Notes about Transcript

Please note that the transcripts for students should be applied just before your graduation. Only one free copy.
1. Every November the Academic Affairs Department of UCAS will send last year’s transcripts to the institutes directly, together with Chinese students’ transcripts. Students can ask for a hard copy from your institute in the second year. Do not ask it before that time!

2. There are two ways to get your transcript before graduation.

Method 1: Ask your institute’s teacher print it out and stamp by your institute’s Academic Department.

Method 2: Ask it from the Academic Affairs Department of UCAS. (Fill a form by yourself and stamped from your institute. Go to the Academic Affair Office and ask the teacher to print the transcript for you. Please make sure the working time and office address.)
Working time of Academic Affairs Department of UCAS
	Campus
	Time
	具体地址
	Tel
	Type

	Yanqihu
	Monday to Friday
13:30-16:00 p.m.
	雁栖湖行政办公楼217房间

Office Building Room 217
	69671069
	Free

	Zhongguancun
	Fridays 8:30-11:00 a.m.\13:30-17:00
	中关村校区教学楼东小楼204
Teaching Building East Building Room 204
	82640466
	Free

	Yuquan
	Wednesdays

8:30-11:00 a.m.
	玉泉路校区办公楼137房间

Office Building Room 137
	88256199
	Free

	Yanqihu
	Thursdays 
13:30-16:00 p.m.
	雁栖湖行政办公楼217房间

Office Building Room 217
	69671069
	Charged

	Yuquan
	Wednesdays

8:30-11:00 a.m.
	玉泉路校区办公楼137房间

Office Building Room 137
	88256199
	Charged


Every recent graduate student can get one transcript free. More than one copies are charged.

中国科学院大学在学研究生成绩单办理申请表（介绍信）
	此处填写学生本人信息
Student Information
	*培养单位名称/Institute________________________

*学生姓名/Student Name____________  *学号/Student ID No.________________________

*Number of transcript/申请办理_____份中文成绩单/Chinese version、______份英文成绩单/English version，用作/Purpose for the transcript_______________（须明确填写）

	此处填写培养单位意见
	培养单位意见/Institute：

培养单位研究生管理部门盖章

    年    月    日

	国科大教务部办理人签字

    年     月    日


Need GPA， Yes(  No(
