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1.  Purpose 
To serve as a guideline for the process of issuing a cover letter from the 
Department required to obtain the Certificate of Graduation (SKL) from the Faculty 
of Economics and Management (FEM), IPB University, ensuring the service is 
conducted properly and in a timely manner. 

2.  Scope 
This procedure covers the process from student registration to the issuance of the 
Certificate of Graduation Cover Letter (Surat Pengantar SKL) by the Department. 

3.  Definitions 
3.1. Certificate of Graduation Cover Letter (Surat Pengantar SKL) is a document 

issued by the Department after a student has submitted all required 
documents as stipulated by the Department. 

3.2. The Certificate of Graduation Cover Letter is a prerequisite for obtaining the 
official Certificate of Graduation (SKL) issued by the Faculty. 

3.3. Certificate of Graduation (SKL) is an official statement issued by the Faculty 
declaring that a student has fulfilled all academic requirements for 
graduation from the Undergraduate Program at IPB University. 

3.4. Temporary Transcript is an academic transcript issued by the Department 
based on data printed from the Academic Information Management System 
(SIMAK), containing all courses and grades earned during the student’s study 
period, including the thesis title and supervisor’s name. 

3.5. Academic Administrative Staff are professional personnel responsible for 
carrying out academic administrative services based on their educational 
background and competence. 

3.6. SIMAK refers to the Academic Information Management System managed 
by IPB University. 

3.7. Tuition Fee (SPP) refers to the financial contribution paid by the student’s 
parents or guardians for educational services at IPB University, determined 
based on the student’s socio-economic condition and the program’s unit 
cost (BKT). 

4.  References 
4.1. Undergraduate Student Handbook, IPB University, 2015. 
4.2. IPB University Standard Operating Procedures (POB), 2nd Edition, 2015. 

5.  General Provisions 
5.1. Students eligible to apply for the Certificate of Graduation Cover Letter are 

those who have passed their Final Undergraduate Examination (Thesis 
Defense) and completed all required thesis revisions, as proven by the thesis 
document signed by the Supervisors and the Head of Department. 

5.2. Students applying for the cover letter must have completed all 
academic and administrative requirements by submitting the following 
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documents: Administrative clearance form, Approved thesis (wet-signed 
approval page), Thesis CD (soft copy), and Proof of tuition payment (SPP) 
from the first to the last semester. 

6.  Procedure  
6.1.  Detailed Procedure 
6.1.1. The student submits an application for the Certificate of Graduation 

Cover Letter along with all required documents: administrative clearance 
form, signed thesis approval page, thesis CD, and proof of tuition 
payment for all semesters. 

6.1.2. The Academic Administrative Staff reviews all submitted documents. If 
any requirement is incomplete, the process will be suspended until the 
student fulfills all requirements. 

6.1.3. The Academic Administrative Staff inputs the thesis grade, supervisor’s 
name, and thesis title (in both Indonesian and English) into the SIMAK 
system, prepares the cover letter, and attaches the temporary transcript 
for signature by the Head of Department. 

6.1.4. The Head of Department signs both the cover letter and the temporary 
transcript. 

6.1.5. The student submits the signed cover letter and temporary transcript to 
the Faculty to obtain the official Certificate of Graduation (SKL), and 
provides copies of the SKL and temporary transcript to the Department’s 
Academic Administration Office. 
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6.2.  Flowchart of the Procedure 
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7.  List of Essential Documents 
7.1. Administrative Clearance Form 
7.2. Copy of Signed Thesis Approval Page 
7.3. Copy of Certificate of Graduation (SKL) 
7.4. Copy of Academic Transcript 

8.  Attachments 
Proof of Tuition Fee (SPP) Payment 
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Signed Thesis Approval Page 
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Certificate of Graduation Cover Letter 
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Temporary Transcript 
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