SUNY OLD WESTBURY POLICY NO. B-12
ISSUED BY: CALVIN O. BUTTS, III, PRESIDENT
I.

TITLE: FEE REFUNDS AND WAIVERS
EFFECTIVE DATE: APRIL 2, 2018

POLICY

The College’s policy is not to refund or waive a fee unless a procedural error occurs or there are special
extenuating circumstances involved. A procedural error is a mistake made by a staff member or department
that resulted in fees being posted inappropriately. Special extenuating circumstances may include financial
hardships, loss of job, family emergency, death in family, severe medical condition, etc., or other instances
beyond a student’s control which preclude payment. The Division of Business & Finance, as the President’s
designee, is responsible for final approval of any fee waiver or refund request in consultation with the
department responsible for administering the fee. This policy pertains to all students, part-time or full-time.
II. PROCEDURES
REFUND: To obtain a refund of a fee, a student must officially drop or withdraw from a course and
specifically request a refund. Contact the Office of the Registrar and refer to the Class Refund Schedule for
details. Non-attendance of classes does not classify as an official withdrawal, and does not relieve the
student of his or her financial obligation or entitle the student to a refund. The academic deadline to
withdraw is not related to or used in determining financial liability.
Students considering withdrawing are advised to consult with an advisor in the Office of Financial Aid. Due
to strict federal regulations governing the use and distribution of Title IV financial aid, aid recipients will
jeopardize their current eligibility if withdrawal from the college takes place before completing 60% of the
semester. Students dismissed for disciplinary or academic reasons prior to the end of an academic
semester are liable for all tuition, fees, room and board for that semester.
WAIVER: If a student seeks to waive a fee, they should first contact the administrative department or office
responsible for administering the fee. A written request must be prepared by the student explaining the
extraordinary reasons for the waiver request.
Detailed documentation supporting the request must also be provided. The administering department will
then review the request with the student and forward it to the Division of Business & Finance with a
recommendation to accept or reject the waiver request. The final decision to approve a waiver is based on
the merits of each request and will be communicated by the Division of Business & Finance to the
administering department and the student.
III. TYPES OF REFUNDS AND WAIVERS
A. FEES: SUNY’s Board of Trustees has the authority to regulate all fees at state-operated campuses. The
Board has delegated authority related to certain fees to the Chancellor or Campus President. Broadbased, course based and mandatory fees require approval of the Chancellor or Designee. Campus
authorized fees require approval of the President or the President’s Designee.
Broad-based fees are generally charged on a pro rata basis to all enrolled students to finance discrete
activities that benefit the greater student body, (not necessarily the individual). These presently consist
of the College fee, Athletic fee, Transportation fee, Technology fee, and Student Health fee. Coursebased fees are costs associated with providing a specific course (lab fee, visual arts, equestrian fee,
etc.). Mandatory fees include student activity fee (per referendum), admission application, late
registration, drop/add, transcript, course auditor, etc. Campus authorized fees include a host of
charges such as residential hall room rates, advance room and damage deposits, meal plans,
identification card fees, orientation fees, vehicle registration fees, parking fines, orientation, library
fees and fines, etc.
Refer to SUNY Policy “Fees, Rentals and Other Charges - Document Number:7804” for specifics
regarding fees.
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B. ROOM CHARGES: All students living in residence halls seeking refund of housing charges must comply
with the terms and conditions of the Residence Hall License Agreement which can found in the Office
of Residential Life Campus Housing Policies. Room refunds after occupancy are based on the date
occupancy is acceptably terminated (determined by the Office of Residential Life). A student who
withdraws from the residence halls at any time prior to six weeks of the semester is liable for room and
meal charges prorated based upon the week of termination. A student who withdraws after first six
weeks of the semester is liable for the full semester’s rent. The Housing License Agreement is binding
for the entire Academic Year.
C. MEAL PLAN: All residential students are required to have a meal plan when residing on campus. Only
students who have officially withdrawn from the residence halls will be entitled to a meal plan refund.
Meals eaten during a portion of a week shall be considered as having been eaten for a full week. There
shall be no refund for less than a week. A request for refund or waiver of a meal plan will not be
granted unless for religious or dietary reasons supported by appropriate documentation. The student
must first consult with the College’s Food Service’s management to see if alternative food plans are
available. Food Service’s management will advise the Division of Business & Finance and a final decision
to reject or approve will be made. Approved refunds are based on the refund rates listed below.

APPROVED HOUSING AND MEAL PLAN
REFUND
SCHEDULE
Week
Percentage Returned
1
94
2
88
3
82
4
76
5
70
6
64
Remaining Weeks
0

D. VETERAN’S EXEMPTION: Any veteran attending SUNY Old Westbury who served in the armed forces of the
United States in time of war shall be exempt from vehicle registration and parking fees. The veteran
must submit a written request for exemption together with written certification that such veteran was
honorably discharged or released under honorable circumstances from service. The request, along with
the required supporting documentation, should be presented in person to the Division of Business &
Finance or mailed to:
SUNY Old Westbury
Division of Business & Finance
P.O. Box 210
Old Westbury, NY 11568
Attn: Associate Vice President & Controller
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IV. OTHER REFUND AND WAIVER INFORMATION
A. UN-CASHED REFUND CHECKS: Funds for refund checks that are un-cashed after one year are turned over to
the State of New York as unclaimed funds. Once turned over, an owner would need to contact the
Office of the State Comptroller, Office of Unclaimed Funds 110 State Street Albany, NY 12236; the
phone number is 800-221-9311. The college notifies students of un-cashed checks before the year is
ended, so it is important to keep your address and contact information current with the college’s
Registrar.
B. REFUNDS FROM OVERPAYMENTS AND FINANCIAL AID: Refunds are done based on the information we have on
the date the refund is processed. Billed college charges are deducted from payments and credits first
before the refund is processed. Refunds occurring from credit card payments are generally returned to
the credit card used for payment and parent loans are generally returned to the parent borrower.
Changes to account charges or financial aid may occur after this date. These changes are the student’s
responsibility to pay or follow up with the Office of Financial Aid.
C. FINANCIAL AID INELIGIBILITY WAIVER: Students who have lost eligibility for state financial aid for failure to
meet pursuit or progress standards may request a waiver. Waiver applications will be considered by the
Office of Academic Affairs if the student can provide adequate reasons for not having met minimum
standards. Waiver applications are available in the Office of Financial Aid. Completed applications must
be accompanied by appropriate documentation, e.g., medical records, letters from community
agencies or College officials.
D. COURSE AUDITORS FEE: Individuals authorized to attend courses as auditors are not to be charged tuition
for such courses. However a registration fee may be charged as well as any penalty fees (i.e., late
registration, library fines). The registration fee may be waived by the Campus President or the
President's Designee, in cases where the charge will exert an extreme hardship on the individual.
Authorization for waiver of the registration fee should be in writing and signed by the Campus
President or President's Designee. Refer to SUNY Policy “Waiver - Tuition for Course Auditors Document
Number:7816” for additional information.
V. REFERENCES:
A. SUNY Policy Title: Fees, Rentals and Other Charges - Document Number:7804
B. SUNY Policy Title: Waiver - Tuition for Course Auditors - Document Number:7816
C. College at Old Westbury: Office of Residential Life Campus Housing Policies
VI. REVIEW AND APPROVAL
This policy was prepared by the Division of Business & Finance and reviewed by the Offices of Bursar, Financial
Aid, Residential Life and the Registrar prior to final approval by the President.
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