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Policy and Procedures for Textbook Fees and I“ a a r I f

This policy aims to regulate the calculation and collection of
textbook fees and to define the controls and procedures
governing the distribution of textbooks to students. It seeks to
ensure consistent practices across schools, safeguard financial
rights, and enhance operational efficiency in accordance with the

approved policies and regulations.
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1) Textbook fees shall be charged to the student's account prior
to the commencement of the academic year.

2) Parents/guardians shall be notified of the applicable textbook
fees and the approved payment methods.

3) Textbook fees shall not be split or charged at difterent rates;
the full fee shall be applied according to the approved
category.

4) The Collections Department shall be responsible for
monitoring payments and updating the fee status in the
system.

5) The school or the entity responsible for textbook distribution
shall be provided with a list of students who have paid their
textbook fees.

6) Textbooks shall not be distributed until the textbook fees have
been paid in full. Schools must ensure that no textbooks are
issued before this requirement is met.

7) Textbook fees are non-refundable and must be paid in full
prior to receiving the textbooks.

8) For students enrolling in the second semester, it is assumed
that they already have their textbooks. If the textbooks are not
available, the full textbook fees shall apply in accordance with
the approved procedures.

9) For students transferring from the International Section to the
National Section after the start of the academic year, who have
already received and used their textbooks, textbook fees shall
not be refunded.

10) The school shall maintain a textbook receipt record signed

by the parent/guardian or the student in accordance with the

approved procedures.

bl ey 3 I Gl ) ey ll) (S gy L (1
eral) Sl B by i) oS pseny WY Ly a2 (2

2l by AlS psen ) ey il jlenl bt of LS gy 3558 Y (3
LBzl

el (3 psn ) Al Egddy sl Olles dalze ool o G
poerd ot OV Ay S w8 e Wggedd g Sf Ayl 53 (5
v&.‘\

oo ey (JalSIL S gy st Y] 2l SO s 02 Y (6
sl s slizal 13 G el e ol

;,..{J\ r)‘u.wl Js J,«L(J\g sl g ealopndU alls e ;.,:&JV 23 (7
SN 055 0F ok (g ol bl il 5l 2l (8
By Al il S et o s ps Jls 35 (055 el

ezl Slel )

ALl by ey abgll el J) A ) e o MR 2l (9

S gy 33l 2 V3 cLgaldsizaly Ayl S pSal b G

el Y sby Il o ) Ly e Tadge SO el oy syl baied
ERUCAT

(10

11) Any exceptional cases shall be subject to prior approval from S-Sl Gy dasdl Y1 e Bhres 2Blss ALl oV f L (11
the competent authority in accordance with the approved J5azeld
authorization matrix.

12) In the event of a request to purchase a replacement for a lost o Vsl i) o giie o GBS e by OUSTss (b - g (12
or damaged textbook, the availability of the textbook in N R I O L WP RO I R CRR PPN RUIEN e
stock shall first be verified, provided that this does not Al w13 ezl xedl 33y 2l QLS i s ¢ itazall
require opening or splitting an approved textbook set. The
full cost of the textbook shall then be collected at the
approved rate before it is issued to the student.
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