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Directions for Requests by Mail

Print the Transcript Request Form and follow the instructions listed below. Your request must include
the following information:

. Former student’s name used in school (include married name, if applicable)
2. Last year attended or graduated

3. Date of Birth

4. Social security number (optional)

5. Home address where records are to be mailed

6. Daytime telephone number

7. Signature of the individual to whom the records belong

8. Copy of picture id

9  Fee - $2.00 for each copy of official school transcript (cash or money order only) Do not
send coins '

Requests for transcripts will be processed within 48 hours of receipt of request (except for non school
working days and holidays.) Ifit is more convenient to come by the Registrar’s Office to order, please do
so Monday through Friday between 7:15 am and 10:30 am. Sorry, no faxes are accepted.

If you graduated or last attended before 2004 send your request directly to :

Broward County Public Schools
Records Retention

7720 W. Oakland Park Blvd. 3" Floor
Sunrise, Fl. 33351

Transforming Education: One Student at A Time
Broward County Public Schools Is An Equal Opportunity/Equal Access Employer




