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Transcript Maintenance Allocation
All schools have a legal responsibility to provide transcripts to their past and present students. In the case of closed schools, a school on the campus is designated as the Transcript Maintenance School (TMS) and assumes this responsibility. Transcript maintenance schools are responsible for providing transcripts and student records to former students of the closed school upon request. Transcript Maintenance Schools should establish procedures by which former students of closed schools may request and obtain transcripts in a timely manner throughout the school year and summer. Note that to make a request, students must complete this form and provide it, along with a valid photo ID, to the school. Schools are encouraged to cover the cost of providing transcripts using this allocation and, in accordance with Chancellor’s Regulation A-820, may charge a fee of no more than 25 cents per page for copies of student records unless doing so effectively prevents a student from obtaining copies of his or her records.  

In addition, Transcript Maintenance Schools are responsible for maintaining transcripts and other records of former students of closed schools who have transferred to non-diploma granting programs, including Young Adult Borough Centers (YABCs), District 79 involuntary programs, or District 75 programs such as home instruction or hospital instruction. In such cases, the Transcript Maintenance School will receive the final transcript from Central.

Schools are funded on a formula that considers demand for transcripts based on past enrollment and years since final graduating class. Schools are categorized into three levels and receive the funding detailed below. 

	Transcript Requests
	Allocation

	High
	$15,000

	Medium
	$10,000

	Low
	$5,000


Please click here to download a copy of the School Allocation Memorandum.
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Table 1 – School Allocations (Please click here for a downloadable Excel file)
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