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STUDENT LETTER REQUEST FORM
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Please return this form to: Registry, 3rd Floor, The Link, University College Birmingham, 65-77 Summer Row, Birmingham 
B3 1LB or email to:  registry@ucb.ac.uk 
To help us to process your request as quickly as we can please make sure that all boxes have been completed. 
Thank you!
The details given on this form will be kept in accordance with Data Protection Legislation.  The information given will be used for the sole purpose of processing third party letter request applications.  The data will be stored on a secure database and the form will be kept secure and destroyed after a period of 3 months. No personal information will be shared with any third party without your permission.  UCB’s privacy notices and Data Protection policy can be found at http://www.ucb.ac.uk/about-us/data-protection-resources.aspx 
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Student details:





Full Name: ……………………………………………………..………………………….….   Student ID (or date of birth): …………………..…………………………….





Address: ....……………………………………………………………………………………………………………………………………………………………………………………….


…………………………………………………..Postcode: ...….…………………..………………e-mail address: ………………………………………………………………..








2.  Course details:   





Programme Title: ...…………………………………………………………….…………………………………………………………………………………………………………..


     


Start Date: (mm/yy)………………………………….…………………….…….              End Date: (mm/yy)………………………..……………………………………….  





3.  Letter required for:


Job Application


University application


Schengen/Travel Visa (please state what country or countries you are visiting)  


Other reason*    (please give details)


For Chinese students returning home:


Chinese Embassy 


Ministry of Education


Tick the item(s) you require





4.  If you need to give any other details to help us deal with your request, please use this space:


…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….………..


………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..……


………………………………………………………………………………………………………..……………








5.  Authorisation:


Signature: ……...………………………………………………….………………… �                 Date: ……………………………….………………………………..


I confirm that I am the student named above.   





Select one of the boxes below:


�   Send to the address given above                                �  email the letter to me                                    �     I will collect 										    


�     My letter will be collected by: ………………………………………………..…………………………………………………………………………………………………….…..       








PLEASE NOTE THAT YOU ARE NOT PERMITTED TO MAKE A REQUEST ON BEHALF OF ANOTHER STUDENT


PROOF OF I.D. MAY BE REQUESTED WHEN SUBMITTING THE REQUEST AND WHEN COLLECTING.











