
 

 

Morgan State University 
Office of Records and Registration 

Trans cript Reques t Form  
 
 

 Trans cripts  w ill no t be  furnis hed to  any  s tudent w hos e  financial obligations  to  the  

Univ ers ity  hav e  not been s atis fied. 
 

 Current/ recent s tudents  s hould v erify  (v ia WebSIS) that all grades  and/ or degrees  

hav e  been pos ted be fore  placing a trans cript order. 
 

 For s tudents  w ho  graduated or s topped attending the  Univ ers ity  prior to  1986 , 

s om e  or all o f y our academ ic records  m ay  be  non- com puteriz ed.  Pleas e  allow  an 
additional tw o  to  four bus ines s  day s  for proces s ing. 

 

 All reques ts  for o fficial trans cripts  m us t be  s ubm itted in w riting and include  a 

s ignature . 
 

 Reques ts  for o fficial trans cripts  w ill be  proces s ed w ithin one  to  three  bus ines s  

day s . 
 

 Com ple te  the  Trans cript Reques t Form  online , print and s ubm it it as  fo llow s : 
 

  By  Mail to : Morgan State  Univ ers ity     
    Office  o f Records  and Regis tration      
    1700  E. Co ld Spring Lane        
    Montebe llo  Com plex , Room  A- 112       
    Baltim ore  MD 212 51  
 
  Hand- de liv ered to :  Morgan State  Univ ers ity  
      Office  o f Records  and Regis tration 
      2201  Argonne  Driv e  
      Montebe llo  Com plex , Room  A- 112  
      Baltim ore  MD 212 51  
 

 The  Univ ers ity  changed its  po licy  regarding trans cript fees .  Students  are  allo tted tw o  

o fficial m ailed trans cripts  at no  charge .  After the  s econd “no  charge” trans cript has  been 
proces s ed, all o ther reques ts  for official trans cripts  carry  a charge  o f $5 .00  per trans cript.  
This  includes  o fficial trans cripts  generated w hile - y ou w ait.  All financial obligations  to  the  
Univ ers ity  m us t be  cleared be fore  a trans cript reques t w ill be  honored.  Subm it trans cript 
reques ts  as  fo llow s : 

 
For Mailed Trans cript Reques ts : 
 

Include a check or money order payable to 
Morgan  Sta te Un iversity  for the appropriate 
amount with your completed and s igned 

Trans cript Reques t Form . 

For Hand- de liv ered Trans cript Reques ts :

 
Full payment must be made in person at the 
cashier’s window (Montebello A-Wing, 1st Floor) 
prior to  hand-delivering the completed and 
signed Transcript Request Form to the Office 
of Records and Registration.  Cashier’s window 
payment options include:  cash, check, money 
order or major credit card (VISA, MasterCard, 
Discover and American Express). 

 
  



 

 

The  fo llow ing inform ation is  required to  identify  y our record. 
Pleas e  print clearly  and fill out form  in its  entire ty . 

 

MSU Student ID or Social Security  # : 
 

Full Nam e While  Attending MSU (Las t, Firs t, Middle  Initial):

Current Las t Nam e: 
 

Firs t Nam e: Middle  Initial:

Bes t Contact Num ber: 

Day tim e Num ber: 

( ) 
Ce ll Phone  Num ber: 
( ) 

Other Num ber: 
( ) 

Current Mailing Addres s : 

Street Addres s  (Line  1 ): 

Street Addres s  (Line  2 ): 

City : State : Zip: Country : 

Dates  o f Attendance  
(MM/ DD/ YYYY): 

From :  /   /  To:  /   /  

Degree :  Bache lor’s    Mas ter’s    Doctorate  

Degree  Date  
(MM/ YYYY): 

Spring: Fall: 

Send Trans cript(s ):  Now  
When Final Grades  are  

 Pos ted 
 When Degree  is  
 Pos ted 

Send to  Se lf at Current Mailing Addres s :  Yes    No  

RECIPIENT # 1  #  o f copies   RECIPIENT # 2 #  o f copies  RECIPIENT # 3  #  o f copies  

Pers on/ Office : Pers on/ Office : Pers on/ Office : 

Ins titution/ Com pany : Ins titution/ Com pany : Ins titution/ Com pany :

Stree t Addres s  (Line  1 ): Stree t Addres s  (Line  1 ): Stree t Addres s  (Line  1 ):

Stree t Addres s  (Line  2 ): Stree t Addres s  (Line  2 ): Stree t Addres s  (Line  2 ):

City , State , Zip, Country : City , State , Zip, Country : City , State , Zip, Country :

Authoriz ation Signature  Required:  I authorize release of my transcript as 
directed on this form: 

 

Date  (MM/ DD/ YYYY):

RR01  (1 0 / 2011 ) 


