	SCHOOL OF LITERATURES, LANGUAGES AND CULTURES

 LETTER REQUEST FORM


	Matriculation No:
	

	Name:
	

	Degree Programme:
	

	Please provide a description below of the purpose for which the letter is required as well as any specific pieces of information that are required within the letter.  Please state if the letter should be stamped for verification with the official LLC stamp.
** Council Tax Exemption certificates cannot be produced via this office and can be ordered from Student Administration (https://www.ed.ac.uk/student-administration/order-documents/council-tax) **


	If applicable, please provide details below of whom the letter should be addressed to, or leave blank and the letter will be addressed ‘To Whom It May Concern’.


	Letter collection                      

please tick as appropriate  

                  
	
I will collect from                                            Please e-mail it to me

Student Support Office 

	Student Signature

	


Completed forms should be handed in to the Student Support Office, Rm 1.10, 50 George Square. 

Guidance Notes
Letter Requests

The information requested on the overleaf form must be provided in order for a formal letter to be completed. For data protection purposes, letters can only be produced at the request of the student and the requestor must provide a formal recordable trace of their request either by completing the overleaf form or by providing an email.     

Production Times

The production of letters will be undertaken in the quickest time possible and we will normally seek to produce standard letters within 2 working days.  However, students should be aware that times of high peak demand will lengthen production times.  

Official Transcripts

Official transcripts are produced by Student Administration. For more information, see https://www.ed.ac.uk/student-administration/order-documents/transcripts
Validation Service

The LLC Student Support Office will also provide University stamp validation for various formal documents that might be necessary, such as those originating from local authorities and LEAs.   Please attach the relevant document to this form.
