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February 7, 2003

Dear Registrar:

I am writing to request transcript information on some students who are currently enrolled in, or have been enrolled in your school, and who are participating in a national study being carried out by The U.S. Department of Education (ED).  

The Horizons Upward Bound study was designed by the U.S. Department of Education (ED) in response to a Congressional mandate to evaluate the Upward Bound program.  Students who have been selected to participate in this study are being followed through a number of data collection activities, including information from school records, Upward Bound participation, and telephone surveys.  We are now beginning to collect these students’ records, and would like you to provide academic transcripts for the students listed on the transcript checklist in this package. 

The purpose of collecting and studying these students’ transcripts is to identify the kinds of courses that the students have taken and to measure their academic progress over time. We obtained parental consent for the release of students’ school records at the start of the study.  Since then, we have obtained student consent from survey respondents in follow-up surveys.

In this package, you will find the following: 

· Instructions for providing student transcripts and associated documents.  (In addition to student transcripts, we ask that you send a copy of your school’s course catalog and a description of your school’s term and grading system to facilitate accurate and uniform coding of the information contained on the transcripts.)  

· A transcript checklist with the names of students whose transcripts we are requesting

· A transcript reimbursement form

· Disclosure notices to be placed each student’s file indicating the purpose for which the transcript was released

· A materials checklist to be completed and returned with the transcripts and associated documents

· Questions and answers addressing issues of authorization and confidentiality

· An addressed, postage paid envelope for returning the requested materials

Mathematica Policy Research, Inc. (MPR) has been authorized to collect information on sampled students from their academic records pursuant to the provisions of the Family Education Rights and Privacy Act (FERPA) (20 U.S.C. 1232g), implemented by 34 CFR 99.31, that allows the release of records to the Secretary of Education or his agents.  The privacy of the information you are asked to supply to MPR will be protected, as required by FERPA.  

We would like to thank you in advance for your cooperation in this important undertaking.  We estimate that each transcript will take your office approximately 10 minutes to prepare.  If you have any comments regarding the burden estimates or any other aspects of this collection of information, including suggestions for reducing the burden, please send them to the U.S. Department of Education, Information Management and Compliance Division, Washington, DC 20202-4651; and to the Office of Management and Budget, Paperwork Reduction Project 1875-0154, Washington, D.C. 20503.

We would appreciate the return of the requested materials by February 21, 2003.  Reimbursement for all transcripts will be made if you request it, and a voucher has been included in the folder for this purpose.  If you have any questions about the study, please do not hesitate to call Melissa Thomas at (202) 484-3478.











Sincerely,
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David Goodwin
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600 INDEPENDENCE AVE., S.W.  WASHINGTON, D.C.  20202

Our mission is to ensure equal access to education and to promote educational excellence throughout the Nation.
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