[image: image1.png]



Request for Transfer of Credit

Student Name: ______________________________________ I.D # __________________________   Term: __________
University/Institution previously attended: ______________________________________________________________

	Courses taken at other university/Institution
	Equivalent Course at HBCC

	Course #
	Course Title
	Credit 
	Grade
	Course Code
	Credit

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


(For more courses use additional form)


To: The Registrar
 I would like to apply for the transfer of credit for the courses listed above. You are therefore kindly requested to process my request. The official transcript and the course syllabi are attached. 
__________________________________                                                      ____________________________
       Signature                                                        Date
See overleaf for detail
Important
· The college council shall review the courses taken by the student outside the HBCC based on the recommendations of the departments that offer equivalent will be transferred to the student's record, but the grades earned will not be included in the calculation of his cumulative GPA.

· The department usually needs the several weeks to complete the evaluation process after a student makes a request for transfer of credit through the Registrar office. Therefore, if the course a student is taking outside is a sequence course or it is a prerequisite for another course; then he may not be able to take the next course in the semester immediately following the term in which he has taken the course outside.

· The course should have taken at a recognized college or university.

· The course taken should be equivalent in all respects to one of the courses, which are included in the HBCC degree requirements.

· The student must apply for transfer of credit for courses included in a transcript all at one time. Any course(s) left over will not be considered for credit later on.

· The student can apply for transfer of credit within a maximum of one year of joining/rejoining HBCC (after completion of courses outside HBCC). No request will be entertained after this period.

· For processing the transfer of credit, the student should submit the course outline/syllabus as actually taught. The official transcript should be directly sent to our office from the previous university. Transcript hand carried by the student is not accepted. The office of the Registrar will process the request as per rules and regulations.
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Instructions:


Provide all the information requested.


The minimum grade required for transfer of credit is "C".


Submit the completed form along with official transcript (in a sealed envelope) and the course syllabi at the Registrar office.


Your request will be transmitted to the concerned department for evaluation after our office receives your official transcript directly from the previous university (in a sealed envelope). 


No transfer of credit is accepted for newly admitted students.








