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The Polytechnic
Transcript/Reference Letter/Certification Application Form  
A.
To be completed by Applicant

1.
Name………………………………………………………  2. Registration No…………………………
3.
Program of study ……………………………………. 4. Year Admitted………………………………….
5.
Year completed studies ……………………………….. 6. Award ………………………………………..
7.
Application for Transcript/Reference/Certification  (Tick)    8.  Level ……            9.  Quantity ………
10.
Date ……………………… 11. Signature ……………………… Phone No: ……………………………
B.
To be completed by Records Office

I …………………………… Certify that the applicant was a student from …….... to ………… and graduated with a ………………   in ………………………………..……………………………………….............................   
Signature ……………………………………………….. Date …………………………………………………….
C.
To be completed by Accounts Office

I ………………………………….. comfirm that ……………….. has/has no outstanding debt of ……. With the College in respect of …………………….………………………………………………………………….. 
Signature ……………………………………………………… Date ……………………………………...............
D.
To be completed by Cashier

I ……………………………………confirm that ………………………Has paid the sum of  K……………… in respect of ……………………. Receipt no……………………….Signature…………………... Date ……………
E.
To be completed by Registrar

I……………………………………… Approve/not approve the production of a transcript/reference ………………………………. The following reasons ……………………………………………………… Signature …………………………………….. Date…………………………………………………………
F
To be completed by SEO (AC)

Date received

……………………………..
Date Processed

………………………………
Date Dispatched 
………………………………
Date Collected

…………………………Collected by………………………….. Signature……………
Please note that cost of each transcript is K5, 000.0, reference letter is K 1 000, certification is K3 000.
