[bookmark: _Hlk200155034]Master or Specialist Degree Transfer Credit Request Process
Students can complete this as early as their first semester and should complete it within their first year. They also do not need to have a program plan submitted yet.
Instructions:
1. Students should bring the transcript to the advisor. If possible, the student should bring a copy of the syllabus or a course description from the transfer school’s course catalog.

1. Your advisor reviews their transcript and selects the courses s/he would be willing to accept.
1. Students must have earned a grade of B or higher in any requested course.
1. The advisor will discuss what courses s/he thinks these courses can serve as a substitute credit.
1. Note: often required core courses cannot be substituted; however, electives often can.
1. While the graduate school allows it, it is not common for most programs to accept courses from an unrelated field or taken over 7 years ago.
2. An exception is Educational Leadership, which transfers teaching related courses into the school certification track and other courses into its systems track.

1. The advisor highlights the courses approved and then the advisor will sign somewhere on the transcript.

1. The student writes a petition statement using one of the following sample petition statements on pages 3 or 4. 

1. The student then completes this document and
4. Emails advisor a copy for his/her records (word document without signature is fine)
4. Prints and signs a copy.
4. Emails, mails, or hand delivers a TYPED copy with signature to advisor along with a transcript.

1. [bookmark: _Hlk200153564]The Program’s Academic Assistant completes the Graduate School petition form and sends it to the Graduate Coordinator to review and sign. 

1. The Graduate Coordinator submits the paperwork to be processed, which can take one to two semesters to complete.
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[bookmark: _Hlk200152492][bookmark: _Hlk200153121]Transfer of Credit Document – Masters or Specialist Program
	First Name
	

	Last Name
	

	UF ID Number
	

	Gator Link Email
	                                                                                                                 
	@ufl.edu


[bookmark: _Hlk200152587]Pursuant to the Graduate Catalog regulations on Master Degree General Requirements – Transfer of Credit (https://gradcatalog.ufl.edu/graduate/degrees/): “Only graduate-level (5000-7999) work with a grade of B or better, is eligible for transfer of credit….no more than 9 credits from institution/s approved by UF” However, typically only six (6) credits are allowed. 
	[bookmark: _Hlk200154959]Institution*
	
Year Graduated/
Courses Taken

	
	*If there is more than one institution, please identify which courses relate to which institution.


	Degree
(MED, MAE, MS, MA, etc.)
	
	Major
	

	Course #
	Title of Course
	# of Credits
	Year / Term
	Grade


	 
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	TOTAL CREDITS HOURS
	
	



	

	[bookmark: _Hlk200154928]Were these courses taken at UF? (yes/no)
	

	If yes, do you understand that transfer credit for these courses will not appear in any of the following places since they are already on your transcript and already counted in your total hours:
• In the transfer of credit box in degree audit
• Listed as transfer of credit on your transcript
• In any formal location related to doctorate other than your program plan. 
(yes/no/not applicable)
	




Please list below the UF courses for which these courses listed above will be substituting (ONLY complete if substituting).
	Course #
	Title of Course

	 
	

	
	

	
	


[bookmark: _Hlk200155005]
Petition Statement
	
Please complete a petition statement ONLY if you are transferring courses outside of the current field of study. 

Keep it simple; use the sample petition statements below and fill in the blanks if necessary. No need to add extra information. 

	




Program: Educational Leadership- School Leadership Certification
Reason: Teaching Related Courses into Educational Leadership Electives for Certification 
Petition: Because I am in the Educational Leadership school leadership certification track program, these education courses will be used to complete the elective portion of my program plan.

Reason: Courses Older than Seven Years into Educational Leadership for Certification 
Petition: Although these courses are older than seven years, I have remained active in the field and used this content knowledge by working as a ___________ teacher at _______. These requested courses will be used to complete the elective portion of my program plan in the Educational Leadership school leadership certification track program.

Program: Educational Leadership- Systems Program
Reason: Electives for Educational Leadership Systems program
Petition: I am in the Educational Leadership track program, and these courses will be used to complete the elective portion of my program plan. The requested courses relate to my interest in _________________.

Reason: Courses Older than Seven Years into Educational Leadership Systems program
Petition: Although these courses are older than seven years, I have been employed as a __________ at _______. The requested courses will be used as some of my electives for the Educational Leadership systems track program and relate to my interest in on the topic of _________________.

Program: SPHE or Counselor Education
Reason: Electives 
Petition: I am in the ___________ program, and these requested courses will be used to complete the elective portion of my program plan.

Reason: Electives Older than Seven Years 
Petition: Although these courses are older than seven years, I have remained active in the field and used this content knowledge by working as a __________ at _______. These requested courses will be used to complete the elective portion of my program plan.

Reason: Substituting Courses 
Petition: I am in the ___________ program, and these courses will substitute courses on my program plan. My advisor has reviewed the syllabus and found the courses cover same content discussed in the listed course(s) at the same level of difficulty.

Reason: Substituting Courses Older than Seven Years 
Petition: Although these courses are older than seven years, I have been employed as a _________ at _______. I am in the ___________ program, and these courses will substitute courses on my program plan. My advisor has reviewed the syllabus and found the courses cover same content discussed in the listed course(s) at the same level of difficulty.
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