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I. Scope: Applies to all students.

II. Purpose: To define the transcript fee.

III. Policy: Official transcripts of all grades may be obtained by ordering online through the 
University website or portal, or by using the transcript request form available on the 
University’s website. Official transcripts ordered online have a fee.

IV. Students wishing to order an official transcript will pay a per transcript fee. There is no charge 
for an unofficial copy of a transcript. Transcript requests must be in writing and include the 
following information.

• Student's name
• Student identification or Social Security number
• Signature
• A complete address where the transcript is to be sent.

Transcripts may be mailed or picked up from the Office of the Registrar. 

IV. Responsibility: The CFO will review this policy on an annual basis, making revisions as necessary.
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