Retail Management Academy
 Transcript Request

To the Candidate, 


You will need to request a transcript from each college or university you have attended to be placed in the Retail Management Academy.  Be aware that many colleges require a small processing fee before they will forward transcripts.  You may want to check with the schools you attended to see what their policy is so you may include payment with your request.  For most schools, the Registrar is the appropriate person to send your transcript request to.  


It is your responsibility to be sure your transcripts reach the Retail Management Academy before the application deadline.  


Be sure to sign the Request Form.  Schools will not release your records without your signature.  
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Candidate Information


	Please provide the following information.  Be as precise and complete as you can.  This information will help colleges and universities locate your transcripts.  


College or University Name: ______________________________________________


Your Name (print): ______________________________ S.S.N. _________________


Address: ________________________________ City: ________________ Zip: _____


Years Attended: _________________ Graduation Date (Month/Year): _____________


Degree Awarded: ____AA  _____BA/BS  _____MA/MS  _____ Other Graduate





Request for Transcripts


	To Whom It May Concern:





	Please send a copy of my transcripts to:


		Dan Riccio


		Retail Management Academy


		Mailbox 47


		501 Duanesburg Road


		Schenectady, NY  12306





_____ I have enclosed a check for $_______ to cover the processing fee.  





Signature: __________________________________________ Date: _____________








