



Policy for Transferring Records
· Complete the Parent Request for Transferring Records Form
· One week prior notice is needed for transferring records.
· The charge is $5.00 for each record transferred.
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Parent Request for Transferring Records Form
Child’s Name: ________________________________________
Parent’s Name: ________________________________________
Date of Request: _______________________________________
Name of New Setting: ___________________________________

Please write a short statement requesting records to be transferred to the new setting.
______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________
Parent’s Signature: ___________________________________
Date of Request: _____________________________________ 

