
 
  P.O. Box 1147 

Brenham, TX 77833 
Phone (979) 277-3700 
Fax (979 277-3701 

 

EMPLOYEE REQUEST FOR RECORDS 
PLEASE PRINT AND FILL IN ALL SECTIONS 

 
RECORDS REQUESTED:   (PLEASE INDICATE RECORDS BEING REQUESTED) 
 

           ▢  SERVICE RECORD            ▢  TRANSCRIPT/DIPLOMA  

 
RECORDS REQUEST FOR:  _________________________________________________________ 

              LAST NAME           FIRST NAME    MIDDLE INITIAL           MAIDEN 

 
CONTACT #:  ____________________  EMAIL ADDRESS:  ________________________________ 
 
MAILING ADDRESS:  _____________________________________________________________ 
 
RECORDS DISTRIBUTION:  (PLEASE INDICATE RECORDS BEING REQUESTED) 
 

▢    RECORDS WILL BE PICKED UP AT THE BRENHAM ISD ADMINISTRATION OFFICE 

 
             CONTACT WHEN READY: 
 
            NAME: _________________________ PHONE NUMBER: ________________________ 

 

▢    MAIL RECORDS TO ADDRESS ABOVE      OR     ▢    MAIL RECORDS TO ADDRESS BELOW 

 
NAME OF BUSINESS: __________________________________________________________ 
 
     ADDRESS: _________________________________________________________________ 
  
     CITY/STATE/ZIP: ____________________________________________________________ 
 
     CONTACT PERSON and TELEPHONE#: _______________________________________________________ 

 
REQUESTOR SIGNATURE:  _________________________________  DATE REQUESTED:  ___________________ 

PLEASE SEND REQUEST ATTENTION TO HUMAN RESOURCES VIA EMAIL @ 

mrodriguez@brenhamk-12.net  or via fax to (979) 277-3701. 

 

 

HR USE ONLY:   Date Received ____________         Date Completed ___________         Completed by: ________ 

mailto:mrodriguez@brenhamk-12.net

