Form Ref: SG0027

University of Northumbria at Newcastle

Ellison Terrace 

Newcastle upon Tyne NE1 8ST

Direct Line (0191) 2274600


APPLICATION FOR THE ISSUE OF A DUPLICATE
CERTIFICATE/LETTER OF CONFIRMATION

Guidance For Applicants

1.
The certificate which the University of Northumbria at Newcastle issues as proof of the conferment of an award is a unique and valuable document that should be carefully reserved by its recipient.  Under no circumstances will the University issue additional copies or duplicates to any applicant holding an original certificate.


Duplicates are issued at the discretion of the University, which reserves the right to refuse a duplicate application without specifying a reason.

2.
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 of the original.

3.
Applicants requesting letters of confirmation would need to complete Section A of this form.

3.
Applicants requesting a duplicate award should provide the University with:- 

i)
EITHER the damaged or defaced certificate OR a completed declaration (see Section B) setting out in full the circumstances in which the certificate was lost or destroyed, with an undertaking that, should a duplicate be issued, it will be returned to the University if the original is subsequently found.

ii)
This form, fully completed and signed.

iii)
A cheque for *£30 payable to "University of Northumbria at Newcastle".


* Fees subject to change without prior notification.

Please send me a:

(
Duplicate University of Northumbria at Newcastle certificate
-
£30


Complete Section A, B, C
(
Letter confirming my achievement


-
no charge


Complete Section A only

SECTION A
-
all applicants please complete in block capitals
Full name of applicant:


Date of birth:


Applicant's current address: 


Post code:
 Daytime telephone number:


Degree or other award

and course title: 


Year of completion: 


Mode of attendance - full time/part time/sandwich [delete as applicable]

Signature: 
 Date:   ________________________

SECTION B
-
to be completed if the original certificate has been lost, and a duplicate is required

DECLARATION OF LOSS

Enter full name

I


Address
of



Explain nature of loss
do solemnly and sincerely declare that


and I make this declaration conscientiously believing the same to be true and by virtue of the provisions of the Statutory Declarations Act (1835).  I undertake that if a certificate is issued to me and I retrieve the original document, I will return the duplicate immediately to the University of Northumbria at Newcastle.

Applicant's signature: 

 Date: 


SECTION C – IDENTIFICATION

I ALSO ENCLOSE A COPY OF MY BIRTH CERTIFICATE OR PASSPORT OR DRIVING LICENCE
(Please only send copies.  We cannot return or be held responsible for any original documentation received)

(If your name has changed since graduation, you must also provide documentation relating to both names, eg. Marriage Certificate etc.  A duplicate will not be produced if a copy of one of the above forms of identification is not provided.  Please note that the documentation will be issued in the name which you held at the time of graduation.)
FOR OFFICE USE ONLY
I confirm that the applicant was a student at this University and was issued with a University award as detailed in Section A of this form.

I know of no reason why this applicant may not receive a duplicate award.

Signature:
  Date:


Designation:


Amount of fee:

Date received:


Cheque to Finance:


Comments and issue date:


Please return to:  Administrator (Conferments), Student & Programme Administration Office, Registrar's Department, University of Northumbria at Newcastle, Ellison Terrace, Newcastle upon Tyne, NE1 8ST. Tel No. (0191) 227 4600, Fax No. (0191) 227 3009

