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Policy Statement
Acsenda School of Management endeavours to support students in meeting their financial obligations to achieve their degree. At

ASM, we understand that students may face challenges fulfilling their tuition and fee payments in one lump sum. Therefore, we
have implemented a payment plan program designed to assist them in managing their finances and fulfilling their financial
commitments while pursuing their academic goals.

Purpose

The purpose of this policy is to create consistency in payment plans such that students will have equal access to plan benefits and
requirements. This policy will allow students flexibility in managing their personal budget while facilitating the administrative
process of collecting tuition payments on a regular, timely basis. This policy will also ensure that payment plans and acceptable
forms of payment are articulated and consistent with Acsenda School of Management’s corporate policies.

Scope
In accordance with the Student Enrolment Contract, new students must pay their tuition and other fees in full before registration in
their first term.

Returning students in good financial standing are eligible to apply for the payment plan option to defer tuition payments according
to pre-determined payment dates and amounts.

Students in their first term at ASM are not eligible for payment plans.

The student initiates the request for a payment plan each term at the time of registration by completing an online Payment Plan
Request Form.The application form explains the terms and conditions of the plan and the payment schedule. Students arerequired
to submit their form online and agree to the payment terms and conditions. Students must have paid any prior payment plan in full
to be eligible for a plan in future terms.

Payment Plans are automated, and credit or debit card details are required at the time of application.
The designated Payment Plan Administrator must approve all plans.
Acsenda School of Management reserves the right to deny requests for payment plan.

Payments and Deadlines
The deadlineto apply for the payment planis two weeks before the start of thenew academicterm. Typically, the payment schedule

installments that are available are as follows:

Weekly — Payments are deducted on a 7-day cycle.
e  Biweekly — Payments are deducted on a 14-day cycle.
e Triweekly — Payments are deducted on a 21-day cycle.
e Monthly — Payments are deducted on a 28-day cycle.

An initial deposit is required on the first instalment date to initiate any payment plan. Alternate payment date arrangements will
be considered on a case-by-case basis.
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Fees and Penalties
An application fee will apply for approved payment plans. The application fee payment must accompany the initial instalment

payment. Applications made after the first payment deadline will incur a penalty fee.
A Late payment fee will be charged for any installment not made according to the payment plan schedule.
Fee plan and penalty rates are posted on the ASM website.

Students who do not meet their payment deadlines may not be eligible to apply for future Payment Plans.

Acceptable Forms of Payment
Students who wish to make a payment for outstanding or future fees to ASM may do so through direct wire transfer services such

as Flywire, bank wires sent to ASM per the standing wire payment instructions at www.acsenda.com, deposits made into our bank
accounts, or through major credit cards and debit cards.

Students are responsible for any banking charges or other fees related to wire transfers or credit card payments.
ASM does not accept cash payments for tuition. ASM will only receive cash payments for sundry items under the value of $100.

Withdrawals
In accordance with Policy No. 3011, students who withdraw from a course will be subject to the relevant tuition fee. If a refund is

deemed appropriate, students may apply for one. However, any outstanding fees the student has accrued at the time of withdrawal
must be settled. It is important to note that costs incurred through Payment Plan enrollment are non-refundable.

Definitions
These definitions apply to terms used in this policy.
Word/Term Definition

Enrolment Contract | Is the document signed by students during their registration every term, or digital agreement made during
online registration. This document includes information and reference to the ASM Academic Calendar, the
ASM students’ financial liability; registration for courses; withdrawal and course drop/add procedures,
cancellation of courses, academic policies, rules, and regulations, medical insurance, and refund policy.

Effective Is the date indicated on the Withdrawal Form as reported by the Registrar’s Office. It is not necessarily the
Withdrawal Date date that the student stops attending classes.

Good Financial Students with consistent payment history are in ‘good financial standing’.

Standing

SIS Student Information System

Sundry Items Include official documents, Identification Card replacement and English Placement Testing fees.

Related Policies

Policy Number Policy Title
3011 Refund Policy on Tuition and Other Fees
Responsibilities

Initiating the Payment Plan Process
e Students must initiate the payment plan process by completing the required Payment Plan Request form.

Facilitating the Payment Plan Process
e The designated Payment Plan Administrator reviews the application and, if needed, meets with the student to review:
o theimplications of apayment planonthe student’s future educational and financial plan; and
o theamounts that the student pays per instalment.
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Disputes

e Anydisputes regarding payment plans will be initially reviewed by the Student Payments Team. Any further appeals will
follow the ASM Appeal Process.
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Payment Plan and Tracking Procedures

1.

Prior to submitting a payment plan request, students are encouraged to review the available schedules and instalment
breakdown to learn about the expected payment timelines. Students can also discuss options with the Student Payments
Team.
The Payment Plan Request can be submitted after any existing payment plans have been finalized (Paid) and the student’s
fees for the upcoming term are known.
The designated Payment Plan Administrator reviewing the application will:
e Review the student’s account in the SIS to ensure that the financial records are current.
e Verify the Student’s eligibility. The student does not have any outstanding dues/tuition and decides if the plan

should be approved.
e Once a decision is made, they will update the student's account in the SIS accordingly.
e Payments are deducted from a nominated card on the scheduled due date.
An automated reminder will be sent to students on payment plans four days and one day prior to the due date.
The designated Student Payments Team Tracks payments to ensure all payment plans are paid and follow up on any
delinquent account.
If a student fails to pay, they will be charged a late payment penalty and may become ineligible for future payment plans.
students will be notified via a “pop-up” screen on MYASM if a missed payment occurs. This will present an opportunity to
process payment for the missed instalment.
Unpaid fees/instalments may block system access or course content.

Payment Procedures

1.

Once funds have been confirmed as received in ASM’s bank account, a receipt will be issued for the net amount received. Any
bank fees, charges, or variances in exchange rates will be the sole responsibility of the student.

Payments received will be recorded in ASM student management system under the student’s assigned student number.
Any subsequent adjustments made by the banking system that result in a modification of the amounts previously received will
be adjusted accordingly in the ASM student management system and the student will be notified.
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