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University College Plymouth St Mark & St John
Application for Duplicate Transcripts 
To ensure your application is dealt with as quickly as possible, please read the following guidance notes and fully complete the application form overleaf. Submitting an incomplete form could lead to delays. 
Transcripts are produced on official transcript paper, which bears the University College Crest, name and stamp.

· Transcripts may only be applied for by the student who achieved the marks/credits. Signed authorisation must be provided by the student if someone else is applying on behalf of the student.

· Transcripts usually take up to 2 weeks from the date the application is received by the University College. During periods such as exams and annual Awards Ceremonies (i.e. Aug, Sep and Oct for 2012) this could take longer. Applicants will be informed of when they can expect to receive the required documents.

· Correct payment for documents should be submitted with the application form.

· Students with outstanding debts are not eligible to receive transcripts or course descriptors.

Charges
Students awarded before 2001					£40.00 
Students awarded after 2001	and any PGCE awards		£10.00

Additional copies ordered at the same time 				£5.00

Cheques should be made payable to UCP Marjon. If you wish to pay by card please include card details overleaf.

Please contact registry@marjon.ac.uk if you require any further assistance or information.

Please email your completed application for to the emails addresses above or post to 
Awards and Conferments Coordinator
Registry
UCP Marjon
Derriford Road
Plymouth
PL6 8BH


Duplicate Transcripts Application form
BLOCK CAPITALS

Surname……………………………………………………………………at time of study
Forename(s)………………………………………………………………………………….
D.O.B ………………………………………..... (DD/MM/YYYY)
Programme of Study/Course – FULL TITLE REQUIRED 
………………………………………………………………………………..
…………………………………………………………………………………………………
Year of Enrolment…………………………………………………………………………..
Year of Award…………………………
Student number………………………………………
Signature…………………………………………………………………Date…………………
Telephone number……………………………………………
Email Address……………………………………………………………………………………
Current students may obtain a copy of their transcript FREE OF CHARGE. 


Documents requested should be sent to
Address……………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………











· Payment by cheque
Please make cheque payable to UCP Marjon and send along with your completed 	application form to:
The Registry
	UCP Marjon
	Derriford Road
	Plymouth
	Devon
	PL6 8BH
· Payment by card – if you wish to pay by card please provide card details below.
	Name (As it appears on the card)
	

	Card Number
	
	
	
	

	Issue Number (If applicable)
	

	Start Date
	

	Expiry Date
	

	Security Code* (last 3 digits only)
	

	Post Code
	

	House Number
	

	Amount to be taken from card
	

	Budget Code
	8516/1100

	Debit/Credit Card (Visa or MasterCard)**
	


* Please give the last three numbers of the Security Code on the reverse of the card just   above the signature.
	** Debit/Charge Card - 	Account is debited immediately - 	No Charge.	
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