Frequently Asked Questions about Transcript Requests

Q:  How do I request a transcript?


A:   Student must complete and sign a request for transcript form.  Form is available from the college website at http://www.eastcentral.edu/stuserv/request_info/request_transcript.html or from the Union, Rolla, and Sullivan locations.   The completed form can be dropped off at Student Services in Union, or at the Rolla and Sullivan locations.  It can also be faxed or mailed.







Mailing Address:
East Central College

Fax Number:  636-583-1897
Transcript Request

1964 Prairie Dell Road

Union, MO  63084
Q:  Can I request my transcript online?


A:  Yes, you may request an official transcript by logging into your eCentral account.  Once you log-in, go to the Students Menu, Academic Profile, Transcript Request.   Payment must be made at the time of the request with a debit or credit card.   Please note:  all requests made through eCentral will be sent immediately; options to mail a transcript after grades or degree are posted cannot be made through eCentral.   

Q:  Can I print my transcript online?


A:  Yes, you can print an advisement transcript through eCentral. 

Q:  How long will it take to send my transcript?


A:  Once the request has been received, it may take 2-4 business days to process.

Q:  Can I pay more for my transcript request to be expedited?


A:  No, we process requests in the order received.  

Q:  Is there a fee to request a transcript?


A:  Official transcripts are $4.00 for each copy issued.  Non-official and advisement transcripts are free of charge.

Q:  What is the difference between official, non-official, and advisement transcripts?


A:  An official transcript is signed by the Registrar, has the college seal, and is placed in a sealed envelope.  A non-official transcript is not signed by the Registrar nor does it have the college seal.  An advisement transcript is printed on plain paper and is typically used for advisement purposes; it shows in-progress courses.

Q:  If I come to the campus, can I pick up an official copy of my transcript?


Yes, you will fill out the transcript request form and must have a photo ID.

Q:  Can someone else pick up my transcript?  


A:  Yes, but only if the student has signed the transcript request form and specifically writes that someone else has their permission to pick up their transcript and that person’s name.  We will ID the person picking up the transcript.  

Q:  Can someone else request my transcript?


A:  No, the student’s signature is required.  

Q:  Can someone else request my transcript if they have Power of Attorney?


A:  Yes, but the power of attorney paperwork is required at the time of the request.

Q:  I want my current classes with grades to appear on my transcript; what do I do?


A:  Students may choose this option on the transcript request form, and the transcript will not be issued until final grades are posted for the semester.

Q:  I want the degree I will earn at the end of the term to appear on my transcript.  What do I do? 


A:  Students may choose this option on the transcript request form.  The transcript will be issued once the degree has been posted at the end of that semester.

