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1. Terms
1.1.
1.2.
1.3.

2. Policy statement

University - Refers to Applied Science University.
Stakeholders — refers to staff, students, visitors, contractors and service providers

FAD- refers to the Financial Affairs Department at the University.

The main purpose of this policy is to outline the fee structure, refund and collection

procedures to be applied with regard to student fees.

3. Scope

This policy / procedure covers various measures and steps to be taken by the FAD when students

pay their fees, when students are delinquent in payment of their fees and when a student

refund issue arises.

4. Definitions

4.1.

4.2,

4.3.

4.4.

4.5.

4.6.

Overdue accounts

Students accounts overdue for one day and above.

Non Performing Accounts

Students accounts overdue for 91 + days.

Collections

Responsible for the accounts for student fees for which payment is between 1 -
91 days overdue

Students controlled payment mode

Those students who are paying their fees through postdated cheques

Sponsor controlled payment mode

Those students for whom their sponsor is liable for paying their fees.

Payment Plan:

Overdue students’ accounts for which the university’s FAD has decided to

reschedule payments in order to regularize the account.

Applied Science University, Kingdom of Bahrain
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5. Tuition Fees
5.1. College of Administrative Sciences:
400 & gladl 48
College of Administrative Sciences
oaalizal) Cilsludl a gauy odalinall cilelud awadll)

Fees per Credit Hours | Credit Hours Programmes

Lol A Gugolsdl | 1
.2 92.700 135
Bachelor’s Degree in Accounting
Jus N1 B0 (2 ugaolisall | 2
.2 92.700 135
Bachelor’s Degree in Business Administration
dalaall g Allal) p glall B (uga i) |3
.2 92.700 135
Bachelor’s Degree in Accounting and Finance Sciences
4 il glaall ali (B gyl | 4
.2 92.700 135
Bachelor’s Degree in Management Information Systems
Laigal) o glal) (A gy gllill | 5
.2 92.700 135
Bachelor’s Degree in Political Sciences
Jeast 3 13l L_sA shwaldl | 6
<.2144.200 36
Master’s Degree in Business Administration
4yl 3 ) gall 310 A piuald) | 7
.4144.200 36
Master’s Degree in Human Resources Management
Jagaill g a..\ulad\ L;é ilalal 8
.2 144.200 36
Master’s Degree in Accounting and Finance Sciences
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5.2. College of Law
Gshall A

College of Law

paainal) s luall o gau saainal) cileLud) aaidl)

Fees per Credit Hours Credit Hours Programmes

Asiall A Gugasilsd) | 1
.2 92,700 135
Bachelor’s Degree in Law
Osial 2 siuald) | 2
.2 144.200 36
Master’s Degree in Law
‘éJl.;'m Gsial uﬁ iualall 3
< .2144.200 36
Master’s Degree in Commercial Law

5.3. College of Arts & Science

aslall g iy A<

College of Art & Science
saaiaal) e luad)  guu s alinal) cile Ll Uawaidl)

Fees per Credit Hours Credit Hours Programmes
Qaulal) ale & Gugsidl |1
Bachelor’s Degree in Computer Sciences
Sl asaaill) (2 ug sl |2
Bachelor’s Degree in Graphic Design
I asaall) (b ugpslSd) |3

Bachelor’s Degree in Interior Design

<. 92.700 135

.4 92.700 135

.4 92.700 132
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5.4. Hosted Programs

iy &gl il Anala (e Adlioal) geal jull
Hosted Programmes from London South Bank University
oaalizal) Ciloludl a gauy
sdalizall cule L) Al

Fees per Credit _
Credit Hours Programmes

Hours

Aidal) dssigl) (g Aaigd) (g 1S 1
<2180 150 T _ ]
BEng (Hons) Civil Engineering
A banal) dtigh) (b Auudigl) (a9l 2
<2180 150 _ . .
BEng (Hons) Architectural Engineering
Gl dutigl) (b Audigd) (a5 508 3
<.2 180 150 o . :
BEng (Hons) Mechanical Engineering
A g AN 5 Al gl Audigl) (8 dunigl) (a3 1S 4
<2180 150 BEng (Hons) Electrical and Electronic
Engineering
Gsiall A g sl 5
<.2 160 147
LLB (Hons) Law
Sl 3] (g (g sl 6
<.2 160 147 :
BA (Hons) Business Management
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6. Other Fees

6.1 Bachelor Degree Other Fees.

Bachelor Degree Other Fees: s S A Al AN & gl

1) 10 BHD Application fee (paid once)

2) 100 BHD Registration fee (paid once; 110 BHD for Hosted
Programmes)

3) 100 BHD Labs’ fees per first and second semester for Computer
Science, Interior Design and Graphic Design students.

4) 50 BHD labs’ fees per summer Semester for Computer Science,
Interior Design and Graphic Design students.

5) 5 BHD fees for English language placement test.

6) 5 BHD fees for an official academic transcript.

7) 5 BHD fees for issuing a graduation certificate.

8) 5 BHD fees for a duplicate official academic transcript.

9) 5 BHD fees for issuance student bona fide official student
certificate.

10) 10 BHD fees for course equivalence procedure.

11) 10 BHD fees for appealing a final grade per course.

12) 30 BHD Fees for submission of an incomplete exam (a valid
excuse should be submitted in accordance with the procedures
established in the University Regulations).

13) 5 BHD fees to issue a new ID card or a replacement.

14) 10 BHD for each extra copy of the graduation transcripts and
certificate.

15) In cases where a student loses or damages a book borrowed
from the University Library, the fee applied is twice the price of the
borrowed book

16) 150 BHD graduation fees + graduation certificate Arabic —
English + yearly book.

17) 25 BHD graduation robe fees.

* The newly-admitted student pays 650 BHD non-refundable for
seat reservation and it consists of the following fees:

a) 10 BHD one-time fee to submit the application (mentioned in
item (1) above).

b) 100 BHD one-time registration fee (mentioned in item (2)
above).

¢) 5 BHD fee to issue a new university ID card (mentioned in item
(13) above).

d) 535 BHD part of the tuition fees of the admissions semester.

L Bas) 58 el Gyl bl aaal sy 0,210 (1

el Ll 0y 110) Dadd saaly 5yl Jesad an)y 0 100 (2
(Adlaiosal)

Adlal JUH Jeadll 5 oY) Jamdll o JSV Aghad ) ji3e sy 2.2 100 (3
Sl aaaill g 3 sl 5 i sulall ale Cliaads

sl ale Cliaads Al dall Joadll yida any @0 50 (4
LS8 all areatll s A aaaadl g

A eV Aalll (5 siuse (and G jlidl sy 05 (5

+ el s el CalS ) A% sy 35 (6

AT B sy 35 (7

el cla ol IS e Jeal) Bida B sa (a3l a3 5 (8

. s ) B3l sy 0,05 (9

.y e Adlas ¢l al awy 2.3 10 (10

Al sl el dileil) llaial) daal jal allail) (lla a ) 2,210 (11
Gy e e il gida ph ) JaiSa pae aad Gladal sy 0 30 (12
(Al ey Jsanall il 51

CBE Jay gl Baaa dmals sa Jlaal aup 05 (13
Agilal 43 JS e g A sl 7 a0 cladle (adS an ) 0210 (14
AU U (a8 baienall S gl ) G e ;e i i (15
(g sindl QLS + (g 5lai) — e 7 A3 B8 + 7 AT any 1 2.3150 (16

g AN gralall gl a1 025 (17

(650) o 35 &laa dralall 8 amiall Gl aaiiadll Cllal) piyy %
&uw\}ad‘)ﬁm)pﬁ)mjhpuw}:\jwu

(ohel 1 a8 udl) sasd gl 5 pall Bail¥) b apaii o gy 0,010 S
‘(a)\sizé)ﬁgﬂ\)ﬁéﬁh\jﬁﬂwe}ungloo -
(el 13 68, aull) suas Aanala g laal aguy 005 g
Ol Jamil saainall dgusl Hal) e ladl o guiy o 633 00,3535 =2
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6.2 Master Degree Other Fees.

Master Degree Other Fees:

sifieaabal) Ao jal (5 Y o gua

1) 10 BHD Application fee (paid once).

2) 250 BHD registration fee for first and second semesters.

3) 125 BHD registration fee for the summer semester.

4) 5 BHD fees for English language placement test.

5) 5 BHD fees for an official academic transcript.

6) 5 BHD fees for issuing a graduation certificate.

7) 5 BHD fees for a duplicate official academic transcript.

8) 5 BHD fees for issuance student bona fide official student
certificate.

9) 10 BHD fees for course equivalence procedure.

10) 10 BHD fees for appealing a final grade per course.

11) 30 BHD Fees for submission of an incomplete exam (a valid
excuse should be submitted in accordance with the
University’s Regulations).

12) 5 BHD fees to issue a new ID card or a replacement.

13) 10 BHD for each extra copy of the graduation transcripts
and certificate.

14) In cases where a student loses or damages a book
borrowed from the University Library, the fee applied is twice
the price of the borrowed book.

15) 150 BHD graduation fees + graduation certificate Arabic —
English + yearly book.

16) 25 BHD graduation robe fees.

* The newly-admitted student pays 650 BHD non-refundable
for seat reservation and it consists of the following fees:

a) 10 BHD one-time fee to submit the application (mentioned
in item (1) above).

b) 250 BHD registration fee for the admissions semester
(mentioned in item (2) above).

c) 5 BHD fee to issue a new university ID card (mentioned in
item (12) above).

d) 385 BHD part of the tuition fees of the admissions
semester.

) Ceaill s IV Joml (o IS il il o5y 53 250 (2
cstnall ol Hal) Jaadl) Jani p gy 00 125 (3

Al Al (5 e pand Ll asw ) 005 (4

sl il pall oSS A ARl sy 35 (5

oA B aguy 005 (B

el Al Al i e deal) Giha s s il p sy 205 (7
s ) B asuy 225 (8

8 Aales ¢l jal agw ) 2,010 (9

DAl Al Blilaie¥) daal el allaill (il a gy 2,210 (10
sl gl

Jsiie sie Jilgida )l ) JaiSe e madli glaiel psmy <330 (11
c(Aalall (8 Ly Jsenal) ) gl Gy

CA8U o) Baaa Amda g laal agw ) 025 (12

A JS e G)sjsau.l} Gﬁﬁukdﬁse)u)g_d 10 (13
ALzl

J (e 5 jlaianall (S g lua g M) sy 1 Gl las i (14
RSN

QUSH + (gouladl — e Z AT B8l + = AT awy 1 .2 150 (15
@5

oA cralall s W (e 102 25 (16

Ailais (650) o8 5 e Analal 3 seball Jaad anioad) I gy *
i b dadil (Al 5 30 e 8 (S )l O seed s
(e 1 a8 ) 2udl) 3aal 51 5 pall Bl Calla apaii a gy 2210
(el 2 8 ) Jpill Juad e Leadll i a g ) 02250 L
(el 12 8, wll) syos Amala g laal asuy 025 g
LJ sl Juadl Badiaal) Al Hall el o gy (10 ¢ 32 0,3 385 i)
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7. Fee Payment and Refund Policy

7.1. All the other fees listed in the “Other Fees” table are “Non-Refundable” and “Non
Transferable”.

7.2. The tuition fees only are refundable as follows:

Withdrawal dates from the University Refund % given

One week before the first day of classes 100% of total Tuition Fee only
Before the end of the first week of classes 100% of total Tuition Fee only
Before the end of the second week of classes 75% of total Tuition Fee only
Before the end of the third week of classes 50% of total Tuition Fee only
Before the end of the fourth week of classes 25% of total Tuition Fee only
After the fourth week of classes 0% of total Tuition Fee only No Refund

Note: 1. the above table is not applicable in Summer Semesters.

2. The first day of classes is as determined by the Academic Calendar

7.3. The total number of credits registered will determine the final fee.

7.4, The Registration fee must be paid before the commencement of classes.

7.5. Cancellation of registration may be applicable for students who do not pay their
tuition fees before the commencement of the semester.

7.6. The following may be applicable for student(s) with outstanding fees until all dues
are paid:

7.6.1. Denied the right to attend classes.

7.6.2. Denied for mid-term exams.

7.6.3. Denied for final examinations.

7.6.4. Denied future Registration for any course(s).

7.6.5. Denied from issuance of transcripts.

7.6.6. Withhold the degree(s) of a non-paying student(s) until all
his/her dues are paid in full.

Applied Science University, Kingdom of Bahrain
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7.7.

7.8.

7.9.

Methods of payment:
7.7.1. Cash.
7.7.2. Cheque.

7.7.3. Electronic (Online and credit card payments).

Only the Bahraini currency will be accepted when making a payment
unless otherwise approved by the Director of Admin & Finance.

A payment plan can be worked out by visiting the FAD.

8. Lateness & Bucket Definitions:

All students accounts overdue by one (1) day shall be categorized as overdue. All overdue

accounts shall be categorized into different time buckets based on the number of days for which the fee

has been overdue from the earliest unpaid instalment as detailed below:

Bucket 1

1-30

Mail first overdue letter and send an email to the student/sponsor

Bucket 2

31-90

Mail second and final overdue letter and email with reference to

the University’s legal office.

Bucket 3

91 +

Complete appropriate submittal forms and send to the
University’s Legal Office. Refuse additional services to the
delinquent debtor in accordance with point “7.6” of this policy.
After 45 days from the date sent to the University’s Legal Office,
a decision will be made on how to proceed with the account. The

account may be assigned to a state contracted collection agency.

Note: The Director reserves the right to alter the aging buckets periods.

Applied Science University, Kingdom of Bahrain
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9. Applicability

This policy is applicable to:

9.1.
9.2.
9.3.
9.4.

Overdue accounts

Non-Performing accounts

Students’ controlled payment mode
Sponsor controlled payment mode

10. Responsibilities

10.1.

10.2.

10.3.

10.4.

10.5.

10.6.

10.7.

10.8.

On a monthly basis, the accounts department will generate/ request a report listing all student
overdue accounts.
The Director of Administration and Finance (or as designated) will group the accounts according to
the predefined aging buckets in accordance with point “8 of this Policy..
Within the first week of every month, Accounts Officers will arrange to send an SMS to students
and sponsors as follows:

10.3.1. Student controlled payment mode: overdue by 31+ days and above

10.3.2. Sponsor controlled payment mode: overdue by f 91+ days and above
Collection procedures will be implemented on accounts in Bucket 2 and above.
The follow up will start through reviewing the student / sponsor account details and profile in the
system to identify any irregularities prior to contacting the student / sponsor by phone.
Accounts officers will contact the customer by phone to identify the reason for the delay and
update the database accordingly. Accounts with higher overdue amounts will be given priority in
terms of follow up.
If the student / sponsor is not reachable or not cooperating with the university, this student /
sponsor will be classified as either "un-cooperative" or "Unreachable", and a letter will be sent to
the student / sponsor on the latest address provided by them within 10 days from identifying the
customer as non-cooperative or unreachable.
If no feedback is received on the letter within 15 days, the case will be forwarded to the university’s
legal office for conducting site visits to client premises and reporting the matter to the Director of
Administration and Finance.

Applied Science University, Kingdom of Bahrain
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