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Current/Previous student requests records or transcripts





Official transcript is signed by Coordinator of PN then are affixed with school seal located in business office





Form PN 5619 is given to student or sent by mail/fax/website for completion





Completed PN 5619 form is received by PN Secretary along with specified fee





Transcripts/Records are retrieved from file and copied and a receipt is generated 





Official Transcripts/Transcripts





Official transcripts are sealed and stamped with GACTC PN address stamped over sealed envelope





Official Transcripts should have mailing label typed up then records are sent to specified recipient(s) via U.S. mail





Business Use Only portion of Form PN 5619 is completed and student’s record folder is marked with transcripts/ records sent and the date





Receipt is sent to student to notify that money was received and records were sent to area of designation





PN 5619 is then placed in the student’s folder as a part of their permanent record





Records are distributed per request of student to specified recipient(s) via fax,e-mail, or U.S. mail





Records








