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The American Council on Education (ACE) College Credit Recommendation Service (CRED-
IT®) would like to thank you for your interest in becoming  a part of an elite network of orga-
nizations.

CREDIT was established to connect workplace learning with colleges and universities by 
helping adults gain access to academic credit for formal courses and examinations taken 
outside traditional degree programs.  

Since 1974, colleges and universities have trusted ACE to provide reliable course equivalency 
information to facilitate credit award decisions. CREDIT has successfully worked with thou-
sands of corporate learning programs offered by Fortune 500 companies, professional and 
volunteer associations, schools, training suppliers, labor unions, and government agencies. 
Decades of experience give CREDIT faculty evaluators the ability to assess an organization’s 
high-quality training programs and determine if they may successfully transfer to college 
credit.

The CREDIT recommendation carries benefits for each of the program’s three types of partic-
ipants.

For the organization:
 y Use the distinguished ACE brand to gain national recognition as a provider of quality 

training
 y Recruit and retain employees by providing greater access to higher education
 y Offer employees pursuing higher education a flexible, portable and efficient transfer 

of credits

For the postsecondary institution:
 y Create and leverage educational partnerships with employers and training providers
 y Connect ACE credit recommendations to degree programs
 y Support adult learners with educational goals

For the adult learner:
 y Utilize a flexible, portable, and efficient transfer of credits
 y Attain educational and career goals
 y Shorten the path to degree completion

The Guide to Initiating a CREDIT Review is designed to assist new and returning organiza-
tions as they prepare for the review process. 
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Types of Evaluation Services
CREDIT offers the following types of evaluations: course evaluation, examination evaluation, 
review on demand, authorized instruction site (AIS) and authorized test provider (ATP).

Course Evaluation 
Review of the content, scope, rigor, and assessments of training programs, apprenticeships, 
non-accredited general education courses, and other types of courses to determine alignment 
to postsecondary programs. Course evaluations may be conducted onsite or virtually.

Examination Evaluation 
Review of the content, scope, and rigor of examinations, certifications, proficiency tests, and 
other types of assessment to determine alignment to postsecondary programs. Examination 
evaluations may only be conducted onsite. 

Review on Demand (ROD)
Virtual course review designed for organizations seeking to review more than 20 courses. 
Please consult with ACE staff to see if your organization qualifies for this type of review.  

Authorized Instruction Site (AIS)/Authorized Test Provider (ATP) 
Periodically, an organization may offer or wish to offer courses that already hold ACE credit 
recommendations. In these situations, we offer AIS approvals for courses and ATP for exam-
inations.

If your organization is seeking AIS or ATP status, please contact ACE staff for the appropri-
ate handbook. AIS and ATP are not further discussed in this document.
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The Eligibility Process
Determining eligibility and completing the CREDIT onboarding process is done in five easy 
steps. Representatives from ACE’s Corporate Alliance  and CREDIT Evaluations teams work 
hand in hand with organizations to support them and answer questions during this stage.  

1. Determine Eligibility to Participate
CREDIT’s criteria of eligibility are used to determine whether an organization’s educational 
program is compatible with CREDIT standards. Organizations are required to demonstrate 
that they continue to meet the eligibility criteria in order to maintain participation in the 
program every three years. 

To be eligible, an organization must:

 y Be compatible with the mission of ACE’s Center for Education Attainment and Inno-
vation

 y Be properly licensed, with a demonstrated history of bona fide operations 
 y Have been engaged in enrolling learners and delivering courses and programs for at 

least two years
 y Own course content or have appropriate approvals

2. Consultation with ACE CREDIT Corporate Alliance Representative
The CREDIT Corporate Alliance team will contact you to schedule a consultation to discuss 
your organization’s eligibility. During the consultation, ACE staff will obtain any additional 
information required to move forward with the application process.

3. Application Package and Review Readiness Fee
 y A Course Evaluation requires the following items upon application: 

 y CREDIT Application to Participate 
 y Participant Eligibility Form
 y Course Data Forms
 y Review Readiness Fee 

 y An Examination Evaluation requires the following items upon application:
 y CREDIT Application to Participate 
 y Participant Eligibility Form
 y Quality Assurance Questionnaire
 y Examination Data Form 
 y Review Readiness Fee 

CREDIT offers a variety of payment options. Available methods are check, credit card, wire 
transfer, purchase order, or contract. Please consult with CREDIT staff before selecting the 
payment method to ensure proper procedures are followed.

4. Eligibility Visit/Call 
Prior to scheduling an evaluation, each organization must participate in an eligibility meet-
ing to verify that the courses/exams are prepared for a CREDIT review. This is usually con-
ducted at the organization’s headquarters and is led by ACE staff over half a day. ACE staff 
will work with the organization to establish dates for the meeting. 
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During the eligibility meeting, ACE staff validate the readiness of an organization for the 
review. This includes the following: 

 y Verifying that the organization has met the criteria for eligibility to participate
 y Viewing a sample course or examination1

 y Gaining a broadened understanding of the relationship of the courses or examina-
tions to the organization

 y Identifying circumstances or concerns that may be addressed prior to the review
 y Answering questions regarding preparation for the review itself

Each organization may prepare for the meeting by providing the following:

 y Supporting documentation (policies, instructor resumes, etc.)
 y A list of meeting participants (course developers, registrar, training managers, in-

structors, psychometrician, etc.)
 y A tour of the learning environment and/or facilities
 y A sample of one completed course or set of examination materials (see “Suggested 

Documentation for a Review” section)
 y Logistics for travel (if applicable)

Once eligibility is confirmed, the organization is ready to undergo a review. Please review the 
appropriate document for the guidance on the review process:

 y Course Evaluation Handbook
 y Examination Evaluation Handbook

5. Statement of Work 
CREDIT will review the submitted data forms to determine course alignment to academic 
disciplines and identify the number of evaluators required for a review. You will receive a writ-
ten response in the form of a statement of work. The statement of work will include a sum-
mary of costs, list the courses/exams for review, and provide an explanation of ACE’s general 
provisions. The statement of work is valid for 90 days. 

1 If courses are delivered online, please be prepared to provide access to the learning management 
system.
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Guidelines for Participating Organizations 
CREDIT Recommendation Lifespan
If credit is recommended for an organization’s courses, the effective date will be the first day 
of the month for which the evaluation has taken place. For example: If a review occurs on 
August 12, 2015, the effective date for that course will be August 1, 2015. 

Credit recommendations expire three years from the evaluation date. If an evaluation is not 
conducted prior to the expiration of the recommendations, the course(s) may be end-dated. 
Organizations must report to CREDIT staff, in writing, all changes made to course titles, 
content, and delivery no later than 30 days before the changes are implemented during each 
three-year period. CREDIT recommendations are specific to the participating organization 
and approved points of delivery.

Participating organizations are required to apply for approval when course(s) are delivered at 
locations not listed and approved in the original application. These include, but are not limit-
ed to, branch offices, franchises, or organizations delivering these courses through contractu-
al or licensing agreements.

Whenever an entity other than the participating organization seeks to be eligible for CRED-
IT recommendations for courses evaluated, that entity must apply to become an Authorized 
Instructional Site (AIS) or Authorized Testing Provider (ATP). AIS or ATP applicants will 
be required to participate in an onsite assessment to ensure compliance with the standards 
required for participation in the CREDIT program. 

Organizations that are granted AIS or ATP status are responsible for all fees associated with 
the application, the onsite assessment, and applicable annual fees. 

ACE Right to Review
ACE shall have the right, with reasonable advance notice, to conduct audits to determine 
compliance with program guidelines. ACE reserves the right to review any program and 
terminate any recommendation upon finding that the program or its course offerings are 
not consistent with the goals and standards of ACE and its CREDIT program. Upon termi-
nation of any recommendation, the provider of the program must immediately comply with 
directives of ACE regarding the removal of any notices or publicity concerning the CREDIT 
recommendation.

ACE agrees to keep proprietary information disclosed by potential or participating organiza-
tions confidential.
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Suggested Documentation for a Review
These lists are not meant to be exhaustive; it is likely that organizations will include addition-
al types of documentation or evidence.

Course Evaluation
 y Syllabi
 y Course outline
 y Course schedule
 y List of prerequisites (any course completion requirements or other requirements that 

must be met in order to gain admission to the course)
 y Required readings
 y Textbooks
 y Videos
 y Lectures
 y Tutorials
 y Assignments (graded and non-graded)
 y Homework
 y Quizzes
 y Written papers 
 y Projects
 y Exams
 y Case studies
 y Performance evaluations
 y Breakdown of how final scores are determined
 y Rubrics
 y Samples of student completed work for all of the above
 y Current student handbook
 y Current instructor handbook
 y Current catalogs or course bulletins

Examination Evaluation
One master set of the exam materials must be displayed and available for the faculty evalua-
tion team. The following items should be included:

 y Examination booklet(s)
 y Technical manual(s)
 y Score report(s)
 y Test information brochure
 y Practice test(s)
 y The examination and any appropriate supplemental materials or testing tools.
 y Scoring keys
 y Printed copy of the CREDIT Examination Data Form
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For the psychometrician, the organization is required to provide:
 y General information about the examination
 y Rationale and purpose of the examination
 y Name(s) and institutional affiliations of the principal author(s) or consultant(s)
 y Specifications that define the domain(s) of content, skills, and/or developed abilities 

that the exam samples
 y Statement of the exam’s emphasis on each of the content, skill, and/or ability areas
 y Information about each task (item) included in the exam 
 y Information about the adequacy of the items on the exam as a sample from the do-

main(s)
 y Information about whether and/or how the items were pretested before inclusion into 

the final form
 y Item analysis results (e.g., item difficulty, discrimination, correlation with external 

criteria)
 y Reliability information
 y Scorer reliability for essay items
 y Errors of classification when single or multiple cut scores2 are used
 y Evidence of validity: content-related, criterion-related
 y Construct (if appropriate)
 y Rationale for the particular cut score recommended
 y Evidence for the reasonableness and appropriateness of the cut score recommended
 y Procedures recommended to users for establishing their own cut scores (e.g., granting 

college credit)
 y Possible test bias
 y Information on norms and normative groups (if appropriate)
 y Evidence that time limits are appropriate and that the exam is not unduly speeded
 y Provisions for standardizing administration of the examination
 y Directions for scoring
 y Provisions for exam security
 y Information on the currency and representativeness of the exam’s items
 y Scoring keys
 y Other relevant information

The following items, though not required, are also recommended:
 y Effects of different content samples
 y Effects of testing on different occasions
 y Equivalence of forms
 y Score stability over time
 y Irrelevant sources of difficulty affecting test scores
 y Rationale for the kinds of tasks (items) that make up the exam

Please note: Insufficient access to the above materials can lead to delays in the evaluation or 
to the failure of a course or examination to receive a credit recommendation.

2 Minimum score for college credit. The minimum score for college credit is the lowest score an indi-
vidual can attain and still be awarded credit based on the exam.
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CREDIT Services
Following a successful review, CREDIT offers a wealth of services to assist and support an 
organization with meeting the needs of employees, clients, and other constituents. These 
include CREDIT Registry and Transcript Services, College and University Partnerships, and 
the Resource Center.

ACE Registry and Transcript Services
Registry and Transcript Services provide an official transcript to participants who success-
fully complete a course, examination, or certification with an ACE credit recommendation. 
Transcript and Registry Services staff support client and student needs by:

 y Working with organizations to determine any unique needs 
 y Training organization registrars on online registration
 y Setting up accounts for organization points of contact
 y Assisting organizations with technical issues relating to the transcript portal

College and University Partnerships
College and University Partnerships (CUP) is an ACE department that promotes partnerships 
for more effective pathways to attainment. CUP provides assistance to individual institutions 
and statewide systems by offering templates, resources, and webinars on CREDIT recommen-
dations, prior learning assessment, and degree completion programs. This service includes:

 y Working with postsecondary institutions, employers, and other organizations and 
stakeholders to maximize collaborative efforts

 y Increasing effective pathways to postsecondary credentials
 y Hosting webinars, technical services, and special initiatives to support the work of 

postsecondary institutions and the learners they serve
 y Troubleshooting any problems regarding ACE credit recommendations and tran-

scripts

CEAI Resource Center
Staff in the Center for Education Attainment and Innovation (CEAI) Resource Center answer 
questions about ACE transcripts and CREDIT recommendations and provide resources and 
assistance to adult learners. Staff are dedicated to helping adult learners apply CREDIT rec-
ommendations. If a college or university denies an adult learners request to transfer CREDIT 
recommendations, the Resource Center may be able to help.

CREDIT College and University Network 
The CREDIT College and University Network is a group of more than 2,000 higher education 
institutions that consider CREDIT recommendations for transfer to degree programs. By 
recognizing CREDIT recommendations, members of this network advance and support adult 
learners’ postsecondary attainment goals. To see which colleges and universities are mem-
bers of this network, visit http://www2.acenet.edu/programs/ccrs/adult_learners/.
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Questions?
For answers about Transcript Services or College and University Partnerships, or to reach the 
Resource Center, contact us:

Phone (toll free): (866) 205-6267
Email: credit@acenet.edu  
Hours: Monday–Friday, 8:45 a.m.–4:45 p.m. EST



Guide to Initiating a CREDIT Review 10

Frequently Asked Questions
What is a CREDIT review?
A CREDIT review is a thorough process during which a team of faculty evaluators from 
relevant academic disciplines reviews courses or exams, and if appropriate, make college 
credit recommendations that may be eligible for transfer into degree programs. Actual credit 
awarded is solely at the discretion of the college or university.

What are the benefits of a CREDIT review?
CREDIT reviews bridge the gap between extra-institutional learning and college degree 
programs. Adult learners may be able to align their learning from professional education and 
training to college credit, which facilitates access to degree programs. Organizations and 
employers increase levels of employee satisfaction, retention, and education, in addition to 
significant cost savings by reducing the need for tuition assistance dollars.

Through CREDIT Registry and Transcript Services, adult learners who have successfully 
completed courses or exams with valid CREDIT recommendations can request official tran-
scripts.

Can my organization receive retroactive credit?
Retroactive credit may be granted to organizations on a case-by-case basis for up to six 
months in arrears. It is the responsibility of the organization to alert CREDIT staff that 
retroactive credit is desired. In addition, organizations must provide supporting documents 
to justify the retroactive credit. These documents include, but are not limited to, samples of 
graded student assessments, syllabi, and lessons.

Why should our organization seek CREDIT recommendations?
The CREDIT recommendation gives your training recognition and distinction. CREDIT 
recommended courses have endured a rigorous, judicious, and reliable third-party evaluation 
process. Every aspect of a CREDIT recommended course, from the facilities to the teaching 
staff, has been reviewed, analyzed, and evaluated by qualified, objective postsecondary faculty 
and subject matter experts.

CREDIT helps your organization increase your training return on investment.


