Advisor Email Guidelines for transfer.eval@wichita.edu
(Updated 07-28-16)


Please remember to check either the Transfer Equivalency website or SHATATR to see if the course has previously been evaluated before sending an email.

Please put only one student per email.


1. Send the email to:  transfer.eval@wichita.edu  
[image: cid:image001.png@01D1E7FD.B25BD540]

In the body of the email indicate:
· Student’s Name and myWSU ID 
· Institution and state where the course(s) was taken
· Semester the course was taken 
· Course Code and Title – 
· as it appears on the Original Transcript  


2. We will make the assumption that all courses are being requested
for equivalency unless you mark next to them:
· GEN ED
· BASC
· (see example)


3. You may list several institutions on the same email for the one student.


4. Once the evaluation requests on the email have all been completed, a reply will be sent to the advisor 
notifying them.



We realize you may overlook a course and a new email will need to be sent at a later time. 
[bookmark: _GoBack]
Remember advisors can check WebNow to see the status of the request at any time.
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Utah State Uniy, Utah:

Fall 2014
FCHD 1500 Human Development

Spring 2015
CMST 2110 Interpersonal Comm — GEN ED

Fall 2015

NDFS 3600 Medical Terminology
NDFS 1020 Human Nutrition
CMST 1020 Public Speaking - BASC|




