Pacific Islands University: Transcript Request Form
To: Office of the Registrar
Pacific Islands University
P.O. Box 22619
Barrigada, Guam 96921

USA
Personal Information:
Student Name:
Last First Middle Other names used while at PIBC/PIU
Current Address:
Number and Street / P. O. Box City State Zip
Email Address: Off-Campus Phone Number:

o | am a current PIU student
Date of Birth : o | last attended PIBC/PIU in
Semester/School year

Campus/Site:

Mailing Instructions:
Please, send a copy of my official transcript to (name of school/organization - please include address):

o | will pick up my transcript from the office on the Guam campus.

Comments:

Student Signature: Date:
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For office use only:

o Student paid $5.00 transcript fee

Receipt Number: Date: PIU Staff :

o Balance of Student Account is cleared
o Financial Hold Date: Business Office:

o Transcript is issued Date: Registrar:




How to Request an Official Transcript from PIU

1. Fill out the transcript request form, sign it and mail it to:
Pacific Islands University
Office of the Registrar
P.O. Box 22619
Barrigada, Guam 96921
USA

You can down load the request form by going to the PIU home page http://piu.edu and clicking on
Admissions, then Documents, then Transfer Request Form. Or you can enter the following browser
address for the PIU webpage “Documents online”
http://piu.edu/index.php?option=com_content&view=article&id=80&Itemid=24

2. Include your transcript payment fee of $5.00.

PIU accepts check or money orders that are issued to Pacific Islands University. Send your money
order, or check together with your transcript request form in one envelope to PIU. Another option is
to ask a relative or friend, who lives on Guam, to come to the Guam campus and bring the money in
cash for you. Only when the payment is received, will the transcript be issued. You still need to
send the transcript request form, even if your relatives pay for you. If you want to make a payment
by credit card, please contact the business office 671-737-1812

3. Take care that your student account has a zero-balance.

The student balance must be cleared, i.e., only if you paid all charges to the school, will PI1U release
and send your official transcript. If there is an unpaid balance, and you still owe money to the PIU,
the school will not send the transcript until everything has been paid.

4. Things to remember:

If you call the PIU office they wil give you the same information. You cannot request a transcript
with only a phone call. An email with your typed name is also not suffienct. PIU is required by law
to have your written permission with your signature to release your grades.

If you need the transcript “immediately”, you still need to fill out and sign the transcript request
form. You can send it by fax to 671-734-1813. You can also scan the filled out and signed request
form and send it as an email attachment to: registrar@piu.edu Once your balance is zero, and your
signed request form is turned in, the official transcript will be issued.

Official transcripts CANNOT be emailed or faxed because they are issued on paper with the
signature of the registrar and the seal of the school. They are sent in a sealed envelope. Only the
unofficial transcripts can be emailed.

Calculate two weeks for the transcript to arrive at the address indicated. (This is from the time you
signed and sent the request form.) Request your transcript early!

Registrar
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