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	Procedure:

RECEIVING AND HANDLING STUDENTS’ REQUEST FORM
	Code: TT/P.ĐH/04/BM06   

	
	
	Issued No.: 04

	
	
	Effective date: 19/01/2019



DROPOUT REQUEST FORM
To: Presidental Board of Ton Duc Thang University
Full name: 


Student ID: 
 Class: 
 Major:


Training program: 


Phone number: 


I sincerely request the School’s permission for cancelling my current study at Ton Duc Thang University starting from semester ..../201....-201....
Reason: 

With thanks and appreciation!

……………………, date …. month … year ……



Form filler,


(Signature and full name)

………………………………………………

	Comment from the Faculty:
	Confirmation by the Department of Undergraduate Studies/School of International Studies:
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	CONFIRMATION FORM FOR THE COMPLETION OF ANY PAYMENT, RETURNED DOCUMENTS AND EQUIPMENT BELONGING TO THE SCHOOL – EQUIPPED OR LENT FOR USE

	Student: ………………………………………...………………… Student ID: …………………….

	Class: …………………….…. Major: ………………………………………………………………….

	has completed all purchase acts, returned all documents and equipment belonging to the school.

	
	
	
	
	
	
	

	Unit
	Date
	Content of transfer
	Receiver of transfer
	Head of the unit
	Note
	

	1. Department of Finance
(A0007)
	 
	 
	 
	 
	 
	

	2. Administrative office (C007)
Department for Facility Management
(A.0103)
	 
	 
	 
	 
	 
	

	3. Department for Personnel & Administrative Affairs - Department of  Student Affairs 
(A0003)
	 
	 
	 
	 
	 
	

	4. Library
(Building G, 6th floor)
	 
	 
	 
	 
	 
	

	5. Faculty in charge
	 
	 
	 
	 
	 
	

	Note: In case there is no debt or equipment, documents borrowed during work to return, it’s still required to express explicitly (nothing) and have signatures with full names in rows 1, 2, 3, 4 and Faculty in charge.
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