                 TRANSCRIPT / DEGREE AUDIT REQUEST

                      Registrar’s Office, University of Wisconsin-Eau Claire, WI 54702-4004

                          This completed form can be returned via fax to:  715-836-3846

	Date:


	Student’s Social Security #
or Student ID #:
	Date of Birth:

	Student’s Current

Name:

	Maiden or Other

Names:
	Current Telephone #:

	SIGNATURE (Required: If received unsigned, request will be returned and no transcripts prepared)



*PHOTO ID MUST BE PRESENTED UPON PICK-UP.
(All requests will be available for pick-up after 11 a.m. the next business day.)
THERE IS NO FEE CHARGED FOR PRINTING DEGREE AUDITS OR TRANSCRIPTS.

	DEGREE AUDIT:

· If your major/minor is changing, make the change with the Department before ordering a Degree Audit.
· If you are a currently enrolled student, you can request your Degree Audit online.    
· If you need a “What If” Degree Audit, please go to MYBlugold, under ‘My Info’.

	
	Degree Audit (one only) (Available after 11 a.m. the next business day.)


	TRANSCRIPTS:

A transcript is a list, by semester, of the courses in which you have been enrolled and the grades you have received.

· An OFFICIAL transcript is printed on security paper, and is imprinted with the signature and seal of the Registrar.  This version is most often requested by employers and other universities and is usually mailed directly from UW-Eau Claire to the recipient. 
· An UNOFFICIAL/ADVISING transcript is printed on plain white paper for your personal use.  This option is available only to non-enrolled past students.  Current students may request an unofficial/advising transcript online.

	
	Number of OFFICIAL TRANSCRIPTS wanted (five maximum)

	
	UNOFFICIAL/ADVISING TRANSCRIPT wanted (one maximum)


	PREPARATION INSTRUCTIONS:  (check one)

	
	Prepare from existing record. (Will be available after 11 a.m. the next business day.)

	
	Wait until my current semester grades are posted.

	
	Wait until my degree is posted.


	DISTRIBUTION INSTRUCTIONS:

	Transcripts and Degree Audits will not be mailed to currently enrolled students. If you need an exception made, indicate the reason here:____________________________________________________________________.

	
	I will pick up in person. (Requests not picked up within 30 days will be discarded.)

	
	Mail to the address below: (Transcripts & Degree Audits will not be mailed to currently enrolled students).

	
	Name:
	

	
	Address:
	

	
	
	

	
	
	

	
	City, State, & Zip:
	

	
	Place in Signed and Sealed Envelope(s)  (Official Transcripts Only)

	For Degree Audits and Unofficial/Advising Transcripts only:

	
	Fax Number: (Unofficial & Degree Audits only)

	
	E-mail to me at my UWEC Account

	
	Other Special Instructions:


Note: The following situations will delay processing of your transcript request:

· Outstanding financial debts or other obligations with the university

· Request does not carry the written signature of the student as required by FERPA (Family Rights and Privacy Act of 1974)
· Insufficient, inaccurate or illegible identification information                               UNIV01250 Rev. 05/07                                         
