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POLICIES

In compliance with the Family Education Rights and Privacy Act of 1974, a student’s transcript will be released only upon the signed, written
request of the student. TELEPHONE REQUESTS WILL NOT BE HONORED. Official transcripts are printed on security paper, contain the school seal,
the Registrar’s signature, and are issued in a sealed envelope. Release of transcripts to a second party requires: 1) a signed, written release from
the student authorizing a second party to pick up a transcript, and 2) positive photo identification (e.g. driver’s license) of the party with the
written authorization. Transcripts will not be released to a student’s parent unless the parent has the student’s written consent. Transcripts will
not be issued if: 1) the student’s admissions file is not complete, or 2) the student has a financial obligation to CBC in terms of nonpayment fees
or loans or failure to return College owned materials.

PROCEDURES
Students can order online 24/7 at www.docufide.com.
OR
Students can complete a TRANSCRIPT ORDER FORM available in the Admissions office or on our website at www.columbiabasin.edu/transcripts.
A separate form must be completed for each address to which transcripts are to be mailed.

FEES
Payment is required before transcript is sent.
* $10.00 per transcript for regular service mailed via U.S. First Class Mail or ready for pickup within seven business days
* $30.00 per transcript for on-demand, same day pickup
A check or money order must be included if you are not using a Visa or MasterCard for payment.
Unofficial transcripts are available through the KIOSK on our website at www.columbiabasin.edu at no cost.

METHOD OF PAYMENT

Cash: Check: Charge: Visa or MasterCard (circle one)

Credit card#: Expiration date:
Amount: $ Name on credit card:

Card holder’s signature:

Billing address listed on card:




