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A permanent record of the student's courses, credits and grades earned and address information is 
maintained by the Registrar's Office.  The student is urged to maintain record of courses, credits and 
grades each semester and check from time to time to ensure that the record concurs with that of the 
College.  Copies of the permanent record are available upon request of the student and payment of a 
service charge. 
 
OFFICIAL TRANSCRIPTS 
 
Official transcripts will contain a students’ complete academic record and be issued only at the 
written request of the student concerned.  A fee will be charged for official transcripts. 
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