BURSAR’S OFFICE

50 FRIDA KAHLO WAY, MUB350 « SAN FRANCISCO, CA 94112+ (415) 239-3760° FAX (415) 239-3931

Process

Enrollment fees is refundable, when a course is drop on or before its full refund deadline. For more
information on Student Refunds, you may visit at ccsf.edu, under Paying for college and selecting Pay
your fees. Link provided below.

CCSF Refund Link: https://www.ccsf.edu/admissions-recordsregistration/billing-payments-refunds

Offices involved in the process:

1. Tuition and Fees Office, accepts refund request from students.
2. Financial Aid Office, assist student with AmeriCorps Request.
3. Bursar’s Office, responsible for processing request and mailing of refunds.

Credit Card Refunds

e Credit card refunds requests are processed upon receipt. Refund requests can be submit to
the Tuition and Fees Office by email, Bursar’s email, or in person from students.

e The completed requests are submitted to the Bursar office for review (form is being review to
correct amount to be refunded, student name, signature, Credit card information, etc.).
Refund that exceed $1,000 is subject to approval.

e Refunds is being process thru our Vendor (ECSI) Educational Computer System Inc. and Nelnet
Business Solution when payment is made under a payment plan. (Refund is being process
back to the original card that is used for the transaction).

e Refunds for credit payments made over 6 months old, will be refunded by check.


https://www.ccsf.edu/admissions-recordsregistration/billing-payments-refunds

Example: Credit Card Refund form

Refunds for Cash or Check Payments

e The completed requests are submitted to the Bursar office for review (form is reviewed for
correct amount to be refunded, student name, ID, term and signature).

o Refunds are processed on a weekly basis, on Fridays.

e Checks are printed on Tuesdays and Thursdays.

e Checks are picked up from the Business Office (DBO), then the checks are being reviewed and
submitted to a supervisor for signature. Once signed the checks are prepare for mailing.



Example of Refund Request Form

AmeriCorps Refunds

Tuition & Fees:

e Student contacts Tuition and Fees and is referred to the Financial Aid Office.

Financial Aid Office:

e Informs student to complete Request at the AmeriCorps Website.

https://my.americorps.gov/mp/login.do

e Once the student has completed the request, Financial Aid Office (FAO) is notified by
AmeriCorps via email that a request is pending.

e FAO either accepts/denies the request. If accepted will notify Bursar’s Office of acceptance.

Bursar’s Office:

e Bursar’s office will be on lookout for the AmeriCorps remittance Notification.


https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmy.americorps.gov%2Fmp%2Flogin.do&data=05%7C02%7Crchavez%40ccsf.edu%7C4a6286e0e0c1447af2f208dd34ed4e13%7C5e0f22d68a16417ebf3ad081c98b38d8%7C0%7C0%7C638724915990889299%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=t7P8%2B%2Bb86%2BCa9lhN7e0dv9VkAPfMnGlj5b7vTbkL9pw%3D&reserved=0

When Notification of remittance is received and deposit is confirmed with the Bank, the
Payment is posted to the student account. Bursar’s Office notifies FAO.

FAO - contacts student, informs of remittance and request student to complete a Refund
Form and emails it to bursar@ccsf.edu

Bursar’s Office processes refund at the next scheduled refund date.

Refunds are processed weekly, on Fridays, if the schedule does not interfere with FAO
Refunds.

Checks are printed on Tuesdays and Thursdays. Checks are picked up from the Business Office
(DBO), then the checks are being reviewed and submitted to a supervisor for signature. Once
signed the checks are prepare for mailing.


mailto:bursar@ccsf.edu

