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BAYHILL TRANSCRIPT REQUEST FORM 

Student Name:____________________________________


Today’s Date: __________________________

Requested by: _________________________

REQUESTING:

OFFICIAL - stamped with school seal, signed by school official, in sealed envelope 

             (Circle one):            Mailed            Picked up

UNOFFICIAL - copy of transcript 



  (Circle one):             Mailed             Picked up             Fax

If mailing, submit EXACT ADDRESS where transcripts(s) should be 
sent.
Name and Address:


________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

           ________________________________________________________
Transcripts & Records Policies and Regulations

There is NO FEE for Official & Unofficial Transcripts processed in 3-5 working days.

1) HOLD CREDITS

Requests will not be accepted if you have any financial obligation outstanding to the High School.

2) TYPES OF TRANSCRIPTS

Official copies have the Bayhill High School seal and the Executive Director or Dean of Students signature. Please note: Official transcripts are sealed otherwise may not be accepted by other universities.

Unofficial copies are printed on plain paper without a seal or signature.

3) PROCESSING

Please allow up to five (5) working days to process your request for a transcript. Under certain circumstances, such as the end of the term or upon graduation, requests may take longer to process.

--------------------------------------------------------------------------------------------

For office use:  

DATE SENT/FAXED: ____________ SENDER’S INITIALS: _____

