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MEMORANDUM 

TO: Chief Academic Officers

FROM: Robert Kraushaar 
SUBJECT: SUNY Student Transfer Appeal Process
DATE: December 8, 2008
SUNY students in associate degree programs, who successfully complete first- and second-year courses that are normally offered at four-year institutions in a program or major at one SUNY institution, are generally able to seamlessly transfer those courses into a parallel major or program at another SUNY institution. 
This appeal process is designed for any student in a SUNY associate degree program who does not agree with the decision of the transfer evaluation officer (usually a faculty member/undergraduate advisor) at a SUNY four-year college into which he/she has transferred (or intends to transfer) regarding acceptance or placement of credit earned elsewhere at SUNY.  

The appeal process begins at the campus level and, if not resolved at this level, will move to the SUNY Provost level.  Attached are sample forms for student to use when appealing a campus decision and a campus response form for the student to use as part of their appeal.  The campus may use these forms, or develop their own.  
· Appeal at the campus level: 

1.  Campuses will need to develop a campus-level appeal process that:

(i) should not exceed 10 business days
 from receipt of completed appeal application (15 business days when the college is not officially in session);
(ii) acknowledges receipt of student appeal and the date it was received;

(iii) is communicated to transfer students BOTH when students receive their transcript evaluation and on the college website.

 
2.  Campuses will need to designate, by January 1, 2009, the appropriate office/officer(s) who will oversee the campus appeal process.  The names of these individuals should be posted on the campus website and will also appear on the SUNY website in the transfer information section.
· Appeal at the SUNY System level:  

If the student has not had a response from the campus within 10 business days1, or is not satisfied with response at the campus level, he/she can submit appeal to the SUNY Provost with supporting materials.  The SUNY Provost or designee will gain additional information from the receiving institution as needed.  The SUNY Provost will respond to the student within 5 business days1 from receipt of completed appeal application.
If SUNY Provost reverses the campus decision on a course, that reversal will apply only to that student, not to the generalized acceptability of the course.  All decisions will be officially communicated to the student and the campus provost/ provost’s designee.

If appropriate, the SUNY Provost may recommend that the University-wide Transfer Review Committee consider this course during deliberations during the next campus appeal cycle.
cc:   
Risa Palm


Kavita Pandit
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SUNY Transfer Credits

Student Appeal Form

Date:
Name:

Address:

Contact #:


SUNY College Transferring From:


Course Wanting to Transfer:

SUNY College Transferring to:


Course Wanting Credit or Placement For:
Eligibility:  This process is only for SUNY students in associate degree programs who have been accepted or are currently enrolled in baccalaureate programs at a SUNY institution, and who do not agree with the campus decision regarding acceptance or placement of credit earned elsewhere at SUNY.  

Along with this cover sheet, the following information is required:

· a letter outlining the reasons for the appeal

· documentation of campus appeal application

· a transcript from the college transferring from
· a syllabus of the course the student has taken

· a syllabus of the course the student would like credit for (if available)
· a copy of the campus response form (see attached) from the SUNY institution explaining why the course credit was not accepted.
All information should be sent (preferably by certified mail) to:


Dr. Risa Palm



Provost and Vice Chancellor for Academic Affairs



SUNY System Administration



One University Plaza



Albany, NY  12246

SUNY Transfer Credits 
Campus Response Form
Date:

Campus:

Student appealing campus decision:

 SUNY College Transferring From:


Course Wanting to Transfer:

SUNY College Transferring to:


Course Wanting Credit For:

Reason for the campus action regarding student appeal: 

          

Campus Provost/Provost’s designee
Office of the 








Office of the Provost 


and Vice Chancellor


 for Academic Affairs





Academic and


Campus Affairs





State University Plaza


Albany, New York


12246








518 443 5865


fax  – 518 443 5816








www.suny.edu
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