
ACADEMIC AFFAIRS COUNCIL 
 
 

AGENDA ITEM: AA 
 

DATE: September 9, 2010 
 

****************************************************************************** 
 
SUBJECT: Transfer Students - Transcript Evaluations 
 

During the discussions that were at the heart of the ready adult project, complaints were 
voiced about the delays students often times face when they apply for admissions as well as 
when they are entering with credit from another postsecondary institution that needs to be 
evaluated and appropriately transcripted as the equivalent course(s) within our system.  It was 
agreed that the processes involved need to be reviewed to identify steps where unwarranted 
delays occur.  Once these are identified, the processes need to be redesigned to ensure that 
faculty and staff have time to take deliberative action in a timely fashion.  
 

Since transcript evaluation is an academic function that builds from faculty review, AAC 
is expected to consider issues with the evaluation of transfer credit.  SAC will be having initial 
discussions about admissions timelines.  
 

As the Ready Adult project unfolded, comments were made that it often times takes 
weeks or even months for a transfer student to find out how prior work will be accepted.  It was 
stated that these delays make it difficult for students to develop schedules and, in some cases, 
students end up enrolling in classes that they have already completed.  As an initial step, it was 
decided to do a spot audit as well as to get an overview from each campus of the process 
followed.   
 

Unfortunately, it was discovered that a spot audit was not possible simply because the 
date that the transfer credit is transcripted, is not recorded.  In other words, campuses do know 
when transcripts of prior work are received and if there are e-mails and other working papers, 
those also provide a time frame.  But the endpoint in the process, transcription of the work, is not 
time stamped.  Therefore, the results are still anecdotal. 

 
There are two sets of information attached.  The first of these was gathered by Ms. Zalud 

who asked the registrars to outline the process followed for this evaluation.  A summary is 
included. 
 
****************************************************************************** 

RECOMMENDED ACTION 
 

Create an ad hoc group to develop a set of guidelines based on best practices.    
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In addition, I had asked members of AAC and SAC to do some audits of both the 
admissions and the transfer evaluation processes.  As noted above, the transfer evaluation 
component could not be rigorously audited but most campuses did provide some information that 
provides a time frame for the process.  These are also included. 
 

The Council should be prepared to consider strategies to address the concern raised and 
to suggest steps to be taken.  It is suggested that the Council consider creating an ad-hoc group to 
work on this.  If this is agreed to, members should be prepared to suggest the key elements that 
need to be included in the charge to the group.  In addition to developing a set of guidelines, the 
group should also be asked to establish a recommended timeframe for publication within which 
this should be completed. 
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Original e-mail from Ms. Zalud to the campuses: 

From: Zalud, Trudy  
Sent: Thursday, July 01, 2010 4:59 PM 
To: Meeker, April; Crawford, Kathryn H.; Jost, Jenifer; Anderson, Sandy; Kepford, Joyce; Hallstrom, 
Peggy 
Subject: Determination of transfer equivalencies 

Hi ladies!  Transfer equivalencies!  Could each of you please describe the process of how your campus 
determines/processes equivalencies for transfer courses?  Start at the point of receiving the transcript 
and end with entering the final transfer equivalency.  Two related questions: 

• Do you date stamp transcripts as your office receives them? 
• Some transfer equivalencies have already been established; those are handled quickly.  But 

others require more time and effort – completion of paper work, consideration at the department 
level, etc, etc.  How do you know for sure when the last class has been evaluated and a decision 
made?  In other words, how do you know when you have reached closure? Do you document 
this? 

 

If there is someone in your office who is better positioned to answer, please feel free to involve her (or 
him).  As always, THANK YOU!! Trudy 

 

BHSU 
Our process is pretty much the same as everyone else’s but here is an outline.     

 Transfer Students  

• BHSU Admissions office receives, date stamps, and Keyfiles all transcripts received. 
• Transcripts are given to the Registrar’s Office after being Keyfiled. 
• The school’s accreditation is checked and if regionally accredited, the credit is recorded on EXTS 

in Colleague. The transcript is filed.  
• The transfer credit is only equated in Colleague when the student makes an appointment to 

register.  
• Course equivalencies are determined by staff in the Registrar’s office with occasional assistance 

from department chairs and deans.  
• Status sheets are prepared for all transfer students to show them how their credits will transfer.  

Status sheets are also prepared for inquiries who haven’t setup a registration appointment yet 
but want to see how their credit will transfer.   

• Reports are run to make sure that all transfer credit is recorded for all transfer students who are 
registered.  
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DSU 
 
DSU procedures for transcript evaluation and loading work into Colleague. 

Transfer Students  

• DSU Admissions office receives and date stamps all transcripts received. 
• Once the Admissions office accepts a student, transcripts are sent to be KeyFiled and 

date stamped. 
• When the transcript comes back to the Registrar’s office the Assistant Registrar looks in 

Datatel and determines what semester the student has applied, that semester is written 
on the transcript (ex. 2010FA) and is filed into the applied semester folder. 

 However, if the semester is not an upcoming semester (ex. 2008fa) then the 
school is checked to make sure it is accredited  and the transcript is 
evaluated to see what new class (for our current student) needs to be 
loaded. 

• When the student makes an appointment with Admissions to register the Assistant 
Registrar will look at the student’s transcript and determine if the college is accredited. 

• If the college is accredited, then the courses on the transcripts are evaluated according to 
the following scenarios: 

1. Some transfer equivalencies have already been established and these 
equivalencies are written on the transcript. 

2. Some transfer course equivalencies in major/minor areas need to be made by the 
Dept Deans, Program Directors, or Professor who teaches in that major specific 
area. The Assistant Registrar looks up all course descriptions copies them out of 
online catalogs and creates a document that is e-mailed to the correct 
Dean/Director/Professor. 

3. When the Assistant Registrar receives feedback from Dean/Director/Professor, 
the equivalency is noted on the transcript. 

4. When all courses are accounted for and time allows, the Assistant Registrar will 
load the transcript into Colleague then enter in the equivalencies (and date stamp 
the transcript) and a checksheet is created for the student. 

5. If time doesn’t allow a checksheet is made and the transcript will be loaded at a 
later date.  (Paper checksheets are created on demand from students, UC, 
Extended Programs and/or Admissions if students indicate that that they are 
ready to register.) 

6. After the credits are entered, the transcripts are filed back into the semester 
folder. 

7. Once the semester starts, the Assistant Registrar runs a Colleague program to 
identify all registered transfer students (and the schools they transferred from) for 
that particular semester to make sure every transcript for each student is loaded. 

• About mid‐term all transcripts will be filed into the transcript filing cabinet. 
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NSU 
The following is an outline of the process of how Northern State University 
determines/processes equivalencies for transfer courses: 

• NSU Office of Admissions receives and date stamps all transcripts received. 
• Once the Office of Admissions accepts a student, all official transcripts are given 

to the Registrar’s Office for evaluation. 
• The Registrar’s Office then determines if the schools are accredited. 
• If the schools are accredited, then the courses on the transcripts are  evaluated 

according to the following senarios: 
1. Some transfer equivalencies have already been established. 
2. Some transfer courses in major/minor areas of student need to be made 

by  the Dept Deans  
3. If Dept decisions need to be made, course descriptions are copied out of 

online catalogs and emailed to the Depts. 
4. When the Registrar’s Office gets feedback from depts., the equivalency is 

noted on the transcript. 
5. When all courses are accounted for, the transcript is given to another 

Registrar staff member for data entry. 
6. Once credits are entered, the transcripts are given back to the Office of 

Admissions and an acceptance letter is sent to the prospective student. 
7. The transcript is scanned into KEYFILE.   

  

Additional Comments: 

From: Hallstrom, Peggy  
Sent: Tuesday, July 06, 2010 4:26 PM 
To: Zalud, Trudy 
Subject: RE: Determination of transfer equivalencies 

Cherie Sauer in my office has been doing this for over 40 years.  She 
keeps a file of those that are pending and if she hasn’t heard back in a few 
days to a week, she contacts the department again.  Most are pretty good 
about responding quickly.  Summer is kind of tough sometimes because 
folks are on vacation, etc.  If admissions starts getting anxious, our last 
resort it to enter the credit as subject electives, like BADM 300T and then 
leave it up to the student and advisor to ask about the course at a later date. 

From: Zalud, Trudy  
Sent: Tuesday, July 06, 2010 4:00 PM 
To: Hallstrom, Peggy 
Subject: RE: Determination of transfer equivalencies 

Thanks, Peggy!  
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Just one question pertinent to item 5…how do you stay on top of this?  In other 
words, how do you track responses until you reach closure?  For example, say 
you need input from five departments.  They don’t all respond at once…I’m sure 
they trickle in one at a time over time.  How do you track the progression – ie, 
heard from 1, heard from 2, etc. until you have heard from all 5?  I have this 
mental image of someone sitting down to hard copies of all outstanding 
transcripts and sifting through them (done, not done, not done, done, etc, etc.) on 
a daily basis.  If that is reality, then it’s certainly a labor-intense process that 
requires vigilance.   

Thanks for the insight, Peggy!  TZ 

 
 
SDSMT 
 

• SDSMT Office of Admissions receives and date stamps the transcripts received 
• Once the Office of Admissions starts a file on the student a copy of the transcript is given to the 

Registrar’s Office for evaluation.  The official transcripts are sent to ESC for Keyfile 
• ESC  then determines if the schools are accredited and enters the courses on TEEV 
• If the schools are accredited, then the courses on the transcripts are evaluated according to the 

following: 
1. Some transfer equivalencies have already been established 
2. Some transfer courses in major areas of student need to be made by the transfer 

advisor 
3. If transfer advisor decisions need to be made, course descriptions are copied out of 

online catalogs and sent 
4. When Registrar’s Office get feedback from departments the equivalency is noted on the 

transcript 
5. When the information is received and the student has indicated that they will attend 

the I do the transfer equivalency in Datatel. 
6. Transfer students receive a letter from Registrar’s Office about advisor, etc. 

 

SDSU 
Please see below the South Dakota State University process to determine/process equivalencies for transfer 
courses. 

 SDSU Office of Admissions receives and date stamps all transcripts received.  After a student has been 
accepted, all final official transcripts are routed to the Registrar’s Office for evaluation.   

 SDSU Transfer Services in the Registrar’s Office reviews the official transcript for accreditation.   
• Some transfer equivalencies are processed according to BOR/SDSU approved program to 

program or transfer agreements. 
• Some transfer equivalencies have already been established from prior transfer evaluation 

processing (entered on TCEQ tables). 
• Some transfer equivalencies are determined by the student’s college dean or approved designee 

as per student need (ie., major).  
• In some instances, equivalency requests are routed to the dean/designee of the course’s college 

via e-mail, which includes course description or syllabus information.  These are entered on the 
TCEQ tables w/comments & date of approval.  

 Transfer evaluation processing is continuous; requests for additional information/reviewed equivalencies are 
processed as needed during processing. 
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 After all courses have been assigned an equivalency, the student, college dean, and student’s advisor all 
receive a TRER-Transfer Equivalency Report and unofficial SDSU transcript accompanied by a cover 
letter.   Final official transcripts are returned to the SDSU Admissions Office. 

 
 

Additional Comments: 
From: Larson, Victoria  
Sent: Thursday, July 08, 2010 4:39 PM 
To: Zalud, Trudy 
Subject: RE: Determination of transfer equivalencies 

Good Afternoon Trudy, 

SDSU Admissions and Registrar’s Office uses the APPN comments to 
record progression of processing transfer work.  For example, a comment 
is made when Admissions routes the official transcripts to Transfer 
Services for transfer evaluation.  Transfer Services also documents 
progression of processing (ie., official transcripts routed to in-house 
processing after data entry or transfer evaluation complete, official 
transcripts back to Admissions).  Upon completion of processing each 
transfer staff prepares a list of students which includes the student’s name, 
ID, and admit term which is routed to support staff to send TRER report, 
unofficial transcript, and the cover letter.  Our turnaround time to send the 
notification out from the lists is three working days. 

Documentation on Datatel (APPN) is also very helpful if students or 
faculty call to inquire about transfer evaluation processing.  Usually after a 
quick glance at APPN, I can reasonably report to the caller how far we’ve 
progressed on the transfer evaluation.   

I hope that my response makes sense and has been helpful.  Please let me 
know if I can be of any further assistance.   

Sincerely Yours, 

i|vàÉÜ|t _tÜáÉÇ 

Transfer Services Coordinator 

SDSU 

605-688-4067 

Fax: 605-688-6384 
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From: Zalud, Trudy  
Sent: Thursday, July 08, 2010 2:47 PM 
To: Larson, Victoria 
Subject: RE: Determination of transfer equivalencies 

Hi Victoria!  THANK YOU for this useful information.  You certainly describe a 
well oiled machine - kudos to you! 

Question regarding the last bullet:  what triggers this process?  In other words, 
how do you realize that every single transfer course has been addressed?  Some 
situations are sticky, like the student who has attended five institutions involving 
eight different majors.  How do you track the progression and know that it’s time 
to write the letter of closure?   

Thank you for helping me to understand!  Trudy 

 
USD 
Here is our process for USD:   

Most transcripts are received in Admissions (or sent directly to ESC) 

Admissions date stamps transcripts, photocopies them, and sends them to ESC for entry into 
DataTel.  Once coursework is entered by ESC, the transfer credit is evaluated in the Registrar’s 
Office (me.) 

 If transfer coursework taken fall semester 2003 or after has already been evaluated by another 
BOR school, I do not re-evaluate for USD.   

All transferrable courses are brought in - we do not transfer credit by exam (credit not earned 
through nationally-recognized tests,) most developmental/remedial coursework, credit for 
technical coursework, or coursework not accepted due to articulation agreements. 

Courses not previously approved for transfer as a specific USD course are entered as transfer 
elective credit. 

Students wishing to have a course reviewed for equivalency to a specific USD course may fill 
out the Request for Change of Transfer Equivalency Form 
http://www.usd.edu/registrar/upload/TransferEquivRequestForm.pdf and attach course 
documentation (description or syllabus information – some departments require syllabus) 

These may be sent directly to the department for review, or sent to me and I forward them.  The 
courses are approved/denied by the Chair, sent to the Dean for signature, then forwarded to me. 

I enter the approved equivalency for the student, making note on the comments section on 
EXTR. 
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If a course equivalency is approved for all future transfers, I enter the course equivalency on 
TCEQ. 

I wasn’t sure how detailed you wanted this to be – so this is the ‘short version.  I didn’t think you 
wanted a step-by-step process on entering transfer credit, but I can provide that if you needed me 
to be more specific. 
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Original e-mail from me to AAC/SAC: 

From: Gingerich, Sam  
Sent: Tuesday, June 29, 2010 3:53 PM 
To: Gingerich, Sam; Myers, Dean; Pearce, Kristi; Wittmayer, Cecelia; Hawley, Tom; Hrncir, Duane C.; 
Nichols, Laurie; Helling, Mary; Staben, Chuck A; Rognstad, Lynn; Flagstad, Lois; Wise, Jesse; Smith, 
Rhoda; Mahon, Patricia G.; Rames, Marysz; Baylor, Jeffrey S; Parker, James L 
Cc: Shekleton, Jim; Turman, Paul; Gabriel, Jodi 
Subject: Admissions and acceptance (transcripting) of transfer credit 

Members of AAC and SAC, 

On Friday we did talk about the FIPSE project but we also discussed issues that had come up 
Wednesday and Thursday regarding the time frame required to admit students and to 
accept/transcript coursework for transfer student.   
 
Thos attending expressed frustration because perceptions have been created that these processes 
are interminable.  While it was acknowledged there were issues, all agreed that the campuses are 
all striving to make these and other critical decisions quickly and to notify students as soon as 
possible.  Overall, everyone agreed that the reality is much better than the perceptions.   
 
I noted that unfortunately this is probably another area where a good anecdote or two have 
become the accepted norm.  To counter the perception that it takes weeks to admit students and 
months to evaluate transfer courses, I suggested that an audit would be helpful.  While it was 
noted that this is a very busy time of the year, it was agreed that this would be useful information 
to have as the system addresses concerns being raised.  I agreed to start the process. 
 
It was agreed that each campus would work with a random sample of 20-25 applicants, broken 
into sets as shown below.  For each of these applicants, the campus agreed to determine a 
timeframe for admissions that would include the dates of all communications between the 
student, the campus and ESC, if applicable.  The timeline starts with the receipt of an application 
for admissions (complete or incomplete) and ends when the student was notified of the decision 
made.  In each case, if additional information is requested and received, these dates should be 
noted, too. 
 
For the two sets of transfer students, campuses are asked to include the approximate date (if it 
can be determined) that transfer work was transcripted. 
 
The groups included: 

5 high school seniors who apply before priority date for Scholarships (while these vary, 
use December 31) 
5 high school seniors who apply Feb-April 
5 high school seniors who apply May-August          
5 transfers who apply before May 1 
5 transfers who apply after May 1 

 
Campuses are asked to make these random selections.   
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It would be helpful if this could be completed by August 5, prior to the Board retreat.  If that’s a 
problem, let us know. 
 
If you’ve got questions, please feel free to contact Paul Turman or me. 
 
Thanks. 
Sam 
 

BHSU 

A point of clarification…our practice is not to record transfer credit until a student is registering.  
We review transfer credit all the time.  Any student or prospective student can request a credit 
evaluation at anytime regardless of their actual intent to register.  These evaluations are prepared 
for them within a week of receiving their request.  Do you see the difference between 
transcripting and reviewing?  The credit doesn’t have to be recorded (transcripted) in order to be 
reviewed.  Reviewing is on-going…transcripting is for students who actually matriculate.   
 
Sam’s request below asks specifically about when the transfer work is transcripted.  It does not 
have to be transcripted for a student to receive a credit evaluation from us.  We do that for 
anyone who asks and we do them all the time!  That process is working great already…my staff 
does a wonderful job meeting the needs of prospective students.    
 

DSU 

 

NSU 

Data submitted showed that the evaluation was completed within 3 days-1 week if a complete 
transcript was on file.    

SDSMT 

Transfer Student Procedure  
 
Once a student's college transcripts are received by either the Admissions or the Registrar’s Office, our 
registration officer does a preliminary review of the transcript ‐ noting courses that will complete 
general education requirements ‐ and then sends this transfer work to the transfer evaluator in the 
academic department of the student's intended major.  Once the transfer student is assigned an 
academic advisor, the Registrar's office sends them a letter explaining the registration process.  The 
transfer students are told in this letter that they should meet with this advisor before registering via 
WebAdvisor.  If the student contacts the faculty member soon after receiving the letter, the whole 
process takes only one or two weeks to complete.  The transfer work is transcripted once the 
departmental transfer evaluator returns his evaluation of the transcript(s) to the Registrar's Office and 
before the student registers for the semester. 
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SDSU 

In addition to processing time, a question was posed regarding the time needed to transcript 
courses for post-secondary credits.  At SDSU, we transcript these courses on an on-going basis; 
we do not wait for the student to enroll to begin this process. 
 
USD 


	RECOMMENDED ACTION

