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CERTIFICATE AND ID CARD RE-ISSUING PROCESS 
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  The applicant sends 

the application 

including the 

certified ID copy and 

the letter of consent 

Request to re-issue a 
certificate, ID card, 
or logbook, or all 

three 

Confirms receipt of 

certificates and ID 

cards  
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IWH Administrator / 
registrar sends the 
application form to 

the individual or 
company 
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Receive application 

and send notification 

to accounts for 

invoice   
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Accounts 

department 

generate invoice 

according to 

information  

Confirm proof of 

payment  

Prints certificates 

and ID cards  

Receive invoice, 

make payment and 

send proof of 

payment  

Receives and files 

signed delivery note  


