[bookmark: _GoBack]OFFICIAL TRANSCRIPT REQUEST
$5.00 FEE FOR EACH OFFICIAL COPY
PAYMENT (CASH OR CHECK) MUST BE MADE AT TIME OF REQUEST

· Make checks payable to COLLINS HILL HIGH SCHOOL.
· Parent signature is required for students under the age of 18.
· Students who graduated or withdrew prior to 2010 may obtain records at the County Office of Student Records by calling 678-301-6295.
·  Any forms (counselor recommendation forms, scholarship recommendations, mid-year reports, etc.) must be submitted and attached to this Transcript Request.  Transcript Request and attached forms must be turned in to the Records Room first, not the Counselor.  Allow 
7 – 10 working days for processing forms.
· We highly encourage you to mail your official transcript with your application packet so that you are assured all documents will be received by the college at the same time.
· There is a 24-hour turnaround time for processing transcripts.

STUDENT NAME ________________________________________  STUDENT # ______________________

Current Grade ____________	OR	  Previous Graduate   2010_______	  2011 __________
Number of transcripts requested _________       	  Test Card Included? ________ yes  ________ no
Do you want your immunization/shot records included?            ___________ yes      ____________ no

ALL TRANSCRIPTS NEED TO BE PICKED UP
IN THE COUNSELING OFFICE
A SIGNATURE IS REQUIRED TO RELEASE RECORDS
TRANSCRIPTS MUST BE PAID FOR AT TIME OF ORDERING

________________________________________  Date ____________
Signature of Parent or Student (if 18 or older)


Paid by cash or check # ________________         Amount Paid ___________________






	



