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Student

1
Gives written request for 

withdrawal / LOA stating reasons

2
Reviews eligibility for a refund as 

per contract and refund policy

3
Calculates amount of refund

Eligible?

4
Presents case for Approval

Approved?

5
Informs FPS provider of 

withdrawal / LOA within 3 days 
from withdrawal date

7
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payment voucher

8
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cancellation record in 
Student P-File
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Yes
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6
Prepare course fees or FPS refund 

to student by cheque, within 7 
days from withdrawal date (if any)

Course Management 
Administrator (CMA)
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