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DIPLOMA SECOND COPY WORKFLOW PROCESS

Responsible

Legislation/Documents

The person who loses his diploma applies to the
academic unit he graduated from with an
application letter (with justification), a copy of his

approved identity card (with photo), two passport size

photographs and a loss notice published in a

newspaper with high circulation.
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The student's petition is evaluated by the relevant Academic
Unit Executive Board.

Diploma for student
Failure to provide

second copy
is notified.

On the Board of Directors No

Is it appropriate to give?
Yes

With the decision of the relevant Academic Unit Executive Board, the second
copy of the student diploma is prepared by the Unit Student Affairs.

The second copy of the diploma, whose signatures have been completed in
the academic unit, is sent to the Student Affairs Department to be signed

by the Rectorate.
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The second copy of the diploma signed by the Rector's Office by the

Student Affairs Department is sent to the relevant academic unit.
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A photocopy of the second copy of the diploma is copied and the photocopied
document is delivered to the student upon signature by having the student
hand-deliver the original. And a note is made in the diploma book that the

second copy of the diploma has been given.
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Documents are

archived in the student file.
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