C. Milton Wright High School
PROCEDURES FOR REQUESTING PAPER TRANSCRIPTS
PLEASE ALLOW TWO (2) WEEKS FOR THE GUIDANCE OFFICE 
TO PROCESS YOUR TRANSCRIPT REQUESTS.  

***Please be sure you and your parent/guardian have signed the transcript release form.  
If this form has not been completed, your transcripts will not be sent. 
 Forms can be found in the School Counseling Office***
Sending Transcripts to Colleges and Scholarship Committees: If you have applied to a college or for a scholarship and want us to mail your transcript you must provide a LARGE 9x12 MANILA ENVELOPE addressed to the college or scholarship committee (the address should be written in the center) with 4 STAMPS affixed in the top right-hand corner of the envelope.  Please also print your name on the inside flap of the envelope and include the application deadline.  Do not include a return address, we will stamp the envelope with the school address.  Your transcript packet includes your transcript, your SAT/ACT scores (if applicable), your current schedule or report card, and our school profile.
If a Counselor Evaluation, Secondary School Report, or any other documents are to accompany the transcript packet, please provide them with the envelope including Letters of Recommendation from teachers, coaches, etc.  If letters of recommendation are needed, you MUST provide the counselor or teacher with a resume or brag sheet (through Naviance).  Once the counselor adds their letter of recommendation (if requested) and completes any other documents provided, your transcript will be mailed directly from our office.       

Hand Delivering Transcripts: If you are going on a college visit, meeting with a coach, or just need an official copy of your transcript, complete the blue transcript request form found in the School Counseling Office.  Students will be notified when their transcripts are available for pick-up.
***Seniors – Transcripts are official at the end of each school year.  To better assist colleges and scholarship committees with selection decisions we are able to provide initial, mid-year, and final transcripts.***
* C. Milton Wright’s High School code (CEEB) is 210-234.

SAMPLE of Envelope










SAMPLE of Transcript Request Form (BLUE)
Transcript Request Form
Official Transcript Request for        College         Scholarship        Other
	                  Student Name (Please print neatly)                                                                    Student ID #

                     Number of Transcripts Needed                                          Official or unofficial

                         

                            Date of Request                                                                    Deadline Date


Write your Full Name & Deadline on the Inside Flap





Affix 4 Stamps





Must be CMW’s address





C. Milton Wright High School


1301 N. Fountain Green Road


Bel Air, MD 21015       


























Full Name of College


Street Address of College 


City, State   Zip Code
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