Evaluation Change Sheet for Transfer Credit
(Please print all information)

Name: Mr., Ms. _______________________________________________________________       __________________________
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( Study Abroad or Study Away Semester
Add-Change                                                                                                      Temple Equivalents 

Delete-Other        Dept# / Course# / Course Title
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	Please attach transcript from transfer credit institution and permission form for taking  coursework elsewhere if appropriate. *Attach proper documentation to update the A9 screen and place an ( X ) in the “Update A9” column.  See instructions on the back of this form.
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Comments: 
________________________________________




Academic Advisor 


Phone ext.

E-mail 


Date



_________________________________________
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Date



TRANSFER CREDIT EVALUATION CHANGE
1.         Preliminary Transfer Credit Evaluation for new transfer students is done by Admissions, and the initial transcript is scanned into the FEITH system. An initial evaluation is sent to the student with a cover letter from the Director of Admissions.  The Admissions Office also scans newly submitted transcripts (or credit bearing documents) for matriculated students.
2.         During the first semester the student is enrolled at Temple, his/her advisor reviews the transcript(s) and the initial transfer credit evaluation.    Requests for needed changes to the initial evaluation are put in writing on the “Evaluation Change Sheet for Transfer Credit” form.  The form must be signed by the Academic Dean or other authorized person.  Proposed changes to the articulation of the student’s course equivalencies should be submitted on departmental letterhead, but an attached e-mail from the department offering the equivalent course is acceptable when approved by the dean’s designee or other authorized person.  (The decision to accept a proposal by e-mail rather than on letterhead in considering departmental requests for changes is made by the school or college’s authorized person, not by the Admissions office.) 
3.         For continuing students, too, change forms are sent along with new, official transcripts to Admissions for scanning into the FEITH system. (It is not necessary to send a copy of the transcript if it is already in FEITH.)  The Evaluation Change Form and accompanying documentation are forwarded by Admissions to the Transfer Credit Evaluation Coordinator in the office of the Senior Vice Provost for Undergraduate Studies (SVPUS), 5th floor of Conwell Hall (038-23).    Note: The School/College is responsible for maintaining a supply of Evaluation Change Sheets. 
In order to expedite the processing of evaluation change requests, please make sure that the documentation is clear and complete.
4.       Approved changes are made on the H4/ISIS system.  An updated evaluation is sent to the student with a cover letter from the Director of Admissions.  SVPUS sends a hard copy of the updated transfer credit evaluation to the student’s advising center.
5.   All proposals for course equivalency changes to the A9 table must be approved in writing by the department offering the equivalent course.  Proposed changes to course equivalencies should preferably be submitted on departmental letterhead, but an attached e-mail from the department offering the equivalent course is acceptable when approved by the dean’s designee or other authorized person.   The approval is then submitted to Admissions with the change form signed by the Academic Dean/Authorized person of the student’s School or College.    A9 updates are entered by the SVPUS office.   
Note: “A-9" refers to the transfer equivalency screens on ISIS.
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