[image: image1.jpg]Queen Margaret University

EDINBURGH




Form CA 1

APPLICATION FOR THE ISSUE OF A DUPLICATE CERTIFICATE/

CONFIRMATION OF AWARD/STUDENT ACADEMIC TRANSCRIPT

This form is required to be completed if an application for one or more of the following is being made:

· Duplicate Certificate (please complete all Sections)
· Confirmation of Award (please complete Sections A & B)
· Copy of Student Academic Transcript (please complete A & B)
Guidance for Applicants
1.
The certificate, which the University issues as proof of the conferment of an award, is a unique and valuable document, which should be carefully preserved by its recipient.  Under no circumstances will the University issue additional copies or duplicates to any applicant holding an original certificate.  Duplicates have precisely the same standing as the original, which they replace, are produced in the format currently in use and may not be a facsimile copy of the original.  The University reserves the right not to issue a duplicate or not to specify reasons for its decision.  Where a certified copy of a certificate is requested, the original must be returned to Registry beforehand.

2.
The University will endeavour to provide, insofar as its records allow, confirmation of an applicant’s attendance at the University and/or a transcript of the student’s performance.

3. The application form should be sent to the Records Administration Section, Registry, Queen Margaret University, Queen Margaret University Drive, Edinburgh, EH21 6UU.

            The applicant MUST provide:


(i)
the attached form duly completed;


(ii)
full details to allow a search of records to be made (Section A and B);


(iii)
if a duplicate certificate is required, EITHER the damaged or defaced certificate



OR


a completed Declaration setting out fully the circumstances in which the certificate was lost or destroyed, (Section D) and an undertaking that, should a duplicate be issued, it will be returned if the original is subsequently found (Section C);


(iv)
a cheque for £20.00 made payable to Queen Margaret University, if a student academic transcript is required and £15.00 for a confirmation of Award.

(v) a cheque for £25.00 made payable to Queen Margaret University if a duplicate certificate is required and £10.00 for a certified copy of certificate.

(vi) a cheque for £25.00 made payable to Queen Margaret University if a course document is required.
SECTION A 

(to be completed by ALL applicants in BLOCK CAPITALS)

	SURNAME:
	

	
	

	FORENAME(S):
	

	
	

	SURNAME WHEN ATTENDING THE INSTITUTION:
	


	DATE OF BIRTH:
	
	MATRICULATION NUMBER: 
	


	TITLE OF COURSE: 
	

	
	

	DEPARTMENT:
	


	DATES ATTENDED FROM:
	
	TO:
	


	DATE GRADUATED:
	


	Details of information required:



	

	

	


	Any other relevant details to aid search:



	

	

	


	ADDRESS FOR CORRESPONDENCE:
	

	
	

	
	


	E-MAIL ADDRESS AND/OR PHONE NO.:


Please note that it could take up to four weeks to provide you with a duplicate transcript

depending on the time of the year.

SECTION B 

(to be completed by ALL applicants)

I require a (please tick as appropriate):

	Duplicate Certificate
	£25
	

	Duplicate Transcript
	£20
	

	Confirmation of Award
	£15
	

	Certified Copy of Certificate
	£10
	

	Course Document
	£25
	


SECTION C 

(to be completed by applicants if original certificate has been lost)

I hereby undertake that should my original certificate be found, I will return the duplicate.

	SIGNATURE:
	
	DATE:
	


	


SECTION D 

(Declaration to be completed by applicant if original certificate has been lost, explaining reasons for, and circumstances of, loss)

	I, (full name)
	

	of (address)
	

	
	


	do solemnly and sincerely declare that:




and make the declaration conscientiously believing the same to be true and by virtue of the provisions of the “Statutory Declaration Act, 1835”.

	SIGNATURE:
	

	DECLARED AT
	


	ON THE
	
	DAY OF
	
	20
	


	BEFORE ME
	


(Magistrate, Fiscal, Notary Public, Commissioner for Oaths or Practising Solicitor*)

Stamp or Official Seal
*
Delete as appropriate and affix or impress Official Seal or Stamp.  Applicants resident overseas should normally complete the Declaration through the British Embassy, Consulate or other representative of the Crown.

	


For Office Use Only
Amount of fee:

Date received:

Action taken:

Checked by (Certificates only):

Sealed by:

