Postgraduate Research Service
LETTER REQUEST FORM - NOT FOR CAS REQUESTS (03/16)
Name:





Student No:


 School:
Email address:
Please give details of the type of letter required. Choose from the options below:
Confirmation that you are a student at UEA:
(
a) We do NOT provide ‘To Whom It May Concern’ letters. Please give details of who the letter is for: the addressee’s name - either an individual or an organisation name - with address if possible:

​​​​​​​​​​​​​​​​​​​​​

b) Please briefly outline the purpose for which the letter is required and indicate any specific information that you would like to be included, e.g. current stipend:

If your confirmation of student letter is for a visa, please can you advise the following:
a) Purpose of visa – for example conference, holiday, etc. ___________________________________

b) Dates of travel and destination for holiday; or dates and name/location of conference___________________________________________________________________________

Bank letter (to open an account):
(

Bank Name: 







Is it a branch on campus?
(

Do you have a UK address?  Y / N


If not on campus, which branch is it?
Council Tax:
Full time registration period (writing up) students only
( 
Students in their registration-only (writing-up) year are NOT eligible for a Council Tax Exemption Certificate (these are only available to full-time students in their Period of Study). However, on request, the PGR Office will produce a letter for you to give to your local authority council tax department so that you can be considered for an exemption; this exemption is NOT automatic and is at the discretion of the local authority.
 Please give the name of your local authority: __________________________________________
Other letter (please specify) - for CAS requests please use specific form: 

(
Please give details of the letter you require, its purpose and recipient:
Signed: 
Date:
Please allow 3 working days for completion - we will email you when it is ready. 
OFFICE USE ONLY


Date received:		……………………………………………





Date completed:	……………………………………………


(Or forwarded to SCI supervisor)


Initials :		……………………………………………


email to student	








