
                                                                                                                VACU FORM 

 

     VIRGINIA CHRISTIAN UNIVERSITY 
           14012-F Sully field Circle, Chantilly, VA 20151 

          Tel. (703)250-8711, (703)378-7497, (703)629-1281 / Fax.703-657-0690 

www.vacu.edu / e-mail: office@vacu.edu 

                 [Document Request Form/증명서 발급신청서] 
 

              Please print all information. An illegible or incomplete form will delay processing. 

 

▪ Student Information 

Name in Full Eng:                             Kor: Phone#  

Degree  Major  Student ID   

Date of  Birth  E-mail  

Address  

SSN #  Date of  Admission or Graduation  

 

▪ Request Information(필요한 부수를 해당란에 기재바랍니다) 

Transcript 

(성적증명서) 

Enrollment 

(재학증명서) 

Graduation 

(졸업증명서) 

 Total # of  sheets 

Request(총부수/Fee) 

Reason for Request 

(사용용도) 

      

*I request my official certification be sent to the following person at the address indicated below.  

         Please check all that apply: 

(       ) Send official transcript or certification in a sealed envelope for me to another organization (open sealed   

         transcript become unofficial/발행된 서류는 아래 기입된 기관의 주소로 밀봉하여 보내주시기 바랍니다.) 

         :                                                                                                     

(       ) Send unofficial transcript for my personal use(개인수령방법): mailing, E-mail, pick up, Fax(No:             ) 

(       ) Send the completed form along with a check or money order for $10.00 to VACU. 

(       ) Credit card pay (Visa, Master, and Discover) 

Card Number:                                            Expiration Date:                       3 Verification #:               

 

*Notice: I understand that VACU: 

      will not release my transcript if I have outstanding account balances or owe library or other university materials; 

      will mail my transcript to address within the United Stated by first-class mail. 

      will charge processing Fee for $10.00 per sheet(발급비: 장당 미화 $10) + Shipping Fee(우송료) 

      Documents will be processed once payment is received and will take about 2weeks(약15일 소요됩니다.) 

      Please Request documents by mail or e-mail(우편이나 e-mail을 이용하여 신청하여 주시기 바랍니다.) 

 

 

Date:                     Print Name:                               Sign:                                  

 

                                                                                                                

 

 
For office use only 

 
Officer 

 
Registrar 

File Complete(         )  Student account paid in full(          ) 
Fee Paid (          )      Attendance(           ) 
Grade Condition (             )  Date of mailed:                         

 
 

 
 

 


