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>Z®emarks. (Students of College of Management must request the certificates at Yanchao Campus starting from 2012.)

1. Those who request for Chinese transcript need not fill the request form. Students can pay the fee at the automatic paying machine at the university gate and receive
the transcript from the machine immediately. For other certificates, students should pay the fee at the automatic paying machine first, pick up the application form
(receipt) from the machine, and bring it to Section of General Academic Affairs on the 5" floor of Administration Building to be processed by the clerk. Students
from College of Management must bring the form to the Administration Office at Yanchao Campus. If the machine is out of order, please request following the

procedure below:
(1) Obtain the request form from Section of General Academic Affairs, Office of Academic Affairs (or Administration Office at Yanchao Campus), or get on the
section’s website to download the form. (homepage of Office of Academic Affairs->Section of General Academic Affairs->Forms Download->General
Forms.)
(2) Fill the request form and then pay the fees and sign the form at Cashier Section, Office of General Affairs.
(3) Submit the form to the clerk at Section of General Academic Affairs, Office of Academic Affairs (or Administration Office at Yanchao Campus).
(4) Those who request for English certificates must attach a copy of the passport page indicating the Chinese and Engish names of the applicant.
2.  The applicant can obtain the certificates, including Replacement of Chinese Degree Certificates or Certificate of Attendance, Replacement of Certificate of
Academic Excellence, English certificates, and Replacement of Student ID Card, in three work days.
3. Those who request by correspondence must enclose the fees (a remittance with “National Kaohsiung University of Applied Sciences” as the recipient)
along with a self-addressed return envelope with stamps and mail to
Chien Kung Campus: Section of General Academic Affairs, Office of Academic Affairs
415, Chien Kung Road, Sanmin District, Kaohsiung City 807

Yanchao Campus: The Administration Office,
58, Shen Chung Road, Yanchao District, Kaohsiung City 824 (College of Management)



