Appendix B — Sample Transcript Templates
The following transcript samples are provided as general reference models for North American Division academies. Schools may adapt transcript formats based on institutional branding, Student Information System capabilities, conference expectations, and local operational needs. However, all transcripts should maintain consistency, accuracy, professionalism, and alignment with NAD and accreditation expectations.
Purpose of Transcript Templates
Transcript templates are intended to:
· Promote transcript consistency
· Support transcript integrity
· Improve institutional professionalism
· Support college and scholarship applications
· Assist with accreditation readiness
· Clarify transcript formatting expectations
All official transcripts should:
· Reflect accurate academic records
· Be generated from approved institutional systems
· Include appropriate institutional identifiers
· Maintain confidentiality and security protections
Sample Transcript Components
All official transcripts should generally include:
Student Information
· Student legal name
· Date of birth (if institutional policy allows)
· Student ID number when appropriate
· Graduation year/classification

School Information
· School name
· School address
· Accreditation status
· CEEB code when applicable
· Phone number/contact information
Academic Information
· Course titles
· Credits attempted
· Credits earned
· Grades awarded
· GPA information
· Cumulative GPA
· Graduation status
· Honors designation when applicable
Certification Information
· Official signature
· School seal when applicable
· Date issued
· Transcript designation as “Official” or “Unofficial”








Sample Transcript Type 1
Standard Senior Academy Transcript
Recommended Features
· Semester-by-semester format
· Cumulative GPA listed clearly
· Graduation date displayed
· Honors designation included
· Weighted and unweighted GPA when applicable
1. Weighted and unweighted GPA when applicable

SAMPLE FORMAT
North Valley Seventh-day Adventist Academy
123 Academy Drive, Anywhere, USA 12345
Accredited by Adventist Accrediting Association (AAA) & Middle States Association (MSA)

	Field
	Information

	Student Name
	Jane Marie Student

	Date of Birth
	January 1, 2009

	Student ID
	456789

	Graduation Date
	May 2027



	Grade
	Course Title
	Credit
	Grade

	9
	English I
	1.0
	A

	9
	Algebra I
	1.0
	B+

	9
	Biology
	1.0
	A-

	9
	World Geography
	1.0
	A

	9
	Bible I
	1.0
	A

	9
	Physical Education
	0.5
	P



	Field
	Information

	Credits Earned
	24.0

	Cumulative GPA
	3.82

	Weighted GPA
	4.10

	Diploma Type
	College Preparatory Diploma

	Honors
	Cum Laude



Registrar Signature ___________________
Date Issued ___________________

Sample Transcript Type 2 — Junior Academy Transcript
Recommended Features
1. Clear identification of grades 9-10 coursework
1. Transfer-ready formatting
1. Carnegie Unit documentation
1. Graduation pathway notes if applicable

SAMPLE FORMAT
Cedar Grove Junior Academy
456 School Lane, Anywhere, USA 12345

	Field
	Information

	Student Name
	John Michael Student

	Student ID
	334455

	Current Grade
	10



	Year
	Course
	Credit
	Grade

	2025-2026
	English I
	1.0
	A

	2025-2026
	Algebra I
	1.0
	B

	2025-2026
	Physical Science
	1.0
	A-

	2025-2026
	Bible I
	1.0
	A



Transfer Notes: This transcript reflects coursework completed through grade 10 at Cedar Grove Junior Academy.
Registrar Signature ___________________

Sample Transcript Type 3 — Weighted GPA Transcript
Recommended Features
1. Honors/AP indicators
1. Weighted GPA explanation
1. Course weighting legend

	Course Type
	GPA Weight

	Standard Course
	4.0

	Honors Course
	4.5

	AP/Dual Enrollment
	5.0



	Course
	Credit
	Grade

	Honors English III
	1.0
	A

	AP Calculus
	1.0
	B+

	Dual Enrollment Psychology
	1.0
	A



Sample Transcript Type 4 — Dual Enrollment / Dual Credit Transcript Notation
Schools should establish consistent transcript notation procedures for dual enrollment and dual credit coursework.

Option A — Course Title Notation
	Course
	Credit
	Grade

	DE College Algebra
	1.0
	A



Option B — Footnote Notation
Course completed through approved dual enrollment institution.

Sample Transcript Type 5 — ACA Transcript Notation Example
Schools accepting Adventist Colleges Abroad coursework should establish consistent transcript notation practices.

	Course
	Credit
	Grade

	Italian I (ACA)
	1.0
	A

	Korean I (ACA)
	1.0
	B+



Suggested Transcript Footnote: Course completed through Adventist Colleges Abroad (ACA) approved program.

Sample Transcript Type 6 — Credit Recovery Transcript Notation
	Course
	Credit
	Grade

	Algebra I – Credit Recovery
	1.0
	B



Sample Transcript Type 7 — Transfer Credit Notation
	Course
	Credit
	Grade

	English II (Transferred)
	1.0
	P



Transcript Security Recommendations
Schools should consider:
· Secure PDF generation
· Watermarking official transcripts
· Digital signature protections
· Transcript request logging
· SIS access restrictions

Accreditation & Transcript Consistency
Accreditation teams frequently review transcripts for:
· Consistency
· Accuracy
· Graduation alignment
· Course catalog alignment
· GPA integrity
· Credit verification
Schools should periodically conduct transcript audits to ensure:
· SIS consistency
· Proper formatting
· Graduation requirement alignment
· Institutional support

Guiding Principle
Transcripts represent official academic records and should consistently reflect:
· Accuracy
· Integrity
· Professionalism
· Confidentiality
· Institutional credibility

The transcript serves as a permanent representation of a student’s educational journey and should be maintained with the highest standards of care and stewardship.

