
HOW TO APPLY FOR THE ISSUE OF 
ADDITIONAL TEST REPORT FORMS

For those who take the test 
on or after 12 Dec 2023



① Log into your account (Test Taker Portal)

② Choose your test from 

the Tests & Results tab

③ Click on‘View this booking’

button

Apply from your Test Taker Portal account

②

③



④ Choose Recognising Organisations 

tab

⑤ Scroll down and click on

‘Choose organisations’ at the bottom 

of the page

④

⑤



⑥ Select the country where the organisation is located

⑦ Enter the name of the organisation 

and choose one from the list

・e-Results: your test result is transferred electronically

→Auto-sent after you add the organisation

・TRF: Send a hard copy Test Report Form by post

→Test centre will contact you about the postal fee

⑧ You can set the condition for the score to be sent

if you have not taken the test yet

（Tick ‘Yes’, and enter the condition if necessary）

⑨ Click ‘Add organisaion’→Complete

⑥

⑦

⑧

⑨



To apply for additional organisations 

① Click on ‘Add another organisation’

 button

② Choose another organisation

③ If you are applying for more, 

repeat the same process



Unable to find the organisation 
you are applying for?

Some organisations you are applying for may not be shown in 

the drop-down list.

Even in those cases, your TRF can still be sent by post.

Please contact us for further information at:

ielts.testcentre@berkeleyhouse.co.jp
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