State of Michigan (SOM) Definition of an Official Transcript:

An official transcript is one issued to students for a nominal fee. In order to obtain this hard
copy, the student must submit a written and signed request to the institution. In most cases,
transcripts will not be released until all financial obligations to the institution have been met.

The transcript must bear an institutional validation (such as a seal, logo, or letterhead), date,
and signature of the registrar. Any transcripts that do not meet these requirements should not
be considered official.

This copy may also have “Issued to Student” stamped on the front, as a note for other
businesses or organizations.

Instructions for Submitting an Official Transcript:

Once the transcript is in your possession, you must scan the document onto a computer and
attach the electronic version to your application in NEOGOV. When building your applicant
profile, click Add Attachment(s) to add your transcripts or other necessary documents as
attachments to your application. (NOTE: The documents must have one of the following file
extensions: pdf, doc, docx, txt or rft).

DO NOT have your school/institution mail a copy of your transcript directly to a State of
Michigan hiring agency. Transcripts sent by mail to the State of Michigan hiring agency will not
be accepted.

Below is an example of an official transcript:
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