North Carolina Central University

Office of the Registrar

1801 Fayetteville Street ● Durham, North Carolina 27707 ● (919) 530-6654

Processes to Order Official NCCU Transcripts
Important information:
· Personal checks are no longer accepted for payment.

· Please allow two business days for the processing of transcripts.
· Students who choose to pick up their transcripts in the Registrar’s Office must do so within two weeks of processing.  If they are not picked up within the two weeks, the transcripts will be mailed.

Option 1 (Fax Method):

1. The cost of an official transcript is $5. Payments may be made telephonically to the Bursar’s Office. Office hours are 8:30 a.m. to 5 p.m. The number is (919) 530-6209. Once payment is made, a confirmation number will be given to the student.

2. A written request with your signature may be faxed to the Office of the Registrar. The fax number is (919) 530-7974.

3. The following information is required for a written request (Please allow two business days for processing):

a. Your complete name and any names you may have had while you attended NCCU;
b. Phone number to contact you if necessary;
c. Dates of attendance;
d. Birth date;
e. Banner ID or the last four digits of your social security number;
f. Name of the contact person and the complete mailing address to which the transcript will be sent;
g. Confirmation number given by the Bursar’s Office to show proof of payment;
h. Total number of transcripts paid for;
i. Your signature.
Option 2 (Mail)

1. The address to mail your request for a transcript is as follows:

North Carolina Central University
Office of the Registrar
1801 Fayetteville Street
Room 102, Hoey Administration Building
Durham, NC 27707
2. Please include in your request all the information listed above in item 3, option 1.

3. You may mail in a cashier’s check (no personal checks please) or money order made payable to North Carolina Central University. Please allow two business days for processing.
Option 3 (In-Person)

1. Students may complete a Transcript Request Form in the Office of the Registrar, Room 102, Hoey Administration Building, during the normal workday hours of 8 a.m. to 5 p.m. 
2. Payments will be made in the Bursar’s Office. Two receipts will be given to the student. One is to be attached to the Registrar’s Office copy and the second receipt is for the student’s records. Once payment is completed, please turn in the request to the Registrar’s Office.
3. Please allow two business days for processing of transcripts.
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