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Regulations for Issuing Academic Documents

Dear Parents/Guardian,

The Registration and Filing Department would like to inform parents about the procedure in requesting academic documents
for the students.
1. Academic documents both in Thai and English include:
Kindergarten Levels - Certificate of Enrollment
Primary and Secondary Levels - Certificate of Enroliment
- Transcript after graduation (Por Paw 1)
- Progress Report (Por Paw 6)
- Certificate of Enrollment (Por Paw 7); official form in accordance with the Ministry of Education
- Current Transcript (Por Paw 7)
2. Requesting procedure:
- Fill'in the request form with complete details at the Main Office. If the English version of the document is requested, please fill in the
form with the correct spelling in accordance with the English spelling on the identity card or the passport.

- Documents will be issued within 7days after the date of handing-in the request form (exclusive of weekends and holidays) or after a

meeting for resignation cases.
3. Resignation Procedure
- Parents/guardians who wish to terminate their child’s study must contact the Main Office to fill in the resignation form.
The school will not acknowledge verbal notification. Resignation forms must be handed in on the following dates:

e To terminate study in Semester 1, hand in the form by March 31, 2020.

e To discontinue study in Semester 2, hand in the form by September 30, 2020.

- Parents/guardians must still pay the tuition fee if they hand in the form past the above deadlines.

Remarks: The school will not issue any documents if the tuition fee is still unpaid.

Sincerely,

Lertlah School Kanchanapisek Road

Reply Form Newsletter Special Edition 50/2019
Regulations for Issuing Academic Documents
(Please return this form by November 25, 2019.)
s ey parent/guardian Of ... ...

(NICKNAME) .o ,in(class) .ooooviiii , have received this newsletter Special Edition 50/2019.
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