
Student Request Form
Please fill out this form and tick a box for a document you request

Student name

Student ID

Course Name

Group number

Email

Phone / Mobile

Type of request

Attendance letter
Course Completion letter
Full certificate and transcript of the course
Statement of attainment of the course
Course progress letter
Confirmation of Enrolment letter
Fee details
Holiday (term break) letter
Term results
Transfer to another group number
Others (Please specify)______________________________________________

Reasons for request

Student 
signature

Date

Office Use Only

Action taken

Student Support 
Officer

Signature Date

Note

Version: 003

Responsibility: SSO Campus: All

Last reviewed: 02 February 2024    RTO No: 45365

Next review: 01 February 2025     CRICOS No: 03691K
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