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1.0 A student, or academic entity head on behalf of a student or group of students, who 

require(s) official University documentation verifying that diploma / degree programme 
requirements have been completed may request that a Provisional Certificate be issued. 

 
2.0 The request must be made in writing to the University Registrar. 
 
3.0 The letter/e-mail must specify the reason(s) the Provisional Certificate is needed in advance 

of the applicable convocation / graduation ceremony. 
 
4.0 A student’s request must include relevant documentation confirming that the request is 

justified and must be provided to the University Registrar. 
 

4.1 Documentation can include, but is not limited to, a letter of appointment or a job-offer 
letter that states that an original University documentation is required by the student, 
by a specified date. 

 
4.2 The documentation must be specific to the student in question and not a general notice 

or information letter. 
 
5.0 The University Registrar will review the student’s request and supporting documentation. 
 
6.0 Prior to approval the University Registrar will confirm with the student’s academic entity 

head that programme requirements have been completed. 
 
7.0 Upon approval, the University Registrar will prepare the Provisional Certificate. 
 

 


