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Request Form 

For reissuance of a Qualification Certificate, Statement of Attainment &/or competency transcript(s) 
This form outlines the conditions & procedure for obtaining a re-issued certificate, statement of attainment &/or transcript(s) of units of competency. A request may take up to 12 working days to be processed and payment for the requested documents must be made before receiving any re-issued documentation. Please complete all the requested information on this form.

Only the documents outlined on this form will be reissued. Identification requirements and issuance of documents in hardcopy must be adhered to ensure the security of your achievment records. As an RTO, we retain records of attainment of units of competency (transcript of competencies / statement of attainment) and qualifications for 30 years. We do not provide reissuance of these documents after this time.
Please note: ACA does not reissue individual assessment feedback forms (summative or formative) or curriculum related documents. Students are issued these while training at ACA. 
* complete all mandatory fields & boxes
Personal Details*
	Surname:
	     
	First Name:
	     

	Address:
	     

	
	     
	State:
	     
	Postcode:
	     

	D.O.B:
	     
	Ph (daytime):
	     

	Email:
	     

	Student no. (if known ):
	     

	Date:
	     
	


Identification required (licence, passport or birth certificate): Please tick
 FORMCHECKBOX 

I will present identification when I collect my documents.
 FORMCHECKBOX 

I will present my identification on submitting my form
 FORMCHECKBOX 

I will email a colour photocopy of my identification with completed application form

	Title of qualification issued:
	     

	Year qualification was completed:
	     

	Year qualification was issued:
	     

	Reason of request for re-issue:
	     

	     

	     

	     


Details of qualification originally issued*
Documents requested*
 Please tick the options you are requesting & total the associated costs.

	Transcript of results:
	 FORMCHECKBOX 
YES /   FORMCHECKBOX 
NO
	Minimum 2 copies issued at a time for a cost of $15.00. Additional copies requested at the same time cost $1.00 per extra copy.

	No. copies requested:
	     
	

	
	
	

	
	
	Sub total: $
	   .
	   

	Certificate with transcripts:
	 FORMCHECKBOX 
CertII /  FORMCHECKBOX 
CertIV /    FORMCHECKBOX 
AdvDip
	a $65 payment applies for the reissuing of a certificate

	
	Sub total: $
	   .
   


	Statement of Attainment:
	 FORMCHECKBOX 
YES /  FORMCHECKBOX 
NO
	a $55 payment applies for the reissuing of a statement of attainment.

	
	
	

	
	Sub total: $
	   .
   


	Current curriculum module outline only:
	 FORMCHECKBOX 
YES /  FORMCHECKBOX 
NO
	a $35 payment applies for the reissuing of a statement of attainment.

	
	Sub total: $
	   .
   


	TOTAL: $
	   .
   



Payment Details*

 FORMCHECKBOX 

I have enclosed a cheque or money order made payable to Actors Centre Australia
 FORMCHECKBOX 

I have paid in person at ACA
 FORMCHECKBOX 

Please accept my payment by credit card*, with details below
Please note: ACA accepts cash, cheque, EFTPOS & credit card. All EFTPOS and credit card payments incur a non refundable 2% transaction fee.
ACA accepts the following cards only: please tick
 FORMCHECKBOX 

Mastercard


 FORMCHECKBOX 

Visa Card

	Card Number:
	 
	 
	 
	 
	/
	 
	 
	 
	 
	 
	/
	 
	 
	 
	 
	/
	 
	 
	 
	 
	Expiry: 
	 
	 
	/
	 
	 

	Name on Card:
	     

	Signature of CardHolder:
	     
	Date:
	
	     


Collection

You will be contacted when your documenation is ready for collection. Please note all documents must be 

re-issued in hardcopy. If you are unable to collect your documents and do not want them posted, please complete the details of a nominee who can collect/receive this documentation on your behalf.


	Nominee Surname:
	     
	Nominee First Name:
	     

	Nominee Address:
	     

	
	     

	Ph (daytime):
	     
	Email:
	     

	Relationship to nominee:
	     


A nominee will require photo identification if collecting in person in the form of a licence or passport.
Please sign below to complete your request. 

	I,
	     
	,     
	confirm that all the details above are true and 

	correct. I understand I must only be in possession of one original certificate of my qualification at a time and should I find another original certificate, I agree to have it destroyed immediately.


	Signed:
	
	Date:
	

	
	
	
	

	
	Must be signed & dated in hardcopy

	
	

	Staff signature required to confirm documents have been collected & I.D. cited.

	Signature & initials:
	
	Initials:
	
	Date:
	





















Please tick:











Actors Centre Australia


241 Devonshire St, Surry Hills NSW 2010


Ph: +61 2 9310 4077


� HYPERLINK "mailto:info@acasydney.com.au" �info@acasydney.com.au�


www.acasydney.com.au





Office use only:


Request received: ___/___/______		Payment processed: ___/___/______		Reply/receipt sent: ___/___/______	


Receipt no: _______________		To be reissued by: ___/___/______		Certificate register updated: ___/___/______


Backstage: ___/___/______			Request form on file: ___/___/______		Documents reissued: ___/___/______
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