
 

4 .  Processing Fee –   The fee for each transcript request is $ 1 0 .00. 

 

 F E E  W A I V E R S :  Fees are not charged for (1) official transcripts used for initial teacher certification packets processed 

b y  t h e  S c h o o l  o f  E d u c a t i o n ,  ( 2 )  C a r e e r  S e r v i c e s  u n o f f i c i a l  t r a n s c r i p t s  c o p i e d  f o r  p o t e n t i a l  e m p l o y e r s ,  ( 3 )  o f f i c i a l  t r a n s c r i p t s  s e n t  

t o  E n r o l l m e n t  S e r v i c e s  f o r  a t t e n d i n g  g r a d u a t e  p r o g r a m s  o f f e r e d  a t  C S U ,  ( 4 )  u n o f f i c i a l  c o p i e s  r e q u e s t e d  b y  c u r r e n t  s t u d e n t s  i n  

p e r s o n ,  o r  ( 5 )  o f f i c i a l  t r a n s c r i p t s  r e q u i r e d  b y  f o r e i g n  a g e n c i e s  t o  v e r i f y  a c a d e m i c  p r o g r e s s  f o r  i n t e r n a t i o n a l  s t u d e n t s  t o  r e ceive 

t uition aid from their home countries. Other special case waivers must be approved by the University Registrar.  

 

5 .  R e s t r i c t i o n  o f  I s s u a n c e  -  

 

A.  Official Transcripts - Official transcripts may be issued to an external third party who has been designated by the 
student in his/her respective request.  Official transcripts may be issued to a student; however, the transcript will 
be provided in a sealed envelope.  The envelope will have a sticker reading “Unofficial if not received in SEALED 
envelope.”  

 
B. Unofficial Transcripts – Current and former students may download unofficial transcripts for advising and 

schedule planning purposes free of charge. Only official transcripts will be provided/sent to authorized third 
parties.   

 
 
6.  “Holds” on student records - An official transcript cannot be processed and released for a student with select “holds” 
on their records from CSU offices.  Students can view any holds on their records and the information needed to clear the hold on 
MyCSU. Once all holds are removed, students may order their official transcript.  
 
 
7. Transcripts in student files from other institutions - Transcripts received from other institutions become the property of 
Charleston Southern University and will not be released or copied for third parties.  Any exception to this must be approved by 
the University Registrar, with the student's written consent. 
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