Procedure for Applying for the Graduation Certificate through the College
The Graduation Day Ceremony is conducted by the College every academic year for the students who have successfully completed their respective programmes.
Students of the concerned graduating batch who wish to receive their Graduation Certificate during the Graduation Day Ceremony are required to apply through the College by submitting the prescribed application form along with the required supporting documents and certificates.
The College will issue the Graduation Certificate only to those students who have duly applied for the Graduation Day Ceremony and completed all the prescribed formalities within the stipulated time.
Students are advised to submit their applications and required documents within the notified deadline to facilitate the timely preparation and issuance of the certificates.
Application Procedure
Collect the Graduation Fee Challan from the College Office and pay the non-refundable Graduation Fee at the College Bank. Show the paid challan at the COE Office to receive the Application Form. Submit the filled-in application along with the fee receipt and the photocopies of the following documents.
	
	UNDERGRADUATE
	POSTGRADUATE

	1
	Two passport-size photographs (One affixed on the application and other enclosed with the application in a small zip-lock cover)
	Two passport-size photographs (One affixed on the application and other enclosed with the application in a small zip-lock cover)

	2
	SSC (X), Intermediate/+2 marks long memo
	SSC (X), Intermediate/+2 marks long memo 

	3
	Degree Consolidated Marks Memo
	PG Consolidated Marks Memo & PG Provisional certificate

	4
	Degree Provisional Certificate
	Degree Graduation Certificate

	5
	Aadhar Card
	Aadhar Card


Note:
1.  Applications may also be submitted by a guardian/classmate, following the process below:
i) The student must send an authorization email to info@loyolaacademy.edu.in.
ii) The authorized person, after paying the Graduation fee, should collect the application form by showing a printout of the authorization email. 
iii) The student must fill in and sign the application form sent to him/her by the authorized person by email. 
iv) A scanned copy of the filled and signed form, along with the authorization email, the required documents, and the fee payment receipt must be submitted to the COE Office.
2. Students who have already applied for and obtained the Original Degree directly from the University cannot apply through the college.
Procedure to apply for the Graduation / Degree Certificate through Osmania University
1. Visit the Osmania University website
Go to Osmania University – Official Website and select Examinations → Apply Online for Certificates. OU specifically lists an online certificate application facility on its website. 
2. Select the required certificate 
· Choose the appropriate Degree/Original Degree Certificate (OD) option. 
· Select the relevant qualification/programme and examination details. 
3. Enter student details
Generally, the applicant will need details such as: 
· Hall Ticket / Registration Number 
· Name of the candidate 
· Course and specialization 
· Year of passing 
· College details 
· Examination details 
· Address and contact information 
4. Upload the required documents
Keep the relevant academic documents ready, particularly: 
· Provisional Certificate, if applicable 
· Consolidated/semester Marks Memo 
· Passport-size photograph, if required by the portal 
· Identity/address proof, if requested 
· Any other document specified by OU for the selected certificate. 
5. Pay the prescribed fee online
Complete the payment through the available online payment facility. The fee can vary depending on the certificate, year of passing and category of application, so it is best to rely on the amount displayed in the current OU portal rather than an older fee schedule. 
6. Submit the application
After checking all details, submit the application and save/print the application or acknowledgement for future reference. 
7. Processing and issue of certificate
The application is processed by the concerned Osmania University examination section. The certificate will be issued according to the delivery/collection option provided by OU.


