	Refund Request Form

	Please complete the form electronically. If completing by hand, please write as clearly as possible. Unclear information will cause a delay in your request being processed. 

	Personal Details:

	Surname
	
	  First name(s)
	

	NTU ID Number
	
	Date of Birth
	

	Course Name
	
	Year of entry
	

	Telephone No.
	
	Email Address
	

	Amount of Refund requested: £

	Refund Reason:

	Tick here 
	Refer to Guidance Notes below and tick as appropriate. (Documentary Evidence Required.)

	
	a) Visa Refusal

	
	b) Offer conditions not met

	
	c) Other (Please provide a full and clear explanation of why you are requesting a refund on the back of this sheet)

	Refund Method*: See guidance note 6

	*To comply with financial regulations refunds MUST be made back to the payer and country of origin.


	1) Bank Transfer to the country of origin / BACS (     
IMPORTANT: If your refund is approved you will be sent an additional form to collect your banking details.
              

	2) Credit/Debit Card (    We do not need your card details; all refunds will be returned to the card which originally made the payment.


	Please note: If a replacement refund is required due to incorrect details provided by the student, the costs incurred will be deducted from the replacement refund.  


	Declaration:

	I confirm that the information given in this form is true, complete and accurate and that no information requested, or other material information has been omitted. I acknowledge that this information may be shared in compliance with Home Office visa regulations. I can confirm that I have read and understood the guidance notes.


	Student Signature:

	Date:

	Guidance Notes 

	1
	This form is to be used to request authorisation for a refund of the advanced payment and any other 
payments made in advance of commencing the course.

	2
	If you have made an advanced payment and are unable to start your course you may be entitled to a 
refund of this payment on the following grounds:

a) Your visa application has been refused

b) You have failed to meet the offer conditions
c) Other extreme mitigating circumstances may be considered on a case-by-case basis with appropriate evidence.  

	3
	All sections of this form must be completed. Where possible please type the information onto the form and any supporting evidence which supports your request should be provided and attached to this form.

	4
	Any authorised refunds for applicants who have managed to obtain a student visa and/or are in the UK 
will only be refunded once the visa has been cancelled.

	5
	If you have paid by bank transfer, you will be sent an additional form to complete

	6
	Any refunds will normally be made within 30 days of the date when the request is 
received by the University (providing all information is clear and documentary evidence has been 
provided).

	7
	Payments will only be refunded to the card/account used for payment.  To comply with financial regulations refunds will be made back to the country of origin. 

	8
	Once completed please return the form to us by emailing it to ntuimportantinformation@ntu.ac.uk 



	Additional information to support your refund request

	

	For office use only

	Admissions use only.  Check if student is in attendance and fully enrolled before authorisation.

	Refund request approved ( Total to be refunded £

	Refund request rejected (

	Rejection reason:

	Signature of Admissions representative:
	Date:

	Finance use only

	Paid on original receipt number:
	Refund Receipt Number:

	General Ledger Code:01 999 0265 00000
	SL Requester:

	Expenses use only

	Input By
	Document Number

	Refund Authorised By
	Date


