On campus Instructions for Chinese Translations
(Purdue University West Lafayette Campus)
(Updated December 2024)

First, you will need to pay for your translation. When you pay for your translation, we will
need your 1) PUID 2) passport and 3) the original Chinese document. We only accept
payment with a credit/debit card. Translation and notarization for driver’s licenses, diplomas
and certificates are $15 each for someone who has a valid PUID issued through the main
campus, and $23.10 for those without a valid PUID. All payments are non-refundable.

. Office hours for payments are:

Monday, Wednesday, Friday: 9:00 AM to 12:00 PM
Tuesday, Thursday: 1:30 PM to 2:30 PM

Location: Stanley Coulter Hall, Room 146C

. Once you have paid, scan or take a picture of your original license with all four sides. For
other documents, please send a scan or picture of all the pages of the document. Send a PDF
document with the pictures to translations@purdue.edu. Please include your name in pinyin
as shown on your PUID and passport. Also, if you do have a Purdue email, send the
translation using the @purdue.edu email for easier processing. We will send your request to
the translator after we have received payment.

. Our translation liaison will email you when your translation is completed and ready for pick
up. Please allow at least 5 working days for the translation and notarization once you
receive an email saying your request has been forwarded to our translator. We receive large
amounts of requests during the semester. We will email you when your translation has
been processed for pick up. Do not contact us asking about your translation within the 5
working days while the translation is still in process.
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