OM-C4.3.1 Student Refund Procedures

Refund Request Form
(Sales and Marketing
Executive)

Student fills in Refund Request Form
with supporting documents and submit it
to the Sales and Marketing Executive

Y

Sales and Marketing Executive to
acknowledge receipt of request

Refund Request Form
(Sales and Marketing
Executive)

\

Sales and Marketing Executive to
determine if student is eligible for
refund, calculate refund amount and
indicate the computation on Refund
Request Form

Refund Request Form
(Sales and Marketing
Executive)

\
Sales and Marketing Executive to pass

the Refund Request Form to Finance Refund Request Form
Executive who will ensure the accuracy (Finance Executive)
Completed of the computation before
within Administration Manager's verification
7
working
days ]
Administration Manager to verify that all Refund Request Form
details are accurate on the Refund (Finance Executive)

Request Form

\/

Refund Settlement Letter Finance Executive to seek approval

from Management for refund amount

(Administration Executive)

Administration Executive to
issue Refund Settlement
Letter indicating reasons

for rejection

<«——No Approved?

Yes

'

Finance Executive to proceed with
processing of the refund

Refund Request Form

(Finance Executive)

Y

Finance Executive to prepare cheque
for refund disbursement and hand over
to Administration Executive.

Y

Finance Executive to generate the
Payment Voucher and Refund Slip for
Student to acknowledge that refund
payment has been received.

Payment Voucher/
Refund Slip

(Finance Executive)




Finance Executive to file the Payment
Voucher and Refund Slip to its
respective files to keep as records.

y

Administration Executive to update the
Computer Information Management
System and FPS provider within 3 days
Data Management System

y

This process will be reviewed on an
annual basis for continual improvement
by the Designated Independent Internal

Process Auditor through the Internal
Process Review, Audit and Assessment
(“IPRAA") and the process will also be
reviewed by the Process Owner through

the Internal Review Report.

IPRAA Report / Internal
Review Report (Designated

Independent Internal
Auditor/ Process Owner)



