6.10.2 Responsibilities of the Transferring Counselor

The responsibilities of the transferring counselor are outlined along with specific procedures in Chapter 40: Case Management, 40.4 Guidelines for Referral and Transfer of Cases.






Unless it would cause an unnecessary delay in services, the case folder must contain the following before transfer: 
· 
· a current, signed IPE; 
· current copies of grades and class schedules; and
· any Pell Grant award or denial letter. 
· 

· 
· 
· 
· 
· 
· 
· 
Significant effort should be made to transfer the case six weeks before the start of the new semester. Otherwise, the transferring counselor must issue purchase orders at the beginning of the semester for books, supplies, etc.

