
 

 
 

 

 

 

TRANSCRIPT REQUEST FORM 

Full Name:  
 (Include maiden name, if applicable) 
 
Current Mailing Address:  

Current Email Address: 

Current Phone Number:  

PPID Number (7 digits required): 

During which year(s) did you complete CPE courses at BCIU? 

Estimated number of credits earned through BCIU? 

NEW OPTION for requesting transcripts – you may request that EITHER an e-Transcript be sent 
directly to PDE, with an e-copy to you, OR, paper transcripts printed and sent to you via U.S. Mail.  
 
The fee for preparing either an e-Transcript or paper transcript is $5.00 (fee includes an official copy of 
your e-Transcript sent directly to PDE with a copy to the email address you provided above OR a paper 
copy of your transcript mailed directly to the address you provided above).  
 
Do you want your official transcript document emailed directly to the PA Department of Education?  
____Yes           ____No 
 
To submit this transcript request form after you have completed it, please download and save it to your 
device first. Email it as an attachment to Jill Darlington at jildar@berksiu.org.  
 
Paper Transcript Request/Check payment option: 
You may still mail in a request for a paper transcript by completing this form and mailing a check 
payment for $5 to the address below. To pay over the phone using a credit card, please call Becky 
Heffner, in BCIU’s Business Office, at 610-987-8449, and indicate you are paying for CPE transcripts.  
Turn-around time for completing paper requests is 7-10 business days. 
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