 
Pre Enrolment
[bookmark: _Hlk506452509]Name:				
Course:				

Start Date:			
Public Trust Reference No: 
1. Enquiry entered in Student Management System; Course Information sent □
1. Enrolment documents received 
      (Enrolment, homestay, terms & Conditions)					□

1. Create quote in Xero and email to Agent for confirmation			□
         Is the student under 18?							Y/N
(if yes attach under 18 enrolment checklist form)
1. Homestay Forms received	(If applicable)					□
1. Signed Student Terms & Conditions received 				□
1. Signed Declaration of Understanding received				□
1. Letter of Intent enclosed							□
1. English Assessment test result received (if applicable)			□ Score.......
1. Add student to Public Trust							□
1. Offer of Place & Invoice (PDF) sent to agent/student			□
1. INZ Confirmation Letter received, (once student application submitted)	□	
Approval (in Principle) letter received					□ Date…………
1. Fees received in Public Trust and allocated					□
1. Public Trust Receipt (send to student/agent)				□
1. Send Homestay form to Homestay		 (If applicable)			□ Date ………….
1. Medical Insurance Policy purchased 1 week prior to departure to NZ	□ Date ………….
1. Student/agent sent orientation handbook					□ Date .………..
1. Flight details received and sent to Homestay or Airport pick up rep		□


Arrival Details
Flight Number: ___________	Date: ____________	Time: ____________
