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NOT TO BE SENT UNTIL TRANSITION PLAN APPROVED BY POLICY AND PROGRAMS COMMITTEE
Discontinuation requiring transition to new program/plan code – letter to international students
<date>
Student number:

Student name: 

Dear (<student name>)
I am writing to inform you of changes to your program, <<Insert old program code and title>>. Your program code and title have changed. Your new program code and title are: 
· <<Insert new program code and title), CRICOS code: <<insert CRICOS code>>
<<Insert reason for change>>
You will continue to study in the current program until the end of <<insert year>>. The current program, <program name and code>, will be closed at the end of <<insert year>>. If you complete all requirements for the current program (<program name and code>) successfully by the end of <<insert last year for old program>>, you will graduate with the current title.  

If you do not complete the current program by the end of <<insert last year>> and will be re-enrolling for <<insert following year>>, you will enrol into the new program code and title and all courses attempted and completed in your current program will be transferred to the new program. This change will not affect your progression through the program and you will not take any longer to complete the program. On successful completion of the new program you will graduate with the new title. Please note that this transition applies to all students whether part-time or on leave of absence.

Optional statement if needed – Both programs will be accredited by <<accrediting body>>.
The current and new program will be linked so that your current grade point average will be transferred to the new program. If you have been classified as at risk of unsatisfactory academic progress, you will continue to be classified as at risk when you are enrolled in the new version of the program. Your time in the current program will be counted towards your total time taken to complete the new version of the program. Any leave of absence you have taken from the current program will count as leave of absence already taken from the new version of the program.

Optional statement if needed  - If your only outstanding requirement to complete the current program is pending placement or internship that is still under way or has not yet commenced, you will graduate with the current title once you have completed the placement/internship and your result is amended.

Although this change of program title and code will be effective from <<insert semester and year>>, the process to transfer your enrolment must be completed before Enrolment Online opens for <<insert following year>> enrolment on <<insert EOL opening date>>. We need you to take the following actions so we can transfer your enrolment to the new program in <<insert following year>>.
What you need to do: 

Attend an information session at:

· Day

· Time

· Location.
At the information session we will give you information on:

a) the program transition

b) your enrolment for next semester

c) what courses to select.
The school will assist you and guide you through the transition process. If you have any concerns or queries, please contact your program director.

You must complete the Application for change of program for currently enrolled international students form (enclosed). You must sign and return it to school staff at the information session (or to the school office <school details> by 5 pm on <date> if you are unable to attend the information session).  

RMIT will then provide you with your offer and electronic Confirmation of Enrolment (eCoE) for the new program. If you are a sponsored student, you must provide evidence of the change approval (i.e. financial guarantee) from your sponsor before RMIT International can process your acceptance, issue you a new eCoE or enrol you in the program. Please note that you will not be required to pay a deposit as part of your acceptance. 

If you decide that the new program does not suit your study needs, you may receive a full refund of any pre-paid tuition fees. You will be required to complete an Application for refund form available at https://www.rmit.edu.au/students/my-course/fees-loans-payments/fee-refunds. More information is available on the Refund guidelines web page at https://www.rmit.edu.au/students/my-course/fees-loans-payments/fee-refunds. Please contact Student Connect at https://www.rmit.edu.au/students/support-services/student-connect on tel. +61 3 9925 5000 for further refund information.

If you choose to discontinue the program with a fee refund, please note that your RMIT eCoE (for visa purposes) will be cancelled within 14 days of the receipt of your Application for refund form. Your student visa will expire soon after your eCoE has been cancelled. Please contact the Department of Immigration and Border Protection (tel. 131 881) for more details.
If you have any queries regarding the above, please contact <school name and location> by email at <email address> or by telephone on <telephone number>.

Thank you for your cooperation with the program transition process.

Yours sincerely
<Program Director’s name>
Program Director

<School name>
College of <<insert relevant college>>
RMIT University

	
Electrical and Computer Engineering
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