Instructions for Providing Transcript Materials
Horizons Upward Bound Evaluation Study

Step 1:  Provide transcripts.  The students named on the enclosed transcript checklist are participating in the Horizons Upward Bound Evaluation Study.  For each student listed, please return a copy of his/her transcript(s) and use the transcript checklist to indicate which students’ transcripts you are providing.  Unofficial transcripts would be satisfactory, if those are easier for you to provide.  If there are any students whose transcripts you cannot provide, please indicate the reason in the space provided on the transcripts checklist (such as unable to identify student, student did not attend, etc.).

Step 2:  Provide course catalog or list.  To help us interpret and accurately code the course information on the transcripts, please include a copy of your school’s course catalog or other description list of courses.  If you are unable to provide the materials, please indicate the reason on the materials checklist.  Note: The course descriptions for mathematics and science courses should indicate whether the course is Advanced Placement, honors, mainstream, or remedial.

Step 3:  Provide grade descriptions.  To help us interpret and code the grades designated on the transcripts, please include a copy of your school’s grading system.  This description should include the highest and lowest grades on the scale.  If you are unable to provide these materials, please indicate the reason on the materials checklist.

Step 4:  Include the transcript reimbursement form.  If you would like us to reimburse you for the transcripts you are providing, please complete the enclosed reimbursement form, indicating how many transcripts you are sending and the cost.

Step 5:  Provide your name and telephone number.  Please provide your name and telephone number on the materials checklist so that we may contact you for clarification if necessary.

Step 6:  Include the transcripts and materials checklists.  Remember to include copies of the both the transcript and materials checklists complete with any notes about why you may have been unable to provide any of the requested information.  Please retain a copy of each for your records.  

Step 7:  Mail materials.  An addressed, postage paid envelope has been provided for the return of these materials.  If this envelope gets lost or misplaced, please send the requested documents to:

The Horizons Transcript Collection

Mathematica Policy Research, Inc.

Columbia Gateway Corporate Park

      7161 Columbia Gateway Drive, Suite C

                                              Columbia, MD  21046-9833

