Montreat College

Academic Transcript Request Form
Official Academic Transcript - $5.00
Express processing -  Transcript fee plus $10.00
Minimum purchase amount for charges by credit card- $10.00
All requests must be accompanied by payment. 
Requests are processed within 4 business days.  Express delivery is a 1 day service available for an additional charge of $10.00.  Requests submitted for express processing after 2:00 P.M. will be available the next business day.  The Records office provides unofficial transcripts for student advisement purposes only.
Mail completed form with payment to: Records and Registration Office, P.O. Box 1267, Montreat, NC 28757

or

Fax form with charge card number and expiration date to: (828) 669-2141 
Please print the information below:

Name:  __________________________________________ S.S. # ______/______/______

              Last                         First                         Middle In.

Name while at Montreat (if different from above): ___________________________

Currently Enrolled? (please circle one)   Yes        No   

       

Last Date Attended Montreat:  ___/____/____   (for students who are not enrolled currently)

 

For which program or degree are you requesting a transcript? ___________________
               (i.e. AS, BA, BS, BBA, MBA or CE)                                             

If you are requesting an official copy of your transcript to be sent to you directly please fill out the information below:

ADDRESS: ___________________________________________________________________

                              Street Address           City                                  State                            Zip

If you are requesting a copy be sent to a college or another institution please fill out the information below:

School/Institution Name: _________________________________________________________

Address: ______________________________________________________________________

                    Street Address                                            City    
              State            Zip

Number Requested: _____ Official Transcripts ($5.00 each)      ______ Express (ADD $10.00)
Amount enclosed:  $____________   (Make checks payable to Montreat College)  

$ ____________   Please charge to my credit card. I understand that the minimum charge purchase is $10.00. (Complete attached form)
Signature ________________________________________________  Date_____/_____/_____

Telephone number:_____________________                                               v.11302005
	For Office Use Only:

(Transcript)
Date Received _________________
Date Processed_________
Processed by: __________________
Paid?    
 INCLUDEPICTURE "cid:image001.gif@01C5B451.A3297140" \* MERGEFORMATINET 


 YES  NO   
	Credit Card Use: (to use when faxing a request; you may also call in your credit card information)

________ ________ ________ ________

(Number)

______/______          ________________
(Expiration date)         (VIA code – on back of card)
________________________________________________

(Print name)

________________________________________________

(Signature)



