HOW TO REQUEST A TRANSCRIPT

PLEASE ANTICIPATE DEADLINES!
THE COUNSELING OFFICE NEEDS TEN WORKING DAYS TO PROCESS REQUESTS FOR TRANSCRIPTS

· Before requesting transcripts, a student must meet with his/her counselor to be sure all the appropriate forms have been submitted. 
· All requests must be handed to a student’s counselor, not a secretary. Please make an appointment as soon as you have completed the steps below: 
1. Fill out a transcript request form for each college/program to which you plan to apply.

2. Request a post card for each request from a secretary in the counseling office, address it to yourself and write the college/program name in the appropriate blank on the reverse side. 
3. Have one 9x12 self-sealing envelope addressed to the appropriate college/program for each request.

4. A $2.00 fee per envelope to cover the cost of postage (do not put stamps on the envelopes). 
