The following template will be placed on school letterhead.

CONFIRMATION OF TRANSFER OF AN ONTARIO STUDENT RECORD
	Date
	

	Name of requesting school
	

	Address
	

	Contact Number/Email
	


Please find enclosed the Ontario Student Record for the following student(s) as per your request dated <INSERT DATE HERE>:
	Name of Student
	Date of Birth
	Grade

	
	
	

	
	
	

	
	
	

	
	
	


By confirming the receipt of the OSR(s), you hereby agree to accept responsibility for the OSR and to maintain, retain, transfer, and dispose of the OSR in accordance with the Ontario Student Record Guideline, 2000 or any revised version released by the Ministry of Education.
Please return this Confirmation of Transfer of the Ontario Student Record(s) 
by email to <INSERT APPROPRIATE EMAIL ADDRESS HERE>
(If applicable) or by fax at <INSERT FAX NUMBER HERE>
	RECEIVED BY:
	

	Name (Please Print)
	

	Signature
	

	Date
	


Sincerely,
<INSERT PRINCIPAL’S NAME HERE>
June 2022

