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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

TRANSCRIPTS

I.
POLICY

1.00
GENERAL STATEMENT

1.01
A transcript is a record of academic credit received.  It contains a list of courses 
attempted and grades earned.

2.00
SPECIFIC STATEMENT

2.01
The following specific statements apply to transcripts at Allen County Community College:


a.
Official - An official transcript is the true record of academic progress at a 

college or university.  An official transcript is signed by the Registrar and/or 

has the college seal stamped on it.


b.
High School - Students must send Allen a copy of the high school transcript before being considered officially enrolled.  State law requires the college to keep high school transcripts on file.


c.
Previous College/University - Students must send Allen an official copy of previous college transcripts if the student was enrolled at another college or 
university.  State law requires the college to keep previous college transcripts in the student file.


d.
Evaluation - If students transfer credits from another college, university, or 

vocational-technical school, the Registrar will evaluate official transcripts and 

tell the students how many credits Allen will accept.


e.
Holds - If students owe the college money for tuition, fees, room and board, or if books, equipment, or library books are not returned, a hold will be placed on the transcript.  The student shall not be able to obtain a copy of the transcript 
or have it sent to another college or university until payment of all debt and clearance of return of books and equipment takes place.
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