[bookmark: _GoBack]Official Letter Request 
There will be a charge of £10 to prepare a requested document,                                      payable via Parentpay  prior to collection                                                                                     (look for; Official Letter Request on your child’s Parentpay account)
The school may refuse the right to prepare a requested document if it believes there will not be sufficient information to do so
Please make your payment by Debit card option on Parentpay.
	Date of request

	

	Child’s name

	

	Class

	

	Requesting department
(eg HMRC, Immigration Office, College  etc)

(attach copy of requesting document)
	

	Information required









	

	Name of parent/guardian requesting the information  

	

	Signature of parent/guardian  
	

	Contact number for parent/guardian                                        (you will be called to collect and sign for your document)

	


Please allow a minimum of 10 school days for your request to be processed.  A copy of the official letter requesting the information must be attached to this form in order for the school to assist with your enquiry. 
Collected by 	Signature ………………………………………………………………………………………………….….
                             Print name …………………………………………………………	Date………………
