
TRANSCRIPT / RECORDS RELEASE FORM 
 

       Date:      
 
Student Name:        Yr. of Graduation:    
 
Recipient:           State:    

Recipient:           State:    

Recipient:           State:    

Recipient:           State:    
(College, University, Trade/Vocational Institution, Scholarship, etc.) **MORE MAY BE WRITTEN ON BACK. 
 
 

I have completed my application & paid online to the above school.  

OR 
I have completed my application & paid online through Common App, Coalition, or 
Other: 
 

 
Carefully review options below & check applicable boxes as needed.   
  

RETURN TO STUDENT FOR MAILING OR FAX UNOFFICIAL COPY TO: 

             Recipient:  

 Fax/Email/Address:  
  

A RECOMMENDATION LETTER, RESUME, OR OTHER DOCUMENT NEEDS TO BE 
INCLUDED. 
   

 
Confirm if INSTITUTION is requesting the completion of a STUDENT-REPORTED 
ACADEMIC RECORD (AKA STARS, SSAR, SSRAR, SPARK). It is recommended that 
Guidance review prior to submission.  
 
Final OFFICIAL TRANSCRIPTS will be sent through PARCHMENT, a third-party 
vendor, upon graduation. Parchment charges a $5 processing fee. The Guidance Office 
will provide students with instructions and assistance throughout the process. 

 
 
 
 
 

Student Signature: X 
 

OFFICE ONLY  
Guidance Record:  

Uploaded:   


