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RECORD REQUEST

	student Information

	Last Name:
	     
	First:
	     
	M.I:
	 
	Birth

Date:
	     

	Maiden/Other Name Attended Under:

	     
	E-mail Address:
	     

	Street Address:
	     
	Apt #:
	     
	City:
	     
	Zip:
	     

	Primary Phone#:
	     
	Secondary Phone #:
	     

	Center Attended:
	     
	State:
	     
	Month/Year of Enrollment:
	     

	Type of Request
(Select all that apply):
	 FORMCHECKBOX 
   Copy of Diploma
 FORMCHECKBOX 
   Official Transcript (must be mailed)
 FORMCHECKBOX 
   Unofficial Transcript
	If currently enrolled, hold until graduation requirements are met:  YES   FORMCHECKBOX 
       NO FORMCHECKBOX 
  

	
	 FORMCHECKBOX 
   Other (Please be specific):
	     

	Mail Records
	
	Email or Fax Records

	Organization:
	     
	
	Organization:
	     

	Attention:
	     
	
	Attention:
	     

	Address:
	     
	
	Email Address:
	     

	
	Street
	
	
	

	
	     
	
	Fax Number:
	     

	
	City/State/Zip
	
	
	

	

	Additional comments/instructions

	     

	

	

	Student Signature
	     
	Date
	     

	
	
	
	

	Parent/Guardian Signature
	     
	Date
	     


Mail, E-mail or Fax completed form to:

Ombudsman Educational Services

Attn: Student Information Department

1585 N. Milwaukee Avenue

Libertyville, IL 60048

recordrequest@esa-education.com
Phone: 847-367-6383

Fax: 847-367-6191
*Student records are confidential and issued only at the written request of the student and/or parent/guardian.  Record requests will be processed upon receipt of signed request and in the order that they are received.  Telephone requests are not accepted.

*Please allow 3 to 5 business days for processing.  Requests received at the semester and year end will be processed within 5 to 7 business days.

*Official transcripts bear Ombudsman’s seal and the official signature.  If a transcript is sent directly to a student an official copy will be in a sealed envelope along with an unofficial copy.  The sealed envelope should remain unopened.

*Students may choose to have their records e-mailed or faxed instead of mailed.  The party receiving an e-mailed or faxed transcript determines whether they will accept it as official.
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