
 

Request for Manual Credit 

 

 

 

 

Student 
Name:  

 
 

ID No:  
       

Reason for Credit: 
  

• Incorrect date used at time of withdrawal (Resulting in no credit being raised)                        ☐ 

• Error occurred – student was invoiced twice                                                                         ☐ 

• Student re-enrolled in different Occurrence but not credited for first enrolment                    ☐ 

• Student charged admin drop fee – in error                                                                            ☐ 

• Other:                                                                                                                                                                                 ☐ 

  

Details:  
  

  

Course Code (s)          

Invoice Number         

Fees         

$100 Administration Fee         

30% International Withdrawal Fee         

TOTAL CREDIT         

Requested 
By:  

   Date:    

Signed:     

Authorised 
By:  

   Date:    

Signed:     

Please send this Form plus supporting documents to Finance  


