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1. Purpose
These regulations are formulated to handle requests for various certificates and transcripts from students and alumni of Asia University.
2. Application Procedure
· Current students and alumni may apply for various certificates and transcripts at the Registrar’s Office or the Continuing Education and Extension Division.
· Non-registered students from extension programs should apply at the Continuing Education and Extension Division.
3. Application Methods
· In-person Application: Complete the application form (Forms 1 to 10), pay the processing fee, and submit the payment receipt to the Registrar's Office or Continuing Education and Extension Division.
· Mail Application: Download the application form from the Registrar’s Office website, complete it, include necessary documents, purchase a postal money order at the post office, and mail it to the Registrar’s Office or Continuing Education and Extension Division.
Pickup Methods:
· In-person Pickup: Confirm with the office by phone when the documents are ready, then pick them up at the Registrar’s Office or Continuing Education and Extension Division.
· Mailing Pickup: Provide a self-addressed envelope with sufficient postage at the time of application. The office will mail the documents once ready.
4. Name Changes
If a student has legally changed their name, they must first update their records at the Registrar’s Office in accordance with University rules, using documentation from the household registration office. Extension program students should update their details with the Continuing Education and Extension Division.
5. Processing Time and Fees for Certificates and Transcripts
· Chinese Semester Transcript: 0.5 day, NT$10 per copy
· Chinese Historical Transcript: 1 day, NT$20 per copy
· English Historical Transcript: 2 days, NT$50 per copy
· Transcript of Academic Rank: 1 day, NT$20 per copy
· Chinese Degree Certificate: 1 day, NT$200 per copy
· English Degree Certificate: 2 days, NT$200 per copy
· Graduation Certificate for Current Students: 1 day, NT$30 per copy
· Chinese Enrollment Certificate: 0.5 day, NT$10 per copy
· English Enrollment Certificate: 2 days, NT$50 per copy
· Academic Completion Certificate (including historical transcripts): 3 days, NT$50 per copy
· Self-delivered Transcripts with Official Seal: Same day, NT$10 per copy
Processing Time: Refers to the time required for the Registrar’s Office to process the documents.
Urgent Requests: Except for English transcripts and certificates, urgent requests can be made for an additional fee.
6. Restrictions on Self-Photocopied Documents
Documents that are self-photocopied cannot be stamped with the official seal of the University. If a stamped version is needed, follow the procedure described in Item 5, Clause 10.
7. Pickup Deadline
Applicants must pick up their certificates and transcripts within one month after submission. Uncollected documents will be considered abandoned and will be discarded.
8. English Documents
Applicants requesting English transcripts, enrollment certificates, or degree certificates must submit a photocopy of their passport for registering their English name. If they do not have a passport, they must provide a full English transliteration of their Chinese name.
9. Special Handling for Foreign Schools
If a foreign school requires transcripts to be sealed, applicants must inform the office when applying and handle the mailing themselves after picking up the sealed transcripts.
10. Additional Provisions
For any matters not covered by these regulations, refer to other relevant University rules.
11. Approval
These regulations were approved by the Administrative Meeting and signed by the President after review and are effective upon publication. Any amendments will follow the same process.
[bookmark: _GoBack]
