[image: ]Refund Policy

Compliance Statement
Inflo complies with NASBA Standard No. 12 regarding refund procedures for CPE programs.
Purpose
To provide a clear and fair process for handling refund requests for Inflo CPE programs, including both free and paid sessions.
Policy Requirements
• Refund requests must be submitted in writing to central mailbox monitored Monday to Friday, 9am–9pm.  
• For free sessions, no refund applies; this will be clearly stated in event details.
• For paid sessions, refunds will be issued via the original payment method.
•  For Self Study (E‑Learning) programs, refund eligibility (if applicable) is clearly stated at the point of registration and may be restricted once course access has been granted.

• Refunds processed within 14 days of approval.
• Finance support provided by Management Accountant if required.
Action Steps
• Participants email refund requests to cpe@inflo.com 
• Commercial Coordinator or Events Assistant reviews and processes requests.
• Management Accountant assists with payment processing if needed.
• Escalate unresolved requests to Head of AIS or Events Manager depending on course. 
Roles & Responsibilities
• Events Assistant: Vicky Gudgeon – Monitor mailboxes and process refunds.
• Commercial Coordinator: Kalena Hanke – Monitor mailboxes and process refunds for AIS led courses.
• Management Accountant: Adam Bennett – Support for payment processing.
• Head of AIS: Jonni Hubbs & Events Manager: Zoe Cavalli – Manage escalation 
Review Cycle
Reviewed annually by Events Manager and Head of AIS. 
Date Last Reviewed: ____May 1 2026______________
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