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Student submits Application for Refund of Fees
form

A 4

Accounts Officer reviews student’s financial
transaction records from Information Management
System to ascertain whether refund is due in
accordance with the refund policy.

Y

No Notification sent to

student and record
filed in student refund
folder.

Y

Obtain approval from Pro Vice-
Chancellor and Director or
their delegates.

I

Approval
obtained?

Notification sent to
student and record
filed in student refund
folder.

Refund processed in the form of cheque or
electronic funds transfer (EFT).

y

If by cheque, post to student’s nominated
address or contact student to collect from
Finance office.

If by EFT, notification sent to student by email.

v

All refund related documents are filed in the
student refund folder in Finance Department.
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