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Portfolio Approval Form Guidelines
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(*Please note that these guidelines may differ from those of last semester. Be sure to check the notice for the portfolio
submission period!)
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In case of obtaining Professors’ Signatures
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Print as many copies of the Portfolio Approval Form as the number of portfolios you are creating and obtain
professors’ signatures on each form.
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Scan one of the signed Portfolio Approval Forms and upload it as a separate PDF file during the Central Library's
online submission period.
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Note: When creating the final version of your portfolio, you must include the original Portfolio Approval Form with
the professors’ signatures. Scanned copies cannot be used.
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In case of TFL Office stamping the Form on behalf of the professors
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After the Portfolio Presentation and before the online submission, print one copy of the Portfolio Approval Form
and get it stamped at the TFL office.
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Scan the stamped Portfolio Approval Form and upload it as a separate PDF file during the Central Library's online
submission period.
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The final version of the portfolio must include the Portfolio Approval Form without any stamps. Scanned copies
cannot be used.
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When submitting the final version to the TFL office, submit the previously stamped Portfolio Approval Form and
the final versions of all portfolios so that the Portfolio Approval Forms can be stamped. The previously stamped

Portfolio Approval Form document must be returned and discarded at the TFL office.
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When Uploading the Portfolio Approval Form During Online Submission
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The PDF file of the Portfolio Approval Form that has been upload separately must contain both the professor’s
signature and a signature stamp.
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The Portfolio Approval Form included in the full text file of the portfolio must not contain a signature or stamp.
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Unauthorized Scanning of a Signed or Stamped Portfolio Approval Form is Prohibited
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You cannot create the final version of the portfolio using a scanned Portfolio Approval Form.
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Refer to points 1 and 2 above based on your situation and ensure that all portfolios are created as follows:
@ Use the original Portfolio Approval Form signed by the professor (point 1), or
@ Create a blank Portfolio Approval Form and submit it to the TFL office to get it stamped (point 2).



