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Student Guidelines and Frequently Asked Questions (FAQ)

How do | get started?

Familiarize yourself with your company tuition reimbursement guidelines. Some questions you may want to ask include:

e What are your company’s requirements for courses to be eligible for tuition reimbursement?

e What do you need to provide at the end of the course to assure reimbursement (transcripts with grade, receipts of payment for tuition and course materials, etc.)

Is Renton Technical College (RTC) approved for my company’s tuition reimbursement program?

Most tuition reimbursement programs require that you enroll at a U.S. accredited post-secondary college or university for a course to be eligible. RTC is an accredited post-
secondary college through NWCCU, formerly NASC and you will receive college credits for the courses you take through RTC. For more information on this, please
access: http://www.nwccu.org/About/History/NWCCU%20History.htm

Who can help me with any questions | might have?
We'd love to help you through the process. Get in touch with a representative at your local Berlitz language center or Cecilia Anaya at 1-888-324-2119 or email

rtc@berlitz.us.

How soon can | get started?
For private instruction or Immerse and Converse courses, you should be able to start within one week of completing the registration. For group instruction, we have groups

starting every few weeks, so your course should be able to start within weeks of your registering for the course. We will contact you with actual start dates upon receipt of
the completed registration forms. Once you have identified the course that will best meet your needs and tuition reimbursement requirements, end in the completed forms
to register for the course. These should be faxed to 425-671-0644. The course catalog and registration forms can be downloaded at http://www.berlitz.us/clients/rtc1229/.

What is the first step in getting enrolled at Renton Technical College?

Complete RTC forms— Registration/Change of Schedule, Registration Credit Card Authorization Form, and the Release Form and fax them to 425-671-0644. These forms
are all attached to this document. The registration form should have your payment information on it or your registration will be incomplete. If paying by credit card, you will
be asked to fill out an additional form authorizing the charges to your credit card. Company vouchers may be also valid forms of payments, depending on the company.

Will | receive confirmation that | am enrolled in the course?
Once you have completed the registration forms filled with all of the correct information and faxed them to 425-671-0644, we will confirm your program enrollment and start
date by e-mail and/or phone.

Where will | get my course materials and how do | know what | will need?
You will purchase the required course materials from Berlitz directly and an official receipt will be provided for you to request reimbursement from your company if this is
covered in your tuition reimbursement program. Fees for materials and taxes are not included in the cost of the program listed in the course catalog.

Will RTC send me a transcript with my grade in the mail?
No, however, upon completion of your program, your grade and transcript will be posted and available with your student ID and password online at www.rtc.edu.

For students taking the BVC classes delivered via internet, you will need to have a headset with a microphone. Prices for these devices vary and these headsets are not
provided by Berlitz.

To register for these courses as a first time student of RTC, you must fill in the Registration/Change of Schedule form AND the Application for Admissions forms, For re-
enrolling students, only the Registration/Change of Schedule form must be used. To help you in this process you may contact your Berlitz representative for guidance. The
account manager for these courses is Cecilia Anaya. She may be reached by phone at 1-888-324-2119 or by email at rtc@berlitz.us
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Renton Technical College

Berlitz Registration Credit Card Authorization Form

To be filled out if paying by credit card

Date:

Student ID or SS#

I , authorize Renton Technical College to charge my Visa or Master credit card number:

(Name as shown on the credit card)

expiration date 3 digit security code # (On back of card).

To pay for tuition in the amount of $

Phone # of the credit card owner/authorized signature: ( )

Name and Address of Credit Card Owner:

Authorized signature on the account:

(PLEASE SIGN)
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Renton Technical College

3000 NE Fourth Street, Renton WA 98056-4195
PERMISSION TO RELEASE INFORMATION REGARDING ATTENDANCE, AND/OR ACHIEVEMENT AT RENTON TECHNICAL COLLEGE

| hereby give my permission to Renton Technical College to release information to any sponsoring governmental, private agency or prospective
employers regarding my attendance, grades and/or general progress at Renton Technical College.

Date:

Student Name (please print)

Student Signature

Fax this completed form to 425-671-0644.



