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OFFICIAL TRANSCRIPT
REQUEST

9000 Overland Avenue

Culver City, California 90230
IT IS VERY IMPORTANT THAT YOU READ ALL INFORMATION CAREFULLY BEFORE COMPLETING THIS FORM:  The Admissions Office will only issue official transcripts.  If you need an unofficial transcript you may print a copy via the Student Information System found at www.wlac.edu.  There is no “rush service” for CSU or IGETC Certification.  NOTE:  West Los Angeles College is not responsible for transcripts after they have been processed and mailed.  Transcripts will only be held for pick up for 30 days.

Processing Steps:

1. Complete the Official Transcript Request form. Attach any forms to your request.
2. Submit Transcript Request to the Admissions Office to check student holds and processing fees.
3. Pay fees at the Business Office and return your request and receipt to the Admissions Office counter.
	Last Name                                                          First Name                                          Middle Initial
	Student ID Number


	Other Names Used
	Date of Birth
	Telephone Number



	Address                                                     City                                          State                             Zip
	Email Address



Attendance Dates:  From_______________To_______________

                                         Semester/Year          Semester/Year

Signature_____________________________________________________________________Date__________________________

Transcript Released To (Sign ONLY after picking-up transcript in person):

Second Signature______________________________________________________________Date__________________________
	REGULAR TRANSCRIPT SERVICE
$3.00 per copy *

   Mail
   Electronic

   Pick-Up

   Number of copies ______

   Allow 5 working days processing time

     
	RUSH TRANSCRIPT SERVICE
$10.00 per copy **

   Mail

   Electronic

   Pick-Up
    Number of copies ______ 

    Allow 24 hours processing time


	RETAIN TRANSCRIPT FOR:
  CSU Certification (see back side)

   IGETC Certification (see back side)

   Final Grades:  Yr________ Semester_________

   Grade Change:  Yr________Semester_________

                                 Course____________________




* First two copies of transcript/verification ever requested are free, thereafter; the fee is $3.00 per copy.  ** $7.00 if you have not obtained your two free copies.

	Please print address information below.  Student is responsible for correct address.  Mail Transcript to:

Name: ____________________________________________________________

Attn:____________________________________________________________

Address___________________________________________________________

City, State, Zip_____________________________________________________


	Please print address information below.  Student is responsible for correct address.  Mail Transcript to:

Name: ____________________________________________________________

Attn:____________________________________________________________

Address___________________________________________________________

City, State, Zip_____________________________________________________


	FOR OFFICE USE ONLY DO NOT WRITE BELOW THIS LINE

	IGETC Certification Completed

Certified ___________     Non Certified__________
Evaluator___________      Date_________________
	CSU Certification Completed

Certified ____________       Partial Cert __________

Non Certified_________

Evaluator _____________     Date_______________
	Transcript Processed
Amount Due ______________________________
Date Prcsd___________No of Transcripts________
A & R Assistant______________



CERTIFICATION OF CENERAL EDUCATION TO THE CALIFORNIA STATE UNIVERSITIES AND COLLEGES
Under agreement with the California State University system, West Los Angeles College can certify up to 39 units toward the general education requirements for the Baccalaureate degree at any on the campuses of the State University system.  Under this certification process, the receiving college will accept the units certified toward completion of the general education requirements as the institution prescribes them.

INTERSEGMENTAL GENERAL EDUCATION TRANSFER CURRICULUM

West Los Angeles College will certify IGETC only once, when you have completed the last class or (classes), and 12 units in residence at West Los Angeles College.  Courses used for IGETC certification must be passed with a minimum grade of “C” (C minus is not acceptable).  A “Credit” or “Pass” is acceptable only if it is equivalent to a grade of “C” or higher according to the transcript or catalog of the community college where the course was taken.

Requirements met through the Advanced Placement Examination must have a minimum score of 3.  In Area 1 Group A, West Los Angeles College requires a score of 4 or higher.  Advanced Placement can not be used for Area 1 Group B (Critical Thinking English Composition).  An official copy of the test results must be on file in the Admissions Office.

Due to the fact that requirements are periodically revised, students planning to transfer should consult with a counselor concerning the general education requirements well in advance of petitioning.

All official transcripts from the other colleges attended must be on file in the Office of Admissions and Records.
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