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Instructions to Candidates – Detailed Degree Certificate & Transcript 
 

1. All applicants shall apply for the certificates through this online form. 

 
2. An applicant should pay appropriate fee to the Shroff/KDU or Vice Chancellor KDU Bank of Ceylon at 

Bank of Ceylon – Kotelawala Defence University Branch, (Account No 9405831). Copy of the payment 

slip or receipt issued by the Accounts Branch should be submitted to the Examination Division along with 

the application. Incomplete applications and applications without payment receipt will be rejected without 

further notice. 

 
3. Those who request originals of Degree Certificates / Detailed Degree Certificates should submit a 

clearance letter issued by Dean FDSS (for undergraduates) or Dean FGS (Degree offered by FGS). 

Accredited Institutions should ensure that there are no dues from the applicants. 

 
4. Processing time for Detailed Degree Certificates is two weeks. Therefore, applicants are requested to 

inquire from the examination division prior to collecting certificates. Please bring Clearance letter, when 

you come to collect the Detailed Degree Certificate. 

 
5. A certificate is issued to an applicant who confirms their identity. If a representative is nominated, a proper 

letter of request indicating the authority for the representative to receive the certificate on behalf of the 

applicant should be submitted. 

 
6. Procedure for requesting certificates to be posted to other institutes. 

 
A. Applicants shall submit requests for Detailed Degree Certificates/Transcripts along with the relevant 

documents from the Institutes. 

B. Applicants shall clearly mention the address of the relevant Institute and any other important details. 

C. Payment of Postage. 

 
(a) An applicant can arrange a courier service to pick up the documents at the ‘B’ Gate of KDU. 

Sealed document will be handed over to the agents. 

OR 

(b) An applicant shall submit an envelope with stamps for appropriate postage to the Examination 

Division. The envelopes containing the documents are handed over to the KDU Head Quarters 

for posting. 

OR 

(c) An applicant shall pay appropriate postage to the Shroff /KDU or Vice Chancellor KDU Bank 

of Ceylon at Bank of Ceylon – Kotelawala Defence University Branch, (Account No 9405831). 

Copy of the payment slip should be submitted to the Examination Division. The documents 

along with copies of the payment slips are handed over to the KDU Head Quarters for posting. 

OR 

(d) An applicant can collect the sealed document after confirming their identity. 

 

D. If the Head or Official Representative from any Institution requests Certificates/ Transcripts of an 

applicant, the relevant documents should be sent to the Registrar KDU. 
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Prescribed Payment 

 
Certificate Type Undergraduate Postgraduate Remark 

1.Detailed Degree Certificate – Original 
Each Certified Copy 

300/- 
50/- 

2000/- 
400/- 

 

2. Second Copy of Detailed Degree 
Certificate 

1500/- 3000/- A duplicate shall not be issued except 

where satisfactory evidence has been 

provided to prove that the original 

certificate issued has been damaged, 
destroyed or lost. 

3. Transcript 

 

Each Subsequent Copy 

400/- & Postage 2000/- & 
Postage 

Transcripts will not be given to 

applicant directly. They will be sent to 

the institutions on request of an 

applicant with submission of document 
to prove the requirement. 

250/- & Postage 400/- & 

Postage 

4.Request for a second copy of a certificate 

already issued as a result of providing 

incorrect name by the student 

3000/- 4000/- The second copy will be considered 

subject to submission of the original 

certificate. A student cannot hold two 

certificates for the same degree 

5. Verification of Certificates Local – 1500/- 
Foreign – USD 30 

Verification of certificates should be 

sent to the Registrar KDU 

 

 
*At the date students visit KDU to collect the certificates, it is compulsory to submit KDU Payment 

Receipt to Examination Division. 
 

The dates and times of issuance of Detailed degree certificates are as follows (all working days only). 

 
Sr.No. Date Time 

1 Monday 0900 Hrs to 1200 Hrs 

2 Wednesday 0900 Hrs to 1500 Hrs 

3 Friday 0900 Hrs to 1200 Hrs 

 


