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	YOUR PERSONAL DETAILS

	Surname
	     
	First Name
	     

	Surname During Study

(if different to above)
	     
	Date of Birth
	     

	QMU Student Number

(if known)
	     
	Telephone Number
	     

	Email Address
	     


	YOUR PERSONAL DETAILS

	Course Title
	     

	Period of Student (eg. 2000 to 2004)
	     

	Award (BSc, MSc, etc)
	     


	WHAT YOU REQUIRE

	
	STANDARD DOCUMENTATION


	
	Confirmation of Award Letter

(Available from 1977 onwards)
	 FORMCHECKBOX 
 £15
	Duplicate Academic Transcript

(Available from 1990 onwards. Credits available from 1997 onwards)
	 FORMCHECKBOX 
 £20

	
	Certified Copy of

Degree Certificate

(remember to provide your original degree certificate for us to copy)
	 FORMCHECKBOX 
 £10
	Replacement Degree Certificate

(Available from 1994 onwards)

(Remember to provide photographic ID eg scanned copy of passport)
	 FORMCHECKBOX 
 £25

	
	Course Document
	 FORMCHECKBOX 
 £50
	Postage for Standard Documentation

	
	
	
	 FORMCHECKBOX 
 Royal Mail Standard (Free)
 FORMCHECKBOX 
 UK Recorded Delivery (£4.50)
 FORMCHECKBOX 
 International Recorded (£8.50)
 FORMCHECKBOX 
 Courier (£15)
 FORMCHECKBOX 
 Email (Free)

	
	Number of Additional Copies

(n/a for replacement certificates and course documents)
	     
£2 per extra copy
	

	
	

	
	PACKAGES OF DOCUMENTS FOR ACCREDITATION & DEGREE RECOGNITION

Refer to website for contents (https://www.qmu.ac.uk/current-students/current-students-general-information/transcripts-and-document-requests/)

	
	CORU Pack – send email for details  
	WES Pack
	 FORMCHECKBOX 
 £25

	
	FCCPT Pack
	 FORMCHECKBOX 
 £120
	
	

	
	Other accreditation / Recognition
	Email DocumentRequest@qmu.ac.uk for assistance


	DELIVERY ADDRESS

	     


	ANY ADDITIONAL INFORMATION

	     


	PAYMENT

	Please indicate the method of payment below.

	I will pay within 21 days by credit/debit card (call +44 (0) 131 474 0000 and ask for Finance)
	 FORMCHECKBOX 


	I will pay within 21 days by cheque or postal order made payable to Queen Margaret University.
	 FORMCHECKBOX 


	I will pay within 21 days by bank transfer (please contact DocumentRequest@qmu.ac.uk for details)
	 FORMCHECKBOX 



Once completed, you can either save and attach this form to an email and send to DocumentRequest@qmu.ac.uk or print and send it to the following address: Registry, Queen Margaret University, Queen Margaret University Drive, Musselburgh, EH21 6UU.
�





Please save this form to your computer to edit it. Please type into the shaded area in each relevant field. The shaded area will expand to allow you to enter information.





DOCUMENT REQUEST FORM�
�
This form is intended for students not currently registered at the university. Current students should view their information on the QMU Portal or contact � HYPERLINK "mailto:registry@qmu.ac.uk" �registry@qmu.ac.uk� for assistance.





By completing this form you confirm that you have read and fully understood the information found at:


� HYPERLINK "https://www.qmu.ac.uk/current-students/current-students-general-information/transcripts-and-document-requests/" �https://www.qmu.ac.uk/current-students/current-students-general-information/transcripts-and-document-requests/� �
�









