SPANISH-AMERICAN INSTITUTE (The Institute Foundation, Inc.) 215 West 43 Street ~ NYC, NY 10036 ~ 212-840-7111  ENROLLMENT AGREEMENT (Quarter Refund Policy #2 & 3)

I apply to Spanish-American Institute to enroll in the course(s) checked:


	Your enrollment of  FORMCHECKBOX 
 2 months or  FORMCHECKBOX 
 3 months consists of 1 quarter.

	Your enrollment of  FORMCHECKBOX 
 6 months consists of 2 quarters of 12 weeks each.

	Certificate Courses    NON-REFUNDABLE PORTION of REGISTRATION FEE per course: 10% of Tuition. $100 maximum per course

	Estimated Cost of Books

	Weekly Payments
	

	Deposit
	
	

	Total Tuition Plus Registration Fee
	
	
	

	Registration Fee (non-refundable portion per course = 10% Tuition. $100 maximum)
	
	
	
	

	Tuition
	
	
	
	
	

	Total Number of Class Hours
	
	
	
	
	
	

	   Number and Title
	
	
	
	
	
	
	

	 FORMCHECKBOX 
 200 Keyboarding for Information Processing
	48
	$192
	19
	211
	
	n/a
	$150

	 FORMCHECKBOX 
 201 Typing (Basic Course)
	120
	480
	48
	528
	$280
	20
	150

	 FORMCHECKBOX 
 202 Typing (Advanced Course)
	120
	480
	48
	528
	280
	20
	150

	 FORMCHECKBOX 
 203 Typing (Expert Course)
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 230 Computer Word Processing
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 235 Intro. to MS Word for Windows
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 240 Intro. to Word Perfect
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 300 Business Management
	120
	$480
	48
	$528
	$280
	20
	$150

	 FORMCHECKBOX 
 302 Accounting (First Course)
	120
	480
	48
	528
	280
	20
	150

	 FORMCHECKBOX 
 303 Accounting (Intermediate Course)
	120
	480
	48
	528
	280
	20
	150

	 FORMCHECKBOX 
 304 Accounting (Advanced I)
	60
	240
	24
	264
	
	n/a
	150

	 FORMCHECKBOX 
 305 Accounting (Advanced II)
	60
	240
	24
	264
	
	n/a
	150

	 FORMCHECKBOX 
 401 Office Practice
	160
	$640
	64
	$704
	$280
	20
	$150

	 FORMCHECKBOX 
 402 Electronic Calculators
	48
	192
	19.20
	211
	
	
	100

	 FORMCHECKBOX 
 501 English As A Second Language
(120 hours each level 1 to 6)  Level #________
	120 each
	$480
	48
	$528
	$280
	20
	$150

	 FORMCHECKBOX 
 502 Business English
	120
	$480
	48
	$528
	$280
	20
	$150

	 FORMCHECKBOX 
 503 Advanced Reading and Writing
	120
	480
	48
	528
	280
	20
	150

	 FORMCHECKBOX 
 610 TOEFL Exam Preparation
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 900 IBM Computer Graphics
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 925 Database Management
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 930 Introduction to DOS
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 935 Using Lotus 1-2-3
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 940 Intro. to Microsoft Windows
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 945 Introduction to Microsoft Works
 
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 950 Using Excel for Windows
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 955 Using the Internet
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 960 Using Microsoft Access
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 965 Using Microsoft PowerPoint
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 970 Computerized Accounting Usng Peachtree
	80
	320
	32
	352
	
	n/a
	150

	 FORMCHECKBOX 
 975 Using Adobe PhotoShop
	160
	640
	64
	704
	280
	20
	150

	 FORMCHECKBOX 
 980 Using Microsoft FrontPage
	160
	640
	64
	704
	280
	20
	150

	 FORMCHECKBOX 
 985 Using Windows Movie Maker
	80
	320
	32
	352
	
	n/a
	150


1 Quarter Refund Policy #2  7 to 14 weeks
2 or 3 mos. (1 to 6 hours daily)

2 Quarter Refund Policy #3 14 to 28 weeks
6 mos. (1 to 6 hours daily)

Page 1 of 2 pages
	Student Name
	
	SS# (if known)
	
	Date of Birth

	Street Address
	
	City
	
	State & Zip Code

	Starting Date
	
	Projected Graduation
	
	


NON-REFUNDABLE portion of REGISTRATION FEE is the lesser of 10% of tution or $100 per course. BOOKS & MATERIALS ADDITIONAL: approximately $150 PER COURSE, subject to availability & change without notice, may be purchased anywhere. Payment due on receipt.

CLASS STARTING-TIME SCHEDULE (all classes are 50 minutes long, courses are offered Monday to Friday inclusive).  School is open Monday to Friday, 9am to 9pm except holidays in catalogue.  Your class hours are checked below:
9:15__ 10:10__ 11:05__ 12:00__ 1:00__ 1:55__ 2:50__ 4:00__ 5:00__ 5:51__ 6:42_ 7:33__ 8:24__

Placement Assistance provided but not promised or guaranteed. Tuition, Registration, Book & Material Fees due 1st class day. Consideration given financial aid or payment plan. Refunds made IN FORTY-FIVE (45) DAYS, as follows:

I. AFTER SIGNING AGREEMENT AND DURING FIRST WEEK OF CLASS, SCHOOL KEEPS:  the non-refundable portion of the registration fee.  THE LESSER OF 10% of tuition or one hundred dollar ($100) per course.

II. AFTER STARTING CLASS tuition liability is calculated as of the student's last date of attendance. SCHOOL KEEPS:  registration fee portion above per course, cost of books, materials, etc., issued by school & accepted by student, PLUS: FOR QUARTER ENROLLMENT: If termination occurs week #
	1st Quarter of 1st Enrollment
	Quarter 1 or 2* of subsequent enrollments
	subsequent Quarters

	week 1
	  0%
	  0%
	 25%

	week 2
	 20%
	 25%
	 50%

	week 3
	 30%
	 50%
	 75%

	week 4
	 40%
	 75%
	100%

	week 5
	 50%
	100%
	100%

	week 6
	 50%
	100%
	100%

	week 7
	 60%
	100%
	100%

	week 8
	100%
	100%
	100%


C. Diploma, certificate, letters & transcript not issued until requirements & monetary obligations are met.

D. Students dismissed for poor conduct, attendance, or progress or for tuition arrears are not relieved of financial obligations.

E. Student has received a signed Enrollment Agreement & catalog and agrees to:

1. pay The Institute Foundation, Inc. the indicated charges;

2. abide by the rules and regulations of the school;

3. be attentive to instructions & courteous to teachers and classmates; &

4. attend class regularly and do assignments diligently.

NO PROMISES OTHER THAN SPECIFIED IN THIS AGREEMENT ARE MADE OR BINDING.

* If student withdraws in 2nd term, school must use "1st term" schedule unless school demonstrates no significant educational change (SEC) occurred in program as of student's last attendance.  SEC is defined as non-functioning equipment which adversely affects student's program, material change in student's schedule as agreed to at enrollment, substitution of teacher in course after instruction begins if teacher does not possess necessary language skills in approved language of instruction in order to effectively communicate subject matter to students, or significant increase in student-teacher ratio.

	X
	
	/   /
	
	X

	Spanish-American Institute licensed agent signature
	
	date
	
	student signature (parent/guardian if under 21)

	
	
	/   /
	
	X

	name of licensed agent enrolling student Certificate #
	
	date
	
	student signature or parent/guardian if under 21

	X
	
	/   /
	
	X

	I received the NYS Ed Dept. student disclosure material
	
	date
	
	student signature or parent/guardian if under 21


I wish to attend _____ hours per day. _____ hours per week. This schedule has:

	48 hours
	 FORMCHECKBOX 

	1
	9.6-wk quarter.
	The course is
	2.4 months
	5 hours weekly

	60 hours
	 FORMCHECKBOX 

	1
	12-week quarter
	The course is
	3   months
	5 hours weekly

	80 hours
	 FORMCHECKBOX 

	1
	8-week quarter
	The course is
	2   months
	10 hours weekly

	120 hours
	 FORMCHECKBOX 

	1
	12-week quarter
	The course is
	3   months
	10 hours weekly

	120 hours
	 FORMCHECKBOX 

	2
	12-week quarters
	The course is
	6   months
	5 hours weekly

	160 hours
	 FORMCHECKBOX 

	1
	8-week quarter
	The course is
	4   months
	10 hours weekly.

	160 hours
	 FORMCHECKBOX 

	2
	8-week quarters
	The course is
	8   months
	5 hours weekly


1 Quarter Refund Policy #2  7 to 14 week.
2 or 3 mos. (1 to 6 hours daily)

2 Quarter Refund Policy #3 14 to 28 weeks
6 mos. (1 to 6 hours daily)
_____________________________________________________________________________________________________________________________________
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