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APPLYING FOR A LETTER OF CONFIRMATION FOR HCIMA QUALIFICATIONS

SEARCHING THE ARCHIVE

The loss or destruction of a qualification certificate is considered a serious matter. An award holder must complete the application form in full and provide detailed information surrounding the circumstances of their loss. Replacement certificates are no longer available for qualifications awarded by the HCIMA; however, a Letter of Confirmation may be issued where loss or damage is affirmed and at the discretion of the Awarding Body. An application form must be submitted with the following information:
PROOF OF IDENTITY

ONE type of Proof of Identity: 

· Photocopy of birth certificate
· Photocopy of relevant pages of passport
together with ONE Proof of Residence:

· Photocopy of full driving licence with current home address
· Photocopy of recent utilities bill at current home address (e.g. gas/water)
· Letter of support from current employer (on headed paper) 
FEES

Fees are charged as follows and are non-refundable, even when a search is unsuccessful. Payment must be received in full prior to commencing a search and processing time is normally 2-4 weeks, depending on the availability of the record.

The fee for a producing a Letter of Confirmation includes searching our archive and postage (UK 2nd class mail and international airmail). A copy of the Programme Syllabus is available in both electronic and hard copy and relevant fees apply.
	FEES
	Letter of Confirmation
	Programme Syllabus

	
	
	Hard copy
	PDF

	Institute of Hospitality Members
	£25.00
	£10.00
	FREE

	Non members

	£40.00
	£10.00
	£10.00




For further information please contact:

Qualifications Co-ordinator
Tel: +44 (0)20 8661 4929
Fax: +44 (0)20 8661 4901
Email: awardingbody@instituteofhospitality.org
APPLICATION FORM 

FOR CONFIRMATION OF HCIMA QUALIFICATIONS
Please select the qualification title(s) for which you are seeking confirmation 

from the list below:












 FORMCHECKBOX 

HCIMA Intermediate Membership Examination

 FORMCHECKBOX 

HCIMA Final Membership Examination

 FORMCHECKBOX 

HCIMA Part A

 FORMCHECKBOX 

HCIMA Part B

 FORMCHECKBOX 

HCIMA Professional Certificate




 FORMCHECKBOX 

HCIMA Professional Diploma

 FORMCHECKBOX 

HCIMA Corpus Diploma




 FORMCHECKBOX 

HCIMA Advanced Certificate in Hospitality Studies


	AWARDING BODY ARCHIVE SERVICE
	Institute of Hospitality

Members


	Non members
	Total

	Letter of Confirmation 
	£25.00
	£40.00
	

	Programme Syllabus


	Print Copy
	PDF
	Print Copy
	PDF
	

	
	£10.00
	FREE
	£10.00
	£10.00
	

	Additional Postage Fees (for UK residents only)



	Recorded Delivery (2nd Class)

	£2.50
	

	Special Delivery /Next Day 
	£5.00
	

	TOTAL FEES (Non-refundable)                                                                    


	£


	AWARD HOLDER DETAILS

	Current Name:
	

	Previous Name:
	

	Membership/ Candidate No:
	
	Date of Birth:
	

	Address:


	

	Contact Tel:
	
	Email:
	

	College of Study:
	
	Year of Completion:
	

	PROOF OF IDENTITY

Applications must be submitted with the following information:
	Select

(

	ONE type of 

Proof of Identity: 
	Photocopy of birth certificate
	

	
	Photocopy of relevant pages of passport
	

	AND

	ONE type of

Proof of Residence:
	Photocopy of full driving licence showing current home address
	

	
	Photocopy of recent utilities bill showing current home address (e.g. gas/water)
	

	
	Letter of support from current employer 

(on headed paper) 
	

	DECLARATION 

Please submit a statement providing full details regarding the nature of your request or the circumstances surrounding the loss or destruction of the certificate.



	

	I certify that the above statement is true.

	Name:
	

	Signed:
	
	Date:
	


	PAYMENT DETAILS

	Total amount to be charged: 

(Corresponds with TOTAL FEES (Non-refundable) on page 2 of the form)
	£




	METHOD OF PAYMENT


	 FORMCHECKBOX 

Cheque/Postal Order: Please make cheques payable to Institute of Hospitality 


	   FORMCHECKBOX 

Debit/Credit Card / Visa / Access / MasterCard / Delta / Amex / Switch only


	Credit/Debit Card Number: 
NAME ON CARD

Start date

Expiry Date

Issue No (Switch Only)

Amex only - 4 digit number above account number:   

Cardholder Signature: 


Date:

Please ensure correct payment is enclosed at the time of making the order. Orders received without payment cannot be processed. 


Please note that mail will be sent by Royal Mail 2nd class post where special mail services are not selected. In the event of non delivery, a charge of £10.00 will be made to re-send documents by Royal Mail 2nd Class Recorded/Signed for mail (UK only).

Please return completed forms by post with payment, proof of identity and delivery details to: 
Qualifications Co-ordinator
Institute of Hospitality Awarding Body
Trinity Court, 34 West Street 
Sutton, Surrey 
SM1 1SH
Tel: +44 (0)20 8661 4929
Fax: +44 (0)20 8661 4901
Email: awardingbody@instituteofhospitality.org    
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