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Introduction  

 
A credential file is a compilation of documents that support students’/alumni’s professional 
qualifications to be used during job and graduate school application processes. It includes an up-
to-date résumé and at least three letters of reference. Additional documents may be included, 
such as unofficial co-curricular transcripts and copies of certifications. Academic transcripts are 

not permitted in credential files. 
 
The Center for Experiential Learning maintains and distributes credential files for a period of 10 
years from the year of graduation. They are only sent out at students’/alumni’s requests. 
 
 

Purpose 

 

Credential files are valuable during the job and graduate school application process. Many 
employers and graduate admissions offices request credential files in their hiring and acceptance 
processes. Additionally, setting up a credential file alleviates the responsibility of 
students/alumni maintaining reference letters and keeping track of files sent. Credentials also 
appear more official when sent directly from the College as opposed to coming from 
students/alumni. 
 
 

Who can set up a credential file? 

 

Keuka College students and alumni can set up a credential file. Students and alumni are 
responsible for setting up and maintaining/updating their own files.  
 
 
Contents 

 

Credential file components must be typed and have a neat, professional appearance. The 
following documents are required of every credential file before it can be sent out: 
 
1. RÉSUMÉ. This will serve as a cover or identification page to credential file materials.  

Résumés must contain no misspellings or typographical errors and should be updated on a 
regular basis. The print should be of high quality so photocopies will be clear and easy to 
read. It is recommended that résumés are submitted on white paper.  

 
It is highly recommended that students/alumni receive feedback on their résumés from a 
staff member in the Center for Experiential Learning. Résumés need to reflect all relevant 
and up-to-date information and therefore should be updated at least every three years, 
especially when there are any major changes in employment positions or education levels. 
The Center for Experiential Learning reserves the right not to process any credential 

file that contains a résumé with outdated, unprofessional, or inaccurate information. At 
the time of the request, students/alumni will be contacted if there are any issues with 

their files. Requests will not be processed until the issues are resolved.  
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2. LETTERS OF REFERENCE. Students/alumni are required to arrange for their files to 
have a minimum of three professional letters of reference. The reference cover sheet, 
provided by the Center for Experiential Learning, must accompany each letter, and be 
completely filled out, including signatures of the reference writer and the student/alumnus. 
Students/alumni must sign the bottom of the form indicating whether or not they waive 
their right to access each letter. This will inform the writer and anyone who receives the 
credential file, whether the student/alumnus can or cannot view the contents of each letter. 
Reference writers can type their comments on the form and/or use an additional sheet if 
necessary as long as they sign both the bottom of the reference cover sheet and the attached 
letter. Do not write on the back of the reference form.  

 
It is recommended that those who waive rights to access their letters, request that each 
reference writer send the letter directly to the Center for Experiential Learning in a sealed 
envelope. If such students/alumni wish to hand deliver the letter, it must be in a sealed 
envelope with the writer’s signature across the seal. 
 
There is no limit to the number of letters one can have in his/her file, but it is highly 
encouraged to limit the number of letters sent to an employer or graduate school to three to 
five letters if no specific application instructions are given. Otherwise, follow application 
instructions exactly. If a credential file contains more than the number of letters requested by 
an employer or graduate school, the student/alumnus is responsible for specifying which 
letters to include.  
 

3. AUTHORIZATION TO RELEASE INFORMATION. By signing this form, 
students/alumni give the Center for Experiential Learning permission to send out their 
credential file. The Center for Experiential Learning must have a signed original of this 
form in order to process credential file requests due to the Family Educational Rights 

and Privacy Act (FERPA). 
 
4. REGISTER OF REFERENCES. This form lists current and permanent contact information 

of the students/alumni, along with the names of their references.  
 

5. NOTICE OF RECEIPT OF REFERENCE. (OPTIONAL) Students can fill out this form 
if they wish to receive notification that a letter of reference has been returned to the Center 
for Experiential Learning. 

 
6. ADDITIONAL CREDENTIALS. (OPTIONAL) Additional items such as a co-curricular 

transcript and/or proof of certification may be included. 
 

 

Costs 

 

There is no cost to set up a credential file. The first ten credential file requests will be sent out at 
no charge but must be used within one year of graduation. For example, a May 2008 graduate 
has through May 2009 to use up the ten free requests. After the first ten requests or the year is 
up, the fee for processing is $5 for each file sent out, whether via mail, fax, or electronically. 
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NOTE: There is no extra fee if a school/organization requests that a faxed credential file be 
followed up by a hardcopy.  
 

Payment is accepted in the form of checks, money orders, cash, or credit cards. Checks and 
money orders must be made out to Keuka College. If paying with cash, student/alumnus must 
pay at the Business Office and return the receipt to the Center for Experiential Learning. In 
certain circumstances if the Business Office is closed, Center staff can accept cash payments, but 
must issue a receipt to the student/alumnus, create a copy of the receipt for the 
student’s/alumnus’s file, and lock the cash until it can be delivered to the Business Office. Credit 
card payments can be processed at the Business Office, via telephone (315) 279-5205, or by 
filling out the Credential File Invoice (a signature on the invoice is not required if it is sent via e-
mail). In any case, the Center must receive a receipt for all requests that require payment. 
 
If overpayment is received, students/alumni will be credited the excess amount to be used for 
future credential file requests; no refunds will be given. If students/alumni fail to pay any balance 
within 30 days, no further credential file requests will be processed until that balance is paid in 
full. 
 
Those who complete a master’s degree program at Keuka College are eligible for an additional 
10 free file requests to be used within one year of graduation, even if they used 10 free requests 
upon graduating from an undergraduate program at Keuka. 
 
EFFECTIVE SEPT. 1, 2008: Credential file requests will not be processed until any 

outstanding fee is paid in full. The Center for Experiential Learning must receive a receipt 

of payment before processing a request. Therefore, if a request is received without payment of 
an outstanding credential file fee, an invoice will be sent to the student/alumnus, and the request 
will not be processed until payment is received. As a reminder, the first 10 credential file 
requests will be sent out at no charge but must be used within one year of graduation. 
 
 
Credential File Requests 

 
The Center for Experiential Learning distributes credential files at the request of students/alumni. 
Some form of hardcopy request must be sent to the Center for Experiential Learning. Acceptable 
methods of requesting a credential file are: a completed and signed Credential File Request Form 
or an e-mailed request sent to experiential@mail.keuka.edu. Requests cannot be made over the 
phone.  
 
Credential file requests must include all necessary information to mail or fax a file, including 
employer or graduate school name, contact person if available, and the full mailing address or 
fax number. If a file is to be faxed, a phone number for a contact person at the organization or 
graduate school must be provided. The Center for Experiential Learning will confirm that 
someone will be at the given fax number, due to the confidentiality of the documents, and to 
inquire if they request a hardcopy of the file as well.  
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Two business days are required for processing credential file requests. Delays may occur during 
peak times and holidays.  
 
If a student/alumnus waived his or her right to view any of the letters of reference in the 
credential file, those letters cannot be released to that student/alumnus. For example, a file with 
waived rights cannot be directly or indirectly given or mailed to that student/alumnus. It is 
recommended that if the student wishes an employer or graduate school to receive all application 
materials simultaneously, to mail the credential file in its own separate folder at the same time as 
the rest of the application materials, as they will probably arrive concurrently.  
 
Certain circumstances may arise during which exceptions may be warranted. All exceptions must 

be approved by the assistant director of career services or the dean of the Center for 

Experiential Learning.  
 
The Center for Experiential Learning reserves the right not to process any credential file that 
contains outdated, unprofessional, or inaccurate information. At the time of the request, 
students/alumni will be contacted if there are any issues with their files. Requests will not be 
processed until the issues are resolved. 
 
 
Processing Credential File Requests 

 
Upon receiving some form of hard copy credential file request, these steps must be followed by a 
staff member in the Center for Experiential Learning: 
 
1. Retrieve the student’s/alumnus’s credential file and the “Credential File Requests” folder 

from the credential file drawer in the main office. If the request is to be mailed, retrieve a 
credential file booklet; if the request is to be faxed or scanned, retrieve a copy of the cover of 
the credential file booklet.  

 
2.  Check for any unpaid balances in the student’s/alumnus’s folder; if no balance is due, the 

request can be processed.  
 
3.  Check the student’s/alumnus’s folder for eligibility of free requests. If the student/alumnus 

must pay for the request to be processed, send an invoice to the student/alumnus either via 
mail or e-mail, depending on how the request was received, wait until payment is received, 
and then process the request.  

  
Effective Sept. 1, 2008: Credential file requests will not be processed until any 

outstanding fee is paid in full. The Center for Experiential Learning must receive a 

receipt of payment before processing a request. Therefore, if a request is received without 
payment of an outstanding credential file fee, an invoice will be sent to the student/alumnus, 
and the request will not be processed until payment is received.  
 
Payments received by the Center for Experiential Learning must be deposited daily at the 
Student Accounts office in Ball Hall. 
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4.  Make copies of all credentials (résumé, letter of reference cover sheets, reference letters, 

additional optional credentials). Certain requests may involve students selecting only 
particular documents; be sure to honor these requests as long as the minimum of three letters 
and a résumé are sent. If any document contains outdated, unprofessional, or inaccurate 
information, contact the student/alumnus as soon as possible to resolve the issue and do not 
process the request until this is completed.  

 
5. If the file is to be mailed: put all copied documents into the credential file booklet, put that 

entire packet into a Keuka College envelope, seal the envelope, stamp the seal with the 
Center for Experiential Learning stamp, attach a printed address label to the front of the 
envelope, write the postage code (account number) on the envelope, and send to the mail 
room.  
 

If the file is to be faxed, first contact someone at that organization to ensure he/she will be 
at the fax machine to retrieve the confidential credential. Also, check to see if they require a 
hardcopy to follow the fax; if so, follow the mailing instructions above. Fill out a fax cover 
sheet and send the entire packet via fax. Put the confirmation page from the fax machine in 
the student’s/alumnus’s folder along with the request.  
 

If the file is to be sent electronically, scan the entire packet and follow the individual 
organization’s upload directions.  

 
6. Once the file is mailed, faxed, or sent electronically, the processed request must be recorded 

in three locations:  
1.  In the Credential File Requests folder, record the date of the request, the number of 

requests, student/alumnus name, and payment information  
2.  On the log sheet within the student/alumnus credential file, record the date of the 

request, the number of requests, and payment information  
3.  On the hardcopy request (to be filed in the student/alumnus credential file), write the 

date the file was processed as well as your initials 
 

7. Put all hardcopy requests and documentation of communication with a student/alumnus in 
his/her credential file. 

 
 

Transferring or Closing Out Files 

 
Students and alumni can transfer their credential files from Keuka College to another academic 
institution. A hardcopy request for this is required. Their files will continue to be maintained at 
Keuka unless they request otherwise.  
 
Students and alumni can request that their file be destroyed. A hardcopy request for this is 
required. If they waived their rights to view any reference letters, the Center will shred those 
documents. If they did not waive their rights, the file can be shredded or given to the 
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student/alumnus, depending on his/her request. The hardcopy request for destroying credential 
files must be kept in the Destroyed Files folder. 
 
Effective May 2009: The Center for Experiential Learning maintains credential files for 10 years 
from the year of graduation. After this time period is up, the Center reserves the right to destroy 
files.  
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APPENDIX A: REFERENCE LETTER COVER SHEET 
 

Center for Experiential Learning                 141 Central Ave. 

Keuka College                      Keuka Park, NY  14478 

(315) 279-5274 (phone)             (315) 279-5329 (fax) 
 
This is one of several letters of reference which the candidate named below has requested for his/her credential file.  To be accepted, the reference 
letter MUST BE TYPED or COMPUTER GENERATED.  Letter may be typed on letterhead with this form completed and attached to it.  Please 
do not write on the back of the reference sheet; use a second page. 
 
CANDIDATE: __________________________________________________  YEAR OF GRADUATION: ________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SIGNATURE OF REFERENCE WRITER: ____________________________________ DATE:  __________ 
NAME (Please Write or Type): ____________________________________ 
TITLE: ____________________________________ 
INSTITUTION/BUSINESS: ____________________________________ 
STREET ADDRESS: ____________________________________ 
CITY/STATE/ZIP: ____________________________________ 
***********************************************************************************************  
In accordance with the provisions of the Family Educational Rights and Privacy Act of 1974, P.O. 93-380 and the policy of Keuka College 
Experiential Education Office, I, the candidate, may request access to this reference. 
Candidate Signature: ______________________________________________________ Date:  _________________ 

OR 
I, the candidate, have waived my right of access to this information, and understand that I may not view the contents of this recommendation. 
Candidate Signature: ______________________________________________________ Date:  _________________  
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APPENDIX B: AUTHORIZATION TO RELEASE INFORMATION FORM 

 

KEUKA COLLEGE 
Center for Experiential Learning  

 
AUTHORIZATION TO RELEASE INFORMATION  

 
For the purpose of furthering its efforts to assist me in securing employment or acceptance to 
graduate school, I authorize the staff of the Center for Experiential Learning at Keuka College to 
release information contained in my credential file.  I understand that I must notify the Center for 
Experiential Learning either in writing, e-mail or fax to request my credential file. Telephone 
requests cannot be accepted. 
  
PRINT NAME:                                                     CLASS OF: ______________________ 
 
SIGNATURE:                                                       DATE: __________________________ 
Only an original signature on this form will be accepted. Form may be printed out and 

mailed to the Center for Experiential Learning. Faxes of this form cannot be accepted. 

Credential file requests will not be processed until this authorization is received. 
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APPENDIX C: REGISTER OF REFERENCES 

 

KEUKA COLLEGE 

Center for Experiential Learning 
CREDENTIAL FILE REGISTER OF REFERENCES 

 
Please fill out completely: 

 
Name: ________________________________________________________________________  

 (last)    (first)     (middle/maiden) 
Present Address:              

                

Cell Phone:   (_____)____________________   E-mail: _________________________ 

****************************************************************************** 

Permanent Address: _____________________________________________________________ 

as of date:                            _____________________________________________________________           

Home Phone:  (          )                                     E-mail:  _________________________   
as of date: _____________                         
 

I have requested reference letters from those listed below to be included in my credential file for 
distribution to prospective employers, graduate schools, etc. I understand that I may fill out the 
“Notification of Receipt of Reference” form if I want to be notified when a reference is received and 
placed in my file. I am responsible for ensuring that my credential file is complete and the Center for 
Experiential Learning receives my requested references. 
 
List name and title of requested reference writers     (Office use only: date received) 
 
1.                                                                                                

        

2.                                                                                                

                                                                                       

3.                                                                                                 

                                                                                       

4.                                                                                               

__________________________________________                                                                            

5.                                                                                                 

__________________________________________                                                                         

6.                                                                                                 

__________________________________________                                                                         
 
 
SIGNATURE: ________________________________  DATE: ______________________________ 
     (Required) 
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APPENDIX D: RECEIPT OF REFERENCE FORM 

 

KEUKA COLLEGE 
CENTER FOR EXPERIENTIAL LEARNING 

 
NOTIFICATION OF RECEIPT OF REFERENCE 

 
YOUR NAME: (Please print legibly)_____________________________________________________ 

How would you like to be notified when the Center for Experiential Learning receives a letter of reference for 

your credential file? Please check one: E-mail �     Phone �     Mail � 

E-MAIL: ____________________________________ PHONE: (_______)____________________  

ADDRESS:     ____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 
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APPENDIX F: REQUEST FORM 

 

Keuka College 

Center for Experiential Learning 

141 Central Ave. 

Keuka Park, NY 14478 

Fax: (315) 279-5329 
 

REQUEST FOR DISTRIBUTION OF CREDENTIAL FILE 

 

NAME: _______________________________ CLASS OF: _______    DATE OF REQUEST: ____________   

CURRENT PHONE NUMBER: (____)____________ CURRENT E-MAIL: ___________________________ 

PAYMENT ENCLOSED: $_______ SIGNATURE: ________________________________________ 

(required) 

 

Please send my credential file to the following:  

TO THE ATTENTION OF: ___________________________________________________ 

ORGANIZATION:  ___________________________________________________ 

ADDRESS:   ___________________________________________________ 

    ___________________________________________________ 

    ___________________________________________________ 

 

TO THE ATTENTION OF: ___________________________________________________ 

ORGANIZATION:  ___________________________________________________ 

ADDRESS:   ___________________________________________________ 

    ___________________________________________________ 

    ___________________________________________________ 

 

TO THE ATTENTION OF: ___________________________________________________ 

ORGANIZATION:  ___________________________________________________ 

ADDRESS:   ___________________________________________________ 

    ___________________________________________________ 

    ___________________________________________________ 
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APPENDIX F: CREDENTIAL FILE INVOICE 

 

CREDENTIAL FILE 
INVOICE 

 
 
Center for Experiential Learning  
141 Central Avenue 
Keuka Park, NY 14478 
Phone (315) 279-5274  
Fax (315) 279-5329 
experiential@mail.keuka.edu INVOICE DATE: [DATE] 

 

BILL 
TO 

[Name] 
[Street Address] 
[City, ST  ZIP Code] 
[Phone]  

COMMENTS 
 

 

DATE DESCRIPTION AMOUNT 

[DATE 
CREDENTIAL 
FILE SENT] 

Credential file mailed to: [SCHOOL/ORGANIZATION]  

   

TOTAL AMOUNT 
DUE 

 

Remittance 

Date  

Amount enclosed  

Payment method 

Check       Money order  
 
Credit Card: Visa     Mastercard     Discover  
 

Name on card: ___________________________________ 
Amount to be charged: ____________________________    
Credit card number: ______________________________ 
Expiration date: __________________________________ 
Security code (3 digit number on back of card): _______ 
Signature: _______________________________________ 

 
 

Please make checks or money orders payable to Keuka College 

 


