
STUDENT DOCUMENT REQUEST FORM 

I hereby make request for: 

•                         Transcript                                               $1,000.00                      

•                         School Record                                                        $500.00                       

•                         Status Letter                                                            $500.00                        

•                         Scholarship Funding                                                $500.00 

•                         Progress Report                                                       $500.00 

Please indicate. 

Name of Student (while attending school): _________________________________________________________ 

Date of Birth: ____________________________________________________________________________ 

Mother’s Name: __________________________________________________________________________ 

Fathers Name: ___________________________________________________________________________ 

Address while attending school: _____________________________________________________________ 

Date of Admission: _____________________        Grade or Programme of Admission: ___________________ 

Last date attended: ______________________       Last Grade attended: ____________________________ 

Did you complete the prescribe course of study?         Yes                                 No 

Contact Number (Local): ___________________________________________________________________ 

➢ For transcript/s, please state the name and address of the institution to which be sent. 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

 

➢ For school record, please state the purpose for which it is intended. 

________________________________________________________________________________________________ 

 

________________________________________________________________________________________________ 

NB:  Letters and transcripts are processed in 5 working days from date of receipt of payment for services. 

Banking Information: 
National Commercial Bank Branch: Cross Roads 

Account #: 232758104 
Name of Account: Trench Town Polytechnic College 


