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Change Control
This is a controlled document and is issued subject to change control

policy. The version history, authorship and ownership of this
document are logged here, and can also be found in the change
control system.

Once printed or downloaded from the change control repository, this
document is considered to be an uncontrolled copy and can not be
considered to be the master original copy of this document unless
properly checked out.

Changes to this document should only be made to a checked out
version of the document, and must then be logged to the change
control system with the appropriate approvals and supplementary
information. Any changes to this document must increment the
version history.

Filename:
The document filename should reflect the name of the document, a

date stamp and version information, for example: Fax Cover Sheet
20070930 v1.0.doc. The filename of the document is shown below.
Y:\Inetpub\wwwroot\webDev\QAISEAO8\docs\Canellation.doc
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Copyright © QAISEA

These materials are protected by copyright.

You are permitted to use these materials only for work-related
purposes, including to complete any training requirements for QAISEA.
Use of the materials for any other purpose, without written permission
of QAISEA, is prohibited and will also be a breach of confidentiality
under the Employee and Contractor Code of Conduct. Staff who do not

comply with copyright and Code of Conduct obligations may face

disciplinary action, including dismissal.
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Introduction

Quality Associates International South East Asia Pty Ltd (QAISEA) has a

cancellation policy in the following areas:

e Public Training Sessions
e Onsite Visits

e Consulting

This cancellation policy is strictly adhered to unless stated in writing or via
email from the administration of office of QAISEA. Any omissions in the
cancellation policy not stated here in this document will be at the discretion

of management of QAISEA.

Public Training Sessions

Once registration is received cancellation must occur at least 2 weeks prior to

course commencement.

Once a course is considered active (based on number of participants) there

are no refunds.
Course places may be moved to other employees.

Courses will be considered for active status 1-2 weeks prior to the course

starting unless otherwise stated.

Status of courses will be listed on the Quality Associates International South

East Asia website.

All registered participants will be notified of a courses status. In the event a
course is cancelled due to lack of registrations a full refund will be available

to any participant who has made payment.



Onsite Visits

Onsite visits must be cancelled or rescheduled at a minimum of two weeks

prior to the visit.
50% charge on agreed payment will be charged on cancellation.

Where rescheduling occurs on more than one occasion an invoice will be sent
for the full amount of the agreed visit. If the second date fails to go ahead on
the basis of cancellation or rescheduling payment for that will be required at

75% of the agreed invoice and a new date and new invoice will be set.

Consulting

Consulting cancellations or rescheduling is on the basis of the consulting
contract set out by Quality Associates International South East Asia Pty Ltd

at the commencement of work.

This may be a formal contract for larger projects and programs and involve a

statement of work or could be via email on the basis of the work required.

Quality Associates International South East Asia Pty Ltd considers email
bookings and requests as a binding purchase order once an invoice has been

sent.



