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	Policy Statement.
 Students may obtain copies of their transcript by submitting written requests to the Office of the Registrar.  The first copy of a transcript is free.  A fee is charged thereafter for each official transcript and for each copy of an undergraduate transcript in a student’s file.

Students with a “hold” on their student account will not be provided transcripts or enrollment verification letters.  Appropriate payment of tuition and fees must be made before a transcript is released.

Alteration of academic records or transcripts with the intent to use such a document fraudulently is a crime punishable by law.  The penalty is a fine of not more than $1,000 and/or confinement in the county jail for a period not to exceed one year.  


	Application of Policy.
This policy applies to all UNTHSC students. 


	Definitions.  
The term “academic transcript” refers to a copy of the official permanent record of a student’s approved academic course work, including academic marks, scholarships and degrees.


	Procedures and Responsibilities.

	Procedure / Duty
	Responsible Party

	1. 
	Upon receipt of written requests, provide students with academic transcripts in accordance with policies.

	Office of the Registrar


	References and Cross-references.
None


	Forms and Tools. 
All student related policies can be found online at http://www.hsc.unt.edu/sites/studentpolicyhandbook/index.cfm
UNTHSC Catalog 2008-2009: http://www.hsc.unt.edu/Catalog/08_09_HSCCatalog.pdf
Transcript Request Form: http://www.hsc.unt.edu/departments/registrar/forms.htm
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