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1. Purpose

To serve as a guideline for the implementation of services for issuing the
Certificate of Graduation at the Agribusiness Department, Faculty of Economics
and Management (FEM), IPB University.

2. Scope
This procedure applies to the process of preparing and providing services for the
issuance of the Certificate of Graduation at FEM IPB.

3. Definitions

3.1. Certificate of Graduation (SKL) is an official letter issued by the Department
after the student has submitted all required documents to the Department.

3.2. The Certificate of Graduation constitutes the final stage of the teaching and
learning process within the Agribusiness Department.

4. References

4.1. Undergraduate Program Handbook 2020

4.2. Standard Operating Procedure for the Implementation of Undergraduate
Education Programs, IPB University (2015)

4.3. Law of the Republic of Indonesia No. 12 of 2012 on Higher Education

5. General Provisions

5.1. Students applying for a Certificate of Graduation must have been officially
declared passed in the final examination, as evidenced by a thesis that has
been signed by the Thesis Supervisor and the Head of Department.

5.2. Students applying for the issuance of a Departmental Certificate of
Graduation must have completed all administrative and academic
requirements.

5.3. Students are required to complete the Alumni Book and the Academic and
Non-Academic Satisfaction Survey.

5.4. Applicants must submit the following documents: a photocopy of the
Academic Transcript, a stamped approval page of the thesis, one (1) copy
of the thesis, photocopies of thesis submission receipts for the supervisor
and the secretariat, a digital thesis file, and one (1) color photograph sized
3x4 cm. All documents must be compiled in a yellow folder.

6. Procedures

6.1. Detailed Procedures

6.1.1. Students visit the Academic Secretariat of the Agribusiness Department to
obtain or review the requirements for the Departmental Certificate of
Graduation, including the Administrative Requirements Form for
Certificate of Graduation [Form AGB SKL-01], Photocopy of Academic
Transcript [Appendix AGB SKL-02], Photocopy of Thesis Approval Page
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[Appendix AGB SKL-03], and Photocopy of Proof of Thesis and CD
Submission [Appendix AGB SKL-04].

6.1.2. Students submit all required documents compiled in one folder to the
Academic Secretariat of the Department.

6.1.3. Educational Staff receive and verify all submitted requirements for the
Certificate of Graduation application, including the photocopy of the
academic transcript, thesis CD, photocopy of the approval page, one (1)
copy of the thesis, proof of thesis submission to the supervisor and the
secretariat, and a color photograph. Incomplete submissions must be
completed by the student.

6.1.4. Once all requirements are complete, students are requested to complete
the Alumni Book and the Academic Satisfaction Survey online.

6.1.5. Educational Staff prepare the Departmental Certificate of Graduation
[Appendix AGB SKL-05] and submit it to the Education Committee for
signature.

6.1.6. Students use the Departmental Certificate of Graduation to process the
Faculty Certificate of Graduation [Appendix AGB SKL-06] and are required
to submit a copy of the Faculty Certificate to the Educational Staff.
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6.2. Procedures Flowchart
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7. List of Key Documents

7.1.

7.2.
7.3.
7.4.

[Form AGB SKL-01] Administrative Requirements Form for Certificate of
Graduation

[Appendix AGB SKL-02] Photocopy of Academic Transcript

[Appendix AGB SKL-03] Photocopy of Thesis Approval Page

[Appendix AGB SKL-04] Photocopy of Proof of Thesis and CD Submission

8. Appendices
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