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SCHOOL NAME
REQUEST FOR TRANSCRIPT AND CUMULATIVE RECORD
To Whom It May Concern:
Generally, schools must have written permission from the parent or eligible student in order to release any information from a student’s education record. However, FERPA allows schools to disclose those records, without consent to the following parties or under the following conditions (34 CFR § 99.31):

· School officials with legitimate education interest:

· Other schools to which a student is transferring;

Pursuant to the above, we are requesting a transcript and cumulative records for the following student:


           NAME OF STUDENT


   DATE OF BIRTH


GRADE LEVEL


        SCHOOL LAST ATTENDED

     SCHOOL PHONE NUMBER & FAX NUMBER


            SCHOOL ADDRESS


        CITY

       STATE

    ZIP
Please send the requested documents to the SCHOOL NAME: FAX 972-968----- or 

MAIL TO: Address
​​____ OFFICIAL TRANSCRIPT AND GRADING SYSTEM EXPLANATION

____ OFFICIAL WITHDRAWAL FORM AND WITHDRAWAL GRADES

​​____ STANDARDIZED TEST RESULTS

​​​____ HEALTH AND IMMUNIZATION RECORDS

____ COPY OF BIRTH CERTIFICATE AND SOCIAL SECURITY CARD

____ ATTENDANCE RECORD BY CLASS PERIOD

____ LAST REPORT CARD/PROGRESS REPORT

____ LPAC INFORMATION

____ SPECIAL EDUCATION DOCUMENTS AND 504 INFORMATION

____ GIFTED/TALENTED PROGRAM INFORMATION

What type of schedule does your school use (block, accelerated, etc?) ______________________

How many class periods does a student attend daily? __________________________

Thank you,

Your name, Registrar






Date: __________________

 Your PHONE NUMBER

