[Your letterhead here]
[Date]
To Director of Education:
We have received a transcript from your institution for [student name here].  In order to properly evaluate the credits, we require that students transferring from a non-regionally accredited college or university provide additional information for credit evaluation.  

Please provide the following documents per course being evaluated for review:

· a copy of the course syllabus for that specific course section

· course description for that course section

· faculty credential from the faculty member who taught that course section at that time. 
You may provide this information directly to the student or if you prefer, you may forward it to my attention at [insert contact name, school and department name here].  If information is sent directly to me, please include a copy of this letter or another form of identification for the student to whom it pertains.
To expedite the course evaluation process, it may be necessary to contact you for additional information and clarification.  Please provide your contact information along with student verification information.
Credit hours for this program/course are measured in (X one): Semester: ____ Quarter: ____  
Definition of clock to credit hour conversion: 

	One Semester Credit Hour equals
	One Quarter Credit Hour equals

	15 contact hours of classroom study
	10 contact hours of classroom study

	30 contact hours of supervised lab/shop
	20 contact hours of supervised lab/shop

	30 contact hours of documented independent study
	20 contact hours of documented independent study

	45 contact hours of an externship experience
	30 contact hours of an externship experience.


These guidelines are those used by the proprietary school certification program when evaluating conversion formulae and content requirements.  They are based on parameters established by several recognized accrediting agencies but are not universal in their acceptance.  Generally, the multiplier used to convert from quarter to semester hours is 0.67 (example:  3 quarter hours equals 2.01 semester hours {3 qtr hr X .67 = 2.01 sem hr})

A contact hour is usually defined as 50 minutes in a 60 minute period and classroom study would typically require adequate outside preparation beyond the contact hour requirements.

The hourly requirements for independent study experiences are typically viewed more flexibly.  In general, they are reviewed on a case by case basis to ensure there is adequate contact between faculty and students and those methodologies for determining the number of contact hours involved is appropriate and consistent.

Once this information is received, it will be reviewed by our faculty members to determine equivalency and transferability. If you would like to discuss the evaluation and any course objectives information, please contact me for a referral to the appropriate faculty member and department.  Thank you for your time and assistance in helping this student complete a smooth transfer from your institution to [insert college name].

Sincerely,

[insert school official name]
[insert school official title]
[insert phone number(xxx)xxx-xxxx]
[insert school official e-mail]
