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Transcript Request Form
1. Processing time is three (3) working days. Processing time may vary during peak request times.

2. Fee - $5.00 per copy. Payable by cash, check, money order, and most credit cards.

3. RUSH Fee - $15.00 payable at the time of the request.

4. There is no fee for currently enrolled students.

5. Currently Enrolled Students   - if you are currently enrolled for classes, the transcript fee will be waived for a maximum of 3 copies in the current semester.  
6. Payment MAY NOT be made via FAX.
Legal Name__________________________________________________________________________


LAST



FIRST




MIDDLE

LakerID___________________________
Date of Birth___________________________________
Phone Number_____________________
Email Address__________________________________
Name(s) while attending CSU_____________________________________________________________
Are you enrolled at CSU for the current term?  YES    NO   If not, when did you last attend:_____________
Current Mailing Address_________________________________________________________________
____________________________________________________________________________________
Would you like your transcript?

□
ISSUED NOW (72 hour processing time unless RUSH fee has been paid.)

□
HELD FOR CURRENT TERM GRADES
□
HELD FOR DEGREE TO BE AWARDED

How would you like to receive your transcript?

□
PICK UP.  Picture ID required. Pick up by family/friends requires written authorization. 


Pick copies will only be held 60 days. New request and fee payment required after 60 days. 
□
MAILED – Enter complete mailing address below.  

	Mailing Address #1
	Mailing Address #2

	Number of Copies:
	Number of Copies:

	Check type needed:  □  OFFICIAL  □  UNOFFICAL
	Check type needed: □ OFFICIAL  □ UNOFFICIAL

	Complete Address:
	Complete Address

	
	

	
	


Student Signature__________________________________________
Date__________________

Transcripts will not be issued without written authorization.  All financial obligations to the University must be met before a transcript will be issued.   Fee payment is required at the time the request is placed.
Office of the Registrar  ( 2000 Clayton State Blvd  (  Edgewater Hall  (  Morrow, GA 30260-0285 (  Phone: (678) 466-4145  (   www.clayton.edu








