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

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

2. Policy statement
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. Overdue accounts
Students accounts overdue for one day and above.

4.2, Non Performing Accounts
Students accounts overdue for 91 + days.

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

4.4. Students controlled payment mode
Those students who are paying their fees through postdated cheques

4.5. Sponsor controlled payment mode
Those students for whom their sponsor is liable for paying their fees.

4.6. Payment Plan:
Overdue students’ accounts for which the university’s FAD has decided to
reschedule payments in order to regularize the account.
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5. Tuition Fees
5.1. College of Administrative Sciences:
4 00 a glad) A<

College of Administrative Sciences

saainall cleluall ag) | oddinall cielull aaidl)

Fees per Credit Hours | Credit Hours Programmes

Lalaall (B (uga ) SIS
.2 92.700 135 1
Bachelor in Accounting

Sas ¥ 300 gé Qs sl
<. 92.700 135 2
Bachelor in Business Administration

Ladlaal) g Adlal)  glad) (& (5o ) SIS0
<.2 92.700 135 3
Bachelor in Accounting and Finance Sciences

4 1Y) cilaglaall alaS A (g oSyl
.2 92.700 135 4
Bachelor in Management Information Systems

Aalyaad) o gl A (a5 sl
&,4 92,700 135 5
Bachelor in Political Sciences

Jlas¥t B lal ‘“,A fialall
<2 144.200 36 6
Master in Business Administration

ag gl 3 gall 3000 Lﬁ ilalall
.1144.200 36 7
Master in Human Resources Management

Sagaill g a.y.nlad\ L;A ialall
.1 144.200 36 8
Master in Accounting and Finance Sciences

Aubud) pslad) L_sﬁ alall
<.2 144.200 36 9
Master in Political Science
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5.2. College of Law
Gshal) A

College of Law

o ainal) e luad) o gou saaizal) el aaidl)

Fees per Credit Hours Credit Hours Programmes

@sial) B gl | 1
.2 92.700 135
Bachelor in Law
(0ol ¢ 598l jlwafalad) ¢ g8l jlws) (el B paladl | 2
<.2144.200 36
Master in Law (Public Law Track/Private Law Track)
il G gildl A bl 3
< .2144.200 36
Master in Commercial Law

5.3. College of Arts & Science

pslall g calay) 438

College of Art & Science
paainall clolud) 2 gy sadinall cilelud uamadil)

Fees per Credit Hours Credit Hours Programmes

Goulal) ale B Gugiplisdl | 1
.2 92.700 135
Bachelor in Computer Science
S8 Al asanaill) A gyl |2
.2 92.700 135
Bachelor in Graphic Design
=KL M\@w&uﬂlﬁ,ﬂ\ 3
.2 92.700 132
Bachelor in Interior Design
Goulal) ale & jiualdl | 4
< .2144.200 36
Master in Computer Science
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5.4. Hosted Programs

Ay &gl il Ay (o Adlional) gal jull
Hosted Programmes from London South Bank University
Baatinal) e luad)  gau
Baalizal) cilelud) uaaiil)

Fees per Credit _
Credit Hours Programmes

Hours

Aial) duaigh) (b Andigl) (a5 8018 1
<.2 180 150 T _ )
BENng (Hons) Civil Engineering
4 larall duntighl (8 dusigh (g5l 2
<.2 180 150 _ . .
BENng (Hons) Architectural Engineering
Ailaal) datigh) (b duadigl) (a0 908 3
.2 180 150 S _ _
BEng (Hons) Mechanical Engineering
A g SN g Al gl i) (B Aaigh) (w808 4
<.2 180 150 BEng (Hons) Electrical and Electronic
Engineering
Bl A g NS 5
<.2 160 147
LLB (Hons) Law
Sl 303 (A ugau 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 Al gAY ge )

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) 30 BHD fees for Attesting original graduation certificates
(transcripts and wall certificate) (to be as following: 5 BHD fees
for a duplicate official academic transcript in addition to 25 BHD
fees for Attesting original graduation certificates (transcripts and
wall certificate).

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

10) 50 BHD fees for course equivalence procedure (to be as
following:10 BHD fees for course equivalence procedure in
addition to 40 BHD for scrutinizing credit hours transfer of
students transferred to higher education institution).

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.

18) BHD 25 Issuance of endorsement of graduation statement and
attesting original copies of graduation certificates.

19) BHD 25 lIssuance of translated copy of endorsement of
graduation statement.

20) BHD 25 for Issuance of replacement/true copy of endorsement
of graduation statement.

21) BHD 25 for Issuance of amended endorsement of graduation
statement.

L Baa) 58 el Gy bl aadl sy 0,010 (1

el iy 2 110) i sasly 35a) Jisad any 2 100 (2
(ALl

Al SN Jadl) 5 J Y el (e JST Balind &l piida a2, 100 (3
L Sl all el s A apensil 5 e sulall Al Ciliaiads

Cpnlall dle Glaiads Al duall Jadll jide 4wy @2 50 (4
oSl el 5 a1l apesill

A eV Al (5 gluse pasd L) sy 35 (5

el Cla [l S 1 A0 ) 005 (6

oA B sy 05 (7

5) el Sl ol i€ e Jha¥) Gua 3 pa Bpal ) 0,0 30 (8
ULLYL e )l la il S e dua¥) Giba 5 50 (Baual an ) .0
((Aakilall 3alg &) (o p8S) J peal) (Baaad 0,325

U U 8 sy 235 (9

G _te Aalas o ) ans y 2,010) DIy sie Aalaa ol jal an ) 0,250 (10
palatll Dl e (I cpl el Allall o) gall Aldlae (3825 1,2 40 (I ALY
(Aalall sl

Al el kgl CUlaiel] daal jal allaill alls o) 2,210 (11
Gy Jsle He il gidayd ) JaiSe e i Gladal aus ) 2.0 30 (12
(Fdall ey Jsaxall 3100

CA8U gl eanaa Apala L4 laal any 25 (13
Al A3 JS ez ATl 2 A3 e (S w2210 (14
caldall 3 e 3 i) aiSl) gl o il oy 1 el flis Cana (15
6 sinad) LS + (g 3alail — o je ¢ 33838 + ¢ AT amy 1 .2 150 (16
z oA el @l a1 225 (17

dsa¥) e Bnais dBaas s8] o) 1325 (18

A yie Brassld) Hlaal 225 (19

Gl Gada [28 sy 3ald) laa) 3 25 (20

Adasa 338) jlaa) 1,225 (21

s ad bl sad) e guaaill 0 25 (22

sl GRSy a5 e aaail) (00 25 (23
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22) BHD 25 Endorsement of student continuity enrolment
statement.

23) BHD 25 to attest the withdrawal statement and transcript.

24) BHD 25 Endorsement of visitor student statement.

25) BHD 25 Endorsement of dismissed student’s transcript.

26) BHD 25 Attesting of students' transcripts of higher education
institution whose license was withdrawn; or higher education
institutions whose programmes were suspended.

27) BHD 20 Approval of Student’s unified file (New Students) and
granting higher education number for them.

* 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).

c) 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.

A ldal) sad) Je gaaaill (0 25 (24

dssate llh Gl 5o IS e gaaill 0025 (25

Csanall ilaalal) Al sy @3S e Gaaill 025 (26

Lol o g sall 5 a5

palatll 08 ) mia g (Cpaniusell Adlall) as gall ClUal) Cale dlaie) 2,220 (27

sl

(650) o8 s alas dralall 8 2eiall Jaad aaiidll Gl adyy ¥

teh Lo Aauaiall 5 B3 e e hom Hli () sl 5 Al
(edel 1 a8 2ull) a5l 6 pall GadlY) Gl i gy 2,210
(oeT 2 o8y 2udl) Jad 3aa 55 el Jamasi g ) 00100 =

(el 13 8, wll) sy Amala g Jlaal oy 005 g
d_,.\sl\ Jaadl 3adinall iﬂu\)ﬂ\ Gle L) e (e ¢ 32535 =a
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Master Degree Other Fees:

siaabal) Ao a1 (5 AY o gl

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) 30 BHD fees for Attesting original graduation certificates
(transcripts and wall certificate) (to be as following: 5 BHD fees for
a duplicate official academic transcript in addition to 25 BHD fees
for Attesting original graduation certificates (transcripts and wall
certificate).

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

9) 50 BHD fees for course equivalence procedure (to be as
following: 10 BHD fees for course equivalence procedure in
addition to 40 BHD for scrutinizing credit hours transfer of
students transferred to higher education institution).

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.

17) BHD 25 Issuance of endorsement of graduation statement
and attesting original copies of graduation certificates.

18) BHD 25 Issuance of translated copy of endorsement of
graduation statement.

19) BHD 25 for Issuance of replacement/true copy of
endorsement of graduation statement.

20) BHD 25 for Issuance of amended endorsement of
graduation statement.

Baa) 53 el @il Gl i o sy 2,0 10

1
S Jaadll g J oY) Jaadll (0 I Liadll Jinassil) 0 gan ) 0,3 250
sstnall ol jall Jeadll Jasass 5 gy 10 125

(
2
(
A V) Bl (5 sl pand G il asu )y 005 (4
(
(
(

3
el ol IS k) asw ) @05 (5
goadll el aguy 035 (6

o Al Ala ol S e Ja¥) ik b ) sea Bl any 0,230 (7
Slaall lS e Jal) G 3 ) gea Gaual ay 0 5 1 JUIS Sl
((Aekilad) 52ei) (o piS) U gl Gadual (12 25 ) ALY an )l
s ) Bl agu ) 235 (8

e @010 ‘_;Ldlsujsﬂ) i Aalas ¢l jal auy 1,350 (9
Al 3 sall alaa 3823 0,3 40 ) AliaYl Gl jae ddalae ¢l sl
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Dol &ledl) llatial) daal el allail) illa ) 2010 (10

sl gl

Jssie ple il gidayd ) JaiSa pe w (latial agmy 330 (11
(a8 Ly Jseral) 00 5l oy

86y ol Bas Amaa s laal asuy 05 (12

B S e z A3 z AT Aladle (adSagu) 210 (13
Al

J (e 5 jlaiunall (S g lua gl o) sy 7 il o i (14
RERBR)

GUSH + soalai) — ez A8 B8 + z A5 auy 1 2 150 (15
@5t

AN el gl e 100 25 (16

RPOAY Sle Grual g A8aiaa 30) o) 2225 (17

Aax yie Brae 3al) laal 0025 (18

cJea¥) Gl 388 oy 533) las) .3 25 (19

Alaza 308) jlaa) @225 (20

Salls ad ) sal) e gaaill 2 25 (21

sl iS5 el 533 e ol (2 25 (22
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21) BHD 25 Endorsement of student continuity enrolment
statement.

22) BHD 25 to attest the withdrawal statement and transcript.
23) BHD 25 Endorsement of visitor student statement.

24) BHD 25 Endorsement of dismissed student’s transcript.
25) BHD 25 Attesting of students' transcripts of higher
education institution whose license was withdrawn; or higher
education institutions whose programmes were suspended.
26) BHD 20 Approval of Student’s unified file (New Students)
and granting higher education number for them.

* 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.

AN Qllall 3ald) e sl (0 25 (23

Jsaie llls cils )y lS e gl 00025 (24

sl Alaalal) Al sy @3S e Gauatll 225 (25
Lenal g a8 gall 5 Lpiard 3

85 g (Contundl Al 3n sl Ul i Sl 5,320 (26

cllall el
Alcins (650) o8 5 tlse dralal) b 2eiall jaal aniouall ULl ady *

ik Lo Jalli (583 e e (i paa Hld (el
(ool 1 a8 ) 2udl) 3aad 1 5 pall Bl Cilla apal a gy 22010

(el 2 68y aill) sl Jesd e sl i o9y 2.2 250

o
(el 12 85 ll) sy Amala g laal asuy 005 g
il Jeadl 3aaiacdll G yal) AL agusy e 5 58 0.3 385 .3

6.2 Master Degree Other Fees.

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.

Applied Science University, Kingdom of Bahrain
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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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