CTBC Business School



Application Form for Student Exam Leave
Date of Application：　　yyyy　　mm　　dd

	Academic Year
	□1st Semester 

□2nd Semester
	 □Midterm Exam  □Final Exam

	Program
	□Bachelor’s Program □Master’s Program

	Department

/Institute
	
	Name
	
	Phone Number：

	
	
	
	
	Cell Phone Number：

	Grade
	
	Student ID
	

	Absent time
	From      YY      MM     DD    To     YY       MM     DD   

	Leave Category
	· official affairs □personal leave

□sick leave □funeral leave

· Other：                            
	Signature
	

	Proof
	◎Submit the relevant supporting documents. 
(No approval will be granted for those without supporting documents.)
□Medical center diagnosis certificate assessed by a public hospital or the Department of Health.
□Other：                       

	Leave Subjects
	Course Teachers：
	Subject：

	
	Course Teachers：
	Subject：

	
	Course Teachers：
	Subject：

	
	Course Teachers：
	Subject：

	
	Course Teachers：
	Subject：

	
	Course Teachers：
	Subject：

	
	Course Teachers：
	Subject：

	
	Course Teachers：
	Subject：

	
	Course Teachers：
	Subject：

	
	Course Teachers：
	Subject：

	
	Course Teachers：
	Subject：

	Appointment and Performance
(Optional)
	I am unable to apply for the following matters in person and hereby authorize_______________ to apply on my behalf with full authority. This is to declare accordingly.
Signature of principal：                    (Signature)

	After completing the above information truthfully, please submit it for the signature of the department chair, and finally, forward it to the Office of Academic Affairs for verification.

	Approval
	Department
Chair
	
	Dean of Academic Affairs
	

	Signature of Handler
	
	Make-up exam deadline
	□Midterm Exam：Before the end of this semester
□Final Exam：Two weeks after the start of the next semester (including submission of semester grades).


Notice：
1. If you are unable to personally complete this application, you may fax the required proof documents, your signature, and an explanation of the delegated arrangement to the Office of Academic Affairs. Fax: (06)2873851.
2. Please present your student ID card when processing the application, and the authorized representative must provide proof of identity.
3. Student should apply for leave owing to the unavoidable and significant events during the exam, if not, they will be considered as absent without leave. In such cases, the exam score for that instance will be calculated as zero.
4. Students who are unable to submit a leave application in advance due to uncontrollable factors should complete the leave procedure within one week. Requests submitted beyond this period will not be processed.
Procedure of asking for leave of absence：
1. Please go to the Office of Academic Affairs to complete the examination leave application form.
2. Approval: Department Chair→ Dean of Academic Affairs
3. Office of Academic Affairs issues a reexamination notice→ Students submit the reexamination notice to the course instructor and determine the reexamination date→ Complete the leave and reexamination procedures.
Make-up exam notice, Student(Trustee)�Signature








