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COMTA STANDARD 
 

F. Transfer Credit  
Institutions develop, publish, and consistently implement clear policies regarding transfer 
of credit into the institution.  
 
1. The transfer credit policy specifies the educational criteria guiding the acceptance of 

transfer credits, specifies the maximum number of transfer credits that can be 
accepted toward completion of an accredited program, and outlines the procedure for 
determining whether transfer credit will be granted.  

 
2. Records of transfer credit and any supporting documentation remain in the student’s 

file.  
 

 

Statement of Purpose 

This standard refers to your policy of accepting—or not accepting—transfer 
coursework INTO your institution.  A common confusion is that the standard requires 
institutions to publish how coursework from your institution will transfer OUT and into 
another institution. Since, this is always at the discretion of the receiving institution, we 
do not recommend having a policy on that unless there is an official articulation 
agreement in place. 

REFLECTION QUESTIONS: 

• Do you allow students to transfer in previous coursework toward a 

certificate? 

• If so, what is the educational criteria you use to determine what can be 

transferred? 

• If this policy clearly published? 



 

Transfer Policies… 

As long as there are no 
jurisdictional requirements stating 

otherwise, the Commission 
allows schools to set their 
policies regarding the 
acceptance of transfer credit 
with the following 
qualifications: 

 

 

• The policy is clearly published in the student catalog. 
 

• The policy must contain the educational criteria used 
to guide the acceptance of previous coursework. 

o Note:  This is more detailed than “on a case-by-
case basis.”  You must consider what factors will 
be used to determine acceptance or not and that 
will be the policy.  (See example list below.) 
 

• The policy specifies the maximum amount of transfer 
credits/hours to be accepted.  (NOTE: COMTA Degree 
Standards include a certain amount, as do some state agencies.) 
 

• The policy outlines the procedures for determining acceptance (including any 
fees associated with the process). 
 

• The policy is implemented consistently for all students. 
o This will be verified through student file audits conducted by the onsite 

review team. 
 

• The procedure is documented. 
o HINT:  It often helps to have specific forms developed to complete with 

each transfer request. 
o Also include the documentation required by the student to submit for 

consideration. 
o All of this should be retained in the students’ files. 

This standard does not 
require that you accept 
previously completed 
coursework from 
another institution.   

If you do not wish to, 
that becomes your 
policy statement which 
must be clearly 
published and adhered 
to.   

The Commission 
occasionally encounters 
a school whose official 
policy is to not accept 
credit, but student file 
audits reveal that 
exceptions were made.   

Whatever your policy, 
be sure to be 
consistent! 
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Commonly used educational criteria to include in 
Transfer Policy: 

 
• Must be a “comparable course”—in content and 

hours 

o As evidenced by college catalog or syllabi 

• Taken from a certain type of institution (e.g. 
accredited) 

• Must be taken within a certain amount of time (e.g. 
in last 5 -10 years) 

• Minimum grade or percentage earned (e.g. C or 
better) 

• In-house proficiency test to be passed with certain 
score 

• Fee for processing 

• Pro-rated tuition amount for hours transferred 

• Other criteria as is appropriate to the 
mission/objectives of the institution 

 

 

This list is offered by 
COMTA staff as an 
example of commonly used 
criteria.   

This criteria is not required. 

You may set your own.   


