INSTRUCTIONS FOR ISSUANCE OF DUPLICATE DEGREE CERTIFICATE  
Degree certificate is issued only once to a student. No copy of the degree certificate is kept and no photocopy is issued. The Institute may prepare another copy of the degree certificate and issue to the student as duplicate copy under the following conditions: 
· A student losing the degree certificate
· Accidental mutilation 

· Lost in transit

For the purpose of duplicate degree certificate, an application in the given format is to be submitted along with an affidavit in the prescribed format to the following address:-


The Registrar

Birla  Institute of Technology and Science

PILANI – 333031, RAJASTHAN, INDIA

After verifying the records and after seeing the valid and legal proof of the claim of the student or the returning of the mutilated degree certificate, the duplicate copy may be issued.
For any query, please contact on phone: +91-1596-515354, 242192.
CHARGES
The following charges are applicable for issuance of duplicate degree certificate: 

	
	ITEM
	Charges for 

India (Rs.)
	Request from Abroad (US$)
	International students (US$)

	I.
	Duplicate Degree Certificate
	
	

	
	(a)
	Single Degree
	2500
	250
	250

	
	(b)
	Dual Degree
	5000
	500
	500

	II
	MAILING CHARGES

	
	(a)
	By Registered Post

	
	
	(i)
	Within India
	200
	15
	15

	
	
	(ii)
	To foreign countries

(by Air)
	700
	25
	25

	
	(b)
	By Speed Post

	
	
	(i)
	Within India
	150
	35
	35

	
	
	(ii)
	To foreign countries

(by Air)
	1800
	35
	35


 MODE OF PAYMENT 

The charges are to be paid through Demand Draft in favour of BITS, Pilani/Cash. The Demand Draft should be drawn on any of the following banks and payable at Pilani.

1.   UCO Bank, Pilani (Code: 0150) 

2.   State Bank of India, Pilani (Code: 11309) 

3.   ICICI Bank, Pilani (Code: 1538) 

4.   State Bank of Bikaner & Jaipur, Pilani (Code:01398)

Cash payment can also be made in the Accounts and Finance Section, BITS Pilani - Pilani Campus. 
POSTAL ADDRESS AND CONTACT INFORMATION
Request alongwith correct payments should be sent to:
The Registrar
Birla  Institute of Technology and Science
PILANI – 333 031, RAJASTHAN, INDIA
	E-mail
	:
	registrar@pilani.bits-pilani.ac.in

	Phone
	:
	+91-1596-515354, 242192

	Fax
	:
	+91-1596-244183 


 REQUISITION FOR ISSUANCE OF DUPLICATE DEGREE CERTIFICATE(S)
The Registrar
Birla Institute of Technology and Science
Pilani (Rajasthan) – 333 031

Sir,

I hereby submit that I have lost/mutilated the following degree certificate(s) conferred on me by the Birla Institute of Technology and Science, Pilani. Hence, I request you to kindly issue me a duplicate copy of the same for which the required affidavit(s) is/are submitted herewith.

	Degree Programme
	Passed in
	Division
Obtained

	
	Semester/Term
	Year
	

	
	
	
	


I assure you that I have not made any false statement in the affidavit(s) and if any time it is proved to be wrong, the Institute will be at liberty to take such action as it deems fit. 

The requisite fee of Rs._______   / US$______   is also enclosed herewith by crossed Bank Draft No. ____________________________ dated ___________ in favour of the Birla Institute of Technology and Science, payable at Pilani. 
The mutilated degree is returned herewith.








  Yours faithfully,

Dated:_______________
                              ___________________________








           (Signature of the candidate) 

Name in full:__________________________ ID No.: ____________________________

Complete postal address with Pin Code:_______________________________________
_______________________________________________________________________________________________________________________________________________

Contact No.:________________________________

Email address:______________________________

Enclosures: 1. Affidavit
                    2. Bank Draft No. _________________dated ___________ for Rs./$______
                        drawn on ________________________________

FORM OF AFFIDAVIT IN CASE OF DEGREE CERTIFICATE IS LOST IN TRANSIT 

(To be notarized)
(on non-judicial stamp paper of Rs. 10)

I, ________________________ (Name of the student), son/daughter of Shri _________________________ resident of __________________________ do hereby solemnly declare on oath this day the _________________20____ as under:-
	1.
	That I passed the ____________________________ Examination(s) of the Birla Institute of Technology and Science, Pilani in the year _________ with ID No.______________ as a student of Birla Institute of Technology and Science, Pilani,  __________Campus.

	2.
	That I have not received my original degree certificate(s) of the aforesaid Examination(s) said to have been issued and dispatched to me by the Birla Institute of Technology and Science, Pilani (India) under Registered/Speed Post No. _________ dated _____________.

	3.
	That none of my relatives/friends has received the same.

	4.
	That if I receive the original degree certificate(s) of the aforesaid  Examination(s), I will return the same to Birla Institute of Technology and Science, Pilani (India) without any delay.

	5.
	That the Statement in paras 1 to 4 above are true to the best of my knowledge.


 















          ________________________________

           





        (Signature of the Candidate)





     Address: ________________________________





              ________________________________








                                                                 ________________________________

________________________________








________________________________

Dated: _______________

FORM OF AFFIDAVIT FOR DUPLICATE DEGREE CERTIFICATE IN CASE OF LOST OR DAMAGED (To be notarized)

(on non-judicial stamp paper of Rs. 10)

I, ________________________ (Name of the student), son/daughter of Shri _________________________ resident of __________________________ do hereby solemnly declare on oath this day the _________________20____ as under:-

	1.
	That I passed the ____________________________ Examination(s) of the Birla Institute of Technology and Science, Pilani in the year _________ with ID No.______________ as a student of Birla Institute of Technology and Science, Pilani,  __________Campus.

	2.
	That original degree certificate(s) of the aforesaid  Examination(s) issued and dispatched to me by the Birla Institute of Technology and Science, Pilani was/were accidentally lost/damaged. 

	3.
	That I am in real need of a duplicate copy of the said degree certificate(s). 

	4.
	That if I ever find the lost degree certificate(s) of the aforesaid Examination(s), I will return the same to Birla Institute of Technology and Science, Pilani (India) without any delay.

	5.
	That the Statement in paras 1 to 4 above are true to the best of my knowledge.




















          ________________________________

           





         (Signature of the Candidate)






     Address: ________________________________





              ________________________________








                                                                 ________________________________

________________________________








________________________________

Dated: _______________










