ALL ELITC

COURSES FLOW CHART

Enquiries (walk-in, telephone, email)

Public individuals ¢

¢ Company-sponsored

To confirm registration,
complete registration form,
furnish required documents

and pay $20 registration fee

To confirm registration,
complete enrolment form

and furnish required
documents

Confirmed
registration

recorded in course
registration file

v

Payment
Payment Dept prepare th
received invoice to bill received
4>

company $20

registration

No reservation

will be made until
payment received

fee per head

Enough class size, ELITC will confirm classroom,
frequency, time, print notes and liaise with trainer

v

Candidates will be informed by means of Letter of Offer

v

Public individuals

Able to
attend
the class?

Postpone to next
available class

Yes
Payment not
received

before class
commence

Public
individuals to

sign Letter of

Acceptance &
pay fees at

ELITC’s counter

Workers not

allowed to
attend class

Payment received

Payment not
received

before class
commence

Payment received

Company-sponsored

Able to
attend
the class?

Letter of
Acceptance to
be signed.
Accounts Dept
prepare invoice
to bill customer

Workers sign the Standard Student
Contract. Students will be informed by
confirmation letter of the course

commencement date

will sign the Standard Student Contract

Workers to attend class on scheduled
date by confirmation letter. Students

on the Ist day of the course
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Workers request for withdrawal/refund
from scheduled class

Notice given before Notice given after
commencement of commencement
class of class
To submit Refund Forms and No refund
relevant receipts to ELITC
Refund Forms received Refund Forms received
at least 2 weeks before less than 2 weeks before
commencement of class commencement of class

Refund 100% Refund 50%
of course fees of course fees

'

*Refund fees made in
cheques payable to workers

'

Inform workers by phone

when cheques are ready for
collection

'

Workers to sign on payment

vouchers as

acknowledgement of receipt
of cheques upon collection

* Note: Refund Forms submitted after the 10th day of the month will only be refunded in
cheque in the following month.
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