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Appendix 6

INDIRA GANDHI NATIONAL OPEN UNIVERSITY
STUDENT EVALUATION DIVISION
APPLICATION FORM FOR ISSUE OF OFFICIAL TRANSCRIPT

IMPORTANT:- FOR INSTRUCTIONS: PLEASE SEE REVERSE

INAIME © oottt ettt ettt e e st ettt et sar e s e enn e sane
Programme: Enrolment No:

AAIESS < .ttt h ettt e h et et b e bt n e bt e st et e bt eat et e b et eat et e b eaeenes
..................................................................... Pin

Contact No: (Mobile NO.) ...cccvevvieeiieeiieciiecieeeee e Landline NO: ......ccoceevvieviieeiieeiiens

Purpose for which, transcript iS TEQUITEA : .......c.eeeveeeieeriieiierieeseeseeree et e e seeereere e eseeseesees

FEE FOR THE OFFICIAL TRANSCRIPT:- (Please note: Per transcript means one photocopy of
one certificate, hence, each photocopy, which is required to be attested by the University will be
charged on the following prescribed rates):

1) Rs. 300/- per credential each certificate and each marksheet per transcript for Indian Students, if
transcript is required to be sent to the Student/Institute within India.

ii)  Rs. 500/- per credential each certificate and each marksheet per transcript for Indian Students, if
transcript is required to be sent to the Student/Institute outside India.

Rs. 1200/- per credential each certificate and each marksheet per transcript for SAARC Countries
Students, if transcript is required to be sent to the Student/Institute within India and Rs. 1200/- per
transcript for the same students, if transcripts is required to be sent to the outside India.

iv)  $120 per credential per each certificate and each marksheet transcript for Non-SAARC Countries
Students, if transcript is required to be sent to the Student/Institute within India and $120 per credential
per transcript for the same students, if transcript is required to be sent to the outside India.

(THE REQUISITEFEE ISREQUIREDTOBE PAID THROUGH DEMAND DRAFTDRAWN
IN FAVOUROF'IGNOU'PAYABLEATNEWDELHI' through online payment)

Mention the Name of Student/Programme & Enrolment No. at back side of above demand draft.

Name & Address of the University/Institute/Employer/Student (In capital letters) to whom transcript is
required to be sent (Attached a separate list, if required):-

If, the Transcript is required to collect Personally : Name .............cccccooiniiniiniiniinnceee

Mobile No... (Please see Instructions in back-side at Point-C)

Date:...ccovveerrieerieene. (Signature of the student)
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13)

14)

INSTRUCTIONS FOR "OFFICIAL TRANSCRIPT"

The filled in form duly signed by the student with the requisite fee & documents may be sent to:-

The Registrar,
Student Evaluation Division, Indira Gandhi National Open University,
Block-12, Maidan Garhi, New Delhi-110068 (INDIA)

The students are required to enclose same number of legible photocopies of both sides of the statement of
Marks- sheet/Grade Card/Provisional Certificate and Degree Certificate etc. issued to them, as the number
of transcripts are required. Each photocopy of the certificate is chargeable as mentioned at prescribed
format under Point No.-6. Incomplete application will be entertained.

If the Student/Applicant has applied for Official Transcript and wants to collect the same Personally or
By-

Hand himself/herself from the Section Officer, Exam.-I1II Section of SED, Block-12, Room No.-10,
IGNOU, Maidan Garhi, New Delhi-110068 (India) then He/ She is required to mention such information
& Mobile No. under Point No.-10 in prescribed format for calling them provided that He/ She has to
produce the valid Original Identity Card/Votter Card/Aadhar Card/PAN Card/Driving License or Passport
etc. for signature/ photograph/residential 1d. Proof. at the time of collecting their Transcripts.

Note:- If the student want to collect his/her transcript by-hand through any other person from the above Section

15)

16)

17)

18)

then the receiver has to produce all above documents of the student along with "Authorization-Letter" of
the concerned student. The person who want to receive the Transcript(s) on behalf of the student, has to
produce his/her valid Original Identity Proof for signature/photograph/residence etc. like Identity Card/
Votter Card/ Aadhar Card/PAN Card/Driving License etc .and he is also required to submit the copies of
the same to this Section at the time of collecting the Transcript.

The University has been sending/dispatching the "Official-Transcripts" under sealed envelope(s) through
Indian Speed Post Services and the normally, the Exam-111 Section of SED takes minimum 15 days for the
issuance/dispatching the "Official Transcript(s)" after receiving the Application-Form of the student at
this Section but "Dispatching/Issuance time depends on furnishing the Verification Report by another
Sections and circumstances surrounding the case.

As per the requirement, the demand draft of requisite fees should be reached to this Division prior to 60
days or earlier from the expiry of the same demand draft for smooth transaction with the bank.

Under the existing procedure, the University issues the "Official Transcripts" on "University Letter-Head"
duly signed & verified on current status of each copy of Mark-sheet/Grade-card/PC/ Degree Certificate
etc. by the authorized Officer on behalf of the Registrar (SED) or Controller of the Examinations, containing
the following information therein:-

a. Attested copies of Mark-sheet/Grade-card/PC/ Degree Certificate etc. including detailed information
about the "Programme" completed by the Student / Details of the Courses/ Scheme of Assessment of
Student's Performance / Minimum Standard for Completion of the Courses and Programme / Scheme
of Study / Duration of Programme / Year of Admission & Completion of Programme / Mode of study
/ Medium of study etc. This information is based on the current status of the Mark-sheet/Grade card.

b. Recognition of the University and authenticity of its Degrees/Diploma etc. It is also clarified in the
"Official Transcript” that the University does not issue Year-wise/Semester-wise Mark-sheet/Grade-
card but issue a comprehensive Mark-sheet/Grade-card after successful completion of the programme
to the students.

The inquiry about status of the "Official Transcript” submitted by the student/applicant can be obtained

from " Official Transcript Counter” Exam.-I111 Section of SED (Block-12, Room No.-10), IGNOU, Maidan
Garhi, New Delhi-110068 personally or on Telephone No. 011-29572210 between Monday to Friday
during Office hours after 15 to 25 days of receiving the Application-Form at this Section.



