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PAYMENT FORM 

PLEASE COMPLETE THIS FORM IN BLOCK CAPITALS  AND CLEAR HANDWRITING 
For Transcripts, Certifying Letters, Replacement Campus Cards or Replacement Parchments.  
Please return to: Student Services Enquiry Team, Fraser Building, University of Glasgow, Glasgow G12 8QQ 
Note:  This form should NOT be sent by email. 

Student number:  Date of Birth DD/MM/YY  

Family Name:  First Name:  

Name during study:  Contact Number:  

Email:  

Please write what your payment is for (e.g. transcript) and complete the 
relevant section below depending on your chosen method of payment:  

 
Payment by Cheque or Bankers Draft 

I attached a cheque / bankers draft for:  £ 
Please make all cheques/drafts payable to University of Glasgow. Please write the students full name and 
University of Glasgow student number on the back of the cheque/bankers draft. 

 
Payment by Credit / Debit Card 

Type of card: MasterCard  Visa   Amount to be paid: £ 
Card number:                 

Cardholder name:  

Card expiry date: 
MM/YY     Security code: 

last 3 digits on signature strip on back of card    

Billing address 
country:  Billing address 

county / state:  

Upon receipt of this instruction, the University will take the amount to be paid as specified above as a single 
payment from the card account given in Payment section. 

 
Authorisation 

I authorise the University of Glasgow to charge the amount in the Payment Details section to my card account 

Cardholder Signature:  
Sign by hand:  Date:  

 
I consent to the University processing my personal data for the purposes detailed overleaf 
Please note, if you do not tick this box we will be unable to process your application 
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PRIVACY NOTICE 

Your Personal Data:  
The University of Glasgow will be what’s known as the ‘Data Controller’ of your personal data processed in relation to your enquiry. 
This privacy notice will explain how The University of Glasgow will process your personal data.  
Why we need it: We are collecting your basic personal data such as name, contact details, and any additional information disclosed on 
the form in order to process your request. We only collect data that we need in order to provide your document as requested.  
Legal basis for processing your data: We must have a legal basis for processing all personal data. In this instance, the legal basis is 
Consent.  
What we do with it and who we share it with: All the personal data you submit is processed by staff at the University of Glasgow in the 
United Kingdom.  
How long do we keep it for: Your application will be retained by the University for 3 months, after this time, it will be securely 
destroyed. 
What are your rights?*: You can request access to the information we process about you at any time. If at any point you believe that 
the information we process relating to you is incorrect, you can request to see this information and may in some instances request to 
have it restricted, corrected or erased. You may also have the right to object to the processing of data and the right to data portability. 
Where we have relied upon your consent to process your data, you also have the right to withdraw your consent at any time. If you wish 
to exercise any of these rights, please contact dp@gla.ac.uk. *Please note that the ability to exercise these rights will vary and depend 
on the legal basis on which the processing is being carried out.  
Complaints: If you wish to raise a complaint on how we have handled your personal data, you can contact the University Data 
Protection Officer who will investigate the matter. Our Data Protection Officer can be contacted at dataprotectionofficer@glasgow.ac.uk  
If you are not satisfied with our response or believe we are not processing your personal data in accordance with the law, you can 
complain to the Information Commissioner’s Office (ICO) https://ico.org.uk/  

How to send this form 

Post: You can post this form to our address (overleaf). 
Hand in: to us at the Student Services Enquiry Desk on Level 2 of the Fraser Building. Note: If no staff are available you can drop this 
form into the document post box on the right hand side of the Student Services Enquiry Desk 

How to Pay:  
Please note: We cannot accept payment forms by email because they contain sensitive financial information 
By Phone: Please call us to make payment by phone on +44 (0)141 330 7000. Call between 9.00am – 4.00pm UK time 
We accept the following credit and debit cards for phone payments:  

• Visa Debit 
• Visa Credit 
• MasterCard 

The University does not accept American Express or Diners Club.  
If you are not the card holder you must ask the permission of the card holder and the card holder must be present when making the 
payment. 
Cash: Pay in person at the Student Services Enquiry Desk on Level 2 of the Fraser Building 
Cheques: Post cheques, or hand them in at the desk, with a completed payment form to our address (overleaf).  
Cheques should be made to "University of Glasgow” and must be in £ Sterling 
Payment Form: Complete this payment form with your bank details and post it to our address (overleaf) 
Please do not email this payment form.  
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