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Student General Request Form

1.  When to use this form — This form is used when a student wishes to make any enquires in relation to his or her study.
2. Adetailed description of the reason is necessary for a decision to be made against relevant legislation.

Applicant’s Name:

Student ID:

Contact mobile:

Contact email:

Home country address:

Course /s

currently enrolled in ~ Start date: / /

End date: / /

Enquiring Department / Division:
Administration -

[] Marketing Division for my Course Information
] Account Division for my Tuition Payment

[] Operation Division for my IT access

Academic —

[] Registrar Division for my Training & assessment
] Trainer for my Training and assessment

] Principal of Administration for my General Study
[ ] Others

Enquiring Category: tick and circle the relevant part/s
IAdministration

[ ]ID Card / OSHC / USI

[ ]Payment Receipt [ ]Defer Payment [JRefund [JInstallment
[ lOnline Learning Access

IAcademic —

[ ICourse Progress Record [_|Attendance Record
[ ]Assessment Extension [] Completion letter
[ JLeave [ ]Sick Leave [ ]Deferral [ JWithdraw [ ]|Transfer

[ JTestamur [JRecord of Results [ _JRe-issue Certificates

Details of Request:

Reasons:

Please provide a brief description of the reasons for your request/s.

For students requesting Deferral, Withdraw or Transfer, the following declaration must be completed

and evidence attached. As per ESOS ACT 2000 (amended 2015). (www.internationaleducation.gov.au)

| understand, my request may result in the following
[ A change or cancellation of my Confirmation of Enrolment/s to reflect the change, which might have

impact on my student visa and any dependant.

[] Aletter of offer from other education provider must be attached if a letter of release is required.
All outstanding fees must be paid according to agreed offer.

l
[l Feesand refund policy (POL_08-7_5.2) applies.
[] Letter of release policy (POL_08-7_5.2) applies.

| declare the above declaration is true and | understand that it is an offence to make a false statement

Declaration By:  Applicant’s Name:

Signature: (compulsory, same as passport) Date: _ /[ (compulsory)
For Refund Request, please provide the following Bank Branch:

details:

Bank Name: Bank Address:

Bank phone: Account Name:

BSB: SWIFT: Account No:

RBIT/RBIC ONLY can refund directly to students.
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Office Use Only

HELPDESK/ADMINISTRATIVE COMPLIANCE OFFICER - MARKETING

Student Details Completed [ ] Yes, complete with evidence [] No, Not sufficient evidence
Under 18 years age Students [ ] Yes, complete with evidence ] No, Not sufficient evidence
SMS Data / Authentic rectify? [ ] Yes [ No [ ] N/A Date: / /
PRISMS Data rectify? [ ] Yes [ No [ ] N/A Date: / /

OSHC cancelled? [ ] Yes [ No [ ] N/A Date: / /
Re-issue LoO/CoE? [ ] Yes [ No [ ] N/A Date: / /

Invoices paid? [ ] Yes [ No [ ] N/A Date: / /
Received by: Signature: Date: / /
TRAINER - Assessment Extension

] Approve, | have received sufficient evidence. Note:

[ ] Not approve, reason

Received by: Signature: Date: / /

ADMINISTRATIVE COMPLIANCE OFFICER - REGISTRAR

Issued? [] Course Progress Record / Attendance Record [] Assessment Extension / Letter of Attendance
[] Sick Leave / Sick / Deferral / Withdraw / Transfer [ ] Testamur / Transcript / Re-issue Certificates

[] CoE cancelled [] CoE deferred ] SMS course status updated

[ ] Yes, received sufficient evidence with PAO approval
[ ] No, reason

[] Outstanding fees paid in full [ ] Letter from other provider

[] Welfare confirmation from other provider/parents/legal guardian
Date issued: / / If approved by PAO then update -
Enrolment updated on JobReady? [] Yes [ ] No [ ] N/A Date: / /
Notify PRISMS? [] Yes ] No [] NJA  Date: / /
Files Archived? [] Yes [ ] No [ ] N/A Date: / /
Processed by : Signature: Date: / /

ADMINISTRATIVE COMPLIANCE OFFICER - ACCOUNT
For course cancellation, deferral and withdrawal

Any outstanding fee? [ ] Yes, Receive warning 1 & 2 [ 1 No, provide paid evidence
For refund request

Eligible for Refund? [ ] Yes, Approve Amount: ] No, reason

If approved by PAO then update -

SMS Data rectify? [] Yes [ ] No [ ] N/A Date: / /
MYOB Data rectify? [] Yes [ ] No [ ] N/A Date: / /
PRISMS — TPS Compliance? [] Yes [] No [] NJA  Date: / /
Files Archived? [] Yes [ ] No [ ] N/A Date: / /
Processed by : Signature: Date: / /
PRINCIPAL ADMINISTRATION OFFICER/DIRECTOR OF STUDY

Approved [ ] Yes, I received sufficient evidence[ ] No, reason
Further Recommendation/s (if applicable)

SMS Data rectify? [ ] Yes, Checked [] No Date: / /
PRISMS Data rectify? [ ] Yes, Reported [ ] No Date: / /

Approved by : Signature: Date: / /
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