HOW TO REQUEST A TRANSCRIPT
By Written Request to Registrar’s Office:  

· A limit of five official transcripts per semester will be furnished without charge

within approximately three working days after receipt of a written, dated, and signed request, provided the student is not indebted to the University.  Processing of transcript requests at the end of a semester may take longer.  Students who only attended NSU prior to summer 1985 may obtain their official academic hard copy transcript by submitting a written, signed, and dated request. 
· Print the online Transcript Request Form, complete, and mail it to the University Registrar and Admissions Office, Room 108 Roy Hall, Natchitoches, Louisiana 71497.  Transcript requests may also be faxed to 318- 357-5823 or 357-4660.
· Cash, check, or a money order will be accepted in the Registrar’s Office in Roy Hall for written transcript requests in excess of five per semester.

By On-line Request:
· Students who have attended NSU since the summer 1985 may request official academic transcripts online through the student website (http://www2.nsula.edu) at a charge of $5.00 each.  All transcripts requested on-line carry that $5.00 charge.  

· Charges must be paid in advance before transcripts can be released for requests made via the student website.  This charge may be paid with a MASTERCARD, VISA, AMERICAN EXPRESS, or by mailing a check or money order to the University Registrar and Admissions Office.  If a student has any financial obligations to the university, the balance must be paid in full before an official transcript can be printed.
· There is no charge for unofficial transcripts.  Unofficial transcript copies may be downloaded via the Student Web at www2.nsula.edu.

