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1. Upon presentation of this letter by the student and his or her parent or guardian, the student
should be welcomed and registered at your school. No other documentation is required since the
student is transferring within NYCDOE schools.

2. Register the student in ATS using the Reason for Admission code “NC.”

3.0ne day (24 hours) after a student is registered in ATS, you will be able to request transportation
on the ATS TTRE screen. Upon registering the student, OPT will then determine if the student is
eligible for yellow bus transportation. Parents with transportation questions should contact OPT at
718-392-8855.
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