Name
	
	学号
/ Student No. 
	
	电话/ Mobile
	

	护照姓名
/ Passport Name
	
	专业/ Major
	

	1.学生所在院系/Student’s College
教务老师签名盖章和日期：

Signature&Stamp&Date：
（请教务老师确认该生是否符合院系内毕业条件，知悉学生毕业离校并签名盖章。

Please ask the academic teacher to confirm whether the student meets the graduation requirements within the department and sign and stamp it.）


	2.档案馆/ Archive
请研究生务必确保已完成论文的线上提交。盖章并非必需条件。本科生无需完成该部分。Postgraduate students must ensure that the thesis has been submitted online. The presence of a stamp is optional and not mandatory.Undergraduates do not need to complete this part.

	3.图书馆/ Library
	请图书馆老师确认该生离校资格并盖章。/Please have the librarian verify the student's library clearance and provide a stamp.
	盖章和日期：/ Stamp&Date

	4.所在校区宿舍管理老师/ Campus Dormitory Manager

请确认该生水电费已缴清。/ Please confirm that the student's utility bills have been fully paid.
	签名和日期：/ Signature&Date

	5.海外教育学院财务处（九龙湖兰园海外教育学院302办公室）Financial office of College for international students（Office 302，Lanyuan, Jiulonghu Campus）
确认该生学费和住宿费已缴清。/ Confirm if the student have cleared tuition fee and dorm fee.
	签名和日期：/ Signature&Date

	辅导员老师 （Conselor in 301 CIS）确认学生无违纪处分情况并知悉离校（Confirm that there are no disciplinary actions taken against students）
	签名和日期：/ Signature&Date

	签证老师（Visa Teacher in 301 CIS）：□ 已审核通过 / Approved  签名和日期：/ Signature&Date

	本人领取：请完成上述所有步骤后，携带本表格前往九龙湖校区兰园海外教育学院303办公室，向老师提交表格并领取您的学位证与毕业证。For Self-Pickup: After completing all the aforementioned procedures, please bring this form to Degree Office 303,CIS, Lanyuan, Jiulonghu Campus, submit it to the staff, and collect your degree certificate and diploma.

委托代领：如您无法亲自领取，代领人必须额外携带由您亲笔签名的委托书原件，否则无法办理。

For Authorized Pickup: If you are unable to come in person, your authorized representative must also present the original signed letter of authorization from you. Otherwise, the documents will not be released.


