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Academic Records Request Form
Section I: For Applicants
This form is provided to facilitate the release of your academic records by your academic institution.
You are responsible for contacting your academic institution directly.
(i) Complete the Section I of this form.
(ii) Submit this form to the registrar/Head of examinations or other authorized official where you obtained your credential(s).
(iii) Print additional copies of this form as necessary.

	IESL reference number 
	


	Full name of the applicant 
	




	Date of birth (DD/MM/YEAR)
	


	Student ID at sending institute (if applicable)
	


	Email 
	


	Name & the address of the awarding body 
	



	Name & address of the University/College of study (if different to the awarding body)
	





	Name of the academic qualification 
	



	Specialization/ Major 
	


	Date of Registration (DD/MM/YEAR)
	


	Date of Graduation (DD/MM/YEAR)
	


	Full time or Part time
	


	Title of the final year project
	





I hereby authorize the release of my academic records to the Institution of Engineers, Sri Lanka

Applicant’s signature: _____________________________________________________ 
Date: _____________________
Section II: For Authorized Officials
The person named above requests that his or her academic records be released to the Institution of Engineers, Sri Lanka. 
(i) Please complete this form.
(ii) Place this form and academic record(s) in an envelope.
(iii) Sign and seal the envelope across the back flap.

	Name of the authorized official
	



	Designation  
	



	Contact details
	Email:



	
	Telephone:


	Please mention any corrections to the information provided in section I above (if applicable)
	






















Authorized signature and seal: _________________________________________________ 
Date: ________________________

[bookmark: _GoBack]      Yes, the applicant’s academic records are attached to this form. 	

Please send this form and academic records directly to the Institution of Engineers, Sri Lanka:
By Postal Mail / By Express Courier:

IESL Reference No.____________________
The Education Division 
The Institution of Engineers, Sri Lanka
120/15, Wijerama Mawatha
Colombo 7
Sri Lanka 

Important Instruction

Please read below instructions as a guide to ensure that the documents meet requirements of the Institution of Engineers, Sri Lanka.

Please note that documents not received as specified will delay your evaluation.


For Applicants: 
The Academic Records Request Form is provided to facilitate the release of your academic records by your university/academic institute. You are responsible for contacting your university/academic institute directly. 
· Applicant is required to complete the Section I of the Academic Records Request Form. 
· You MUST include your IESL academic qualification evaluation reference number.
· Submit this form to the Registrar/Head of examinations/Dean of the faculty or the authorized official where you obtained your credential(s).
· Print additional copies of this form for each qualification.
· Make sure that your transcripts are complete. Transcripts must show: all subjects taken, grades received for each subject, and for each year you were in the program.
· Make sure that academic records include the correct spelling of your name. 
· Make sure that all documents you sent are clear and legible.
· Make sure that your reference number is indicated on all envelopes. Make sure that your transcripts are placed in an envelope that is signed and sealed across the back flap by the institution preparing the documents. 
· Do NOT Send personal photocopies of transcripts /Original documents, unless specifically requested by IESL.
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