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	UNIVERSITY OF SÃO PAULO
FACULTY OF MEDICINE OF RIBEIRÃO PRETO 

Graduate Commission 

STUDENT REQUESTS
	CCP PROTOCOL 

	
	
	GC PROTOCOL 


          INSTRUCTIONS TO FILL THIS FORM: text must be written in Word, may be expanded and typed, item selection  FORMCHECKBOX 
. Erase unused items, printing only information relevant to the present request

***ATTACH ANY DOCUMENTS OF RELEVANCE TO YOUR REQUEST (PAGE 2)***
	STUDENT:     
	USP CODE:     

	PROGRAM/AREA code:     
	Regulation:  FORMCHECKBOX 
 New FORMCHECKBOX 
 Old
	MENTOR: 

	COURSE:             FORMCHECKBOX 
 Master's               FORMCHECKBOX 
 Doctoral                FORMCHECKBOX 
 Direct Doctoral
	     

	DATE:      
	SIGNATURE:
	SIGNATURE:


	FOR THE COORDINATING COMMISSION OF THE PROGRAM (CCP) ANALYSIS:

	I. CREDITS GRANTED FOR ACTIVITIES

 FORMCHECKBOX 
1. Special credits

Check which ones are accepted in the  old and new regulations:

 FORMCHECKBOX 
participation in scientific congress with the presentation of research work which published abstract;

 FORMCHECKBOX 
complete published work in national   FORMCHECKBOX 
  or international journal;

 FORMCHECKBOX 
book chapter;

 FORMCHECKBOX 
chapter in technical book;

 FORMCHECKBOX 
supervising or monitoring activity with undergraduate students;

 FORMCHECKBOX 
participation in internships and extension courses previously authorized by the Graduate Commission;

 FORMCHECKBOX 
participation in PAE (Program for Teaching Enhancement);

 FORMCHECKBOX 
patent deposit.
	II. CHANGES IN VINCULATION AND DEADLINES

 FORMCHECKBOX 
1. Registration in the Qualifying Exam – Date:     
 FORMCHECKBOX 
2. Change of Mentor:

WITH assent from both coordinators involved

 FORMCHECKBOX 
Project Kept         FORMCHECKBOX 
NEW Project

NEW Mentor: Prof. Dr.     
Signature:

Title of the NEW Project (when necessary):     


	 FORMCHECKBOX 
2. Discipline(s) taken in other institutions.

 FORMCHECKBOX 
3. Discipline(s) taken during Master's which are available for Doctoral 
Code(s):     
 FORMCHECKBOX 
4. Discipline(s) taken as Special Student - Code(s):     
	


	FOR CCP AND GC ANALYSIS:

	I. CREDITS GRANTED FOR ACTIVITIES

 FORMCHECKBOX 
 1. Medical Residency – nr of Credits:     

	 FORMCHECKBOX 
 2. Equivalence of the title of Master for Doctoral Credits  

· Emitting Institution :     
· Date of Emission:                Date of Defense:     
· CAPES Evaluation of  the Program:     
	For the use of CCP:

  FORMCHECKBOX 
 Proviso:      _________________________________

       ________________________________________________

       ________________________________________________

	II. CHANGES IN VINCULATION OR DEADLINES

	 FORMCHECKBOX 
1. Cancellation of Registration in Discipline beyond deadline

 FORMCHECKBOX 
2. Grade and attendance (change/post)

 FORMCHECKBOX 
3. Double Degree
 FORMCHECKBOX 
4. Dismissal from the Program – Reason:     
 FORMCHECKBOX 
5. Dissertation/Thesis Deposit:       printed;       digital format

 FORMCHECKBOX 
6. Nova 

 FORMCHECKBOX 
7. Registration in Discipline beyond deadline

 FORMCHECKBOX 
8. Extension of time for deposit (Time Limit:       days)

 FORMCHECKBOX 
9. Extension of time for defense (Time Limit:       days)

 FORMCHECKBOX 
10. Course interrupted to be resumed later (Time Limit:       days) – Reason (specify):

     FORMCHECKBOX 
Health Problem  FORMCHECKBOX 
Maternity Leave  FORMCHECKBOX 
Other     
	 FORMCHECKBOX 
11. Transfer from Master's to Doctoral

 FORMCHECKBOX 
12. Transfer to Area/Program – Code: 

 FORMCHECKBOX 
13. Reintegration in the Graduate Program

 FORMCHECKBOX 
14. Change of Mentor:

WITHOUT assent from CURRENT mentor

 FORMCHECKBOX 
Project maintained     FORMCHECKBOX 
NEW Project

NEW Mentor: Prof. Dr.     
Signature:

Title of the NEW Project (when necessary:     
 FORMCHECKBOX 
15. Other:

NOTES:      ___________________________________


	For use of the COORDINATING COMMISSION OF THE PROGRAM (CCP)

According to the USP Graduate Regulation (article ______) and the Program rules (item ______):

	 FORMCHECKBOX 
 GRANTED:    FORMCHECKBOX 
CCP   FORMCHECKBOX 
 CCP “Ad Referendum” Coordinator 

Credits conceded: ____ (________)  Time conceded: _______  days

Proviso: ____________________________________________
 FORMCHECKBOX 
DENIED
	MEASURES:

 FORMCHECKBOX 
Posted in JANUS in ____/____/____ by ________________

 FORMCHECKBOX 
Inform the requester/interested.
 FORMCHECKBOX 
To the Graduate Commission, for measures.

	Date for CCP meeting or “Ad Referendum” from the Coordinator: ____/____/____
	CCP Coordinator Signature and Stamp:




	For use of the GRADUATE COMMISSION (GC)

	 FORMCHECKBOX 
 GRANTED    FORMCHECKBOX 
GC   FORMCHECKBOX 
GC “Ad Referendum” President

Credits conceded: ____ (________)  Time conceded: _______  days

Com ressalvas: ____________________________________________
 FORMCHECKBOX 
DENIED

	MEASURES:

 FORMCHECKBOX 
Posted in JANUS in ____/____/____ by ________________

 FORMCHECKBOX 
Filed in ____/____/____ by ____________________

 FORMCHECKBOX 
To the PRPG/________, for necessary measures.
 FORMCHECKBOX 
 Inform the requester/interested.

	Date for CCP meeting or “Ad Referendum” from the Coordinator: ____/____/____
	GC Coordinator Signature and Stamp:




	      EVERY request must be accompanied by the updated STUDENT REGISTRATION SHEET (www.sistemas.usp.br/janus)

	For CCP Analysis:



I. CREDITS GRANTED FOR ACTIVITIES

1. Special credits (check option in student REGULATION)
-  Participation in Congress with publication of Work:
a) Copy of the published Abstract/Paper in which the number of the volume and page can be found or information regarding the publication in a CD ROM;

b) Title of the published work in portuguese; 

c) Copy of Annals/Journal where the paper has been published, with name and country of the publication; 

d) Copy of the student's certificate of participation in the event; 

e) Title of Dissertation/Thesis.

-  Complete Work, Book Chapter, Manual Chapter: 
a) Copy of the published Abstract/Paper in which the number, volume, page and location can be found or information regarding the publication in a CD ROM;

b) Title of the published work in Portuguese;

c) Copy of Annals/Journal where the paper has been published;

d) Title of Dissertation/Thesis.

-  Supervising /Monitoring: 

a) certificate of participation;

b) program with period and duration.

-  Internship/Courses: 

a) Program with period, duration (referring to the student's research), and date of the GC meeting with previous authorization.

-  PAE: 

a) copy of the conclusion certificate/declaration.

-  PATENT DEPOSIT:
      a) Document/certificate of registration.

2. Disciplines taken in other institutions:
a) declaration with name of the discipline, name of the Graduate Program and University, duration (start and end dates), attendance, grade; 
b) program and duration of the discipline/course; 

c) certificate of Course Acknowledgement (MEC/CAPES).

3. Disciplines Taken in Master's which are available for Doctoral: 

a) discipline code; 

b) student registration (Master's).

4. Disciplines Taken as Special Student: 

a) discipline code; 

b) student registration (as special student).

II. CHANGES IN VINCULATION OR DEADLINES

1. Registration for Qualifying Exam (no document)
2. Change of Mentor (WITH assent):

a) if the project is new, add project titles.


For CCP and GC Analysis:



I. CREDITS GRANTED FOR ACTIVITIES

1. Medical Residency: 
a) copy of the certificate of conclusion,; 

b) certificate of Acknowledgement of the Medical Residency.

2. Equivalence of the Title of Master for Doctoral credits: 
a) copy of dissertation; 

b) copy of Master's academic records; 

c) copy of Master's Diploma, with registration number; 

d) certificate of Course Acknowledgement (MEC/CAPES), at the time of conclusion.

II. CHANGES IN VINCULATION OR DEADLINES

1. Cancellation of Registration in discipline (beyond deadline)

a) online form/proof of cancellation

b) student justification letter with assent from both the mentor and the responsible for the discipline.

2.  Grade and attendance:

a) justification of the teacher responsible fro the discipline with student's attendance and grade;

b) attendance lists. 

3.  Double Degree:
a) Forward Official letter from the Program Coordination with the approval from the CCP to the Graduate Commission;
b) Justification and assent letter from USP mentor (inform if there is request or approval for grant from support agencies);
c) Support from agencies (if available, documentation showing requested has been approved);

d) Research plan;

e) Letter of acceptance from foreign mentor;

f) Foreign mentor Curriculum;

g) Printed and e-mail copy spg@fmrp.usp.br of the agreement with the foreign Institution, in portuguese and foreign language.
	4. Dismissal from the Program:
a) Fill only with student justification (reason) on the front.

5. Dissertation/Thesis Deposit
a) At least 3/5 (Dissertation/Thesis) copies of the work, with abstract, manuscript (only for theses); or, at least 1 printed copy e 3/5 in electronic media (CD ROM or similar), with abstract, manuscript  (only for theses);

b) copy of document with the names suggested for the examining board (PROBANCAS);

  c) mentor's detailed opinion.

6. New Registration
a)  student justification (why he was dismissed Art 54);

b) mentor assent;

c) work plan approved by mentor;

d) academic record from previous course;

e) CCP decision based on detailed opinion, issued by an assigned professional.

7. Registration in Discipline Out of Time Limit (after end of course)
a) online certificate/proof of registration.

b) student letter of justification with mentor assent;
c) letter from the responsible for the discipline with grades and attendance; 
d) attendance lists with student signature, according to attendance.
8. Extension of time limit for Deposit
a) student justification with mentor detailed opinion (Reason); 

b) dissertation/thesis preliminary version with activities and results obtained so far; 

c) schedule indicating activities to be developed in the period.
9. Extension of time limit for Defense 

a) detailed justification, indication from judging commission and intended deadline signed by student and mentor (Reason); 

b) in case of health problem, medical certificate emitted or validated by SISUSP, with indication of affection (CID), necessary time for treatment and date of beginning of the treatment; 

c) other reasons: proof/certificates according to justification.

NOTE.: in case of substitution of the examining board members, desistance documentation must be provided.

10.Suspension of Registration 
     OBS.: CAPES GRANTS MUST BE SUSPENDED 
-   ILLNESS: 

a) PRPG Form (www.fmrp.usp.br/cpg - form).

b) medical certificate emitted or validated by SISUSP, with indication of affection (CID), necessary time for treatment and date of beginning of the treatment; 

-    WORK: 

a) PRPG Form (www.fmrp.usp.br/cpg - forms).

b) proof/certificate which justifies the leave (publication in the official national journal, etc); 

c) documents confirming the employer will allow the student to resume Graduate activities after interruption; 

-    MATERNITY LEAVE:
a) birth certificate;
b)student declaration of suspension of his/her registration     (www.fmrp.usp.br/cpg - forms).

11. Transfer from Master's to Doctoral

a) Program's opinion based on CCP's regulation, previously approved by the GC and CoPGr.

12. Transfer from Area/Program

a) detailed justification provided by the student; 

b) agreement between current and new mentors;

c) agreement between the CCPs of the Programs involved;

d) complete academic record of the course previously initiated by the student;

e) opinion of the previous GC, if available, on the student's performance.

13. Reintegration in the Graduate Program:
a) letter from student/mentor/coordinator with justification. 
14. Change of Mentor (WITHOUT assent)
a) detailed justification from requester;

b) CCP's evaluation;

c) Copy of the NEW project, when necessary.

15. Other requests: CONSULT THE PROGRAM'S SECRETARIAT

NOTES:

_____________________________________________________________________________________________________________________________________________________________________________________________

	For  Doubts, Contact the Program's Secretariat.


