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  Dear ISOM Facilitator,

In order to ensure a quick and smooth delivery of the certificates and/or diplomas you have requested, we have provided you with an Excel Spreadsheet Checklist. 


Before sending in your grades to grades@isom.org, please make sure you have gone over this list and completely filled out the Request Form.
If any of these things are not accomplished once we receive your spreadsheet, we will have to ask you to fix it before we can print and send your certificates and/or diplomas. Please note all reprints are $5.00 per reprinted document plus shipping
If you have any questions or concerns about this checklist, please feel free to contact us at (909) 478-3330 or grades@isom.org. 

Thank you for your time and consideration, and may God’s favor be upon you and your students!

God bless,

ISOM Grades Department
	GRADES SUBMISSION CHECKLIST

	
	Students’ names are spelled correctly (Note: Name cannot exceed 36 characters, this includes spaces.)

	
	Students’ names are FIRST to LAST. (If there is a middle name/initial, then their name should appear: FIRST-MIDDLE-LAST)

	
	Students’ names are NOT in all capital letters.  Ex: JONATHAN DOE should be changed to Jonathan Doe

	
	All scores are entered as percentages and DO NOT have any decimal points

	
	Each student has a 60% or higher per exam (To qualify for ISOM issued Certificates and Diplomas)
and/or 70% or higher per exam for each module (To qualify for ISOM issued Advanced Diplomas)

	
	*For grades concerning Associate’s transfer awards: Each student has 60% or higher PER COURSE for each trimester.
**For grades concerning Bachelor’s transfer awards: Each student has 70% or higher PER COURSE for each module.

	
	School name and Regional Center name are present

	
	None of the exam scores exceed 100%  (Giving Extra Credit is at the discretion of each ISOM facilitator, but it is not permitted to submit scores higher than 100%, so this Extra Credit must be distributed accordingly.)


	                                   DIPLOMAS AND CERTIFICATES REQUEST FORM                 
	This form and all fields within it are required.  

	Note: All student fees must be paid and up to date. Please contact your representative to pay all fees before submitting a request.  
	Note: 

	Your Name: 
	Date(Month, Day, Year): 

	School Name: 

	Name of Regional Center Director: 
(For International Schools Only Where Applicable)

	Location of the School: 
	Email: 
Phone Number: 

	Request Details

	Diploma (Completion of trimesters 1-5)
	How many: 
	Graduation Date(Month, Day, Year):  

	Certificate(Completion of trimesters 1-3)
	How many: 
	Date needed by(Month, Day, Year):

	Advanced Diploma
(Completion of trimesters 1-5 + 5 ISOM Bachelor Modules)
	How many:
	***We require at least 10 business days plus transit time for all Diploma and Certificate requests. Please plan graduation accordingly.

	Master’s Diploma

(Completion of trimesters 1-5,  5 ISOM Bachelor Modules + 3 ISOM Masters Modules)
	How many:
	

	Marketplace Module Volume 1 Certificate
	How many:
	

	Marketplace Module Volume 2 Certificate
	How many:
	

	Are names of students spelled correctly and listed first name to last name on the grade report form? 
(Names are printed the same way they were submitted to us. Please check before  sending)
	   

	Shipping Details

(As of Nov. 2007 we will be charging shipping.)

	Name and Shipping Address:                           

	Important shipping notes:

· We require at least 10 business days plus transit time for all Diploma and Certificate requests.
· We require 6-8 weeks for all Transfer Degree requests (CLU, VIU & CTS).

	Shipping Method (Please select one)

	USPS (Cannot use for Africa)
	UPS- NO P.O. BOXES

	* If USPS Priority mail for international orders is selected please note that this shipping method does not have tracking outside of the US, and the school will need to pay $5.00 per reprinted document plus shipping if certificates/diplomas are lost in transit. 
	
	USA Ground 
	

	USPS Express-
	
	Expedited (please contact GSMI to find out a delivery date  estimate) 
	

	Int’l Priority (Not recommended- No tracking)
	
	International 
	

	US Priority Mail (Not recommended Tracking is within the US only)
	
	FedEx- NO P.O. BOXES

	
	
	International 
	

	Billing Address (If different from shipping):

	If you have a current credit card on file with us and wish to use it, please sign here:      

	If we do not have your credit card on file, or you wish to use a different card, kindly call the office at (909) 478-3330. 

	Please Indicate Method of Payment Below :        

[   ] PayPal          [   ] Wire Transfer           [   ]  Check               [  ] Credit Card                 [   ] Other




NOTE: Please email to grades@isom.org in care of Ms. Elizabeth Anderson
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