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Request Procedure 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

Learner fill out 
request form 

Admin staff will 
acknowledge and 
reply by 3 working 

days 

Admin staff will 
process the 

request 

It varies what kind 
of request being 
made such as 

appeal, refund and 
withdrawal 

Reply to the 
learner with the 

outcome. 

Process necessary 
documents 

Learner 
acknowledges and 

rate the 
satisfaction of the 

service.  


