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Directory Information

Newport Business Instifute may release the following directory
information without student consent: name, local and
permanent address, local and permanent telephone number,
email address, photographs, date and place of birth, dates
of attendance and degrees and honors awarded, major
field of study, class schedule, awards received, and previous
educational agency or institution attended by the student.

2009-2010 School Calendar

Courses begin every six weeks for online programs. These dates
reflect the beginning of each module.

January 19, 2009
March 2, 2009

April 13, 2009

May 25, 2009

July 6, 2009

August 17, 2009
September 28, 2009
November 9, 2009
December 28, 2009

February 8, 2010
March 22, 2010
May 3, 2010

June 14, 2010

July 26, 2010
September 6, 2010
October 18, 2010
November 29, 2010



Satisfactory Academic
Progress Policy

The academic year for students enrolled at Newport Business Institute
is six (six week) modules per year. The school determines at the end
of each six week module that a student is progressing satisfactorily,
using the grade point average. The student is notified of academic
probation or academic suspension status by a letter and notification
of arequired meeting (by phone) with the Distant Learning Director.
At the time of the meeting with the Distant Learning Director, an
academic probation or suspension form will be faxed to the student
to sign and fax back to the Distant Learning Director.

The maximum allowable time frame for a student to complete the
programin which he/she has originally enrolled is 1.5 times the length
of the program.

Academic Probation/Suspension.

Student whose grade point average falls below 2.0 for any (2) six
week modules are placed on academic probation for the next (2)
six week modules. A six week module is the grading period used in
applying these standards. Students placed on academic probation
must have at least a 2.0 grade point average for the probationary
(2) six week modules and must complete a normal class load during
those (2) six week modules to avoid suspension. If the student does
not have a grade point average of at least 2.0 for the probationary
(2) six week modules, the student is suspended for one six week
module unless mitigating circumstances exist.

Students reentering school after being suspended for one six week
module for failure to meet the grade point average or minimum
work completion requirements shall not be eligible for financial aid
during their first six week module of reentry. If the student corrects
the deficiency that caused the suspension by the end of the reentry
six week module, financial aid eligibility is reestablished beginning
with the next six week module. If the student does not correct the
deficiency that caused the suspension by the end of the reentry
six week module, the student will be dismissed from the degree
program.

Appeal Process.

Any student certified as not demonstrating satisfactory progress has
the opportunity to appeal to the action. Appeals must be in writing
to the online director. A student who wishes to appeal a satisfactory
progress decision may have special or mitigating circumstances. The
student should explain what type of circumstances contributed to
the academic problem and what plans the student has to eliminate
those potential problems in the future. Each appeal evaluationis an
individual judgment based on the student’s record and personal
circumstances.




An appeal of the satisfactory progress decision will be taken fo
the Distant Learning Director and the Financial Aid Administrator.
The results of the appeal will be given to the student and to the
financial aid office. In the event a student is not satisfied with an
appeal decision, he/she may appeal to the president of Newport
Business Institute.

Successful student appeals will result in an appropriate individual
adjustment to the satisfactory progress policy. If the appeal is
approved, the student will continue in school. The student will have
one six week module to correct all academic deficiencies and will
be on academic probation for that six week module.

Some examples of extenuating personal circumstances for which
an appeal may be made are iliness, death of a family member,
employment responsibilities, or the length of time since previous
enrollment. Appropriate documentation should accompany the
appeal.

Satisfactory Progress Table:

Minimum Minimum Successful

Required Evaluation Point Cumulative Completion
GPA % of Courses
Aftempted
** 25% of maximum time frame 1.25 55%
* 50% of maximum fime frame 1.5 60%
100% of maximum time frame 2.0 100%

** End of First Academic Year
(or 50% of standard program
length if less than one
academic year) 1.5 60%

** End of Second
Academic Year
(or GPA consistent with
graduation requirements) 2.0 60%

** Each Subsequent
Academic Year
(or GPA consistent with
progression toward
graduation requirements) 2.0 60%

* Students not meeting standards are not eligible for financial aid
but may remain in an extended enrollment status; probation not
allowed at this point.

** Students not meeting standards do not have to be dismissed;
probation required.



Incompletes.

An incomplete is identified on the report card with an "I.” An
incomplete grade must be removed two weeks after the completion
of the course or it automatically becomes an “F.” This time frame
may be adjusted at the discretion of the Distant Learning Director or
instructor. The incomplete grade has no effect on the GPA. However,
the incomplete grade is considered as credits attempted but not
computed in calculating the percentage needed for satisfactory
academic progress. After the two-week period and the course
completion, the student receives his/her grade, and the student’s
GPA and satisfactory academic progress are recalculated.

Additions/Withdrawals.

A student dropping a course before the end of the third week
will receive the notation "W” on the franscript. A course with the
designation of *W" has no effect on the six week module’s grade
point average and is not considered as credits earned in calculating
the percentage needed for satisfactory progress. It is, however,
counted as credits attempted in determining the maximum course
completion length allowed.

After the third week, the student will receive an “F” for the dropped
course. The grade does have an effect to the six week module’s
grade point average and is considered as credits earned in
calculating the percentage needed for satisfactory progress. It is
counted as credits attempted in determining the maximum course
completion length allowed.

Repetitions.

A repeated course is identified on the franscript with an asterisk
beside the grade. A student may repeat a course only one time after
failing (or receiving a "D” in a course considered a "major” course).
The grade and credits earned for a repeated course are included
when determining the GPA but not when determining satisfactory
academic progress for financial aid purposes

Transfer Credits.

Transfer credits that apply to the program count toward the actual
time frame (quantitative standard) of a student’s program but not
toward his/her GPA (qualitative standard).

Return to School After a Withdrawal.

If a student withdrawals from school and wishes to return, he/she
must first complete an application form. If the student’s prior
accountis paid in full, the admission’s office will then send he/she a
new enrollment agreement. If a balance remains on the student’s
account, he/she must contact the financial aid office for payment
arrangements.

Once the financial aid office receives the student’s application form
and enroliment agreement, it will begin to reinstate the student’s
financial aid if he/she is eligible. If the student is returning in a new
academic award year, he/she willneed to apply for financial aid by
completing a Free Application for Federal Student Aid (FAFSA).




“I loved the school
atmosphere, and
everyone was very

helplful.”

Chris Sieminski
Laliberte

Stenographic

Attorney Jerry R. Little
Administrative Assistant
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Grading

1. The following grading scale is used.

A Excellent......cciiiiiiinn, 90% 10 100% ..vvvvvivviiiiiiiens
A* No QPA Computed......... 90% 10 100% ..vvvvvivviiiiiiiins
B GOOd....cccooiviiiiiiiiiiiiininns 80% 10 89% ..oovvvvviiiiiiiiiiins
B* No QPA Computed......... 80% 10 89% ..oovvviviiiiiiiiiiis
C AVEIAQE ..o, 70% 10 79% wooovvviiiiiiiiinn,
C* No QPA Computed......... 70% 10 79% ovvvviiiiiiiiniiinnn,
D Danger......cocoiiiiiiiiinn, 60% 10 69% ...ovovviiiiiiiiins
D* No QPA Computed......... 60% 10 69% ..oovvviviiiiiiiiiiins
FoFailure......ooccoiiiiiiiinn, Below 59% ..cvvviviiiiiiiininn,
F* No QPA Computed......... Below 59% ....ocovviiivniiiiiiiinns
I Incomplete ..., .... Credit Withheld ...

P Passing........ccoeen. .... Credit Granted....

CR Pre-tested Credit.... ... Credit Granted....

TR Transfer Credit ..... ... Credit Granted....
NCNon Credit ....... ... Credit Withheld ...

AU Audited ClOSS .......ccovvvenne. Credit Withheld

W Withdrawal..........ccccvvvviin, Credit Withheld

A student willreceive a "W" if the student withdraws before
the third week; after the third week, the student will receive
an “F” for the course.

2. The grading scale will be on the transcript, so employers
may judge the quality of students’” work.

3. Cheating will not be tolerated. Our diplomas and degrees
have value; we do not want someone who cheats to have
one. When you cheat as an adult, you cheat yourself by
not obtaining skills for the workplace. If you cheat and
receive your degree, you cheat your fellow students and our
institution, because you would be representing us without
obtaining the skills we attempted to teach you. If you are
caught cheating the first time, you fail the class; second
time, you are terminated from this institution.

4. Each student is named to the Dean’s list at the end of
every two modules if he/she maintains an average of 3.5
or higher.

Course Numbering System

The course numbering system consists of 100 and 200 level
courses. The 100 level courses are taken in the first academic
year, and 200 level courses are taken in the second academic
year.



Readmission Procedure

Students requesting readmission must submit an application
to the Distant Learning Director for consideration. The Distant
Learning Director will contact the student to evaluate the
reasons the student has requested readmission. If the student was
dismissed due to academic progress deficiencies, that student
must indicate in writing the desire to progress satisfactorily in
the program. Students dismissed due to other reasons will be
expected to provide sufficient reasoning in writing that would
justify readmission. Following this evaluation, the Distant Learning
Dirctor will determine a final decision on readmission. Students
granted readmission will re-enter on a probationary period of
one module.

Student Conduct/Termination &
Dismissal

In addition to unsatisfactory grades, a student will be suspended
or expelled for unacceptable behavior, malicious damage
or theft of school property, or excessive absences. Newport
reserves the right to suspend or permanently dismiss any student
whose conduct is detrimental to the training environment. We
further reserve the right to dismiss any student whose conduct,
work, or attendance is for any reason unsatisfactory. A student
may also be dismissed for financial delinquency.
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The Graduate
Services
Department

has developed
innovative
techniques to
effectively insure
the student’s
marketability

in the business

world.
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Student Services

All Associate in Specialized Business Degree graduates of
Newport Business Institute are entitled to placement assistance.
No school can guarantee placement for its graduates; however,
we assure all our graduates full cooperation and assistance in
securing employment upon graduation and also in the future.

It is possible in many cases to place Newport Business Institute
graduates not only in the specific field they desire, but also in the
locations they specify. Placement is not limited to a particular
part of the country.

National Graduate Services

It is possible in many cases to place Newport Business Institute
graduates not only in the specific field they desire, but also in
the location they specify. Graduate Services is not limited to a
particular part of the country.

As a member of the Career College Association, which includes
hundreds of schools throughout the country, the school has
many sources to contact when a new graduate wishes to
secure his/her first position in a particular area or when a former
graduate wishes to relocate.



Business Administration
Accounting
Computer Applications

Auwards the Associate in Specialized Business Degree

In today’s modern electronic office, a background in
microcomputers is necessary for being successful in the
accounting field. The dual option is designed to give the students
the necessary tools to be successful in this environment. The
latest software packages are used as well as business-oriented
accounting principles.

Students will use IBM compatible computers and systems for
all microcomputer applications. The Business Administration
part of the program is designed to allow for acquiring a broad
background in the management area.

Module 1 Module 9
P 101 Psychology of Success MC 250 Fundamentals of
T101 Keyboarding for Networking
Microcomputers AC 104 Payroll
Module 2
M 101  Mathematics Module 10
MC 110 Microcomputer Seminar ~ MC 223 Microsoft
L101 Law | Advanced Excel
E 102 English Il
Module 3
MC 111 Microsoft Word Module 11
E101  English | AC 208 Intermediate
Module 4 Accounting
MC 123 Microsoft Excel MC 290 Visual Basic
MC 113 Microsoft Outlook
OT102 Office Technology Module 12
AC 206 Cost Accounting
Module 5 AC 209 Manegerial Accounting
MC 122 Microsoft Access
AC 101 Accounting | Module 13
Module 6 MC 212 Coomputerized
E103  Written Communications Accounting Il
GE 105 Human Relations AC 105 Federal Taxes
MC 107 Microsoft PowerPoint
Module 14
Module 7 E 104 Career Development
MC 280 Web Page Design MC 222 Microsoft
MC 112 Computerized Advanced Access
Accounting |
Module 8 Module 15
AC 102 Accountingll BA 110 Business Seminar
H 101 History of Business or 4 (3) credit courses

The following is a list
of career options
available upon
completion of your
classroom training:

ACCOUNT
MANAGER

INFORMATION
SPECIALIST

COMPUTER
OPERATOR

INTERNAL AUDITOR

ACCOUNTING
PAYROLL SPECIALIST

SOFTWARE
CONSULTANT

COMPUTER SALES

PUBLIC
ACCOUNTANT

COMPUTER
ACCOUNTING
SPECIALIST

SOFTWARE SPECIALIST

COST ACCOUNTANT/
TAX ACCOUNTANT

SYSTEMS OPERATOR
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AC  Accounting

BA Business Administration
CP Computer Programming
E English

FDM Fashion Merchandising
GE General Education

H History

ID Interior Design

L Law

M Math

MC  Microcomputers
MD  Medical

(o)} Office Training
P Psychology

S Shorthand

T Typing

TA Travel

Course Descriptions

AC 101 ACCOUNTING I - This class is an introduction
to the fundamental principles and procedures of
accounting, which includes the theory of “debit
and credit” and the accounting cycle. The course
includes application of basic accounting concepts
and techniques currently used to accumulate
and report financial statements of individual
proprietorships for service and merchandising
organizations.

3 credit hours

AC 102 ACCOUNTING II - This class relates the
fundamentals of asset valuation in the areas
of notes, inventory, and bad debts. Attention
will be paid to assets that depreciate, deplete,
and amortize. Partnership accounting and the
accrual and deferral aspect of accounting will be
emphasized. An actual accounting practice set
is completed.

PREREQUISITE: AC 101

6 credit hours

AC 104 PAYROLL - The course is designed to instruct
the student in the various phases of payroll records
and accounting, computing deductions, and
paying wages and salaries. Students become
familiar with the various forms used in keeping
payroll records, as well as the reports that must be
filed for each tax.

3 credit hours

AC 105 FEDERAL TAXES - A comprehensive study of
the Federal Income Tax structure as it relates to the
individual and the single proprietorship. Included is
the study of tax liability, taxable income, deductible
expenses and losses, and determining gains and/
or losses.

3 credit hours

AC 206 COST ACCOUNTING THEORY - This class
develops an understanding of the principles and
practicesinvolved in Cost Accounting - emphasizing
managerial use. Analyzed thoroughly are the
elements of materials, labor, and overhead.
PREREQUISITE: AC 102

6 credit hours
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AC 208 INTERMEDIATE ACOUNTING - This course
presents a basic understanding of the procedures
involved in forming a corporation - legally and
financially. Emphasisis then placed on the corporate
accounting structure, including stockholders’ equity
and bonds.

PREREQUISITE: AC 102

3 credit hours

AC 209 MANAGERIAL ACCOUNTING - Is useful in
understanding the topics of financial statement
analysis; cash flow analysis; capital budgeting; the
fime value of money; working capital management
(including cash, investments, receivables, and
inventories); short- and long-term financing using
notes, bonds, and capital stocks.

3 credit hours

BA 104 Principles of Marketing - A basic study of
marketing systems in the American economy,
identifying the activities involved in the flow of
goods to both the ultimate consumer and the
industrial user. A consideration is given to the nature
of demand and to buyer behavior. Federal and
state status affecting marketing management are
also investigated

3 credit hours

BA 105 Principles of Management - This class
infroduces the students to principles of scientific
office management and the responsibilities of
management for office services, layout, space
utilization, furniture and equipment, machines and
appliances, branch office management, unions,
personnel problems, training for workers, costs, and
methods of procedure.

3 credit hours

BA 110 BUSINESS SEMINAR - Second-year students
will take this course as a requirement in their last
quarter. The student will be required to participate
in an externship capacity by their major for on-the-
job supervised training.

12 credit hours

BA 220 Entrepreneurship - Anyone who considers
the challenges and opportunities of free enterprise.
The course content includes sound academic
theory, stories street smart successes, inspirational
references, case studies and exercises in critical
thinking fo help student entfrepreneurs start-up a
small business. Course Connect to Entrepreneurship
is as dynamic and interactive as you will need to
be as you head on down the road to your future
in business.

3 credit hours

BA 225 Human Resource Management - This course
focuses on human resource management skills used
by business managers in day-to-day operations.
While focusing on the different aspects of human
resource management and practices, problem
solving and critical thinking skills are applied.

3 credit hours



E 101 ENGLISH I - This course stresses nouns, pronouns,
plurals, possessives, subject - verb agreement,
adjectives, conjunctions, prepositions, and basic
punctuation.
3 credit hours

E 102 ENGLISH Il - The class stresses application
of rules for all punctuation marks, including
capitalization and numbers.

PREREQUISITE: E 101

3 credit hours

E 103 WRITTEN COMMUNICATIONS - A course to
promote effective written commmunication. Student
analyzes ideas and expresses them in appropriate
written form.

PREREQUISITES: E 101 and T 101 or T 102

3 credit hours

E 104 CAREER DEVELOPMENT SEMINAR - This class
presents various approaches for designing and
writing resumes and employment letters. Interview
preparation will be discussed, including questions
asked, proper dress, positive characteristics, and
negatives to avoid. In addition, human relations,
telephone techniques, and job advancement skills
will be emphasized.

PREREQUSITES: E 101 and T 101 or T 102

3 credit hours

GE 105 HUMAN RELATIONS - Human Relations
is a study of the social sciences involving the
development and interaction of individuals on a
daily basis. Students will research, write reports,
and discuss topics which prepare the student
for life experiences. Topics addressed include
diversity and global issues, ethics and social
responsibility, creative problem solving, why people
act the way they do, and the barriers that impede
communication between people.

3 credit hours

H 101 HISTORY OF BUSINESS - The class describes
specific timelines and examples of well-know
companies to gain a better understanding of the
important connections among public policy and
business, as well as a comparative understanding
of business history over time and in recent decades.
Case studies will include Carnegie Steel, the House
of Morgan, The Pullman Strike, Sears, DuPont, Ford,
IBM, B.F. Goodrich, and Microsoft. Coverage of
social history including women and minorities in
business will also be included.

3 credit hours

L 101 LAW I - The class will give the student a
basic understanding of the court structure; court
procedure; criminal, civil, and contfract law.

3 credit hours

M 101 MATHEMATICS | - A course in the fundamentals
of math computation. It covers addition,
subtraction, multiplication, and division of whole
numbers, decimals, fractions, percentages, and
personal banking applications.

3 credit hours

MC 107 MICROSOFT - POWERPOINT - This course is
designed to introduce the student to creating on-
line computer presentations. The course is a study of
computer presentations and technology, including
the creation and modification of a presentation.
Emphasis is placed on a practical project for
business application. Microsoft - PowerPoint will
be used.

3 credit hours

MC 110 MICROCOMPUTER SEMINAR - This course is
designed to let the student learn the various aspects
of a Windows operating environment through use
of different aspects of the software with emphasis
on a hands-on lab environment. The various
fundamentals of the software package are utilized.
Various packages written directly for the Windows
environment will be touched upon so the student
will have entry-level skills in these areas. The course
also includes exposure to the Internet and e-mail.
3 credit hours

MC 111 MICROSOFT - WORD - This course is a study
of Word Processing concepts and technology,
including the creation and modification of
documents. Emphasis is placed on hands-on
experience utilizing current word processing
software on multimedia computers.

3 credit hours

MC 112 COMPUTERIZED ACCOUNTING | - This class
emphasizes the use of accounting application on
the personal computer using PeachTree software.
Accounts payable, accounts receivable, general
ledger, inventory, and payroll accounting are
studied.

3 credit hours

MC 113 MICROSOFT - OUTLOOK - The course is a study
of Microsoft Outlook concepts that focuses on the
concepts of a personal information management
system used to perform communication and
organizational tasks. Emphasis is placed on hands-
on experience utilizing email and contact lists;
scheduling appointments, events, meetings; to-do
lists, and notes.

3 credit hours

MC 122 MICROSOFT - ACCESS - In this class the
student will learn the basics of Microsoft Access
databases. The creation of tables, forms, queries,
and reports, as well as integration with other
applications willbe covered. There will be pracftical
projects with an emphasis on business applications.
3 credit hours

MC 123 MICROSOFT - EXCEL - This course infroduces
the student to the process of creating a Microsoft
Excel workbook. Worksheet tasks covered will
include data entry, functions, formula creation, and
chart creation. There will be practical projects with
an emphasis on business applications.

3 credit hours
25



MC 212 COMPUTERIZED ACCOUNTING I - This class
emphasizes the use of accounting application on
the personal computer using Quickbooks software.
Accounts payable, accounts receivable, general
ledger, inventory, and payroll accounting are
studied.

3 credit hours

MC 222 MICROSOFT - ADVANCED ACCESS - This
course is designed for more complex tasks involved
in Microsoft Access databases. Topics to be
covered are advanced queries, macros, menu
creation, and database design. There will be
practical projects with an emphasis on business
applications.

PREREQUISITE: MC 122

6 credit hours

MC 223 MICROSOFT - ADVANCED EXCEL - This
course is designed for more complex tasks involved
in spreadsheet programs. Topics include creating
templates, creating and using multiple worksheets,
consolidating worksheets and linking files, querying
for desired spreadsheet data, using data fill and
data tables, statistical and financial analysis, and
creating and debugging macros. There will be
practical projects with an emphasis on business
applications.

PREREQUISITE: MC 123

6 credit hours

MC 250 FUNDAMENTALS OF NETWORKING - This
course is designed for detailed examination of
the concepts of designing and implementing a
computer network. Topics include hardware and
software specifications and network operating
systems.

3 credit hours
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MC 280 WEB PAGE DESIGN - This course is designed
for detailed instruction in the creation of Web Page
using Macromedia Dreamweaver software. Design
Themes and Expanded Wizards are covered in this
course.

3 credit hours

MC 290 VISUAL BASIC - This course is designed
for detailed examination into what a computer
language is, what Visual Basic is, and how to
develop an application using Visual Basic.

3 credit hours

OT 102 OFFICE TECHNOLOGIES - Provides fraining and
simulated activities in the following areas: human
relations skills, organization, time management,
telephone etiquette, mail handling procedures,
travel arrangements, meeting, and filing.
PREREQUISITE: T 101 or T 102

3 credit hours

P 101 PSYCHOLOGY OF SUCCESS - This course is
designed to provide an opportunity for students to
learn and adapt methods to promote their success
in school, on the job, and in their life. Students are
taught to set and achieve goals, which benefit them
and the community. The course stresses the newest
and most efficient techniques for dealing with time,
study skills, reading, test taking, leadership, attitude,
diversity, and career planning.

3 credit hours

T 101 KEYBOARDING FOR MICROCOMPUTERS -
Students will develop touch control of the keyboard,
use proper keyboarding techniques, and build
basic speed and accuracy skills. Students will be
infroduced to letters, memos, and reports.

3 credit hours



NEWPORT BUSINESS INSTITUTE
945 Greensburg Road
Lower Burrell, PA 15068
(724) 339-7542 or 1-800-752-7695

ENROLLMENT AGREEMENT
2009-2010 School Year

Name
(last) (first) (middle) (area code/phone)
Address
(street) (city) (state) (zip code)
Parent or Guardian
(last) (first) (area code/phone)
Address
(street) (city) (state) (zip code)

Birth date / / Marital Status: __single _ married ~ Social Security Number:

Name of High School Year of Graduation
Address
Please check the program in which you are enrolling: NOTE: “quarter” = two modules or (12) weeks

DEGREE PROGRAMS — ASSOCIATE IN SPECIALIZED BUSINESS DEGREE - 96 Weeks — 117 Credit Hours

Business Administration - Accounting/Computer Applications

Tuition per Quarter (for 4 or 5 classes) $3,250.00
Per Class (less than four courses) $  800.00
Total Tuition for 117 quarter credit-hour program $25,125.00
Transcript Fee 2.00
Graduation Fee $  50.00

Laptop Fee (each Quarter except externship Quarter) §  225.00 (every 12 weeks)

Tuition does not include books and supplies. An average cost of books and supplies is estimated to be $400 per Quarter. There is no refund on
any used books or supplies.

All tuition is payable at the beginning of each module and at that time, the student should have made a tuition payment or have completed
financial arrangements.

Within five weeks after graduation, termination, or withdrawal from Newport Business Institute, the student’s unpaid balance must be paid or
payment arrangements must be agreed upon or it will be turned over to a collection agency.

The school reserves the right to change tuition and fees as conditions may require. All tuition changes will be announced in writing at least 60
days prior to the effective change. Should such a change occur, a new enrollment agreement will be drawn up.

TERMINATION: The school reserves the right to terminate any student for failure to make academic progression or to meet the special skill
requirements, proven case of dishonesty, excessive absenteeism, failure to pay school charges and improper student conduct. Students terminated
for the above reasons will receive an “F” grade for the courses scheduled. The “F” grade will be included on all transcripts. The school’s refund
policy will be applied. The student shall have the right to terminate training at any time by giving written notice to the school.

Any student who fails to login at least once per week will be treated as either a withdrawal from the program. The exception to not logging in at
least once per week will be when a student is hospitalized and before the end of the week submits written proof of hospitalization to the director.

Any student who withdraws from NBI and at a later date reenters must meet new program criteria.

REFUND POLICY: The refund of school charges for students attending Newport Business Institute is as follows:
If any student withdrawing has received a Federal Stafford Loan and the loan has been negotiated by the school and the student, any refund due to
the student must be returned to the lender as a payment on the student’s loan. If the student is attending Newport Business Institute for the first
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Quarter (first Quarter enrollment), the student must be enrolled 30 days before the school can negotiate the loan check. If the student withdraws
within those 30 days, the loan check will be returned to the lender and the entire loan will be cancelled.

For students withdrawing from school, after classes begin, the refund of tuition charges only for each Quarter will be as follows according to the
Pennsylvania State Board of Private Licensed School Regulations:
First Week
For a student terminating after submission of the first completed lesson but within the first week of the 6 week module, the school shall
refund 90% of the tuition of the module.
Second Week
For a student terminating after completing the fist week but within the second week (25% of the module, ) the school shall refund 75% of the
tuition for the module.
Third Week
For a student terminating after completing the second week but with the 3" week of the module (50% of the module), the school shall refund
50% of the tuition for the module.
After 50 Percent
For a student terminating after completing the 3 week of the module 50% of the module,) no tuition will be refunded for the module.

All refunds of prepaid tuition shall be made by the school within thirty days of termination of student attendance. The termination date for refund
computation purposes is the last date of recorded attendance.

There is no refund of books, fees or supply charges to students who fall under the Pennsylvania State Board of Private Licensed School
Regulations.

Veterans who withdraw prior to the completion of their courses are calculated on a pro rata basis.

[38 USC, 1776 (c) (13)]

Employment Assistance: I understand that upon graduation, I will receive employment assistance from
Newport Business at no additional charge, and that Newport Business Institute cannot in any way or at any
time guarantee employment.

Complaint Procedure: Students are encouraged to direct any questions or concerns regarding the school’s satisfying the Quarters of this
enrollment agreement to the attention of the director of the school or the acting director of the school. Questions or concerns that are not
satisfactorily resolved by the director of the school or by other school officials may be brought to the attention of the State Board of Private
Licensed Schools, Pennsylvania Department of Education, 333 Market Street, Harrisburg, PA 17126-0333.

*I HAVE RECEIVED AND READ THE SCHOOL CATALOG.

*I HAVE READ AND UNDERSTAND BOTH SIDES OF THIS ENROLLMENT AGREEMENT AND RECEIVED A COPY
FOR MY RECORDS.

*I UNDERSTAND THIS AGREEMENT IS NOT BINDING UNTIL ACCEPTED IN WRITING BY THE SCHOOL.

Signed

(applicant’s signature) (date)
Signed

(Parent or guardian of minor applicant) (date)
Accepted by

(Representative of Newport Business Institute) (date)

This agreement is not binding until it is accepted by a representative of the school.
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BUSINESS INSTITUTE

945 Greensburg Road
Lower Burrell, PA 15068

[local] 724.339.7542
[toll-free] 800.752.7695

nbi.edu




