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Instructions: Please complete the entire form and print clearly.  You may submit this form by fax or postal mail to the address above.  Note: Processing time is 5 business days of receipt of request. This time will be extended during peak times (ex: heavy registration periods, end of semester and/or graduation).  Holds for financial obligations to the college will prevent transcript release.  DSLCC does not provide express mail service.  There is no charge for transcripts.
Name: 










Date:





Last



First

           Middle/Maiden


     Today’s Date
Former Name(s):














Empl Id: 



Social Security Number


 
Birth Date:



*Social Security Number not required, but highly recommended for students whose last attendance was 2003 or earlier, so that the record can be found more efficiently.
Street Address:













City, State, Zip: 














Home Phone: 



 Work Phone: 



 Cell: 




PLEASE SEND MY RECORDS:
(Check all that apply)


· As soon as possible
· Hold until current semester grades are posted.  Indicate Term: 



· Dual Enrollment 
· Hold until Degree Posting  (Processing can take longer)
· Copy mailed to student at above address
· To be picked up by Student:

At Main Campus

At RRC Campus

-TRANSCRIPTS CANNOT BE FAXED OR E-MAILED–

Mail Official Transcripts to:

Name of School/Business












Office or Person 














Complete Mailing Address 













Student Signature (Required)










Request for Official Transcripts





Student Services, 1000 Dabney Drive, Clifton Forge, VA  24422


Office of the Registrar: 540-863-2823    Fax: 540-863-2915





DSLCC – It’s All About Where You’re Going!





OFFICE USE ONLY





Date Received: 				Date Processed: 				Processed by:			








DSLCC is an EEO/AA Institution
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