UNIVERSITY OF TENNESSEE AT CHATTANOOGA 
Policy on Transfer of Credits from Study Abroad/National Student Exchange Programs 

The ad hoc committee on International Studies recommends that the following policy and procedures apply to all students who wish to gain approval for their courses taken at an approved national or international university: 
1. Once a UTC student is formally accepted into an international or National Student exchange program approved by the Office of International Programs (International Office), s/he will submit a list of classes and class descriptions to the Office of International Programs for review and approval by staff.   Staff will meet with the student to help the student determine the possible course equivalencies to UTC courses. 

2. Once the student’s classes are approved and course equivalencies suggested by the International Office, the student is given the appropriate course approval/equivalency sheet (blue for international programs; green for national student exchange).  They are asked to take the approval sheet, course list, and course descriptions to the appropriate department heads for their approval of host university course/s.  The department head will review each course, suggest and approve UTC course equivalencies, and sign the appropriate course approval sheet.

3. The student will then return the signed form (and supporting documentation) to the International Office to be copied.  The student is given a copy of the signed form and the original is put in the student’s file to be used when the student returns to campus and the International Office receives the transcript from the student’s host university.  

4. If the student has to make changes to the approved list of courses, she/he must email the new course list and course descriptions to the International Office and the appropriate department head, requesting course approval.  The department head will be asked to copy both the student and the International Office on his/her response. (All students are requested to bring back all course syllabi from their host university classes and/or any completed graded papers or tests from their host university classes that might be used to help the department head evaluate the course. 

5. Before a UTC student leaves his/her host campus, s/he is required to request that an official transcript be sent to the International Office.

6. Upon receipt of the student’s official transcript, the International Office will prepare the necessary paperwork to be sent to the department heads for course approval.  The packet will include a copy of the student’s official transcript from the host university, the course description, any course materials that the student brought back, the official suggested host country grading scale, and course approval form. 

7.  The transcript and courses will be evaluated and the approved transfer credit and grades will be assigned and approved by the appropriate Department head or a designated faculty member in that department.
8. The department head will then return the approved and signed paperwork to the International Office that will copy it, and send it to the UTC Records Office to be recorded in the student’s official UTC transcript.

