
AACRAO 2011 Academic Record and Transcript Guide

Table of Contents

CHAPTER ONE
Introduction.........................................................................1

CHAPTER TWO
Database, Academic Record,  
and Transcript Distinctions  
Based on Historical Perspective.............................5

Historical Perspective.......................................................7
Evolution of the Transcript Out  
of the Academic Record..................................................7
Database Elements and the Transcript.........................8

CHAPTER THREE
WENDY KILGORE & PATRICK MILLER

Database and Academic  
Transcript Components..................................................9

CHAPTER FOUR
WENDY KILGORE & PATRICK MILLER

�Transcript Key................................................................... 17
FERPA Redisclosure Limitation................................ 20

CHAPTER FIVE�
JULIE FERGUSON & SUSAN NELSON

Current Issues................................................................... 21
Recording Academic and  
Disciplinary Actions on Transcripts.......................... 23
Use of Social Security Numbers: in the Student 
Database; on the Academic Transcript; as a  
Student ID; and for Financial Aid Programs.......... 25

Name Change Recommendations.............................. 26
Gender Change.............................................................. 27
Reissuance of Diploma................................................. 27
Cross Referencing.......................................................... 27

CHAPTER SIX
CHARLES TOOMAJIAN

FERPA, USA PATRIOT Act, and  
Their Impact on the Release of  
Student Education Records...................................... 29

Resources......................................................................... 31
Other Considerations................................................... 31
Major Features of FERPA............................................ 32

CHAPTER SEVEN
ROBERT MORLEY & JOHN T. STEWART

Transcript Services.........................................................35
Issuing Transcripts......................................................... 37
Security Features for Electronic Transcripts............ 39
Withholding Transcripts.............................................. 39
Faxing Transcripts.......................................................... 40

CHAPTER EIGHT
JERRY MONTAG & SUSAN VAN VOORHIS

Fraudulent Transcripts................................................ 41
Protecting Transcript Integrity................................... 43
Outgoing Transcript Guidelines to  
Protect Against Fraud................................................... 44
Incoming Transcripts Guidelines............................... 45

a



AACRAO 2011 Academic Record and Transcript Guide

Table of Contents

CHAPTER NINE
CHARLES TOOMAJIAN

Transcription of Nontraditional Work.............. 47
Nontraditional Work: An Overview......................... 49
Usefulness of Developing and Publishing  
Policies Regarding the Acceptance of  
Credit Offered in Nontraditional Formats.............. 49
Calendar Considerations.............................................. 49
Varying Methods of Transcription............................. 50
Identifying Mode of Delivery; 
Identifying Origin of the Coursework...................... 50
Various Types of Nontraditional Education............ 50

CHAPTER TEN
JERRY MONTAG

Continuing Education Unit Records....................55
CEU vs. Traditional Credit......................................... 57
CEU Transfer Policies................................................... 57
The CEU Transcript...................................................... 57
The CEU Certificate..................................................... 58
CEU Record Retention................................................ 58

CHAPTER ELEVEN
SUSAN VAN VOORHIS & JERRY MONTAG

Security of Records........................................................59
Records Security............................................................. 61
Supplies and Equipment.............................................. 66

CHAPTER TWELVE
ROBERT MORLEY & JOHN T. STEWART

Electronic Transcripts:  
EDI, XML and PDF............................................................ 67

EDI Standard Formats.................................................. 69
XML Standard Formats............................................... 69
Benefits of EDI and XML Exchange......................... 70
Electronic Exchange of 
PDF Student Documents............................................ 71

APPENDICES:
Appendix A: Survey Results and Analysis.......................... 73

Survey A: Transcript Practices, Student ID 
Numbers, and Name Changes, 2009/2010.............. 73
Survey B: Opinions on Transcript  
and Other Practices....................................................... 79

Appendix B: Self-Audit Checklist......................................... 83
Appendix C: Examples of  
Nontraditional Transcript Entries........................................ 87
Appendix D: Guidelines for Fighting Fraud...................... 91
Appendix E: Sample Transcript and Key........................... 93
Appendix F: Evolution of the AACRAO  
Academic Record and Transcript Guide.............................. 97

Glossary..................................................................................... 99
References and Resources.......................................................105
Index........................................................................................109 1b



1
1

AACR AO 2011 Academic Record and Transcript Guide

CHAPTER ONE

Introduction





AACRAO 2011 Academic Record and Transcript Guide

Chapter One

3

In
t

r
o

d
u

cti


o
n

Registrars have always been guardians of the integ-
rity of an institution’s records and degrees. In recent 
years, registrars and records professionals have 
increasingly faced the need to reconcile two com-
peting demands: the need to provide accurate infor-
mation promptly to various constituencies, and the 
need to safeguard privacy.

 In addition, the use of student information sys-
tems, Internet, email and document imaging have 
complicated both of those considerations: it is now 
easier both to disseminate information promptly 
upon authorized request and, deliberately or 
through inadvertence, to disseminate information 
to unauthorized parties.

In The AACRAO 2011 Academic Record and 
Transcript Guide, we have tried to combine the 
best of the old — such as a thorough discussion of 
Database and Transcript Components — with prac-
tical guidance for new or evolving situations.

Among such situations are three current issues 
that have been the subject of widespread discussion 
in the profession: Notation on the transcript of aca-
demic or disciplinary ineligibility to re-enroll; use 
of social security numbers both in the database and 
on official transcripts; and documentation of name 
and gender changes.

In order to facilitate easy use of this Guide, we 
here present a brief overview of each chapter.

In the following chapter — Chapter 2 — we discuss 
the terms “database,” “academic record,” and “tran-
script,” and make some distinctions based on the his-
torical evolution of those concepts. In essence, we 
emphasize the distinction between the full database 
and the transcript, remembering that a database can 
contain many items which are either optional, or 
not recommended, for inclusion on the transcript.

In Chapter 3, “Database and Academic Transcript 
Components,” we present 54 data elements, and 
make recommendations as to whether their use 
is Essential, Recommended, Optional, or Not 
Recommended —regarding both the database and 
the transcript. Note that in Appendix B, we present 
a “Self-Audit” exercise concerning what should, and 
should not be, included on transcripts.

In Chapter 4, we present a concise guide to the 
“Transcript Key.” We list 19 items that are essential 
to be included in the key, and nine optional items.

Chapter 5 addresses “Current Issues” which con-
tinue to be worthy of discussion based upon prac-
tical concerns and/or changes in our culture; this 
despite having been addressed in the last edition of 
the Guide. Each issue is reviewed as a sub-section of 
the chapter:

00 Recording Academic and Disciplinary 
Actions on Transcripts;
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00 Use of Social Security Numbers: In the 
Student Database; on the Academic 
Transcript; as a Student ID; and for 
Financial Aid Programs; and

00 Name and Gender Change 
Recommendations

Note that, in Appendix A, we also present and 
explain the highlights of a survey that AACRAO 
conducted in the winter of 2009–10, concerning 
current institutional practice (Appendix A, Survey 
A) and registrars’ opinions as to what they consid-
ered to be best practice for an institution of their 
type (Appendix A, Survey B).

Chapter 6 is entitled “FERPA, USA PATRIOT 
Act, and Their Impact on Release of Student 
Education Records.” It briefly discusses FERPA; 
refers the reader to The AACRAO 2010 FERPA 
Guide; and succinctly discusses the PATRIOT Act. 
Since FERPA and the PATRIOT Act are inevitably 
subject to change, we refer users of this Guide to the 
AACRAO Web site, specifically its Compliance page, 
for timely ongoing updates.

Chapter 7 updates the discussion of “Transcript 
Services.” In the section on “issuing transcripts,” 
there is a new sub-section on how to proceed when 
your institution is the custodian of record for an 
institution that has closed.

Chapter 8 is devoted to “Fraudulent Transcripts.” 
In this chapter you will find a succinct summary of 
best practices to use when safeguarding the authen-
ticity of a transcript or identifying a fraudulent doc-
ument. In Appendix D, we present a one-page set of 
“Guidelines for Fighting Fraud.”

Chapter 9 is an expanded and updated discus-
sion of “Transcription of Nontraditional Work.” 
It draws a distinction between identifying the ori-
gin of the coursework (recommended) and iden-
tifying the mode of delivery (not recommended). 

It discusses the transcription of nine types of 
nontraditional learning: Experiential Learning; 
Credit by Examination; Distance Learning; 
Independent Study; Study Abroad; Military 
Education; Corporate Education; External Degree 
Programs; and Continuing Education. “Examples 
of Nontraditional Transcript Entries” are presented 
in Appendix C and in Appendix E, we present a 
“Sample Transcript and Key.”

Chapter 10 updates the discussion of Continuing 
Education Unit (CEU) Records, and references 
the Web sites of both the American Council on 
Education (its Center for Adult Learning) and 
the International Association for Continuing 
Education and Training.

Chapter 11, “Security of Records,” the discussion 
of physical security and also electronic data storage, 
security training for staff, and additional safeguards 
and challenges, has been modernized.

Chapter 12 clarifies the two existing stan-
dards — the earlier (EDI) and the newer (XML) — for 
“Secure Electronic Exchange of Student Tran
scripts.” The latest innovation in the secure elec-
tronic exchange of student transcripts, Adobe’s PDF, 
is introduced.

We also include six Appendices. In addition to the 
five that have already been mentioned, we conclude 
with Appendix F, which describes the “Evolution 
of the AACRAO Academic Record and Transcript 
Guide.” AACRAO first addressed the subject one 
year after its founding in 1910.

Finally, we also include an expanded Glossary; 
an updated, and annotated list of “References and 
Resources,” which points the records professional to 
further sources of information; and an Index.

We hope that this work will be of immediate and 
continuing use to registrars and information profes-
sionals at all stages of their careers, and in a variety 
of settings.


