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Completes form and 
submits all documents to 
the SD/PD for review. This 
includes submission of the 
form, course syllabus 
(NOT course description), 
and transcript.

SP
EC

IA
LT

Y/
PR

O
GR

AM
 D

IR
EC

TO
R

Reviews information and 
determines whether the 
course meets transfer 
criteria. If unsure, the SD/PD 
may request a course leader 
to review the course to 
determine if is it an 
equivalent course.  Once 
complete, the SD/PD sends 
all documents to the 
Administrative Support 
Staff. 
Each request should be 
submitted individually but if 
a student has submitted 
multiple requests, it is 
recommended these be 
submitted together. 
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Forwards all documents to 
Divisional Dean for review.

Tracks request 
completion. 
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Reviews all paperwork 
and approves or denies 
transfer of credit.

Divisional Dean forwards 
signed form  to the 
Registrar, ccing the 
Administrative Support 
Staff (for upload to the 
student file), and SD/PD 
for their records.  

RE
GI

ST
RA

R,
  A

DM
IN

IS
TR

AT
IV

E 
SU

PP
O

RT
 S

TA
FF

, 
AN

D 
 S

PE
CI

AL
TY

/P
RO

GR
AM

 D
IR

EC
TO

R REGISTRAR: 
Processes request.

ADMINISTRATIVE 
SUPPORT STAFF:
Uploads request to the 
student file.

SPECIALTY/PROGRAM 
DIRECTOR: 
Notes transfer of credit 
request in their own files.


