




Application for refund form

	Student number
	
	
	
	
	
	
	
	
	
	
	


	Name
	


	Address
	


	
	
	Postcode
	


	Telephone
	


	Course enrolled
	


	Tax invoice number 
	
	Receipt number/Proof of payment
	


Reason for Application  (Attach any relevant evidence)

	


	Student’s Signature
	
	Date
	          /          /


If withdrawing from course, I.D card must be returned

REFUND PAID TO:
	Name
	


	Address
	


	
	
	Postcode
	


SECTION:
	Requested by
	
	Date
	          /          /


	Refund approved
	
	Date
	          /          /
	

	(Academic Registrar or Administration Team Leader)  

Note:  Refunds must be approved before being processed by enrolment staff.  Not all refunds will be approved.


	ENROLMENTS USE ONLY

                                                 Fund        Dept       Loc        Profit / Loss Master A/c                      Profit Centre                     $ Paid         $ Refund      GST (Y/N)

	
	Tuition Fees
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Amenities
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Materials
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Other
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	TOTAL
	
	
	
	

	

	Type OF Refund
	
	EFTPOS
	
	Cheque
	
	Veripay
	
	Other
	
	

	

	Enrolment Record Updated
	
	
Date
	
	

	

	QLS Credit Note No.
	
	

	

	Processed by
	
	
Date
	
	

	FINANCE USE ONLY

	AR GST JNL No.
	
	

	


Refund Policy   Full refunds (less minimum enrolment fee of $60) for Government funded courses are available to students who withdraw and who provide written notice to the Registrar up to four weeks after course commencement.  Students who withdraw to accept a place of study at another educational institution receive a full refund including the minimum enrolment fee of $60.  Applications received after the four week period will not be granted unless the applicant can demonstrate cause for special consideration.

Refunds – Fee for Service Courses   Full refunds are available if a course is cancelled by the Institute.  If a student withdraws from a course with written application before commencement date then a full refund less $20 will be given.  No refunds are available after the course commences.

Applications may take up to 28 working days to process.
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