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Students who have received direction or approval from the Center for Student Advising may obtain credit for coursework taken through the Howard-Spelman Exchange Program. Courses taken through the Howard/Spelman Exchange program are NOT guaranteed to count towards your Columbia degree.  
To obtain general/elective credit (to be applied towards general degree/graduation point requirement), the following documentation must be submitted prior to enrollment:
(1) a credit approval summary sheet;
(2) a credit approval form for each course taken; and
(3) an official course description (and syllabus, if possible) for each course.
 Course Approval Guidelines
· Professional courses (i.e. journalism, education, law, nursing, etc.) will not be approved. Courses must be taken from departments that would also be offered at Columbia College or SEAS.

· Courses will not be approved if prior credit for an equivalent course has already been assigned. In addition you may not take equivalent courses upon returning to Columbia.  In this case credit may be removed.
Regarding Transfer of Credit:

· Credit is recorded ONLY upon successful completion of approved courses and upon receipt of an official transcript sent by the institution directly to the Center for Student Advising.
· Final grades will not be calculated into Columbia cumulative grade point average. Students will only receive credit toward their degree. 

· Credit will only be awarded for a grade of C- or higher. Pass/Fail grades will not be accepted for transfer credit. Credit will NOT be awarded for a grade below C-.

· Some departments (i.e. languages) will require proficiency examinations in addition to the completion of coursework.  Any such added stipulations should be recorded on this form.
· Only after students have been approved for general/elective credit, should they inquire about using courses to fulfill a Core or Major requirement. 
· To apply transfer courses towards a major requirement, students should refer to the department’s policy/guidelines for transfer credit. 

· For approval to take courses to satisfy the Core requirements, students should consult with their advising dean for additional instructions. 
Student Information and Course Summary
	

	Student Name:   
	     
	UNI:   
	     
	

	Email Address:
	     
	                                         Cell Phone:                              
	(   )      
	

	
	

	School: 
	 FORMCHECKBOX 

	Columbia College
	 FORMCHECKBOX 

	SEAS
	Expected Graduation Date:
	     
	

	
	

	School Attending:
	                                              
	term/year  attending:
	     
	

	


Please provide a summary list courses for which you seek approval:

	
	Course Title
	Department 
	Course #
	Credits

	1
	     
	     
	     
	 

	2
	     
	     
	     
	 

	3
	     
	     
	     
	 

	4
	     
	     
	     
	 

	5
	     
	     
	     
	 

	6
	     
	     
	     
	 

	7
	     
	     
	     
	 

	8
	     
	     
	     
	 

	9
	     
	     
	     
	 

	10
	     
	     
	     
	 

	11
	     
	     
	     
	 

	12
	     
	     
	     
	 

	13
	     
	     
	     
	 

	14
	     
	     
	     
	 

	15
	     
	     
	     
	 


This completed form should be returned to the Center for Student Advising prior to enrollment in the course(s) specified.  It will be kept in the student’s permanent file for verification purposes.
	Student Name:   
	     
	Date:   
	     


	COURSE INFORMATION

	Course Title:
	     
	

	Department: 
	     
	Course Number:
	     
	Credits: 
	     
	

	Institution Name:
	   FORMDROPDOWN 

	Semester  Taken:
	     
	

	


	PLEASE INDICATE HOW YOU INTEND TO APPLY TRANSFER CREDIT

	 FORMCHECKBOX 

	This course is intended for general/elective credit.

	 FORMCHECKBOX 

	In addition to general/elective credit I will also seek approval for the following Core Curriculum 

	          requirement(s):
	     

	      
	*Please Note: Approval for Core requirement requires additional petition process through Academic Affairs. Please inquire with Adviser.

	 FORMCHECKBOX 

	In addition to general/elective credit I will also seek approval for the following Major/Concentration 

	requirement(s):
	     

	
	                                        *Please Note: Upon approval of general credit, students must consult with academic department to receive credit for major requirements.

	
	


	Required Documents:

	 FORMCHECKBOX 

	I have attached the course description (or syllabus when possible) to this form.

	 FORMCHECKBOX 

	I have read and understand the guidelines for transfer credit.  


	Student Signature:
	     
	Date:   
	     


To be completed by Advising Dean:  

	 FORMCHECKBOX 
  Course is approved for general credit upon successful completion of course and receipt of official transcript.  

 FORMCHECKBOX 
  Course is approval pending  the following conditions:  __________________________________________________  
 FORMCHECKBOX 
  Course is NOT approved for general credit.
Advising Dean Signature: ______________________________________________        Date:__________________



Center for Student Advising

403 Alfred Lerner Hall

2920 Broadway, MC: 1201
New York, NY 10027
(212) 854-6378

(212) 854-2562 (f)
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