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POLICY: Current students must discuss with their respective advisors about the course to be taken from another 

institution. If the course is not part of the pre-approved courses, then the student must submit the course 
description to obtain approval from the Associate Dean for Student Services and Alumni Affairs or 
designee, to transfer courses taken at another college or university.  Courses are transferable according to 
the transfer credit policy. (See policy #32). 

  
 
PROCEDURE: 1) The student is responsible for presenting to Associate Dean for Student Affairs and Alumni 

Relations or designee in advance: 
 

A completed request form Permission to Enroll at Another Institution Form. 
 

Course outline, syllabus or description obtained from the institution offering the course for 
review. 

 
2) When the student completes the course, an official transcript must be submitted to Office of 

Student Affairs and Alumni Relations. 
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