HAYFIELD SECONDARY STUDENT SERVICES DEPARTMENT

Senior Transcript Request Form

  
Please complete this form, with signatures, and return it to your Counselor.  NOTE: you must allow at least two weeks for letters of recommendation to be written, and for processing, and mailing of transcripts.  Lack of payment (if applicable) and/or postage will delay processing. 
        The first three (3) transcripts will be sent free of charge.  Additional copies cost $5.00 per transcript. Please make checks payable to Hayfield Secondary School.  We will waive the fee when transcripts are requested for scholarship applications (must say "Scholarship" somewhere in the address).  Please attach two first class letter stamps per application. 
"I hereby authorize Hayfield Secondary School to forward information from my official record to institutions of higher learning or prospective employers as indicated below.  Postage and any applicable fees are attached.”
____________________________________         ________________________________________              ______________
          Student Name (print)                                                    Student Signature                                                       Date

____________________________________          ________________________________________             _______________

       Parent / Guardian Name (print)                            Parent / Guardian Signature                                             Date

	1. I have applied to ______________________________________________________

college, university, or scholarship

           Address:   ________________________________________________________

                              ________________________________________________________

                              ________________________________________________________



                     ________________________________________________________

Please send the following to this institution:

⁫ Transcript/Profile                                ⁫ Letter of Recommendation                 

⁫ Secondary School Report                    ⁫ Essay
⁫ Other__________________________

                         7th semester grades will be automatically mailed in February

I have attached: ⁫ ($5)  ⁫ Fee waived   ⁫ 2 First Class Stamps, or a pre-paid addressed envelope *

                                                                                               *Extra postage may be required for paper applications

Date Due: _______   Date Sent:_______   Initials:______



	2.  I have applied to ______________________________________________________

college, university, or scholarship

           Address:   ________________________________________________________


                              ________________________________________________________

                              ________________________________________________________



                     ________________________________________________________

Please send the following to this institution:

⁫ Transcript/Profile                                ⁫ Letter of Recommendation                 

⁫ Secondary School Report                    ⁫ Essay

⁫ Other__________________________

                         7th semester grades will be automatically mailed in February

I have attached: ⁫ ($5)  ⁫ Fee waived   ⁫ 2 First Class Stamps, or a pre-paid addressed envelope *

                                                                                               *Extra postage may be required for paper applications

Date Due: _______   Date Sent:_______   Initials:______




	3.  I have applied to ______________________________________________________

college, university, or scholarship

           Address:   ________________________________________________________


                              ________________________________________________________

                              ________________________________________________________



                     ________________________________________________________

Please send the following to this institution:

⁫ Transcript/Profile                                ⁫ Letter of Recommendation                 

⁫ Secondary School Report                    ⁫ Essay

⁫ Other__________________________

                         7th semester grades will be automatically mailed in February

I have attached: ⁫ ($5)  ⁫ Fee waived   ⁫ 2 First Class Stamps, or a pre-paid addressed envelope *

                                                                                               *Extra postage may be required for paper applications

Date Due: _______   Date Sent:_______   Initials:______



	4. I have applied to ______________________________________________________

college, university, or scholarship

           Address:   ________________________________________________________


                              ________________________________________________________

                              ________________________________________________________



                     ________________________________________________________

Please send the following to this institution:

⁫ Transcript/Profile                                ⁫ Letter of Recommendation                 

⁫ Secondary School Report                    ⁫ Essay

⁫ Other__________________________

                         7th semester grades will be automatically mailed in February

I have attached: ⁫ ($5)  ⁫ Fee waived   ⁫ 2 First Class Stamps, or a pre-paid addressed envelope *

                                                                                               *Extra postage may be required for paper applications

Date Due: _______   Date Sent:_______   Initials:______



	5.   I have applied to ______________________________________________________

college, university, or scholarship

           Address:   ________________________________________________________


                              ________________________________________________________

                              ________________________________________________________



                     ________________________________________________________

Please send the following to this institution:

⁫ Transcript/Profile                                ⁫ Letter of Recommendation                 

⁫ Secondary School Report                    ⁫ Essay

⁫ Other__________________________

                          7th semester grades will be automatically mailed in February

I have attached: ⁫ ($5)  ⁫ Fee waived   ⁫ 2 First Class Stamps, or a pre-paid addressed envelope *

                                                                                               *Extra postage may be required for paper applications

Date Due: _______   Date Sent:_______   Initials:______




