
   09/2026 

 

Transcript Request 
 

 
 
 

 

 

Due to federal privacy laws such as the Family Educational Rights and Privacy Act of 1974 (FERPA), the Office of the Registrar can only process 
requests for transcripts which include the former student’s signature and social security number (if applicable) or birth date for identification 
purposes.   
 
Please note that official transcripts of courses taken at other educational institutions which have been presented for admission or evaluation 
purposes become part of the student’s permanent record in the Registrar’s Office and are not reissued or copied for distribution.  Transcripts from 
any other institution, if needed, should be obtained from the institution in question. 
 

          
 
Full Name: 
     Prefix                             First                                   Middle                                      Last                                   Suffix (Religious Initials Only) 
 
Address: 
                            Number & Street                                         City                                               State/Province                            Zip/Postal Code 
 
Country:                                                    Email:                                                                                                   Phone: 
      
Dates of Attendance:                      Is this a rush order?    ☐ Yes, I will pay $30 for rush delivery ☐ No 
  
Please select ONE of the following options for each requested transcript: 
☐ Mail a printed copy of my official transcript to the address below:  
 
 
 
 
 
 
 
 

☐ Email a digital transcript to the address below: 
 

IMPORTANT NOTE regarding the Digital Transcript OPTION: 
Some institutions accept emailed college transcripts.  Such delivery methods may or may not be considered an official copy.  Be sure to check 
with the receiving organization before requesting digital delivery to ensure that they will accept a PDF version without a digital signature.  Official 
transcripts will only be sent to an email address which can be verified as one which is associated with a college or university admissions office. 
 
 

Identification Verification: 
 

 ☐ OPTION A (Social Security #): -  -  ☐ OPTION B (Birthdate MM/DD/YYYY): /  /   
                

 
 

By signing below, I certify that I am the person named above and that the information I have provided is accurate. My signature also serves as 
authorization to release the information requested herein. 
 
Signature: 

 
Date: 

    
 

No transcripts will be furnished to a graduate with outstanding financial obligations to the College.  
 
Normally, transcript requests are processed within one working day from arrival. Divine Word College will mail your transcript to the address 
provided above.  Please ensure that it is accurate before submitting this application. 
 
We regret that we cannot be responsible for the transcript once we have completed your request.  In particular, if your transcript is subsequently 
lost or damaged in the mailing process, you will need to complete another order and pay all associated fees.  Thank you for your understanding.  
 
There is a $10 charge for each transcript mailed or emailed, with a $30 charge for rush mail delivery ONLY. These fees are subject to change and 
must be paid upon submission of this application.  Please make your check payable to: Divine Word College.   
 

 
Please return this completed form and associated fees to: Divine Word College, Office of Registrar, PO Box 380, Epworth, IA 52045-0380. 

 


