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Study Guide 1
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Approved by the University Curriculum Committee on 20/05/2020

AL AR S PR A LT
Master Program in the Department of Business Administration

w0 % % o F kP
R ¥ H % 2
L ! e A . o # B ' 5~ % |Hours per week | #  3x
i English Course £ _ —
Category Course Title - Year of the < Credits | ##2 9 % |Remarks
itle emester
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5 t d
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Program : -
Elective |F## % Marketing Research 1%t 2" 3 3
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Study Guide 2
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Study Chart - Registration to Graduation

Process

Due Date

Attached Form

Registration

Before the school
deadline!

Course Selection

Before the school
deadline!

Select Advisor

By the end of the 1°

Advisor Application Form

Final Defense
Application

and at least two months
after the proposal
meeting.

Semester
_ By the end of 3 _
Proposal Presentation Thesis Proposal Form
Semester
By the end of 4™ = Final Defense
Semester Application Form

= Final Defense
Committee Members
Form

Final Defense
Presentation

The 4™ semester
(at least two months after
the proposal meeting and
before the end of the 4™

= Score sheet

» Rating summary table
= Written approval

= Oral record sheet

= Paper printed

(follow library
instructions)

semester) o
= Examination fees
Complete uploading
our advisor’s
y _ By the end of 4™
approved Thesis
Semester

School Graduation

By the end of 4th

Procedure Semester
Master’s Degree By the end of 4th
Certificate Semester




Study Guide 3
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Asia University, Department of Business Administration

Thesis Application Process

Thesis Proposal Defenses Deadline :
Any time during or before the end of the 3" semester, but no later than of the end in the 37 semester.

Thesis Final Defenses Deadline : By the end of 4" Semester

B~ viEp M TR
Submit the following relevant documents for Thesis Defense to
the Department Office

12 %%~ v 54 P22-P24
Before Defense — | Application for Thesis Defense form

2v#L B ¥ P17
Announcement of Thesis Defense Committee Membership Form

There MUST be a period of at least two months separation between the proposal meeting date and
final defense meeting.

BT v EAM TR
Prepare the following relevant documents for Defense
Committee Membership.

1ALy 4 8 =% 3230 4 (3 copies) P.19
Thesis Defense Evaluation Form

v

Defense

2AAA T T 4 B 4 E e 4 4 (1 copies) P.20
Report of IMBA Thesis Defense
* After defense Summit to

] SALIIE X4~ v FEiss 4 (3 copies) P.21
Department office:

Record Form for Master s Thesis Defense

A= v #E R €% <2 (1copies) P.25
Thesis Defense Committee Approval Page Format

5.4 %4 R & 4f ¥ 45 (3 copies) P.26

Thesis Defense Committee Receipt




After Defense ——

1. Itis your responsibility to keep track of deadlines and submission of forms. Any delay from your

1% %3

Department chairman 5 signature
2343

Authorization

3P EHm=

Load the thesis to school library.

part may result in delaying your graduation.

2. 'You MUST submit a copy of the thesis to each member of the Defense Committee at least ten
days prior to the Thesis Proposal Defense (TPD) and Final Defense (FD) dates set by your

advisor.

3. Also, you MUST hand in all other necessary forms to the department office and your advisor on

time.

4. Please finish The Thesis Defense by January 31/July 31 (depending on your graduation date),

including uploading the thesis to the school library website.

5. You MUST present your Thesis Proposal orally in a public seminar before you can be allowed to
present your Final Defense.
6. Any changes to the above dates and rules MUST be agreed by your advisor and the Chairperson

of the Department of Business Administration.



Form 1
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Asia University, Department of Business Administration

M5 g 4 A+ TH4

Personal Information Sheet

4
‘&:J:- v ‘ig]; %)kb =
(Student’s Name) (Student ID) v Aj
8 E R s o |REER 5
(Year Enrolled) (Last School pg
(Year) (Month) Attended)
—
5
i EFR S
(Advisor’s Name) ~
AL
(Dissertation Title)
2 22 ThoZ
T E-mail
(Phone Number)
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Asia University, College of Management

Department of Business Administration
IMBA L1/ 3 4 i3 £4.7]

Rules & Regulations Concerning the IMBA Program
PEARY AL EL TS Lo PP R ERY - B X AR DU
Revised Jan. 22 on the 7" Department Academic Affairs Council of the 1% semester of the academic year 2011-2
012

PEAR-FEFAEST e p- PRI ERF Y S AN G ERBIEE
Revised Jun. 14 on the 6™ Department Academic Affairs Council of the 2" semester of the academic year
2016-2017

Poif BEEQ:IMBAFMLY BEHLL 1-4E > 3 Fuek o

Article 1 - Time Limit:
The IMBA students have a time limit ranging from 1 to 4 years of the date of initial enrollment in the
program to complete all requirements for the IMBA degree. Extension of time is not allowed.

FoF BEFL I LEEMELLZ 60T, REIEFLELIIOCFA(FRRTB K
2 12 %‘i’/v\lfi’l‘fo@x i PhA 24 B &)

Article 2 - Coursework:
The IMBA program requires a minimum of 36 graduate credits. The required credits are as
follows: Graduation requirement: 36 credits (including 12 credits of Required Courses and 24
credits of Elective Courses).

FZF EH-BHEELRL:

1 FAL2ARFEEAREFRTERAMEEFHERT Y > SFPEBFL 7 kAR
FR AT S RIFHRL o

2. RAAABEBELEINE2EELTE

3. B2 @E#L -

Article 3 - Adding/Dropping Courses & Transfer of Credit:

1. Master’s students shall follow the school administration procedures for dropping and adding
courses during the registration period, upon the limits to the number of graduate credits taken per
semester regulated by the graduate school.

2. Prerequisite courses will not count toward the required 36 graduate credits.

3. No transfer credit is accepted.




Frif HERBIALAFE-FPHp B U ERE I RNF 6 G ERRE
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Article 4 - IMBA Advisor(s):

A master’s student should choose his/her thesis advisor(s) during his/her first semester of the IMBA
program, and submit the Master 5 Thesis Advisor Agreement Form (Form 2) to the Department Office.
The student may choose to work with two co-advisors. Co-advisors MUST be faculty of Asia
University and holding a full-time position at the rank of professor, associate professor, or assistant
professor. At least one of the co-advisors shall be a faculty member of the Department of Business
Administration or the College of Management of Asia University. Choosing any advisors from
outside the faculty of the College of Management of Asia University requires approval by the
Department Chair. Should a change of advisor become necessary, the student MUST submit Petition
for Change of Master’s Thesis Advisor (Form 3) to the Department Office to demonstrate the
approval of both the former advisor(s) and new advisor(s).

I Hm > EF AL AAN A IR APE AR IH VAT SR ORE LB TAR
FOoORAERABEPARIE L IERAE I RNEECORETA B RLHTE
g #W\W%ﬁ’ﬂ@%ﬁkﬂ PARETHE ALEFI WS FRA R

Article 5 - Thesis Proposal:

A master’s student must submit a thesis proposal within the Department appointed due date (Study
Guide 3), and present the proposal orally in a public seminar. If the student could not submit his/her
thesis proposal on schedule, he/she must submit as well as to conduct a formal proposal presentation
on his/her own in a public setting, at least two months before the final oral examination. If the student
fails to submit Thesis Proposal Evaluation Form (Form 4) or complete the proposal defense,
examined by the thesis advisor and committee, he/she is not allowed to present a thesis defense.

$AE FeIR IALSCYRARERLA A S hRE - A E B o

Article 6 - Thesis Defense:

The Thesis Defense Committee must consist of 3 members holding a full-time position at the rank of
professor, associate professor, or assistant professor. One of the members serves as the convener, and
one of them MUST be outside of the faculty of Asia University.

-0 REYHFIRLLCULERT RRE R B P\E}F’@‘"ééi A2 & LAz
Sh¥$rprzisgy o2 f%fﬁWJ%vﬁ+m%P&ﬁﬁ%jw’aziﬁ%é,
G ERARBRERRL T CAPRLERED o

Article 7 - Graduate Application for Degree:

Master’s students who have passed the Thesis Defense should, within a month, make a satisfactory
revision of the thesis that follows the comments and requirements specified by the Thesis Defense
Committee. The final thesis must be approved and signed by the thesis advisor(s) and Department

Chair (Study Guide 2). Finally, the graduate students must complete the Thesis Authorization of
9



Electronic Thesis and Dissertation System (Form 5) at Asia University Library and National Library,
respectively; and turn in a bound copy of the thesis to the AU Library and a copy to the Department
Office. The graduate students will not receive a Master’s Degree Diploma until they have completed
all of the school leaving campus processes.

PAE GTHEACERMNFASL T HR AP I A EE LA - BE R FLAL
4 o

Article 8 - To Whom the Rules and Regulations Apply to:

In the case of revision, the last amended rules and regulations apply to the master’s students who
enroll in the IMBA program in the subsequent academic year(s) after the procedures amendment.

B4 W Bl

1. ABERMAZED > ERAMALE P TERT L2 o

2. ABERPIG B ERELE K KPEF LT %0 3 7 o

Article 9 - Addendum:

1. In case of any dispute about the abovementioned contents, rules, and regulations, all parties
involved should refer to the relevant master’s degrees awarding policies and procedures set up by
the Asia University.

2. The Academic Affairs Council has approved the abovementioned rules and regulations and
reported to the College of Management and University for implementation. In the case of revision,

the procedures remain the same.

H

i

10



Form 2

Asia University, College of Management
Department of Business Administration

Master Student Thesis Advisor Agreement Form

A. Basic Information

Name: Student number: Age :
Grade : Initial Enrollment Date :
Graduated from : School Department :

B. Master Thesis Directions

State purpose statement(s) and research question(s) of your Master’s thesis.

I. I like to invite professor from the department of

to serve as my thesis advisor.

Il.  Student Signature : Date :

[1l.  Advisor Signature : Date :

Note: If the advisor is not the faculty of this college, the permission of the chairperson is necessary.

Chairperson Signature : Date :

11



Form 3

THARSHEmE
LS Ly s BRIRE 2 4P ¥

Application Form for Change of Thesis Advisor

g pEaEs i TR R BN R gL
(Student ID Number) (Name) (Phone Number and/or Email)
¥ 3R AP ¢o2
Original Thesis Topic (Chinese)
g
(English)
R dp B HCHE Fdp W HCHR R Sk i TR
Former Advisor Attach Former Advisor’s Student’s
Agreement Form Signature
L2 m~ AR ¢
New Thesis Topic (Chinese)
B
(English)
L # Rk 7
Reason(s) for
Change of Advisor

RipFrELALEE L
Former Advisor(s) Signature

ArEdpERELLE B L
New Advisor(s) Signature

() RPRY B E
Department
Assistant Signature

NGy ENRC -
Department Chairperson
Signature

12




Form 4

TN ERYERE
w7 adPaA

Thesis Proposal Evaluation Form

Student
ID Name
Number

Thesis Title :

Committee Member Comments :

Pass O Resubmit after revision O

Signature : Year/Month/Date:

13



Form5
Sample Dissertation and Thesis Authorization Form
(to Post Digital Copy Online)

(Please print this form from Electronic Thesis and Dissertation System.

http://cloud.ncl.edu.tw)

This form authorizes the use of the following dissertation/thesis (circle one) written to meet
the graduation requirements of Asia University in the department of &% #32 & ksl r1
for the 2" semester of academic year.

Title:

Advisor: Signed:

| do hereby authorize individuals to access the full text of the abovementioned
dissertation/thesis (including abstract) online for non-commercial purpose of searching,
reading, downloading, and/or printing. This is a non-exclusive authorization without
compensation granted to the Asia University and to National Central Library to reproduce
this work in the format of microfilm, compact disc, or digital file without limits to location,
time, or number of reproductions. | also agree to the public transmission of an electronic file.

[ | Immediate public access

[ ] Immediate access at my school, with public access after//

[ ] Open access at my school after// H; open public access after//
[ ] Other

Name:

Signed: Date:

Notice:

1. Students are requested to submit 2 copies of this form in the library along with their
thesis.

2. Anon-exclusive license may not sublicense the rights inherent in the license to any third
party for exploitation without the consent of the economic right holder. Do not sign this
Authorization Letter if an exclusive license is existed to any third party member.

3. Don’tinclude this form in your dissertation/ thesis.

4. Please deliver this form to school library for documentation purpose.

14



THWAERYERE X
Asia University
Department of Business Administration

RN o i TRITE R

Application Procedures for Master’s Degree Examination

AALEFAILABEY I EL PR SR BB A LI 2 B LR
Pl PR d s 2 Y P e FERITETE > AMALEF Ao !

In order to provoke master’s students potential to learn and conduct research as well as
increase their research performance, the Department of Business Administration hereby, upon
the Rules & Regulations Concerning IMBA Program, establishes the following application
procedures for Master’s Degree Examination, described as below.

- LY R RERRRRE A LB REEESF P E
A master’s student must complete all of the required and elective courses. (Study Guide 1) All
of the earned graduate credits must be reviewed and approved by the school.

CROHY R oL R R AT R E KRN L E R o B A f o
The application to final defense must be approved by the thesis advisor. The student must
submit the Application for Thesis Defense (Form 11) form to the Department Office, signed
by his/her advisor.

S OBMABERI v R AR - BRNCRBAR CEIFRORET LAY
hERERELFR -

While applying for Thesis Defense, the student must submit the Announcement of Thesis

Defense Committee Membership (Form 6) form and anticipated oral presentation schedule.

All of these must be signed by his/her advisor.

15



Study Guide 4

o~ IEE AR
Thesis Defense Application Process

153 #2 (Due Date)

i #2. (Process)

During the 4" semester

S A L
Submit the following relevant documents for
Thesis Defense to the Department Office:

1.8 ¥4~ v ge éﬁ-r’&

Application for Thesis Defense form
2L R L H

Announcement of Thesis Defense Committee
Members

3G T R
Anticipated schedule for Thesis Defense

v R Rd manlit
Appointment Letters for Thesis
Defense Committee Membership are to
be generated

W2 U BT
Two months duration for students to
conduct their Thesis Defenses

16




Form 6

THABEY ERE & Asia University
Department of Business Administration

Irir F4L f

Announcement of Thesis Defense Committee Members

7T B B FrAt g5
(Class year) (Name) (Student ID)

W AL
(Thesis Title)

TR R

(Name of Committee Members)

o (7h)

(Inside/Outside the Faculty)

alkis
(Job Title/Position)

8 F K

(Highest Education Degree)

- - S
(Affiliation)

# 0 F 5
(Position Certificate Number)

(Contact Information)

iiCﬁﬁJ§&%@PéiﬁU%¢—4%W’%ﬁﬁﬁﬁé§%iﬁﬂ’ﬂﬁﬁWiﬁ—

R L - f
(:)“ﬁ%~iﬁ%~ﬂﬂﬁ&u)”‘4%ﬁﬁ°
(Z) Pt R L FAEd RERELFR X RF S TE N AL
(2) 2&gr &0 piEDoepEd o dp

Notes: (1) The Master’s Thesis Defense Committee is formed by no more than three members. Except
for the thesis advisor, one of the Committee members shall be a faculty member of the Asia
University, and the other shall be from outside the Asia University school system.

(2) All Committee members must hold an academic position of Assistant Professor or higher.

(3) This form must be approved by the advisor and be submitted to the Department Office
upon the advisor’s signature.

(4) Please submit this form to the Department Office at least ONE MONTH prior to your
defense date. Thank you!

i e
(% %)
(Advisor Signature)
(year) (month) (day)

17




AR ER
Notes:

S oA RAR LA EF R AR E LY RAR LR LG R G
oo

The Thesis Defense Committee members must be appointed, upon agreement of each member,

by Graduate Dean. Please fill in the Announcement of Thesis Defense Committee Members (Form 6)
form, and submit it to the Department Office for internal process operation.

ST A TR YR d R GIP KR RIRR A PR RRET I P &
Pl 8t p@y B7 B L | FHde™

The teacher’s license certificate number of the Thesis Committee members must be stated clearly.
The academicians or researchers of Academia Sinica can be appointed in the same way. The
Thesis Defense Committee members shall have one of the hiring qualifications described as
follows:

> OB ERE - BREPEELR TREIARALT I REATRET R LT MY
?ﬁg%o
He/She has served as Professor, Associate Professor, or Assistant Professor, and has
been an instructor of the subject areas that are related to the thesis being studied by the
master’s candidate.

> AT RRLAAE EY LT RAT R BT R WAL R GE A R
T ERGEPEL
He/She is currently an academician of Academia Sinica, or used to be a researcher or
an adjunct researcher of this institution. He/She is specialized in the subject areas that
are related to the thesis being studied by the master’s candidate.

> RENY G RS TRHALFEREATRAIHRYEH EFAY F o #
FRES L () LEkR EMELEYE RS -
He/She has outstanding academic or professional achievement and is specialized in the
subject areas that are related to the thesis being studied by the master’s candidate.
His/Her qualification must be approved by the Department Chair, and might be
discussed in the Graduate School Academic Affairs Councils if necessary.
A F R YRLA AN G A A RP LRI o UL
? o
The Thesis Defense Committee must consist of no more than 3 members; one of the Committee
members shall be a faculty member of the University, and the other shall be a faculty member

from outside of the Asia University school system.

o RAEL NI D Lo pwE A e 2Rkt ot A wEE L R4
Roo bR Ry g G733 X3

Please complete this form and submit it to the Graduate School by May 22", Please submit a
copy of thesis to each member of Defense Committee ten days prior to the final oral examination.
Please complete all applications within the regulation period of time. Any applications beyond
deadline will be denied.

18



Form?7

LMW+ 8 BERY FRYRIFELLFedREs i

Asia University Department of Business Administration

Thesis Defense Evaluation Form Academic year : semester
4 A B
(Department Gradijate B ¥R
P ’ (Name) (Student 1D)
School)
W P
(Thesis Title)
%P > £ B A % X (Remarks)
(Items) (Comments) (Scores) - B RGeS 2 - F AR
e FEAE NN RL RIEI L BT AT
By (Average score of 70% and above passing score)
(Research Methods) (20%) BN R L S L ER-Y LD PRV
G SN 5 AR T Rk SRR A
= ol ko Hati
ji % ik (Citations, (Doctoral students must have also 1/3 passing score from
References) (20%) committee members)
X X S FEIRAET AR A BB EE AR
T E R FoEna YA FE GEL  EL - A3
(Wording and Structures) (20%) L ET AT A RE O RFIF
R (If failed, must apply for re-examination upon approval of
ol ) WEAS .
AL the department and the chairperson)
(Originality or Creativity or
Novel Inventions)
(40%)
Committee Member Signature: oA

=4

(Other Comments)

(Total Score)

(100% )

19




Form 8

THx8 BERY BPRIFATIEI LB

Asia University

Department of Business Administration
Thesis Defense Report

Academic year : semester
O L Wi g 5
(Department, Graduate School) (Name) (Student ID)
E R
(Thesis Title)
pa 4 B f"' ? S 2
< @ P # L p 25 P = ~ ¥z

(Date of Final Oral Examination)

(Location of Final

(Year) (Month) (Day) (Hour) (Minute) (Asia University, Room

Oral Examination)

T I A &
.‘:,'—L-I PR 3

(Total Average Score)

(P~F i) O i &

5 R (Pass)

(&%) B
(Advisor Signature) = @ L is SE 35 ..

=2 ] (Pass after Revisions)
{E & )}‘ (Comments)
& ¥ O # i i

(Convener Signature) (NO Pass)

YA

(&%)

(Committee Member Signature)

20




Form 9
THAEEYERE Y FERY_ 5P
Asia University, Department of Business Administration

Academic year : semester

AATIE LR/ r e sd

Master’s Thesis Defense Committee Member Comments

Student
1D Name
Number

Thesis Title :

Committee Member Comments :

21



Form 10

LTMAERRY PR,

Academic year

o

: semester
AA5E ot 34

Application for Master’s Thesis Defense

__FERY_ 54

Asia University, Department of Business Administration

4 N )
(Graduate School,
Concentration)

F g
(School)

p

(Concentration)

e
(Name)

4
v

g 5%
(Student ID)

A

(Location of Thesis
Defense)

]
—=

12 Asia
University

7

G

Building ¢ ]
(Date of Application)

Room

o

e E g
R

(Date of
Completion of
Thesis
Proposal)

& : P

(Year) (Month) (Day)

W~ AL P
(Thesis Title)

v B OE
(Date of Thesis
Defense)

3 ] p Z
(Month) (Day) (A.M./P.M.)
253 2 253 2

(Minute to) (Hour) (Minute)

(Year)

(from)  (Hour)

TR E)
(Advisor Signature)

22




M-8 JFERY FP

Asia University, school year,  semester

FPr2Eedad i

Application Form of Graduate Degree Examination

LSRR e g5 VR YY /MM /DD
Student Name Student Application
ID Date
s (F1) B
Department
F1¥) O#q 2 »T Master Program D47 2. % %% & T In-service master program
Degree Ot 2 5 Ph.D. Program
(CH)
W~ AL
Thesis/Dissertation Title |(EN)
L P JRIRHE Hop g2 T3 =
0% Name C_I:_ziitrleeesr Service Unit Address and phone number Remark
53 7
@D |~
im
F5 %
) 3 E
-
22 f
[oNe)
>
Oe 354 @ 22 & ()R 2 HE A 5
The applicant has completed the required credits of of the
Department.
O¢ s R e A ()7 ME - L2 MBS 2 B ER T
The applicant meets the requirements of this Department / Institute for the regulations of
post-graduate studies of Ph.D., Master or In-service master's degree.
YA il ;%—_Ef ¥ K R %
FHE P The following attachments are enclosed to this application:

Quialification review

Ofex54- 0

A copy of school transcripts of past years;

Ot= 4 46(5 RAIE 3k kRS % B2 ME 5)

A first draft of the thesis/dissertation (including: screenshots of detection results of
the Turnitin originality check system)

O ioopse 347 4 428 %(iite i An B € R T )

The department comparison report check: % (Please enclose relevant
meeting materials)

23



O+ & _other (brd k3 2% A THF 7387)
If other review materials will be required, please list them by the Department’s
self)
VA ER ip ST R G EF
) Applicant signature Advisor Department review | Department Chairperson
ot signature
Department Ct= el st 2 5% %+

signature

The results of the
Turnitin originality check
system

THAKRDBATH L A2 E 2 ELHE 3 mARAIEH A hPEEERE G
Required necessary materials to the Academic Affairs Office: 1.This form, 2.A copy of transcripts of past
years, 3.First draft of the thesis/dissertation, 4.screenshots of detection results of the Turnitin originality check

system

éfgﬁiﬁé Dilms e e g (g s
the Academic| % * & Bl 5 & )
Affairs  |First draft of the
Office  [thesis/dissertation (including

P BGRE ORPEL AP AR R Yoirk
- - - z ™
Staff Review of Section Chief of President for
Registration and Curriculum Registration and Curriculum Academic Affairs
Section Section

O &4 4&- >
A copy of transcripts of past years,

screenshots of detection results of
the Turnitin originality check
system)

2 HAEd TR KB AREPEEE Y FEELRERF (Y i
= i8) e
Remark After the application form has been approved by the Department and the

Academic Affairs Office, then you can apply for the degree examination time.
(The application form is as follows.)

24



Form 11

oy 4T AR L 3T
(Graduate Program)
E R A

(Thesis Defense Committee Approval Page Format)

ARoE ¥ 7 &oOF R & T

ERALTHRAE FRALR §EFRT -

(Dissertation Title)

by (Name of Student) , enrolled in the Master’s program at the
Department of Business Administration is approved by the Thesis Committee.

vt f

(Signature of Committee Members)

th ¥ H2
(Signature of Advisor)

AT A ¥4
(Signature of Dept. Chair)

- N = t p
(Republic of China) (Year) (Month) (Day)

25



I 4 8
Asia University
EEER Sl AR NN

Graduate Degree Exam Commissioner’s Household Records Form

T 2 4
sy o g4 g 5
Institute BB A Graduate Student
Student Number
E/
S EN ”;
Exam Commissioner A
ID Number
EE o
G Eol 1A
Detailed
Permanent Address
T 3 TEL
DERS A A GERERTS
417 R BE [wi]
% g—:‘[‘ o, Pl E 5 1 S 2 - 2 _i g‘* 2 2 - %i
Xﬁ%ﬂﬁ%ﬁgﬁﬁﬁbﬂ’%mmﬁﬁﬁ%%m X% -
Remarks
Asia UnlverS|ty Graduate Degree Exam Fee Prlnted Recelpt
78 2 E i & ¥
Item Amount of Money Signature
hEERERET
Advisor Fee

Thesis/Dissertation Exam Fee

Y EL AR xﬁ"’””

Exam Commlssmner Transportation Fee

™
%
-

Notice:
1.Each exam commissioner should fill out one form (Please fill out in detail).

2.As for the fees related to Degree Exam, the graduate student should ask the institute by himself/herself.
3. After the exam is over, please return this form to the institute immediately.
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