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Purpose

The purpose of this procedure is to describe the process for students to request a transcript.

Procedure

A. Upon request of the student, the college will provide to the student, or to a person or institution
designated by the student, an official transcript of the student's academic record. Transcript requests
may be made online via the student portal. Transcript requests will be accepted by telephone if they
are going to an educational institution.

1. Transcript requests will not be processed until all financial obligations to the college are
clear and the student's admission file is complete. Students who provide documentation that

bankruptcy proceedings have been filed are eligible to receive transcripts until the college
receives notice that the bankruptcy has been finalized.

B. Unofficial transcripts can be printed via the online student portal.

C. Under the Family Education Rights and Privacy Act of 1974 (FERPA), the recipient of an internal
transcript is prohibited from releasing any information contained therein to a third party.
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