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301 S. JEFFERSON, SUITE 101

SPRINGFIELD, MISSOURI 65806

PHONE: 417-836-6618 FAX: 417-836-7656
WWW.INTERNATIONAL.MISSOURISTATE.EDU/SERVICES
EMAIL: INTERNATIONALSERVICES@MISSOURISTATE.EDU




We are providing you with this form because we need one or more transcripts* to complete your admission to Missouri State.  Please review the following to determine when to request your transcript and from whom to request your transcript.
· We need your final, official secondary school transcript including graduation date or a secondary school certificate.  Give this form to your secondary school or the issuing agency to request your Secondary School Certificate.  If the Secondary Certificate is issued by an examination council or government agency, it must be sent by the council or agency, not the secondary school attended.
· We also need final official transcripts from any post-secondary institutions which you have attended, including records for degree or diploma programs that were not completed.  Post-secondary certificates issued by examination councils must be sent directly from the examination council to be considered official.
 Additional Information:

· Some of your prior schools or colleges may require a processing fee, which must be submitted with your request for educational records.  Please check with your school for details.

· Transcripts must be sent by mail directly from your previous school(s) or issuing agency (if applicable) to the Missouri State International Services Office.  Transcripts received in university-sealed envelopes may be considered official.  Transcripts not in sealed envelopes from the issuing institution or sent via fax are not considered official.  
· If you have questions, please call or e-mail the Missouri State International Services Office.
· Detach and give or mail the following form directly to the appropriate institution, agency or school.

*Transcript(s): educational documents including academic transcripts of grades, educational records, examination results or educational certificates.
· --------------------------------------------------------------------------------------------------------------------------------------------------------------------
To:     Records Office___________________________________________________________________________________________




Name of secondary school,  post-secondary institution, or university

Please mail my official transcript/certificate/diploma to:  
International Services Office








Missouri State University








301 S. Jefferson Avenue







Springfield, MO 65806   U.S.A.

Please mail it:
_____
After I have graduated and my graduation date is printed on my official record



_____
After grades for the current term are printed (for post-secondary or university)

_____
When you receive this request
Name__________________________________________________  
 Student I.D. Number_________________________________
Address________________________________________________     
Date of Birth_________________________(month/day/year)
_______________________________________________________    
Phone_____________________________________________
E-mail__________________________________________________ 
 Date_______________________________ (month/day/year)
Signature_______________________________________________  [image: image2.png]




