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TRANSFER POLICY AND INSTRUCTIONS 
No more than nine credit hours of graduate credit transferred from another academic institution may be used to meet master’s degree requirements at Park University unless such transfer is governed by an interuniversity agreement. The transfer is granted only after an evaluation of the appropriateness of the courses by the Program Director or Area Coordinator (AC). The credit should not be older than seven years at the time of admission to the program. Other criteria that must be met for credits to be considered can be reviewed in the Transfer of Graduate Credit Academic Policy. Please note that students cannot submit for transfer credit for CA700, CA797, CIS610, HA616, MBA695, PA602 or PO601.
Student Initiated Items (#1-2):
1.  Use your current Degree Audit to select those courses for which you are proposing consideration of transfer credit (Maximum of 5 courses for consideration) 
2. Gather supportive documents and enter course information.
· Official Transcripts 
i. Unofficial transcripts may be submitted for the review process.
ii. Official transcripts are required to process any approved transfer credits.
· Course descriptions or syllabuses from the previous university. Gathering these documents is the responsibility of the student applying for transfer credit. If your course description is not sufficient for review purposes, you may be required to submit further information, such as a course syllabus. 
· Enter Transfer Course #, Title, Equivalent Course, Credit, and Grade (below table)
· Submit the completed form to graduateadmissions@park.edu – Student Responsibility if applicable.
3. GRAD Admission or Park Staff:
· Submit completed form to Graduate Program Director/AC for approval and signature. *Program Director/AC approval and signature are NOT required if the course is not falling correctly within the audit.
· GRAD Admission or Park AC submits the completed form to evaluators@park.edu.
SUBSTITUTION INSTRUCTIONS
1. Use the current Degree Audit to identify the course(s) that require substitution within the audit.
i. Park Course # Required for Substitution (course requirement within the Degree Audit)
ii. Course # Taken for Substitution
2. Complete the table below as indicated.
· Submit completed form to Graduate Program Director/AC. *Program Director/AC approval and signature are NOT required if the course is not falling correctly within the audit.
· Grad Advisor/SSC/Admission Rep. submits the completed form to evaluators@park.edu.
	Indicate Credit: Substitution(S)
*Sub with no Approval Needed (SN)
Or Transfer (T)
	Substitution or Transfer Course # (Degree Audit Course)
	Park’s Course Title (not needed for substitution)
	Equivalent Course # (Course substitution or transfer credit)
	Transfer Course Title (not needed for substitution)
	Credit Hours
	Grade
	Transfer Institution and Term Taken (if applicable)
	Deny (D), Approve (A), by PD/AC Only.

 *Not Applicable (NA)  
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	A
	3
	UMKC FA21
	A

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	[bookmark: _GoBack]
	
	
	
	
	
	
	
	


Graduate Program Director/AC (Electronic Signature Accepted)	Date					


