Phelps High School

“Where Today’s Learners Become Tomorrow’s Leaders”
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Transcript Request
Records take time to find and copy.  They also cost money to send.  For this reason, a nominal fee is charged on all transcripts for persons who are no longer students at PHS.  

Fees need to be paid before transcripts will be released.

Transcripts that are needed immediately require the person doing the locating and copying of transcripts to stop their work in order to do that.  For this reason a $5.00 fee is charged for such requests.

Official transcripts must be sent directly from the school.  All other transcripts are considered unofficial.

___ RECORD NEEDED IMMEDIATELY ($5.00 fee)

___ Transcript/Record to be picked up at school ($3.00 fee/within 48 hours)

___ Transcript/Record needs to be FAXED ($3.00 fee/within 48 hours)

___ Transcript/Record needs to be MAILED ($3.00 fee/within 48 hours)

1) Person requesting transcript:

Name _____________________________________

Mailing Address ____________________________________________

                               ____________________________________________

Phone # where you can be contacted ______________________________

2) School records:

Name on school records_____________________________________





First


Middle 

Last/Maiden

Date of Birth _______________________   Graduation Year __________

If you did not graduate, year you withdrew _______________

3) Place transcript is to be sent:

Name of institution/place _____________________________________

Mailing Address ____________________________________________



      ____________________________________________

To whose attention? _________________________________________

FAX number: _____________________________________

