
Request for Student Record 

Student Name: Student Number: 
Family Name Given Name 

Mobile No:  Home No:   E-mail Address:

Current Grade / Last attended Grade: Graduated / Withdrawn on: 

Record Request for the following Institution(s): (Please Print) 

1) Teacher Reference: 

1) 2)

Name of Teacher Name of Teacher 

3) 4) 

Name of Teacher Name of Teacher 
For Seniors college application  only - by means of : 

Maia Transcript (H/S student only) Attendance Certificate 

Physical documents send via: 

Regular Mail 

College On-line Apps

Local Express Mail

Physical Documents 

Oversea Express Mail Diploma Copy (G12 only) Report Card   

Term    Year 

2) Teacher Reference: 

1) 2)

Name of Teacher Name of Teacher 

3) 4) 

Name of Teacher Name of Teacher 
For Seniors college application  only - by means of : 

Maia Transcript (H/S student only) Attendance Certificate 

Physical documents send via: 

Regular Mail 

College On-line Apps 

Local Express Mail

Physical Documents 

Oversea Express Mail Diploma Copy (G12 only) Report Card   

Term    Year 

3) Teacher Reference: 

1) 2)

Name of Teacher Name of Teacher 

3) 4) 

Name of Teacher Name of Teacher 
For Seniors college application  only - by means of : 

Maia Transcript (H/S student only) Attendance Certificate 

Physical documents send via: 

Regular Mail 

College On-line Apps

Local Express Mail

Physical Documents 

Oversea Express Mail Diploma Copy (G12 only) Report Card   

Term    Year 

 School Record Charge: Current Students HK$50 per copy of record, Non-Current Students HK$100 per copy of record 
Current Seniors College Application HK$250 per institution 

 Postage Charge: No Charge for Regular Mail, HK$50 by Local Express Mail, HK$400 – 500 by Oversea Express Mail (subject to the destination)

 Payment should be made by cash or by check payable to American International School

 Direct deposit or internet bank transfer, please forward the signed request form along with the deposit record to admin@ais.edu.hk 
Bank Name:  Hong Kong & Shanghai Banking Corporation (HSBC) 
Account Title: American International School 
Account Number: 004-502861-560-001 

 Please allow 3 weeks from the Payment Received Date for processing

 If a family withdraws a student without giving the required written notification at least 3 months in advance of withdrawing, then tuition fees in lieu
of short of notice period is required.

Signature: _______________________ Date: _______________________ 

Office Use Only 

Payment Received Date: _________________________ Receipt No: _________________________ Processed by: ___________________ 

 
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