COLONEL ZADOK MAGRUDER HIGH SCHOOL
COLLEGE TRANSCRIPT REQUEST INSTRUCTIONS
Please read all information carefully.  Incomplete requests will not be accepted.

Transcripts will be sent electronically to all participating colleges. SAT scores should be requested directly from the testing website. SAT scores www.collegeboard.org, ACT scores www.act.org. 

Magruder does not send any test scores.

Complete college applications (on line) & send fees before requesting transcripts or recommendations.
Step 1:
· Request transcripts on Family Connection/Naviance and bring to the Registrar a completed Official Transcript Request Form indicating the colleges to which you are applying, whether or not you are using e-docs or mail.  Note:  parent/guardian signature is required on the 1st request.
· Complete the Self-evaluation questionnaire attached to the transcript request form.  You may also submit your personal resume.
Step 2:

Mailed transcripts: (Colleges not participating with Naviance)
· Provide a stamped, letter-size envelope addressed to each college. 

· Do not indicate a return address, but write your name only in the top-left corner.
FEES:
Payable in cash or checks made payable to Magruder H.S.



First 3 Transcripts  

FREE


Each additional transcript
$3.00
Teacher Recommendations – Student is responsible to make arrangements.  Provide teacher with stamped envelope addressed to the college. Give teacher a copy of your self evaluation form.
PLEASE ALLOW 20 SCHOOL DAYS FOR THE PROCESSING OF YOUR TRANSCRIPTS.

MID-YEAR TRANSCRIPTS 
· Request on Family Connection/Naviance.  Bring Transcript Request Form to registrar.  Indicate mid-year transcript.

· Non-participating college—Bring Transcript Request Form with stamped, letter-size envelope addressed to each college.

FINAL TRANSCRIPTS

· Bring Transcript Request Form and a stamped, letter-size envelope addressed to the college to the Registrar. There will be no electronic transmission of the final transcript.
