STUDENT REFUND WORKSHEET

1. Student Name:








2. Name of Program/Course: 







3. Total length of program/course:  

 (i.e. semester credits / contact hours / weeks, etc.)

4. Start date (mo/dy/yr): 





5. Last date of attendance (mo/dy/yr): 





6. Length of educational training received 

 (i.e. semester credits / contact hours / weeks, etc.): 


Before any refund due/amount owed by student may be determined, generally four totals need to be known.  Sometimes a special credit may also need to be applied, as applicable:

A. Total Cost of Program (“COP”).  This is the entire, actual cost of the education available to the student, and presuming at this stage that the student would have completed the entire program.  The COP includes any application fee; tuition for the entire program; and other fees charged for the program regardless of whether refundable or not charged (DO NOT INCLUDE AT THIS STAGE any assessed cancellation fee):  $ 

.   (COP).
B. Total of All Non-refundable Costs (“NRC”) under the particular circumstances presented (i.e. cost of books, kit fees, uniform, application, late fees, and any cancellation fee, etc.)  Note:  Per statute a maximum cancellation charge of $150.00 or 25% of the contract price whichever is less, may be assessed - always check enrollment agreement contract.

(Example – could be the Amount of $***.00 for books and regular kit plus the application fee and a $***. cancellation fee) = $

.   (NRC)
C. Net Cost of Program (“NCP”) - Subtract the Total of All Non-refundable Costs (“B” above) from the initial Total Cost of Program (“A” above) = $


.   (NCP)
D. Total of All Monies Paid by or on behalf of Student (“PBS”) out-of pocket.  Include any Title IV loans/aid received/applied by school for student and regardless of what the payment was applied to or used for (does not include any applicable special credits at this stage).  Total all that was actually paid by or on behalf of the student $

.   (PBS)

Now that you have these four basic totals, insert the numbers in the following Calculation Steps:
i. Net Cost of Program (“NCP”) - This is based on the percentage of the program deemed to have already been taken by the student/earned by the school, in accordance with the following statutory table compared to the actual tuition cost of the program.  

To get the Percentage of Program:  Divide the length of educational training received (#6 above) by total length of the program (#3 above) =:  

%_.  Now, compare this percentage (%) to the table to find the percentage (%) of the program that the student is statutorily deemed to have taken/earned by school.

**After ***% but within first ***% of program/****% 
Refund Table

	Length of Education Received by Student
	Refund possible

	Within first 10% of program 
  
	90% less cancellation charge

	After 10% but within first 25% of program 
	75% less cancellation charge

	After 25% but within first 50% of program 
	50% less cancellation charge

	After 50% but within first 75% of program 
	25% less cancellation charge

	After 75% [if paid in full, cancellation charge is not applicable]  
	NO Refund possible


Here, the student is deemed to fall “within first 10%, 25%, etc.”).  So*

% (*should be same percentage number) of the Net Cost of Program (COP) 

 equals (=) the monetary Cost of Education Received (“CER”) (presumed amount earned by School).  $

.
(CER)
ii.
Subtract Total Amount of Money Paid by or for Student from the Total of All Non-Refundable Costs.  (Should include here any credits issued by school for returned books, supplies, etc., or cost of those contracted for but not received by student).  


$


.
(NRC)


minus -

.
(PBS)


$



(NPBS)  Generally, this results in a Net Amount of Money Paid by Student (“NPBS”) left to be applied to the Cost of Education Received (CER).  Note:  If the student paid an insufficient amount to completely cover the full cost of all non-refundable costs allowed, then this unpaid balance of non-refundable costs must be added to the initial Cost of Education deemed received/earned by school before the next calculation is done.  

iii.
Subtract any Net Amount of Money Paid by or for Student (NPBS) from the Cost of the Education Received (CER) (or if applicable, from the total of CER plus any unpaid allowable non-refundable costs - see “Note” above).  
$


.    
(CER)
minus -

.   
(NPBS)
$


.            (If Total shows a negative number (-) then this is possible Refund Due to Student (“RD”); if Total shows a positive number (+) then this is a possible Amount Owed by Student (“AO”). 
If there are NO other special credits issued by School to be applied (i.e. This may include any amount already refunded to student/parent; Title IV monies returned to funding source on behalf of student; prior debt forgiveness, etc.) then the above is the amount to be refunded to or owed by the Student.

HOWEVER, if there is still an applicable special credit issued by the School to be applied provide the following figures:  

$

.

(amount already refunded)

$

.

(amount of Title IV financial aid returned to funding source)

$

.

(amount of debt forgiven)
Complete the calculation by applying the special credit.  Do not hesitate to contact your assigned program specialist for technical assistance with this final step, if needed. 

Based on this calculation formula (select applicable option and complete):  

The Amount to be Refunded by the School to Student/Parent is: 
$

.
 
The Amount Owed by the Student to the School is:

$

.
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