
 
 

 

1. Once you are on Omnivox: Go to the menu on the left and look for the option Document Request. 
 

 
 

2. Select the document you need from the list. Carefully read the description for each document before 
submitting your request. Be mindful of the language you are selecting as the French version of the 
documents are separated from their English version.

 



 
 

 

3. For a proof of attendance, select the semester for which you request the document*. 

 

*IMPORTANT: Proof of attendance letter will only be issued after the first day of classes of the chosen 
semester. 

4. Select the delivery option. For official documents or university letters, you will need to select one 
option out of the 3:   
a. Receive this document by mail: the document will be posted to the address you’ll indicate in the 

next steps. (Deliveries are only made within Canada.) 
b. Pick up the document at the college: we will inform you once the document is ready for you to 

come and collect it at office 233. 
c. Receive the document by email: we will send it directly to the indicated email. 

 



 
 

 

5. Complete the requested information and include any special remarks you may need in your letter.  
 

 
 

6. Make the payment. Please note that no request is processed without the corresponding payment. 

 

Please note that if you select the incorrect document, no refunds will be issued. You will need to submit a 
new request and payment to have a new document produced. 



 
 

 

If you are unable to pay online, please contact admissions@crcmail.net. Note that this will cause 
additional delays. 

The following documents must be requested directly from: admissionslc@crcmail.net 

• Course outlines: $10.00 each max $100.00 
• Evaluation of student file: $ 100 
• Analysis of dossier to convert a »DEC.sans.mention‹  to a regular DEC: $20 

Complete the following form Request for documents form and send it by email to 
admissionslc@crcmail.net. 

The Cegep can’t produce duplicates of a diploma, you must personally request that document online: 
https://www.quebec.ca/education/cegep/diplomes 
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