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Access to HE - Centre Request for Award of Credit Amendments
Please Tick to confirm the Request you are making:

 FORMCHECKBOX 

Change to uploaded RACs post FAB and prior to online verification 

 FORMCHECKBOX 

Changes to uploaded RACs post FAB and post online Verification (prior to Certification)

 FORMCHECKBOX 

Amendments after certification
	Centre details:

	Centre Name:


	Requested by (name): 

Position:

(must be a Senior Manager/named Quality Contact – requests from Tutors/Assessors/IVs will not be considered)

	Reason for Amendment (please summarise): 

(If already issued, the original certificate(s) must be returned to Open Awards before replacements can be despatched).

	What internal investigations have taken place to establish why the situation occurred (please summarise – attach supporting evidence as required): 



	What measures have been put in place to ensure a similar instance is not able to occur in the future (please summarise – attach supporting evidence as required): 



	 FORMCHECKBOX 

I have supplied all relevant paper work to support the request (eg scanned completed assessor/IV documents, learner evidence etc) 

	 FORMCHECKBOX 

I am aware a charge will be made for each reissued Certificate.  An invoice will be sent to your Finance Department (please see our price list/website for charges).  

	Individual Learner: 

(If you are requesting amendments for more than one Learner a form must be completed for each Learner).

	Learner Number:


	First Name(s):

	Date of Birth:


	Surname:



	Course title:


	Run ID:


Please email completed form to: ahed@openawards.org.uk 
If returning original certificates please send a copy of this form with the certificate(s) to: 

Open Awards, 17 De Havilland Drive, Estuary Commerce Park, Speke, LIVERPOOL, L24 8RN.  Open Awards recommend that certificates are returned using a secure method of posting (eg Recorded Delivery).
	Open Awards Office use only:

	Authorised by (name):




Date:

Original certificate(s) received:
 FORMCHECKBOX 
  Date:

Replacement posted:  FORMCHECKBOX 
  Date:

Supporting paperwork received:
 FORMCHECKBOX 
  Date:

Number of certificates re-issued:
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Phone: 0151 494 2072


