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Transcript Request Procedures

● The FCPS Consent for Release of Student Records Form must be on file in order for JMHS 
to release official transcripts to colleges and/or scholarship organizations. This form 
must have a parent/guardian signature unless the student is 18 years of age. Regardless of 
their plans, all seniors are encouraged to submit this form in the fall of their senior year. 
This form is available here.

● The James Madison Transcript Request Form must be fully completed before any 
transcripts will be released to colleges or universities. This form is available in the 
Counseling Office or available here.

● All transcript requests must either be emailed or given directly, in person, to the transcript 
assistant (NOT the counselor). Mrs. Geary’s hours are Monday - Friday, 9:30am - 1:30pm; she 
is not here before or after school, so plan accordingly. Mrs. Geary will process the request 
and then pass the Transcript Request Form to the student’s school counselor, who is 
responsible for sending the transcript to the college. 

○ Students must notify JMHS on the Transcript Request Form if they are applying to a 
self-reporting college.

● PLAN ACCORDINGLY! A minimum of 30 calendar days is required before the college 
application deadline. Late requests risk not beings sent by the deadline.

● Complete your college application online and submit it directly to the college/university with 
your college application fee. NOTE:  JMHS will send the transcript packet directly to the 
college/university. JMHS does not handle or submit the college application.

● All students have access to their unofficial transcript through StudentVue (or 
ParentVue) > Course History > Unofficial Transcript. 

Transcript Assistant:  Mrs. Geary lkgeary@fcps.edu 703-319-2324
Monday - Friday  9:30am - 1:30pm

TRANSCRIPT
Student requests high school transcript (which will be sent to the 
college directly by JMHS).

An FCPS Consent for Release of Student Records Form must be on 
file in order for JMHS to send official transcripts. 

JMHS Transcript Request Form can be found on the JMHS website in 
the transcript section.

Student must request their transcripts at least 30 days prior to the 
college’s application deadline.

Students are responsible for sending their official test scores.(if 
applicable) from the College Board and/or ACT. JMHS does not send 
test scores.

PLAN AHEAD!
Make sure you have communicated with your school counselor and competed any 

necessary information (Student Self-Evaluation and Parent/Guardian Information Form, etc.) 
if you are requesting a letter of recommendation.

Look in Naviance to see when you requested your transcript 
and/or see when it was sent.
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Transcript Deadlines
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