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Students’ Process for Claiming Diploma 
Sample Email from Michael Sutter (diplomaorder@michaelsutter.com) 
Email Subject Line: Ventura College Diploma Delivery Address Needed 

 
 
 

VC Diploma Mailing Address Needed! 
Dear Jane, 
 
Congratulations on receiving your Associate in Arts from Ventura College. 
HOWEVER, we need you to update your address and contact information 
before we can mail your diploma. 

• Simply click on "Update My VC Diploma Info". 
• Update the address you want your diploma mailed to. Also update your contact info. 
• Once complete, we will order and mail your diploma to you. 

     
Secure ID: 8899395-ht07gu 
Your Secure ID will be needed to update your Diploma info. 
You should keep this Secure ID private. 
Name on Diploma: Jane Sample 
Institution: Ventura College 
Degree: Associate in Arts 
Graduation Date: July 17, 2019 
Other Detail: Fine Arts / Highest Honors 
Diploma Size: 8.5x11 
The Michael Sutter Company 
If your E-Mail program does not support clicking the button above, 
then simply copy and paste the following link into your browser... 
 
https://www.michaelsutter.com/msutterapi?fn=updatediplomainfo 
 
 
Then enter your Secure ID: 8899395-ht07gu 

  

Michael Sutter Company | 855 South 430 West | Heber City | UT | 84032 
 

Click here to remove your email from this Diploma Order offer 
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Update My VC Diploma Info – Enter Mailing Address 
When the student clicks on the button “Update My VC Diploma Info” they will be taken to this site: 
https://www.michaelsutter.com/ventura 
They will enter their 900 number and Last name and click on “Search my Diploma” 

They will be asked to then enter their secure ID from their diplomaorder@michaelsutter.com email, and 
once they do that, they will be prompted to enter their mailing address and submit their “order.” The 
first diploma is free to the student. 
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DiploMatic
N 

ASr'll:1>e and Sec\l'e vrayto or:t.?r)'Cur D9lorna 

Guonbt)• Contoct Jnformabon Shpping Addrcs.s Sh1pp1n9 Type: �ymcnt Order History 

llllllllorderlng your diploma will only take a few moments. 
After completing just a few steps, you will be able to choose 
standard Shipping or Express Shipping. 

Your Secure ID is in the email you just clicked 

Copy and paste the last 6 characters of your Secure ID. 

Login 

-ordering your diplom1 will only take a few mo1nents. 
Alu.:r \NIIIVl\:liny j1,1,:,\ d few l>\\::p:t, y1,11,1 will l;c dbl\: ht (.h1,11,t� 
Stillnd;u(I !;hlpplnq or r,cpn>� Shlppln9. 

$f"lt-ct Olploma quantity ($15.oo t"Mh) 

Or:letH•SlOl'Y 

I1r11t11r11 ClPllror 

- �-·
--4 .. __ _ 

_ , ___ 4 __ ....,.._ 

Diploma to be ordered. 

ll,--,1..,,-._ .. ..,...,._ 
............... 0..... .......... 

..... ,-.t,...,.,,c.--..t�fn,t...,,t!!!!f-.-

...... 

A1t111riar.ci11 !.rt, -...-... ..... �11_... 
----

.. ..,.,.._,....,,. __ �� -.......... .-... _ .. _

l<lamf; on Diploma: 
Jns:titubon: Ventura College 
C.corcc: A»ociatc in Arb 
Q-aduat1on Date: December 18, 2019 
other Detail: General Studte.s: Arts and Humanmes 
Dipfoma Sile: 8.Sxlt 

DiploMatic· 

C.Ooyricht S 1,as-2020 Nich�cl �vlicr CotrP411'1't, Al richb r=��vd, 
Refund/Return Policy I Privacy Policy 

• 11$1$.00 

2: $30,00 

3: $4S,OO 

4: $()0,00 

5: $75.00 

4---1 . 
--

..... 

-·-

__ 
.... _____ _
--.. .--.. --

'1:,'4',- � 

HlffltOl'IOt"._: 

ll'Mdull>Ot: vc,,111..., C.11,:;vc: 
c,,e .... IU•YUne lfl A•h 
G·•"'-'•t»n O.tt: December UI, 1019 
otltr D«tt!: Gfflutl ShHllU: Mf ■M HUffl♦�!lles / 
Oolom• $<.tt: fl.$"'11 

� 
.... -..... �,.._ .. __ ............. c;-e .. � 

eo.,.,.he C, 1Mt-�OH II>(.._. ...... ,c.-.,..,_ .U"""'" ,._,_,.,

�-4/-..C..,llt,ol,qo I .,..a(,.,._., 
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-rnter your conta-n lnrom-:'tlon 

and 

ECORDS (805) 289-6457 VCADMISSIONS@VCCCD.EDU 

H.neonov,o«n•i 

1ns:1Wbon: Veflture Colkof: 
Oe<rte: AIJ«a.tc In A.th 
<;r�u•t,e,nOMc: Cectf!IW 18, 2019 

Oip/oMatic-

Olh:r Drl,ol: (',...tttt.,I St,idiorti: M-.. nndH1t,,.1111llir" / 

o,pom • .,�, •• s�• • 

lt,t,y�1tllli,1H .... ta--�C,1>1l� 
�t IM,-tt,lSNicl"_....,!v:tarC--Al�--..1. 

ll.t,flW' �" Diphm11: 

!rnt1tuton: VentunCofleqe 

i>e;l"te:Assoc:l•teinArts 

Gl•1.h,1.t,on O,le: l)tN;IL'.lnbtr 18, 2019 

Kerv,d/�ll'Ol1<rl.....,.-ty•oi,,e., 

Dip/oMatic· 

Ottl�r D(fN: C:f'tl<"rlll $h1ilM: Art-1' ,ud H1111t.al"lltlM / 
l).,plomo �iu,U.!.><tl 

,"Y1" .. tlo-,.. er 1u ..... � .. •-r 0<1r -.-•••!!- (;_,.,. 

C0oY•�«tlM:S·N2�M..,_o.eSc,tt.,Co,.,,r-...U� ,--.-:I 
�11d/R•t\l"'� I Prt,,11q Ptlk,' 

03/05/2021 
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-SPIM.tShippinq lype 

l 

• Standard Shipping: SJ,60 

v.::,ur orMr wil tw:,, p,r«,.«od in ;,., hm.,�� dxvi;.. 
Yrur ord!r wll be ma/1� vi• us rm-Cius Mal. 
Td.lel .;hppiin!j \. M.1rnlli119: $'.UiO 

Express Shipping: $67.23 

u� rleM oav l\ir to Ventura, C.\ 
Ycu wll recelvt you,order by Tue, Jlln 28 bv 10:30 A.M .. 
f'XIJU"','• nt1•11n.• �•n1c:ie• �w: $Ji.OU 
UPS Next Oay ,\Ir: S,,112,23 
T�.J �hr,1>inuA- 1,t.,n,lli11u· jli7.,l 

Next 

J 

Uiplo01a to ti@ ordeted. 

11r11!11r.r <!lollrur 

A--=-�-::.:_ _ ........ -�--�­.... -·--'-----

""'"' on Oi�m11: 
lr.!itibJt1on: Yentu.-. C:olltqe 
�rte: Auo<••te lfl Arts 
Gr•du,l-,on l)ate; Oeumbt".t 11, 1019 
O!hl'I Ol't.tilt c: .. nr,111 !'>t,dW.•! A.,t'I; 1u11t H11.ffl,U'dtlN; / 
Oo.¢0¥11 Si:t: U.!.xlt 

.......,_..w-.aorl1to1•1JJ .. ,...,.,.,o.,,_..,,_c:,,,-t.,,­
��MC 110-�!0lO Mnl•••' "-<� c,,__. U ofjM. ••••�-. 

RffllM/it.t-Pcihc:y I �c:y "-kY 

03/05/2021 




