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Dear Sir/Madam

Record search prior to the issue of replacement certificates or confirmation of awards
Thank you for your recent enquiry, please find an application form attached.  

Before completing the form, please note the following:

Please use block capitals on the application form;
You need to make a separate application for each candidate;

You need to make a separate application for each award.

There is a fee, currently £34.00 per award, for this service. A cheque will only be accepted if your cheque guarantee card details are entered on the reverse of the cheque.  Payment should be made to City & Guilds at the time of the application.  Payment may also be made by credit or debit card, by completing the form provided. 

Fees are non-refundable, even where a search is unsuccessful. It is therefore in your interest to provide as much additional information with your application as you can, eg a photocopy of the certificate, certificate of unit credit or a results list. .  Applications cannot be processed unless full details are provided in each of the boxes marked with٭٭; in particular the month and the year of the examinations/assessment must be specified, eg May 1987. 

Unfortunately, there are some periods for which records are not available and in such instances the fee will be returned.  Further, in exceptional circumstances it may not be possible to issue a replacement certificate, and where this is the case a letter of confirmation will be provided. 

Please allow a minimum of three weeks for the processing of the application.  Please send completed application forms to: Archive Services, City & Guilds, 1 Giltspur Street, London EC1A 9DD, or fax the application form to +44 (0) 207 294 3416 or email to ASapplications@cityandguilds.com.  Please send any queries regarding the status of your request to archiveservices@cityandguilds.com.
You may contact Customer Relations for any queries relating to your application.

Customer Relations telephone (UK): 08445430033
Customer Relations telephone (International): +44 (0) 2072942885

Yours faithfully 

Archive Services 

	Archive Services

Tel: 08445430033
Fax: +44 (0) 207 294 3416
www.cityandguilds.com/replacement



Application for certificate record search 

Use one form per award. This form may be photocopied
PLEASE COMPLETE IN CAPITAL LETTERS
Candidate name as it appears on the certificate at the time of issue
	First Name٭٭
	
	

	Last Name٭٭
	
	

	Gender
	
	Male (
	Female (
	

	Date of birth٭٭
	
	


Contact details

	Address 
	
	

	
	
	

	
	
	

	Post code
	
	

	Daytime telephone
	
	

	Mobile telephone
	
	

	e-mail
	
	


Details of qualification

	Qualification title٭٭
	
	

	Year and month of examination٭٭
	
	

	Name and address of college or centre٭٭

	
	


Additional information (if known)

	Candidate enrolment number
	
	

	Centre number
	
	


	If the record search is successful, please indicate whether you require a replacement certificate or a letter of confirmation (please tick):
	Certificate (
	Letter (


Return completed application form along with payment to:

Archive Services, City & Guilds, 1 Giltspur Street, London EC1A 9DD.
Application for certificate record search 

Payment details for credit or debit card
Cardholder’s details
	First Name
	
	

	Last Name
	
	

	Telephone number
	
	


	Card type (please tick) 
	MasterCard (
	Visa (
	Delta (
	Switch/Maestro (


	Card number
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Valid from
	
	
	
	
	


	Expiry date
	
	
	
	
	


	Issue number (if applicable)
	
	


	Amount authorised
	£
	


	Cardholder’s signature
	


	For City & Guilds use only








