Office of Records and Registration

Official Transcript Request

**X4ill out a separate request for each address where transcript(s) will be mailed*****

U Hold on Account

STUDENT INFORMATION

Current Name Maiden Name

Student ID# or SSN Year Attended to
Current Address

City State Zip Code
Email Address Daytime Phone

Date of Birth Are You Currently Enrolled? O Yes U No
Student Signature Date

TRANSCRIPT INFORMATION

= Atranscript will not be released if you have any current holds on your account. Please check your account prior to making a payment and submitting this form.
= Currently enrolled students are entitled to five (5) free transcripts (Regular Mail and/or Hold for Pickup) for the entire time of enrollment.

SEND TRANSCRIPTS: O Now (1 Hold for Final Grades U Hold for Awarded Degree

NUMBER OF TRANSCRIPTS REQUESTED:

DELIVERY METHOD: Choose one (1) delivery method.

U Regular Mail
Name of Recipient/Institution
Attention/Office (optional)
Mailing Address
City State Zip Code

U Hold for Pickup (If someone other than you will pick it up: )

= Please allow the APPROPRIATE PROCESSING TIME to process your transcript(s). During busy periods, such as REGISTRATION, FINAL EXAMS, AND
COMMENCEMENT, additional time will be needed.

Requests with a financial obligation will be reviewed by the Office of Student Accounts. Term(s) may be excluded from the transcript due to an unpaid balance.
The student MUST provide written or email permission if someone else will be picking up their transcript.

Photo ID required at the time of pickup.

Your ENTIRE academic coursework will be sent.

Transcripts are held for 30 days and then destroyed; if destroyed, a new transcript request and payment will have to be submitted.
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11 DSU

Office of Records and Registration

Apply for a Transcript Online

Go to the National Student ClearingHouse web page, Www.studentclearinghouse.org,
click on the “Order/Track Transcript” button and then follow the instructions to complete the order.
The delivery methods available online are:

Transcript Delivery Methods Delaware State University & Time
National Student ClearingHouse Fees
Mail $10-DSU Three to five business days
$10.65 — NSC
Hold for pickup $10-DSU Three to five business days
$10.65 — NSC
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