EXPRESS CERTIFICATE SERVICE

The express service enables a customer visiting any registration office in the county to order a certificate from any Cambridgeshire register in the custody of the SR, and have the certificate available for collection within one WORKING hour of accepting the order for an additional fee. 

This service will be available for orders placed from opening time until one hour before closing time on any normal working day Monday to Friday. If an office closes at lunchtime from, say 12.30pm to 1.30pm, then an order placed at 12.00pm would be available at 2.00pm. The latest time at which the service could be offered is currently 3.00pm.

Process

1. Customer requests certificate. Registration Administrator explains express service –

a) certificate can be collected in one hour - £25 including VAT. 

b) customer advised, however, that the express service can only be provide if the register entry can be easily located, and that the one hour delivery time starts from when the entry is located.

2. If customer requires express service then they complete an application form

3. Registration Administrator attempts to locate the relevant entry, having asked the customer to wait. For certificates where the register is held in another location this may require a telephone call to the relevant office. 

4. If the entry cannot be located within 10 minutes, only the standard service can be offered.

5. If the entry IS located then full payment will be taken and the customer told what time the certificate will be ready for collection

6. Customer returns to collect certificate

7. If a customer requires several copies of the same entry then the fee charged is £25 plus £9 for each EXTRA certificate. The extra copies are limited to one if the certificate is handwritten and three if it is produced electronically.

8. If a customer requires several copies of different entries then the £25 fee is charged for each different entry, although the number of multiple certificates feasible within the hour may limit how many can be applied for simultaneously.

