
general Instructions for Issue· qf Tran•eriptl-

1. APPLI(;ATION FORM: 

For issue of Triln&cript a studenfhas to oris tire-that tbe all tA~ in~ttvctioRi :~. c&Rt\llly 

mad and uride~tQOd before filling the online: application fotm availli"ic; at 

http:Ha•am.du,ee.lill 

2. SUPPORTING DOCUMENTS: Ciear and legible self•attested copies of the 

(ollowing documentS are required to be. uploade4 arthe tim~ of filling the online line 

application fonn. 

(I) All marksheets ofthe s,udent. 

(il) Fe~ receipt ofpayinent done separatel)toir hltp:l/fee;l/y;a~.;,forJ1tUI1'~ck- Gml 

P~~al chC~rges (ifapplic{lbie). 

(iii) P.r:iO.ril)i ellidences for Fasr Track-Application. 
. / 

(iy) P()31al address document where student Want- to post th_e II'Qn~f]rlpt by Me' 

Wiiv~N~IJ! af qpJingfor_posl()l.aer.v;i~J-

(v) A valid official Jd-ofthestz4den.t i~f.lectby Goviimment,411tlfo1lties, 

(vj} La,utpholoiP'aph andsip.atureofthe stild~Tfl. 

(vii) Syllabus of the:programme/course studied, and/or details-of lhf!PQ.Pm' code, ~ 

til/1, m~im._um marks, obt9irled: marks. Sfl/>jeol or.ed_its. gr-ade pOint and' or.il 

paints earned as applicgb/e. 
' ' 

NOTE: S~deat need to upload aU suppoFtlng ctoeumentJ IIi a •mile P4f llli 
exeept ayUabus. 

3. PRESCJUBED FEE FOR TRANSCRIPt: The student is riquired to su~mit- the 

requisit~ fee as per detaHs given below:-
- .. '., 

Tranacrlpt Fee ' (i)-lfappliedfromwithini~c;u:a · -(li) lfajpUod)rcnit· .A&R;Id 
.- . 

;Uj!-,w.6-year.. _R;s • .l-0001• liJS~f"Y® 
,, . '' .. 

More than 6 yem ~. l$00/ .. ·' US$-lSO 
'. - ·· ·: 

P~st·lofS 
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Additional Fee, If applicable 

(i) Ifnpplied from within India · (ii)}f applied ftom Abroad 

Additional Cqpies Rs. 1001~ per copy · usSlOper.c:opy· 

Fast Track Fee· Rs. 2000/· 

lndht . ~India 

4. PROCESS OF ISSUE OF TRANSCRIPT 

NORM~ JIROCESS: The ~script will Qormally be issued withil\ 21 workial 

days in cases where the application is.found to be complete and correct in all respecta. 

FA.ST TRACK PROCESS: Transcripts under fast track wiR be iuucd on priority 

which may-take about I 0 working days. An appiicati()n carinot. be considerod under 

Fast Track rn~rcly because. additional fee -iS' paid for that, there should be ·suft'ioierit 
. . 

supporting document submitted to credibly prove that Ule·need (qr .~li,Qrip.( i~ \lf&PI\t. 

Ti'Bnscripf under fast track will be issued subject to (i) prior approvaf of the aaid 
application (ii) deposit ofadditional fee as applieable {iii) ~ppli~litioq being complete: 

.in all.reap,c~ .. and.nc, W~l'ft?-~Jo.und... East.J:tack..applicatioo feds DQD·r~.~4:ilbl9 .. .... .w .. ·-·-------··~"wx 

5. INCOMPLETE APPLICATION: After compietioli of ol\lin~ proce~s. 'tud~Jtt w.ill 

receive an a~kn.owled,gement showing that the request for issue ofTranscripthas·~en 

provis(onaUy accept~d and subject to be validated by the Examination Branch for 

completenes&. All incomplete iJpplications will be rcjeQted, 

6. DELIVERY OF TRANSCRIPT: Transcript can be collected from. the stu4_,w,t 
dealing windows only by the student m pei'Son ft:om the Examinauon Branch after 2:J 

working days of the e~pplying , onliite for issue of original Transcript ·at the -folloWiq 

PapJ of l 



address (t>D working days, fb>m 1().00' an;t .to OLOO pm ~d ft'otll 2.00 pill to l.OO: 

_pD}): .. 

For StUdent,. beloa•i to North. campus ·· 'For•:Sfudentl.·beloap'·to/8oath Caiilpui . 

Colleges CoU~es 

Window No.9~ University Gate No.1, · 

· Unive~ity Road~ Examination Wing, 

Univel'Sity of Delhi, North Campus, 

Delhi-it 000'7 

Examinatit>n·Bran9h. (Nex~ to SB.i Bllnk), 

Colinter No. 2, tJniversity-:ofDalhi, 

SouthCamptJs, New Delhi ·110021 

.Student m~t receive the· Transcript doeuments· Within 6 month& of lss~ce;- If tJle 
transcript is ~ot c()llccted within the prescribed time, ·the same will b.e• couipecf to. 

unthlimed trans~ripts 'which may ·not be retrieved at future. date. Ill tuc.h ·cuos the 

student has to apply:fresh:fonowmg a.llthe reqUjte~ents df'neYi, ~ppl.ieati~JL. 

1. PilOHIBmON' OF Otn'SIDE AGENCY FO.It'ISS{JE QF '11lANSeRIPTS: Tile· 

Uliivetsity does not entertaiii any outSide agency oh behalf' <>f sttid~nt fot is~e 6f 

Tr:BD.$cripts. Taking the serVices of som·c outside agencits for· getting the . traliscript 

i&~d ttom the University is strictly pTQhibit~.. ~f it is fo~d that a :studeftt ia 

availinglhas .av~ed the services of outSide agency; appropriate,ilcti()ll-Will b~ -taltcn ~ 

l"'r ·ru).,~. 

8. SENSITIZING THE PUBLIC ABOUT CORR1}PTIO~: Do n,ot pa)' bribes. If 

anybody in the Examination Office or anyone outside asks for· bribe in cuhlkil.-!1 ~r 

you have any information on cortlJpfion in this office or if you are a vic~ ~t' 

COJ:TU~tjon ~ this qfti~c you can c,oi.Illtlain t_o the officer· in. cbarafi 

(S.OJA.RJD:R.tJJl) ofthe Sccti~n concemediOSD~ in ~o;Ex~nation. Wing of' 

tM Ur~iversity. 

9. DISCLAIMER: It will be the· sole respon_sibility of the, student who is a'RP.lYi~l far· 

Transcript to ensure that the application is complete in all -respects~ with all the 
supporting docume.nts. Th.e student h~ to go througll all the ift&tructions ·-~fUily~ 

Pqtlaf l 



The Examin~tion Branch shall not .be re~ponaible fo.: ~y inaonvellien.o• oauud .or 

Hability and/or lo11 incUrred by thc,,student. 

• lmporti nt Inatruetton1: 

(i) Only one application can be processed with one· re$i8tration. 

(ii) Student must de~ide whether to apply tor Fast Tmck process before' applying" for 

original transcript on tine. Additio"a:l Fe.e is reqUited, to~ be-;paid;:co1t~http#~d\r .. ei:ia:t/E:-~:: ~- c 

before going· for filling the online.application form. All-additional fee rece!_pts i:e., Fut 

Tracie: Fee· ~d Postage cbatges, are requited to ·be attached with the: matksheets· and, 

ihould not be older than "! d~ys from th~:d11te of:filli~g:th,e onU1te- -pplicati_ol) :f!)rm~ 

S.tu@nt must attaoh. the priority evid~nce• for 'Fast T~ck pro~ss;·wiU.: th• iHAI'u~•it.a et&t thft 
application will be treated as normal application and shall be. processed accordingly. 

FUll Name of aU the subjectS studied including' optionill subjeets (if any) should be mentioned 

in :the online application form. No abbreviatiQns will be accepted. In th,~ event of BllY douhJ 

in· the name of the subject/s, the Coll~ge/Department/Faculty concerned/CoUrse Syllabu& inay 

be consulted which will further delay the delivery of the Transcript. Any discl'eJ'an.cy/ribsenc.e 

of name of subject will be considered as incomplete application. In case the Co.urse ·Syllabpj 

is not available, student can clearly write/type th~ programme/cours:e studied andlordctaila of 

~e paper cot:ie, paper title, maximum:marks, obtained marks, subject c~its, sra.tl~ poi!\~ •r;l 

·credit points eamed as applicable and sel{ .. at_t~ted on a sheet of paper and upload Wider 

wytlabus seetion. 

Additional copiea (mBXimum 5) needs to be. mentioned at the tl.ttla . of atibnlittiJ!g ~· 

application. Fre.sh· application is required. if mor.e. copies are needed subsequently. 

Number of years will be calculated from the ®te oflast exam.inatiQn p~scd. And additional 

postage charges are ·required to be paid if delivery of'Tr&nsCript by post i~ requested at the, 

time of application. 

Online application for Transcript once completed cannot . be later withdrawn to· claim fee 

refund. Fee once paid caMot be adjusted under any other head, .Also no.requeat fo.r updatina 

the details will be entertained in a:ny form after the fee is paid. Invalid/wrong applicatiq~ 

wiU be rejected. 

Following doctunents will be required to take. delivery ofTranseript·pel'IO..-lly: 



(i) Cr1py of the aclarowlt!dgeme~t rec~ipl pfthl: . .QtJiimtA/!pli"ai)f)JJ,. ··· ·· ·--·- · · - ··· 
lii) Copy· of thtfee:r~ceipt for TraMcript. 

OiQ A mli4 offit;ial' id ,of the student ~sl(ed ,by Go_v,en,ment A.~tl:r~rltiu· aild Ctlrl!y. tli'-
01'~inalfor ·vfi'(fica#ort. 

PapSofS 



R~i ~:tqfcla.t:<?l~ 
UNIVERSITY OF DELHI 

Ref.No. Examlll(ii)/2021/ 
ogth September, 2021 

NOTIFICATION 

It is notified for information of an concerned that in addition to 
issue/delivery of transcript in physical mode a facility of sending 
transcript electronically to the World Education Services( for Canada 
& USA) is also available, for which a student is required to pay an 
additional fee of~ 500/- per Transcript/Email 

Online link to pay fee is misconlinefee.du.ac.in 

A. Student is advised to ci?:eck particulars in physical copy of transcript 
prior to email to WES is sent. 

Any further query in this regard can be made at window No. 09, 
Examination Wing, University ofDelhi, Delhi-11 0007. 

Note:- Only Fresh applicants ean avail this facility 

Dean (Examinations) 
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