
		COURSE AWAY REQUEST FORM	  

	
 Submission Process:  
1. Complete all required (*) sections of Course Away Request Form, including course descriptions for each class in the applicable box
2. IMPORTANT: save Course Away Request Form to your computer as LAST NAME, FIRST NAME TERM (i.e. Smith, Joe Summer 2023) before submitting
3. Obtain course syllabus for any course from a business department or NAS Lab course; update syllabus file name to LAST NAME, FIRST NAME, COURSE #
4. Email the completed Course Away Request Form and applicable syllabi, as attachments, to GA_CourseAway@bentley.edu
Note: this form should only include courses that have not already been submitted/reviewed for the term indicated below.


	Last Name*

	First Name*

	Bentley ID number*

	Class Year

	Email Address*

	Permanent/Home Address (Street, City, State, Zip)*


	How many credits can you take away by calculating 10% of your1 Bentley program*

	# Courses Away Completed:*  

	Term Course(s) to be Taken2 (ex. Summer 2023):*  
	# Courses Away to be Taken for this Term:*

	Course Away Institution & Location*

	Course Dept & #*
Ex:  HIST 101

	Course Name*
Ex:  World History
	# Semester Credits* 
Ex:  3 cr.
	Bentley 
Equivalent*
Ex:  HI 200
	What requirement are you seeking to fulfill? 
Ex:  Context & Perspective, Unrestricted, Arts & Science Elective, etc.
	Office Use Only:
Course Approved3 or Denied
If Approved, Bentley Equivalent

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



1Once enrolled at Bentley, students can transfer in (through Course Away) up to 10% of their Bentley program from other institutions.  Students must complete a minimum of 60 credits (20 courses) at Bentley to meet graduation requirements.  How to calculate 10% of your Bentley program is available at https://www.bentley.edu/offices/academic-services/course-away.  You are responsible for adhering to the Course Away credit maximum. 
2Course away start and end dates must be within Bentley’s intersession period or summer term. 
3Any approvals are for the course in question, not your eligibility to take the course.  See footnote 1 above.Copy & paste course descriptions for each class here:*



IMPORTANT: PREREQUISITE WAIVER PRACTICE 
If a student's intended course away is needed to meet the co-or prerequisite for a course at Bentley, the prerequisite waiver form must be accompanied by documentation confirming that the student is registered for the course away. The prerequisite waiver form and the proof of course registration must be submitted to the Office of the Registrar at registrar@bentley.edu. Without this documentation, you will not be permitted to register for the Bentley course with the applicable co-or prerequisite

IMPORTANT: SUMMER COURSE OVERLOAD POLICY
Students may enroll in no more than 13 credits of summer course work, 16 if their current GPA is at least a 2.7. This includes summer credits earned at Bentley*,                                                   regardless of course delivery mode, transfer credits earned at another institution through the Course Away process, or a combination of Bentley and Course Away                   (transfer) credits. Students taking courses for credit beyond this limit may not apply the additional course credits to their academic program.
* Summer courses are defined as courses taken between the end of the Bentley spring semester until the beginning of the Bentley fall semester in any given calendar year. Bentley summer courses include May intensives.
I understand the Course Away policies and procedures (listed above and on following page) and accept responsibility for adhering to these guidelines.* 
______________________________________________________						______
Student Signature*									Date*
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	Date
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Review Process:
o Please allow two weeks after submitting a fully completed request for review.
© Only one request may be submitted at a time.

© Ensure that you have changed the file name to LAST NAME, FIRST NAME, TERM

before submitting your request. If you do not change the file name, we will not
be able to access your request.

© As so0n as the review of your request has been completed, you will receive a
response via shared file from an undergraduate academic advisor.
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For Approved and Completed Course(s):
To receive credit for any applicable courses, you must have an official transcript
from the course away institution to:

Bentley University, Office of the Registrar, Rauch 111, Course Away

175 Forest Street

Waltham, MA 02452
Official electronic transeripts should be sent to registrar@bentley.edu.

Transcripts for summer courses are due by October 15 of the same year;

transcripts for winter courses are due by March 15 of the same year.
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COURSE AWAY POLICIES AND GUIDELINES

Once enrolsc 3t Sentley, students can ransfer i (trough Course Aviay) up o 10% ofthei Bentiey program from
other insitutons. Plsase note: Students must complate 3 minimum of 60 cedits at Bentey to meet gradustion
Fequiraments.Students are responsisle for ensuring they understand and adhere to the Caurse Awey credit

163 student'sintended course say i nesdad to mee the co-or prerequisit for 3 course st Bentiy, he
prerequisice waiver form must be sccompanied by documentation confirming that the student i registerad fo the
course sway.

The preraquisit waiver form and the proof o course registration must be submitted t the Officeof the Registrar
St cemistrar@nentey ed. Without tis documentation, students wil not bs permitted toregitarfor the Bentiey
Course with the applicable co-orprerequiie. I 3 tudent’s intended course sway i nesdad to mest the co- or
prerequisit for s course st Bentiy, the prerequiits waiver form must be sccompanied by documentation
confirming that the student s regitered for the course away. The prerequisie walver form and the proof of course
registration must be submitted 10 the Registrar's offce at registrar @bently.edu. Withous this documentation,
Students will not be permittd to register for the Bentiey coursé with the 2pplcable co-or rerequiie.

Courses must be approved in writing by Academic Serices in acvance of the courss being tken.

Students take courses slsawhsre at their o risk. Academic Services Cannot guarantes that course contant s
100% comparable to s Bentiy equivalent.Stusents should exercise care 53 0 Whether they think courses taken
elseuiners wil offer the proper foundation for their subzequent coursawork st Bantley.

Studants re permittad o take courses away only durng nterim periods batween terms or during the summer
corm. Please note: Permission t take courses outside of Sentley during Fal or Spring terms willaly ba granted for
Studnts with sxtenuating Crcumstances and for compeling reasons. Requests o ake courses during Fallor Spring
cerms must be accompanied by an Academic Petiion.

“For seniors intending t graduate in May and who are approved to take courses away in the Spring tarm, official
eranscripts must b raceived n time o be processed pror o graduation. Please see the Registra' offic for
deadiines and special nstructions )

Undergraduate Academic Service raviews courses studants wish to take st insttutions outside of the US. butin
eheir home country. Students taking courses 3¢ institutions outside of the US., but notinthe home country, must
submit tha raguest and corrasponding course sylbi o the Croin Office of International Educaton fo raview.
Students opting to take 3 course at anothr insbtution must ensurs they mest the prerequisites exablished by that
(Courses must be credit bearing courses comparable o 3 or more semster credits and may not duplicate pravious
coursework.Please note: CEU (Continuing Education Unt) courses are o transferable

Al courses transterto Bentiey s 3 credis, withthe excepton of Iabsciences hich transfer 25  credts.

A maximum of 6 otalcredits may ransfer into 3 major and 3 tota radits may transfr nto 3 minor.

Internships andor intarnship courses ae ot efgible for Course Away cradi with the excepion of approved,
crait-besring nternship programs offered by the Cronin OfficeofIntsrnational ducation

Course Away spproval 2pply t undergraduste program requiraments only. Students considaring racuste study
at Bancly should consul theirprogram requiraments o asses f classes taken elsewhere mest graduate
Semisson standarcs.

A minimum grade of 2.0 ) must be ssred forthe coursa taken away to be algile for course away cradt lease
note: Only he course away redies(TR]willsppesr on the Bentley transcrpt rather than the actal grade.

o raceive creditfor pproved courses, students must requastan officil transciptfrom the outside insttution and
have t sent tothe Offce of the Regstrr at regstrar @bentley.edu. I the ranscript neads o be sent via mall, it
Should be directed to: Bentiey University/Offce f ths Registrar- Rauch 13- Course Aviay/175 Forest
Strest/Walthm, MA 02452. Transcripts for summer courses uiay a due by October 15 of the same year;
eranscrptsfor intercourses away are due by March 15 of the same year

More nformation s avalable on Course Away and policies and procedures through Undergradusts Academic
Servics.

you have any aditional questions about Course Away,

please contact Undergraduate Academic Services:
Academic_Services@bentley.edu Jennison 336 781.891.2803





