Replacement certificate request form
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Please note that we can only issue replacement certificates for REC qualifications awarded on or after 1st September 2013. For certificates awarded prior to September 2013, we will only issue a Confirmation of Qualification letter.
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Qualification name (including level): 





 

Estimated date qualification awarded:

Employer’s name at the time: 


Your previous name (if applicable): 

Confirmation of name to be used on certificate or letter: 
For more than one certificate or confirmation letter, please use additional forms.
The fee for a replacement certificate is £15.00 + VAT per copy. Letters of confirmation of qualification are free of charge. This form should be sent with your cheque or credit/debit card details, as overleaf.
To be completed in BLOCK CAPITALS please:


Forename(s): 





        Surname: 

Date of birth: 


                Candidate/Learner Number (if known): 

Address where to post the replacement certificate or confirmation of qualification:

Telephone number: 


Current email address: 
For data protection and security reasons, we must verify the identity of individuals making requests. To confirm your identity, you must include a scan/photocopy of one of the following: Valid passport, valid Driving licence, birth certificate. This scan/photocopy will not be kept on file and will be securely destroyed.

Supportive ID evidence attached:
Please note, in the case of a change of name, we also require proof such as a copy of marriage certificate, deed poll, etc. 

If you send us your original certificate, the new copy will not be marked as ‘duplicate’. The original certificate must be sent at the same time as this form.
Payment details

The fee for a replacement certificate is £15.00 + VAT per copy. This form should be sent with your cheque or credit/debit card details. For more than one certificate or confirmation letter, please use additional forms.
I wish to pay:

( 
£15 + VAT = £18

By:
(
Credit/Debit Card:


Cardholder’s name:
Card number: ((((  ((((  ((((  ((((
Last 3 digits (on reverse of card): (((
Expiry date: ((/((((
Issue number (if applicable): ((
(      Cheque: payable to ‘REC’ 

A receipted invoice will be issued once payment has been processed.
Please allow two weeks (10 working days) for your certificate/letter to be sent to you.

PLEASE NOTE: Replacement certificates will be marked ‘duplicate’ due to regulatory requirements. (Except in cases where you return the original certificate to us.)
We DO NOT issue copies of certificates for Qualifications awarded pre-September 2013 (which were not regulated by Ofqual), and will only issue a Confirmation of Qualification letter in this instance.

Forms and payment to be sent to:

RECAO
Recruitment & Employment Confederation

1st Floor, Dorset House
27-45 Stamford Street

LONDON SE1 9NT




Email: awarding@rec.uk.com 
Disclaimer: Your personal data as requested in this form is collected for the legitimate purpose of processing your request and will not be further processed in a manner that is incompatible with this purpose.
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