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Instructions for “Request for 
Official Transcript of Academic 
Record” Form 

 
1. Click on the Apply Now button on the Undergraduate Research Awards page. 
2. Read over the instructions carefully before beginning your application. 
3. On the application page, download the Request for Official Transcript of Academic Record 

form. 
4. Fill in your last name, first name and student number as seen in Figure 1 in the green “Box 

1”.  
5. In “Box 2”, fill in the following information:  

• Contact name: Release to the Office of Research Services 
• Leave the other fields blank 

6. In “Box 3”, sign the document with your full name and date it.  

 

Note: Refer to Figure 1 on page 2 of this document for Box 1, 2 and 3 locations.  

Do not fill in any other information that has been crossed out in red as seen in Figure 1.  

Do not process a payment with the Office of the Registrar and do not directly request an 
Official Transcript of Academic Record for the Ontario Tech Undergraduate Research Awards.  

 

 

https://research.ontariotechu.ca/students/ura/index.php
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Figure 1: Reference Image for “Official Transcript of Academic Record” Form 


