
	

	

	
CHOICE	TRANSFER	REQUEST	PORTAL	

	
The	link	to	the	Choice	Transfer	Request	Portal	(CTRP)	is	
https://eds.ospi.k12.wa.us/ChoiceTransferRequest	

	
	

1. Welcome	Page	–	The	Welcome	page	includes	general	information,	guidance,	and	
definitions	about	Choice	Transfers.	The	School	District	Directory	includes	the	names	of	
all	school	districts,	including	those	that	have	opted	out.	It	does	not	mean	that	families	in	
opted-out	districts	will	be	able	to	access	the	CTRP	system	to	submit	a	transfer	request.	

	
2. Email	Verification	Page	–	The	email	verification	page	requires	the	user	to	submit	an	

email	address.	A	verification	code	is	sent	to	the	email	address	entered	and	is	used	to	
allow	the	parent/guardian	to	access	the	student	information	form.	

	

																			 	



	

	

	

																		 	
	

3. Student	Form	–	The	user	enters	the	same	information	found	on	the	standardized	Choice	
Transfer	Form,	indicates	acceptance	of	the	Notices	and	Acknowledgements,	and	
provides	an	electronic	signature.	Once	all	required	fields	are	completed,	the	user	can	
submit	the	request	to	the	resident	district.	To	add	another	student,	the	user	will	need	to	

begin	the	process	again	from	the	beginning,	including	the	email	verification	step.	
	



	

	

	

	

	
	



	

	

	
	

4. Email	Confirmation	–	A	confirmation	email	is	sent	to	the	user’s	email	address	and	the	
resident	district’s	Choice	Transfer	Coordinators.			

	
Example	email	confirmation:	
	
	 Thank	you!	
	 This	email	confirms	that	you	have	successfully	submitted	your	Choice	Transfer	request	to	the	
	 Lake	Chelan	School	District	on	3/5/2019	at	02:37	PM	for	G.	Washington.	
	
	 Your	request	was	for	the	student	to	attend	grade	3	at	Wing	Luke	Elementary	School	in	the	
	 Seattle	Public	Schools.	
	
	 If	you	have	any	questions	or	have	made	an	error	in	your	request,	please	contact	your	resident	
	 school	district.	

	
5. Student	Transfer	Request	in	the	CTS	–	The	student’s	request	information	has	been	

completed	through	the	CTRP	and	now	resides	in	the	CTS	awaiting	the	resident	district’s	
review	and	action.	The	status	of	the	request	reads,	“Parent	Submission.”	The	request	is	
not	visible	to	the	nonresident	district	until	submitted	by	the	resident	district.	

	


