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Application for the Issue of a Replacement Transcript
To apply for the issue of a replacement transcript, complete all relevant sections below and return this form to the Aston Business School Undergraduate Office, Aston University, Aston Triangle, Birmingham, B4 7ET (England). 

No charge will be made for information held electronically. As a general guideline this will apply to all students who graduated after 2004. Copies of earlier paper based records will incur a charge of £25. Please enclose a cheque with your form, made payable to ‘Aston University’ or complete the credit card transaction details. 
If you require your transcript to be couriered to you we will charge £25 per delivery. If you require your transcript to be supplied electronically to another university please ensure you give full details. We cannot supply private individuals with electronic copies of transcripts.

All applicants. Please complete in block capitals 

Name of graduate / student (in full and in the form it appeared on the original transcript)

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - Date of Birth   - - - - - - - - - - - - - - - - - - 
Degree Programme Studied   - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

Years of Study From: - - - - - - - - - -to - - - - - - - - - - Student Number (SUN) - - - - - - - - - - - -

Transcripts required: (please circle)  Year 1   2    3P    F  all

Address during final year of study- - - - - - - - - - - - - -- - - - - - - - - - - - - -

- - - - - - - - - - - - - -- - - - - - - - - - - - - -- - - - - - - - - - - - - -- - - - - - - - - - - - - -

- - - - - - - - - - - - - -- - - - - - - - - - - - - -- - - - - - - - - - - - - -- - - - - - - - - - - - - -

Current Students

You will not be charged for this service. A replacement transcript can be supplied at the undergraduate office on production of this completed form and a valid current student identity card. No other proof of identification is necessary. 
Alumni
Replacement transcripts if issued, will be in the current format which may not be the exact format of the original. This will not affect the validity of the transcript.

Please allow a 14 day turnaround in the case of UK applications and for overseas applicants 21 days. We will always endeavour to supply your documents to you as quickly as possible. 
Proof of Identity (alumni only)
Please supply two different documents from list A or one document from list B (see overleaf). The documents in list A must show your name and current address. If you have changed your name since graduating from Aston you must supply your proof of identification from both list A and list B.
Copies are acceptable provided they are clear and contain all the information on the original document. Please ensure copies taken from passports show all previous names if applicable. 
	List A

Payslip

Bank statement

Utility bill (gas, water, electricity etc)

P60

Council Tax Bill

Tax Credit Award Notification
	List B 

Passport

Birth Certificate

Marriage Certificate




Please contact us if you are also requesting a replacement degree certificate from Registry.
__________________________________________________________________
SUMMARY

Have you

· Completed all your details, in particular your full name.
· Where appropriate, enclosed payment for £25.00 made payable to Aston University. (If you have chosen to pay by cheque and for any reason we are unable to issue a transcript, the cheque will be returned to you). 
· Where appropriate, enclosed supporting documents 

· Provided an address for us to contact you should there be any queries and for us to send any replacement certificate to.  

Remember to take care in posting any valuable documents; registered post is recommended as the University cannot accept responsibility for documents sent by post.

CONTACT DETAILS – All applicants to complete
Name of Applicant   - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Current address of Applicant   - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

E-mail address   - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Tel No  - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
Email or portal for electronic copies: - - - - - - - - - - - - - - - - - - - - - - - - - 
OFFICE USE ONLY

Date Received   - - - - - - - - - - - - - - - - - - - Date Checked   - - - - - - - - - - - - - - - Checked By - - - - - - - - - - - - - - - -  
 Authorised by   - - - - - - - - - - - - - ---------- Date   - - - - - - - - - - - - - - -  Fee chargeable £                     if  none: date cheque returned-- - - - - - - - - -- - - - 
How to Pay

Online Payments

Online payments can be made via the http://store.aston.ac.uk/
Account group: Student Services

Account type: ABS Undergraduate Transcripts
Bank Transfer

Ensure that you quote reference:  A03, 1804, 13008 (transcript)
(Please send an email confirmation once payment has been made to the cashier’s:

cashiers@aston.ac.uk)
A/c Name: Aston University

Bank Name: Lloyds TSB

Address: PO Box 72, Bailey Drive, Gillingham

Business Park,

Kent, ME8 0LS

Sort Code: 30-00-02

A/c No: 04120308

IBANS: GB87LOYD30000204120308

Swift: LOYDGB2LCTY
Cash payments can only be made in person at Cashiers in the Finance Centre.
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