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I. INTRODUCTION 

 
The Office of Undergraduate Admissions receives over well 10,000 applications each 
year. Each application and its supplemental materials contain confidential information 
about the student. This information is used to make all admissions decisions. Students 
and parents occasionally request items from their application years after they have 
applied (whether they enrolled or not). 
 

II. DEFINITIONS 
 
Required Records: Official transcripts, standardized test scores, Common 
Application biographical information, Common Application payment information 
 
End of the Admissions Cycle: The date by which all admission decisions have been 
finalized (typically late June or early July). 
 

III. POLICY 
 

A. The Office of Undergraduate Admissions protects the privacy of all applicants by 
limiting access to their application to admissions counselors, admissions support staff, 
and non-Admissions employees of TCNJ officially involved with the Admissions 
process. Once submitted, a student’s application and all required records become the 
confidential property of TCNJ and are not returnable. 

 
B. After an application has been submitted, any changes to that application must be 

requested in writing and must be emailed, faxed or mailed to the Office of 
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Undergraduate Admissions.  Emailed requests for changes to an application must be 
submitted from the email address that was included on the official application. 
 

C. At the end of the admissions cycle, official final transcripts, test results, and the student 
portion of the Common Application will be retained and forwarded to the Office of 
Records and Registration.  All other information will be destroyed. 
 


