[image: image1.jpg]P N
||

jig
UNIVERSITY OF LEEDS







TUITION AGREEMENT FORM

This form must be completed by the student and returned with PTG1 form 
(more details about procedure overleaf)
	Surname


	

	First names


	

	ID number


	
	
	
	
	
	
	
	
	

	Address


	

	Course


	

	New or Returning Student
	

	Cost of Course    £


	

	Name of Local Education Authority
	


Please read the following information carefully and sign below

I am currently awaiting an assessment from Student Finance England in respect of tuition fees for the above course. 

I confirm that if the assessment does not cover the full payment of tuition fees for this current academic year then I will pay the remaining balance of fees directly to the University.

	Students signature


	
	Date


	


FOR OFFICE USE ONLY

	Accounts Receivable

Staff signature
	
	Date
	


Applying for the Part-Time Grant (PTG)

· The form (PTG1) will be available from August 2011 (at www.direct.gov.uk/studentfinance) ; you cannot apply before this

· The form (PTG1) must be printed off and completed manually (not online)

· You apply for the fee grant and the course costs grant on the same form (PTG1), simultaneously.  If you wish to apply for the course costs grant only (e.g. because a sponsor is paying your fees), you should attach a covering letter to your application form stating this

· Once you have completed the form, please do as follows:

· Please bring or send your completed PTG1 form to the Lifelong Learning Centre (LLC) at least five working days before you wish to register.  Please do not enclose any supporting documents with the form; these are required by Student Finance England (SFE), or your Local Authority, not the University (you will send these off with the form to SFE/your Local Authority after the form has been processed by the University).  Please do not complete section 6 of the form which has to be completed by the University.
· Your completed PTG1 form must be accompanied by the Tuition Agreement Form, (the Tuition Agreement Form commits you to paying the fees for your course in the event that your PTG application is unsuccessful or only meets part of your fees).  
· We will send your completed PTG1 form and Tuition Agreement form to Accounts Receivable within the Student Administration Services for them to complete the institutional pages.
· Wait at least five working days and then register for your course (Important: Your PTG1 form cannot be processed until you have registered - please do not wait until the form is returned to you, or until you know the outcome of your grant application before registering).
· The University will post the form back to you once the institutional pages have been completed.   Please note that if you are a new student in 2011, this will not happen until you have been confirmed as attending your course for at least two weeks.  

· Post your completed PTG1 form and supporting documentation to Student Finance England/your Local Authority for processing.  You will be informed of SFE’s decision about your grant application by SFE/your Local Authority and should contact them (not the LLC or the University) if you have any queries about it. 

N.B. If your course starts in September 2011 you can apply for PTG anytime up to 1 March 2012, so retrospective applications are possible (the University will refund the fees you have already paid if your application is successful).

Still a bit puzzled?  More questions?  Need help with your PTG application or with registration?  Please contact the LLC: part-time@leeds.ac.uk or telephone 0113 343 3212.  We are happy to provide one-to-one support with all aspects of University administration.
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