Transcript Email Templates:

**Notes to Admins: 
· Please remember to attach the Parchment guide if they have any non-international degrees.
· IF degrees are not yet conferred, please have them submit official coursework (if not yet completed) or a letter of completion (if dissertation is complete and the degree will be conferred at a later date). The applicant will be required to submit an official transcript (or evaluated transcript) once the degree is conferred and posted on their transcript. 
Non-international terminal degree:
Congratulations on your appointment as a [Title]!
[bookmark: _Hlk185490729]As part of the hiring process, you will be required to submit official transcripts for your highest degree and all degrees you’d like to appear as part of your faculty credentials at Texas State University. Our accreditation agency requires that we have official transcripts from all degree granting institutions that appear as part of our faculty members credentials at the university on file. Please request official transcripts from the [highest degree university name] if you have not already done so (Guidelines for Accepting Transcripts).
Transcripts should be mailed to Texas State University, C/O: Faculty and Academic Resources, 601 University Drive, San Marcos, TX 78666 or sent electronically to fac-transcripts@txstate.edu. 
It is very important that transcripts are sent to Faculty and Academic Resources directly. If you are not given the option to send them directly to Faculty and Academic Resources, we recommend contacting the Registrar’s Office of your institution for assistance. If your institution(s) utilize the Parchment platform, please refer to the guide attached. 
If you have any questions, please let me know.
A&M:
Add: 
For Texas A&M transcripts to reach the correct office, you must select the send to an employer option and request it be sent electronically to fac-transcripts@txstate.edu.







International terminal degree:
Congratulations on your appointment as a(n) [Title]!
As part of the hiring process, you will be required to submit your official evaluated transcripts from the [international school]. Our accreditation agency requires that we have official transcripts from all degree granting institutions and official evaluations of all international transcripts that appear as part of our faculty members credentials at the university on file. Please request official evaluations if you have not already done so (Guidelines for Accepting Transcripts).
Official evaluations should be mailed to Texas State University, C/O: Faculty and Academic Resources, 601 University Drive, San Marcos, TX 78666 or sent electronically to fac-transcripts@txstate.edu.  
Evaluation must be completed by an organization that is a member of the National Association of Credential Evaluation Services (NACES).  NACES members may be found at: https://www.naces.org/members. 
Please request the following:
· Course-by-Course evaluations for [terminal degree] (if you only received a diploma, please provide a document-by-document evaluation instead)
If you have any questions, please let me know. 















Postdoc:
Congratulations on your appointment as a Postdoctoral Scholar!
As part of the hiring process, you will be required to submit official transcripts from the [University name(s)]. Our accreditation agency requires that we have official transcripts for your Ph.D. on file. Please request official transcripts from the [university name(s)] if you have not already done so (Guidelines for Accepting Transcripts).
Transcripts should be mailed to Texas State University, C/O: Faculty and Academic Resources, 601 University Drive, San Marcos, TX 78666 or sent electronically to fac-transcripts@txstate.edu. 
It is very important that transcripts are sent to Faculty and Academic Resources directly. If you are not given the option to send them directly to Faculty and Academic Resources, we recommend contacting the Registrar’s Office of your institution for assistance. If your institution(s) utilize the Parchment platform, please refer to the guide attached. 
If you have any questions, please let me know.
_____________________________________________________________________________________
International Postdoc:
Congratulations on your appointment as a Postdoctoral Scholar!
As part of the hiring process, you will be required to submit official evaluated transcripts from the [university name]. Our accreditation agency requires that we have official evaluations for your Ph.D. on file. Please request official evaluations from the [university name(s)] if you have not already done so (Guidelines for Accepting Transcripts).
Official evaluations should be mailed to Texas State University, C/O: Faculty and Academic Resources, 601 University Drive, San Marcos, TX 78666 or sent electronically to fac-transcripts@txstate.edu.  
Evaluation must be completed by an organization that is a member of the National Association of Credential Evaluation Services (NACES).  NACES members may be found at: https://www.naces.org/members. 
Please request one of the following:
· Document-by-document evaluations for Ph.D. from the [University name]. 
· Course-by-Course evaluations for Ph.D. from the [University name]. (Any expectation of teaching requires a course-by-course evaluation of your Ph.D. and the evaluation must be on file prior to your the teaching appointment.)
If you have any questions, please let me know.
