
Specialist Masters Programme 

Tips for filling in the 
application form 



One of the key documents of your application is the online application form. All applicants must 
fill in this form in order to apply for one of our courses. This gives the Admissions Team and 
Admissions Panel a clear overview of your background and achievements. A correctly filled-in 
application form will help the team to process your application, and will avoid any unnecessary 
delays. This document is intended to be a step-by-step guide through the application form. 

  

The first tip is to ensure that you fill out as much information as possible. This will indicate that 
you have taken time and care to fill out the form before submitting it, rather than leaving us 
guessing. That said, please include only relevant information that will enhance your application 
and demonstrate your suitability for the course. 

  

  

The application form can be found online - 
http://www.cass.city.ac.uk/courses/masters/apply/online-application. Please note that once you 
have clicked on the apply button for a particular course you cannot go back to change your first 
choice course. Therefore, please think carefully before you click on the apply button. You can see 
our first blog post for tips on how to choose the right course to suit your needs and career 
ambitions - http://blogs.city.ac.uk/cassmscadmissions/2013/12/17/preparing-to-submit-your-
application-3/. 
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When you have chosen your course and clicked on the Apply link, you will come to a page to 
create a new account. Click on ‘Create account’. After you have created your account and you 
wish to log back in, you would sign in under the Existing users section. 

 



In the next section you will be required to fill in your personal details and create a password for 
the online application system. Please ensure that you fill in these sections as they appear in your 
passport, and take care to note the date format for your date of birth (dd/mm/yyyy). We advise 
you to enter a personal email address rather than your academic or professional email address – 
this is to ensure that we can contact you throughout the process, in case your academic or 
professional email address expires. 



When you click ‘Proceed’ you will be taken to a section where you supply answers to three security 
questions. It is imperative that you remember your password and the answers to all three security 
questions, as you will need to provide these details each time you log in. We suggest you make a note 
of your answers to avoid having to request your details to be reset, which will cause delays. If you do 
experience any problems, please contact our IT Service Desk on +44 (0)20 7040 8181 between 9am and 
5pm GMT. Please note that passwords and security answers are case sensitive. 

 

 
The next section allows you to 
nominate a second and third 
choice course. If your first 
choice course is unavailable, or 
your application is not 
successful, your file will be 
passed to your second choice 
course. Please read the course 
content on the website 
carefully before making your 
choices, and ensure that you 
are eligible to apply. 
 

You can only submit one 
application form, so please 
ensure that if you wish to have 
a second or third choice that 
you enter them here. Any 
subsequent applications you 
submit will be deleted. 
 



Next up are your personal and contact 
details. Most of the personal details will 
be filled in already based on the 
information you supplied when you 
registered as a new user. 

  

Your known as name in most cases 
should be the same as your first name, 
and we recommend that you do not 
change this. 

  

Your home address is where you are 
normally based when not studying (i.e. 
your non-term-time address). If you 
would like your correspondence to be 
sent to another address (i.e. your term-
time address) please click on ‘Add 
address’. When inputting your address 
you can use all four address lines – 
sometimes it is better to spread your 
address out over four lines rather than 
cramming it all into two lines. You must 
also include your postcode (zipcode). 

  

When including your mobile or home 
phone numbers please include the 
country and area codes. 



The nationality section is self-explanatory. Please read the notes at the top of the section. All 
countries are listed in the drop downs – if you cannot find your country under one name, please 
check that it is not listed under a slightly different name. For example, China is listed as People’s 
Republic of China. 

 



The next section of the application form is where you should input your qualifications and work 
experience. You must fill in all fields in this section so that we can clearly see your background. If 
you have not yet completed your degree you should enter the grade that you have achieved to 
date. If you do not know the exact date that your degree will be awarded, please enter an 
estimated date. If you are still waiting for your final results, please select ‘Yes’ in Pending Result? 
If your results are final, please select ‘No’. 

When uploading your 
degree transcript, please 
include the results for all 
years of study, as well as a 
list of your current year 
modules if you have not yet 
completed your degree. It is 
often helpful if you also 
include a copy of the 
marking scheme – on many 
transcripts this is printed on 
the back of the document. 
If you are completing a 2+2 
degree please upload the 
transcript from both 
universities. The same 
applies if you have studied 
an exchange year/semester 
abroad or at another 
university. 
 



With the exception of applicants for MSc Actuarial Science, you do not need to fill in the High 
School/highest pre-university study section, although if you have A-level grades (or the overseas 
equivalent) in subjects that are relevant to your chosen degree, you may wish to include them. 
You can include your school results on your CV if you do not want to include them here. 

  

The ‘Other qualifications’ section is for professional exams such as ACCA, CFA, CIMA, CII, actuarial 
exams etc. This may not be applicable for all applicants, so you can leave this blank if you do not 
have any such qualifications. 



In the Employment history/work experience section please include any relevant work experience. 
This should be any work or internships that will enhance your application, so you should not 
include jobs that are not relevant to the degree you wish to take. Please remember to fill in the 
start and end dates. We also require a CV as part of the supporting documents, so please upload 
an up-to-date CV. For tips on writing your CV, please see our blog post - 
http://blogs.city.ac.uk/cassmscadmissions/2014/01/10/tips-for-writing-your-personal-statement-
and-cv/. 
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We require evidence of English language proficiency if you are not a national of a majority 
English-speaking country and if you have not studied your undergraduate degree in a majority 
English-speaking country (as defined by the UKBA). Please see our website for further 
information - http://www.cass.city.ac.uk/courses/masters/apply. If you have already taken a test 
please include your results here. Please note that the IELTS registration number is the Test Report 
Form code on the bottom right side of your official score report. The TOEFL registration number 
starts 0000 0000. Please upload a copy of your score report. We can assess applications without 
the English scores, so you do not have to fill this section in if you do not yet have a score. If you 
have booked a test date for the future you can enter the date in the Date awarded field. 

http://www.cass.city.ac.uk/courses/masters/apply


The GMAT is not a compulsory entry requirement for our courses, but a good score will enhance 
an application. If you have already taken the test you can input your scores and upload a copy of 
the report here. If you are made an offer you will need to arrange with GMAC to make your 
GMAT result accessible to Cass Business School (Institution Code 2C2-RO-84 - Masters in Science). 
If you have not yet taken the test but have booked a test date for the future, you can input the 
date in the Date awarded field. 



One of the most important documents is the personal statement, which should be uploaded in 
the Personal statement section. This should be around one to one and a half sides of typed A4. 
For tips on what to include in the personal statement, please see our blog post - 
http://blogs.city.ac.uk/cassmscadmissions/2014/01/10/tips-for-writing-your-personal-statement-
and-cv/. 
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We require two references to 
support your application, at least 
one of which should be from an 
academic. Please enter the name 
and email address of two 
referees in the References 
section. When you submit your 
application your referees will be 
sent an automatic email 
requesting them to submit their 
reference. We can receive the 
reference either directly from 
their academic/professional 
email address, or by post in 
signed and sealed envelopes. 
They should be addressed to the 
admissions officer for your first 
choice course. These instructions 
will be sent to the referees, along 
with our standard reference 
form. They can write their 
reference on headed paper in 
their own format if they do not 
wish to use our form. For more 
detailed instructions, please see 
our website - 
http://www.cass.city.ac.uk/cours
es/masters/apply/checklist. 
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The next section is the 
finance section, where you 
can give details of how you 
intend to fund your study. 
If you or a family 
member/friend will be 
financing your studies, 
please select Self-funded. 
If you are applying for, or 
have already received, a 
scholarship or sponsorship 
please select 
Sponsor/studentship, and 
then give further details. If 
you have a document to 
show that you are being 
sponsored then please 
upload it here. At this stage 
we only need to see soft 
copies of these documents, 
but if you are made an 
offer you will need to send 
a hard copy to us. 



The Other details section is for UKBA purposes - please fill out if applicable. 



Similarly, the Residency section is required for UKBA purposes. If you require a Tier 4 visa to study 
in the UK, please fill in this section and upload a copy of your passport. It is very important that 
you fill this in correctly, as we need to ensure that our students comply with UKBA regulations. 
For more information on Tier 4 visas, please see our website - 
http://www.city.ac.uk/international/international-students/international-student-visa-and-
immigration-advice/tier-4-general-student-visas or the UKBA website - 
http://www.ukba.homeoffice.gov.uk/. 
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Please fill in the section on Equal opportunities monitoring – this information is not used in the 
decision-making process and is not made available to admissions tutors. If you do not have a 
disability or long-term medical condition, please select ‘No known disability’ from the drop-down 
list. 



Please also fill in the section on Declaration of a criminal record and Marketing questions. 



At the end of the form 
you will be able to view 
any documents that you 
have uploaded up to this 
stage. If you want to add 
or remove any document 
you can do so here. The 
file size limit for each 
document is 2MB. Please 
ensure that uploaded 
documents are clear to 
read. Please note that we 
will not accept scanned 
references, so do not 
upload any references 
here. Only documents 
that are required 
according to our list of 
supporting documents 
need to be uploaded - 
http://www.cass.city.ac.uk
/courses/masters/apply/h
ow-to-apply.  

http://www.cass.city.ac.uk/courses/masters/apply/how-to-apply
http://www.cass.city.ac.uk/courses/masters/apply/how-to-apply
http://www.cass.city.ac.uk/courses/masters/apply/how-to-apply
http://www.cass.city.ac.uk/courses/masters/apply/how-to-apply
http://www.cass.city.ac.uk/courses/masters/apply/how-to-apply
http://www.cass.city.ac.uk/courses/masters/apply/how-to-apply
http://www.cass.city.ac.uk/courses/masters/apply/how-to-apply
http://www.cass.city.ac.uk/courses/masters/apply/how-to-apply
http://www.cass.city.ac.uk/courses/masters/apply/how-to-apply


After you have finished checking the uploaded documents, click ‘Next’ to get to the Review 
section of the form. This will show all the information you have entered. If you find anything is 
missing or incorrect, you can still go back to amend things at this stage. 

 

After the form has been submitted it is not possible to log back in to make alterations or 
add/remove any documents. Please ensure that everything is correct before you submit the 
application form. 

 

Once you are satisfied that everything is correct, we would recommend that you save or print this 
page for your records, and then submit the form. We will normally process and acknowledge your 
application within a couple of working days, and we will let you know if we need any further 
information or if any documents are pending. 

  

If you have any queries about the form that are not answered here or on our website, please do 
not hesitate to contact us. Good luck, and we look forward to receiving your application soon! 

Cass MSc Admissions Team 


