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 			DOCUMENT REQUEST FORM
ABOUT THIS FORM
This form is to be used when making an application to request for specific document. Please note that your request may be rejected if you have overdue fees.
A document reissuance fee may apply to all replacement requests. For further information contact KIHE student support. 
	Full name:
	

	Student number
	

	Course Code & Title:
	

	Date
	

	What are you requesting for? (Tick as many as applicable)

	Completion Letter
Statement of Results (Interim)
Statement of Results (Final)
Testamur 
	Letter of Confirmation
Attendance Letter
Student ID Card Reprint
Change of address


	Reissue document
	Yes ☐
	No ☐

	Comments (if any)

	   

	

	

	Office use only

	Fees overdue
	Yes ☐
	No ☐

	Library due
	Yes ☐
	No ☐

	Approved
	Yes ☐
	No ☐

	Date:
	
	Staff Signature:
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