Manheim Central High School
Guidance Department
400 Adele Avenue
Manheim, Pa 17545
(717) 665-2451

PARENT TRANSCRIPT RELEASE FORM

This signed form will serve as permission for Manheim Central High School to release all information
necessary to process each college or scholarship application for:

(Student’'s Name) (Year Graduating)

It also confirms that | have read and understand the following directions and am aware that PSSA
scores and/or its equivalent are part of the transcript. In addition, any SAT and/or ACT scores
reported to MCSD will be a part of the transcript.

INSTRUCTIONS FOR SUBMITTING A
COLLEGE/SCHOLARSHIP APPLICATION

In order for the Manheim Central High School guidance department to submit official transcripts with
applications to colleges or other post-secondary schools or scholarships, a student must:

e Have a parent/guardian fill out and sign this initial “Parent Transcript Release Form.” This only
needs to be filled out and signed once. A student’s signature will suffice on subsequent
transcript requests.

¢ Make an appointment with his of her counselor and at the same time obtain a
College/Scholarship Application Checklist for each application being submitted.

e Using the Checklist as a guide, complete the application and gather all necessary supporting
items for the appointment with the counselor. The counselor will work with the student to
ensure that the application is completed accurately and that everything necessary is included.
The student must inform the counselor of any deadlines or special instructions and indicate
such on the Checklist.

e Once everything is completed and submitted by the student - including any letters of
recommendation, the application fee, and an addressed envelope with adequate postage
attached — the guidance office will mail the entire packet with an official transcript.

o Allow 10 working days for us to process an application and generate a transcript once all
necessary materials are submitted. Keep this in mind, as well as mail time, if there are
deadlines to be met.

¢ You will receive an email confirming the date your application or scholarship was mailed from
the guidance office. Please print your email for us to provide this confirmation.

Parent Signature Date

Parent Email Address
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