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Class of 2012 - Transcript Request Info

Please adhere strictly to the following procedure when you request the Transcript/Recommendation letter/fee waiver to go to any institution.

This procedure has been discussed in  the Junior Meeting, during the Senior Review and in the last two Senior meetings as well.

As discussed in previous information sessions, transcript requests made by email will NOT be honored. UNLESS it is requested by the institution to which a
student is applying.
 
Before you request a transcript, please check with college representative to see if the college has an option to receive the Transcripts and the other documents
by SendEdu or Comm app. This procedure is fast and cost-free. 
 
If a student wants to request a transcript, he/she needs to follow the procedure below:

1)  Prior to requesting transcripts, prepare a list of colleges to which you are applying so the request can be completed at one time for all colleges.

2)  Please come to room #337 and pick up the white 3-ring binder.( Placed in the box) 

3)  Write the names of the colleges you are requesting transcripts for (be sure to include ALL colleges to ensure the transcripts are received prior to the
application deadline).

4)  Pick up the yellow Transcript Request slips from the box in the room.

5)  Fill out one slip for each college.

6)  For each college, complete a yellow transcript request slip (fill in ALL the blanks) and place in a stamped and addressed envelope so I know who is
requesting the transcript and where it is being sent. Do not seal the envelope.
 
Please remember, universities will not hold the documents if you have not submitted your application. Only request transcripts if you have submitted your
application.

Finally, as a reminder, any requests made to write recommendations for regular decision will no longer be honored as of November 15th if the deadline is
December 1st. All transcript requests for regular action should be turned in by November 19th because of the Thanksgiving Holidays. I am happy to mail the
transcripts for schools who honor the applications without recommendations.

Please feel free to contact me if you have any questions and/or concerns regarding the above.

Contact Information:

Name: Ms. Kashyap

Tel: (972) 925-5962

Email: NKashyap@dallasisd.org

1201 East 8th Street, Dallas, TX 75203

Phone: (972) 925-5960 Fax: (972) 925-6016
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