Columbia Transcript Order Form

"Your social security number is confidential and, under a federal law called the Family
Educational Rights & Privacy Act, the college will protect it from unauthorized use and/or
discl i i discl may be

Please allow 7 business days

for the purposes of state and federal financial aid, Hope/Lifetime Learning tax credits,

research."

asin
College " oo
2600 N. 20th Ave. academic
Pasco, WA 99301

Please print

Student Identification Number or
Social Security Number

for pickup and mailing

Number of Transcripts

Transcript requested by:

Enter student's name and address

| Official Unofficial
Currently enrolled at CBC?
U Yes d No

If "No", first & last year attended

Last Name First Middle
Mailing Address Street City State Zip When should this be processed?
Check only one
Birth Date Previous Name U After grades posted for current quarter.
U After degree is posted for current quarter.
Student's Signature Date You must apply for graduation before degree will be posted.
U Hold for correction of record
A Hold for in-person Pickup Student ph# Specify:
A Send Transcript to: O Now
Name Dept. For Office Use Only
Address
City State Zip Processed by

Please print legibly - this will be your mailing label.
Complete one form for each address.

FAX# (509) 544-2023 - www.columbiabasin.edu

Columbia Basin Colege complies wih he spit and letter of state and federal laws, reguiations and execuive orders pertaning fo cvil ights,
equal opportunity and affimative action. CBC does not discriminate o the basis of s, race, color, nationa origin, eligion, age, maiial status,
physical, mental or sensory disability, sexual orientation or Vietnam veteran status in ts educational programs or employment. Questions may
be referred to Canila Glat, Vice President for Human Resources & Legal Afars, (509) 547-0511, ext. 2348,

Individuals with disabilties are encouraged to participate in al college sponsored events and programs. If you have a disabilty and
require an accommodation, please contact the CBC Resource Center, (509) 547-0511, ext. 2252, or TTY/TDD at (509) 546-0400.
This notice is available in alterative media by request.




POLICIES
In compliance with the Family Educational Rights and Privacy Act of 1974,
a student's transcript will be released only upon the 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. Unofficial transcripts
are mainly for advising purposes and are printed on plain paper.

Transcripts for course work completed at other schools or colleges submitted
to CBC cannot be released. You must order those transcripts directly from the
individual institutions.

Release of transcripts to a second party requires: 1) a 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 non-payment
of fees or loans or failure to return college-owned materials.

PROCEDURES

The student must complete a TRANSCRIPT ORDER FORM available in the
Admissions Office or on our website at www.columbiabasin.edu. A separate
form must be completed for each address to which transcripts are to be
mailed.

Transcripts will normally be ready for mailing or pick up within seven business
days from the time the request is received in our office. Please allow extra
time during peak work periods (e.g. end of quarter).



