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General Information

N2P2 Hotlines:

Office: +65 6333 5455

Mobile: +65 9696 3739
Website: www.n2p2.com
Email: enquiry@n2p2.com
Location:

200 Jurong East Avenue 1, yo:HA @ jurong #03-06/07, Singapore 609789
Office Operating Hours:

· Weekdays: 9.30 am – 6.30pm

· Saturdays: 9.00 am – 3.00 pm

Introduction

N2P2 was established in 2003 by a team of experienced and committed lecturers with the objective of becoming a choice course provider for committed professional students.
From its humble beginnings with a total of less than ten students in 2003, more than one thousand students have graduated from N2P2 classes. 

N2P2 has the capacity to conduct lessons for approximately 250 students. The training centre has two lecture rooms with average students-to-lecturer ratio of 25:1.

Mission Statement

To becoming a course provider of choice for committed professional students.

Core Values (CREST)
Commitment and concern:

· Committed staff and trainers working together to provide services that exceed students’ and customers’ expectation

Respect:

· Respect for individual differences and opinions regardless of their position in work and society.

Simplicity:
· Simplified procedures and methods that can be easily understood by students.

Top value-for money:

· To provide quality education at the best price in the market.

Service Guarantees

1) Qualified lecturers and structured training programme

2) Student-lecturer ratio: 25:1

3) Conducive study environment

4) Transparent fees structure and accurate charging of fees
Refund Policies

1) Student may withdraw from the course with full refund by giving written notice to the training centre in the event that the training centre:

· Failed to commence the course

· Is unable to complete the course by completion date

· Terminates the course

· Is in material breach of the contractual agreement

2) Amounts to be refunded under (1) above shall be:

· Entire course fees

· All non-course fees or additional fees

· Within 14-days

3) Where student withdraw from the course for any reason other than those listed in (1) above, student shall be refunded (less applicable bank or insurance policy charges) within 14-days subject to the following refund policy:

	% of course fees and additional fees
	If student’s written notice for withdrawal is received

	75%
	More than 30 days before course commencement date

	50%
	Less than 30 days before course commencement date

	0%
	Course commencement


5) N2P2 reserves the right to change the courses schedule, venue and lecturers should the circumstances so require and students will be kept informed via email, phone call or SMS.
Refund Procedures 

1) Student must submit application for refund in writing in person. Email/fax            submissions will not be accepted. 

2) Staff receiving the application must pass the letter to the Administrator.

3) Administrator must contact the student (or guardian, if under 18 years of age) to confirm that he/she is indeed seeking a refund and the reasons for the refund request. Student should be informed that the refund will be processed within seven days.

4) After confirmation, Administrator must calculate the amount of refund payable to the student, in accordance with the refund policies stated in the student contract.

5) The computation of refund payable must be signed by someone with a finance background or a finance staff.

6) A payment voucher should be prepared, attached with supporting documents (refund request letter, student’s “Doctor” file) and submitted to the Director/Principal.

7) The Director/Principal will approve the payment (i.e. sign the payment voucher) and issue the cheque refund in favour of the student. The signed cheque should then be passed back to the Administrator.

 8) Administrator will contact the student to inform him/her to collect the refund        cheque.

All refunds regardless of the mode of initial payment made by the student will be made in cheque.

If the student is no longer in Singapore, he/she can send a representative to collect the cheque on his/her behalf with an authorization letter and identification documents.

If the student no longer maintains a bank account in Singapore, the cheque can be made payable to the next of kin or guardian, provided such a request is received from the student in writing.
Transfer Policies
In the event that student request to be transferred to other subject, applicable charges are as follow:

1) Transfer to other subject which is priced equal or higher than the one that has been cancelled. The student needs to top up the different in course fees and will incur an additional transfer fee of S$50.

2) Transfer to another subject which is priced lower than the previous registered subject. A student may transfer without additional charges. No refund will be available.

3) Deferment due to failure of a subject sat for in the last examination (only applicable if the student cannot sit for the subject that he/she is presently studying due to exam regulations). A student may transfer without additional charges. No refund will be available.

4) Exemption from a subject. A student may transfer without additional charges. No refund will be available. The student must also return study materials of the exempted subject to N2P2. 

Withdrawal Policies

Students who transfer from N2P2 to another school are deemed to have withdrawn from N2P2. In this case, student shall be refunded (less applicable bank or insurance policy charges) in accordance with N2P2’s refund policies.

An international student who ceased to be a student of N2P2 shall deliver passport and Student Pass to N2P2 within 3 working-days for cancellation of student pass.

Transfer / Withdrawal Procedures
1) Students wanting to transfer or withdraw from our courses should apply in writing in person. Email/fax submissions will not be entertained. 
2) Staff receiving the application must pass the letter to the Administrator.
3) Administrator must contact the student (or guardian, if under 18 years of age) to confirm that he/she is indeed seeking a withdrawal or transfer and the reasons for such a request. Student should be informed that the time frame for processing and approval of transfer or withdrawal takes up to four weeks. He/she should also be informed that if criteria for admission to the new course are not met, the transfer may not be approved.
4) After confirmation, Administrator should check the transfer and withdrawal policies of the school and note recommended action on the letter. (If withdrawal results in a refund situation, the refund procedures should be followed). 
5) Administrator should then forward the letter to the Director/Principal, together with the individual student file.

6) The Director/Principal will then sign on the letter to grant the transfer/ withdrawal. 

7) Administrator will issue a formal grant of transfer/withdrawal letter and inform the student (or guardian if under 18 years of age) accordingly. If the transfer is not approved, Administrator should discuss with the Principal for reasons of non-approval first before contacting the student.
8) Administrator should then inform FPS service provider and CPE of the transfer or withdrawal. At the same time, Administrator should log on to ICA’s website to proceed with transfer of course or cancellation of student pass (for withdrawals).
9) Administrator should also inform the student to sign a new student contract, in a case of transfer.
10) Administrator should issue a recommendation letter, stating past attendance records, in the event that a student is withdrawing via enrolment in another school.
Course Enrolment and Student Pass Application Procedures

Step 1) Local student applying for course at N2P2 should complete the course enrollment form and make payment for the course fee
 via cash, NETS and cheque (payable to “N2P2 Professional Training Centre Pte Ltd”) at the admin office.

International student should send back the course enrollment form to the training centre by fax, post or through Email. In addition, the student should make the following payments:

1) Course fee

2) Non-course fee:

· Registration fees: No Charge

· Application processing fee: No Charge.
· Student VISA processing fee: S$99
· Insurance fee: No charge

· GST: absorb by N2P2

· Arrangement for airport pickup (optional): S$50

International student can make payment by sending a Singapore dollar bank draft payable to “N2P2 Professional Training Centre Pte Ltd” or through Telegraphic Transfer to “OCBC Bank Singapore, Jurong East Branch and account number 527-704-043-001, Swift Code: OCBCSGSG”.

Please take note that fees payable to ACCA
 and ICPAS
 such as registration fee, annual subscription fee, exemption and examination fee are the responsibility of every student.

Step 2) Upon receiving the course enrollment form and correct fees, N2P2 will process the course application and forward to the student the Standard Student Contract and Student Pass application forms (for international student).

Step 3) International student should complete and sign the Standard Student Contract and send it back to N2P2 (by post) together with the following documents:

· 2 copies of Form 16, Form V39S and Form V36 duly completed and signed by applicant and local sponsor at the relevant sections (first set of forms must be original; second set may be photocopies of the original set).

· 2 recent passport-sized photographs (colour/black & white) to be pasted on the top right-hand corner of Form 16.

· Applicant's official birth certificate (photocopy).

· Applicant's highest education certificates and result transcripts (photocopy).  In cases where a Notarial Certificate is submitted, a copy of the education certificates and result transcripts must still be included.

· Personal particular pages of applicant's travel document (photocopy).

· Local sponsor's identity card (photocopy).

If the applicant is a People's Republic of China (PRC) national, the applicant is required to submit the new Student's Pass application through the Singapore Embassy in Beijing.  Please note that applications will not be accepted at the Visitor Services Centre, ICA. The Student's Pass application can be submitted to:

Embassy of the Republic of Singapore – Beijing

No. 1 Xiu Shui Bei Jie

Jian Guo Men Wai

Beijing 100600

China

Upon receiving these documents, N2P2 will proceed to apply for student pass through the ICA
. Please take note that the Student's Pass application must be submitted two months before course commencement date. Applicants are not required to be present in Singapore while their applications are being considered.

Where applicable, a security deposit may be required from the local sponsor upon approval of the application. The security deposit is not required from the applicant, unless otherwise stated. The amount of security deposit can be seen in the table below:
	Country
	Rate per person and Form of Security Deposit

	Malaysia and Brunei
	Nil

	Indonesia, Philippines and Thailand
	S$1,000 in the form of a Banker's Guarantee
 from any established banks in Singapore or Cashier's Order or NETS

	People's Republic of China, India, Bangladesh and Myanmar
	S$5,000 in the form of a Banker's Guarantee from any established banks in Singapore or Cashier's Order

	Others
	S$1,500 in the form of a Banker's Guarantee from any established banks in Singapore or Cashier's Order or NETS


Fee Protection Scheme by Insurance Arrangement 
· Students will pay FPS fees upon signing the Contract with N2P2.

· N2P2 will purchase insurance from Lonpac Insurance upon collection of fees

· Students will receive the insurance certificate via email from the insurance provider. 

· Students may also check the CPE website to verify that they are protected under FPS (details to be provided by CPE).
· The insured period is for the entire duration of the course as stated in the course outline/schedule provided during admission. 

· Students who seek deferment or re-enrolment resulting in extension of the course duration will have to pay additional premium for the course fees applicable to the extended period. 

Standard Student Contract

1) The Standard Student Contract provided by CPE is a legally binding contract between a N2P2 and the students that embodies the following mandatory requirements:

· Clear definition of course details – course title, pre-requisites, qualification awarded, course duration.

· Full disclosure of all costs for tuition/non-tuition fees.

· Commitment to Student Protection Scheme – Student Tuition Fee Insurance.

· Clear definition of refund policies covering.

· Clear definition of dispute resolution mechanisms.

2) Standard Student Contract is compulsory to every student attending courses at N2P2.
Student Support Services 

This section explains how N2P2 creates an environment conducive for its students to focus on their academic studies. 

Provision of Student Support Services

N2P2 offers the following support services for all students.

1. Student Orientation

2. Medical Insurance

3. Physical Facilities

4. Mentoring 

5. Wireless Internet

6. Emergency Helpline

1. Student Orientation
All students are required to participate in the orientation program. The orientation program comprises of:
i. information about N2P2

ii. information on Singapore laws (for international students only)

iii. information on Singapore Immigration Rules (for international students only)

iv. information on student services provided by N2P2

v. information on courses and fees

vi. information on transfer, withdrawal and refund policies

vii. information on CPE, FPS, student contract and medical insurance

viii. information on grievance and dispute resolution procedures

ix. information on disciplinary matters

2. Medical Insurance
It is compulsory to obtain medical insurance for all international students of N2P2. Local students (i.e. students not requiring student passes) are exempted from buying medical insurance, if they are already covered by their own medical insurance plan.

The minimum coverage for medical insurance; annual limit of not less than SGD20,000 per student, at least a B2 ward at a government hospital and 24-hour coverage.
N2P2 has a policy on Group Hospital and Surgical Insurance (Ref. HSBC Hospital and Surgical Insurance).
At the pre-course counseling, students must be explained on the need to buy medical insurance that covers the duration of their courses. Students should also be informed on the estimated cost of the insurance coverage per annum. The insurance premiums should be collected at the same time as the school fees. Within 24 hours, Administrator is responsible to buy an individual insurance policy that provides the minimum coverage. 

Students must be given an original copy of the medical insurance policy, stating the policy terms and conditions and claim procedures.

3. Physical Facilities
N2P2 provides the following facilities for all its students: Hostel, State of the Art Gym, Tennis Court, Basketball and Futsal Court, BBQ pits (usage of facilities is subject to fees payable to EM Services Pte Ltd) and Cafeteria. 

Students should liaise with Administrator for the use of such facilities.

4. Mentoring
N2P2 will assign a mentor for every student to guide him/her along to adapt to the local environment or seek other support services not listed in this document.

Our mentor is normally a lecturer and he/she will serve psychosocial and counseling functions, at the first point of contact. 

5. Wireless Internet
Free wireless internet services are provided within N2P2. Registered students can request for password from Administrator.
6. Emergency Helpline

Students can call the emergency helpline at 9696 3739, in the event of emergencies. The number is also listed in the student handbook and the website.

The information on these support services should be made available on both the student handbook and N2P2 website.

Administrator is the staff in charge to ensure that student services are provided seamlessly to all our students. Training is provided to the Administrator as part of staff training program. (Ref. Staff Training & Orientation)

Support services should be regularly reviewed for continuous improvement. The review should be part of half yearly management meetings. (Ref. Half Yearly Management Review List)

Student feedback has to be formally gathered at half yearly intervals to ensure high standards of service. (Ref. Student Satisfaction Survey and Analysis)

Grievance Procedures

Student shall first seek lecturer’s help/advice for any grievances.  If the student is not satisfied with the solution offered by the lecturer, he/she can report the matter through the customer feedback form. A director of N2P2 shall personally attend to the complaint and reply within 10-days. If the matter requires more time for thorough investigation, the training centre will:

· Update the student concern on the investigation status within 10-days.

· Inform the student that extended days are required for thorough investigation.  However, the total time taken for investigation by the director shall not exceed 20 days.
In the event that the training centre failed to resolve the complaint amicably, the case shall be referred to the following for mediation. 

Dispute Resolution Centres – Singapore Mediation Centre 

Singapore Institute of Arbitrators under the Council for Private Education Mediation – Arbitration Scheme 
Council for Private Education

Tel: (65) 6592 2108

Fax: (65) 6275 1396 
E-mail: CPE_CONTACT@cpe.gov.sg 
Website: www.cpe.gov.sg
Confidentiality of Student’s Information

Student’s personal data maintained by N2P2 is strictly used for course updating, internal marketing and billing purposes.

N2P2 is committed to maintaining the confidentiality of student’s personal information and undertake not to divulge any of the student’s information to any third party without prior consent of the student.

Students’ Responsibilities

Discipline:

1) Adhere to all local laws and orders.

2) Student must not be late for class or leave classes early. Students who are more than 30 minutes late or leave early will be considered as absent from class.

3) Observe the school’s rules and regulations:

· Students are not allowed to smoke in the premises.

· Students are not allowed to eat or drink in the premises.

· No consumption of drugs or alcohol in the premises.

· Proper behaviour at all times.

· Handphones and pagers must be switched to silent mode during lesson. Any urgent call must be made outside the classroom.

· Students must attend lesson punctually and sign the attendance sheet.

Offenders may be expelled from N2P2 and their Student Pass revoked.

4) Always keep the N2P2 informed of:

· Change of address

· Intention to change courses within N2P2

· Intention to terminate course with N2p2

· Completion of course

· Any other matters that N2P2 should be notified

5) According to the ICA, international students are not allowed to engage in any form of employment, whether paid or unpaid, or in any business, profession or occupation in Singapore during the validity of his/her Student Pass.

6) International students on Student Pass are not to travel from Singapore to any third country without prior approval from the training centre. International students who wish to return to their home country during term break must seek approval from the training centre 2-weeks prior to traveling. All travel period must not affect class attendance.

Renewal of Student Pass:

1) Submit the following documents for renewal of Student Pass to the training centre at least one month prior to expiry:

· 2 copies each of Form 16 and Form V39S duly completed and signed by the student (first set of forms must be original and second set may be photocopies of the original set).

· The student’s travel document, Student's Pass card, Visit Pass and Disembarkation/Embarkation (green) card.

Attendance:

1) International students must meet minimum attendance requirement of 90%.

2) Training centre may reject Student Pass application for international student who failed to meet the minimum attendance requirement and does not provide documentary proof to support his/her absence in class.

Student Pass Cancellation:

1) International student shall deliver to the training centre within 3-days when ceasing to be a student of N2P2, the passport ad Student Pass for the purpose of Student Pass cancellation.

Courses at N2P2

1) ACCA Courses

Pre-requisites:

2 passes at GCE “A” level (grade A – E) plus 3 passes at GCE”O” level (grade A – C or 1 – 6) in 5 separate subjects including English and Mathematics, or

3 LCCI higher passes & 2 LCCI intermediate level passes in 5 separate subjects including English and Mathematics, or

CAT paper 1 – 5, or

Degree/Diploma (from a recognised institution in any subject), or

ACCA Certified Diploma in Accounting & Finance (complete), or

ACCA Diploma in Financial Management (complete) 
Normal Courses:

Normal courses begin in the last week of January and July. Normal courses have 16, 17 and 18 sessions for Levels 1, 2 and 3, respectively. These courses are for students who would like to study over five months duration and do not prefer intensive style.

Intensive Courses:

Intensive courses begin immediately after announcement of examination results.  The classes start in the last week of February and August. Intensive courses are for students who have already have some background on the subject or for those who prefer a more intensive study environment over three months. Intensive courses have 14, 15 and 16 sessions for Levels 1, 2 and 3, respectively.

Both Normal and Intensive sessions include two lecturer assisted mock examinations. All subjects will have one additional optional final mock examination at the end of the course.

Revision Courses:

Revision classes of four sessions each are available towards the end of May and November, just before the exams.

2) CIMA Courses

Pre-requisites:

CIMA Certificate in Business Accounting, or

Degree in accountancy or business, or

The Association of Accounting Technicians (AAT), or

Open University Certificate in Accountancy

Master Courses:

CIMA master courses begin immediately after the examination results. Master courses normally start at the beginning of February and August. They have 14, 15 and 16 sessions for Levels 1, 2 and 3 respectively over a period of three months.

The sessions include two lecturer assisted mock examinations. All subjects will have one additional optional final mock examination at the end of the course.

Revision Courses:

Revision classes of four sessions each are available towards the beginning of May and November, just before the exams.

3) CAT Courses

Pre-requisites:

No formal academic entry requirement.

CAT courses are offered on request basis. N2P2 has ability and capacity to offer quality CAT courses and we do offer CAT tuition based on demand from students.

Please refer to www.n2p2.com for detailed timetable of all courses.

Course materials consist of especially selected and prepared lecturer notes. Our lecturers select from best sources available to meet the syllabus criteria and you will be given sufficient notes to help you pass the exam.

Orientation Programme (Half-day)

· Tour to N2P2 Professional Training Centre’s facilities.

· Introduction to the administrative staff and lecturers.

· Presentation on Singapore Map, places of interest, cost of living, transportation system, culture, basic rules and regulations and so on.

· Q & A Session.
Support Programmes

1. Accommodation

For accommodation arrangement, international students may consult local property agents through the following websites:

ERA - http://era.erasingapore.com.sg/home0/index.htm
N2P2 currently has no contractual arrangement with any external agents including property agents and does not endorse any agent’s credential or service quality.  However, international students may request assistance from N2P2 to arrange for accommodation with the agents at no additional charges on the part of N2P2.

2. Business English course
 (optional)

3. Buddy system

4. Mentor lecturer programme – in the event that a student faced with difficulties in adapting to the environment, he/she should approach a lecturer immediately for assistance.
5. Advice on Courses and Post Graduation Opportunities – If a student requires any advice or feedback from lecturer regarding any subject, course, graduation or career opportunities, he may approach his class lecturer or the principal for assistance.
Lecturers’ Profiles
Mr Sonny Chann
MBA (NTU), BSc (Hons), FCCA, ACMA, CPA 

Founder of N2P2, Mr Sonny Chann was the head of Audit and Investment Functions at a Singapore Listed MNC. He spent his initial years in Big 4 Accounting firm, before joining a leading Singapore bank. 

Mr Chann completed his first degree, CIMA and ACCA studies in London, UK and he was one of the few candidates in the world who has scored Grade ‘A’ in all four subjects in CIMA final. He has also won an award for world 2nd prize in management accounting paper. Mr Chann has more than ten years of lecturing experience covering ACCA, CIMA and ICSA courses, in addition to significant corporate training experience. 

Mr See Hock Soon
MBA, FCCA, ACIS, CPA 

Mr See has more than 15 years working in various MNCs covering financial accounting, taxation and management areas. He is presently a financial controller for a major US MNC. He has been lecturing more than ten years for ACCA, CIMA and ICSA courses.
Mr Teoh Teik Toe 
ACCA, CPA (S), CGA (Canada), CA (M), MSc. EE, BSc. EE 

Mr Teoh was the top student graduated from N2P2. He passed his ACCA in 2 years, all 14 papers in the 1st attempt with achieving Singapore top 30. He has also published many papers and books in many countries such as Europe, US, Japan, Kova, China. He is also on the verge of completing CFA, PHD (NTU)and DBA. He is also a MYOB professional consultant.
Mr David Goh
MBA, BA (Hons)
Mr David Goh graduated with an Honours Degee in Accountancy from Newcastle upon Tyne in the United Kingdom. He has also a MBA Certificate Of Achievement in Marketing from the Heriot Watt University in Scotland. Other qualifications include supervisory and industrial management. He also holds a Masters of Business in International Marketing from the Curtin University of Technology. 

Ms Esther Tan
B. Comm, ACMA 

Ms Esther Tan is presently a finance manager in an MNC. She passed all of her CIMA qualification through N2P2 at first attempt. She completed her Bachelor of Commerce in New Zealand prior to this and has more than five years of work experience.

Mr Albert Kang 
MBA, LLB

Mr Kang has been lecturing for more than 10 years in various institutions including the Thames Business School, Nanyang Institute of Management and Singapore Accountancy Academy. He lectures business law and provides English language training for foreigners for courses such as LCCI, Diploma/ Advanced Diploma in Business Administration and Masters in Science.
Ms Luo Jing (Vickie)

ACCA, BA
Ms Vickie obtained her Bachelor of Arts in English Language and has more than 12 years of working experience in the field of accounting and marketing. She was also an ACCA F3 lecturer in N2P2.

Mrs Manjit
BA 

Mrs Manjit has been teaching English Language for almost 10 years. She obtained her Bachelor of Arts in English Language and Literature and was the Senior Community Development Officer in the Singapore Indian Development Association (SINDA) for two years.

Mr Victor Chin 
MBA, FCCA, ACMA 

Mr Victor has completed his CIMA and ACCA in London and has more than 17 years of working experience in Finance, IT and HR functions as head of department in an MNC

Academic Board Members’ Profiles

Mr Sonny Chann
MBA (NTU), BSc (Hons), FCCA, ACMA, CPA
Founder of N2P2, Mr Chann was the head of Audit and Investment Functions at a Singapore Listed MNC. He spent his initial years in Big 4 Accounting firm, before joining a leading Singapore bank. Mr Chann completed his degree, CIMA and ACCA studies in London, UK and he was one of the few candidates in the world who has scored Grade ‘A’ in all four subjects in CIMA final. Mr Chann has nearly ten years of lecturing experience covering ACCA, CIMA and ICSA courses. 

Mr Jevons Yip
B.Bus, CPA, CIA

Mr Yip is a consultant in a boutique business advisory firm specializing in risk management, internal audit and business valuations. Previously he worked in a Singapore listed MNC covering internal audit function. He has both lecturing and corporate training experience in many areas of finance.
Mr Wayne Bao Weiwei
MSc, BBA (Accounting)

Mr Bao is a successful senior financial manager and a qualified member of CIMA (ACMA) with over ten years of professional experience in all aspects of reporting, controlling, compliance, and risk management across several industries in US, Canada, China, and Singapore. He has been a demonstrated expertise, leading cross-functional finance teams, as well as implementing various interdepartmental projects, such as new policies, new procedures, and business information systems for enhanced efficiency.
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� Course fees are inclusive of lecture notes.


� Association of Chartered Certified Accountants


� Institute of Certified Public Accountants of Singapore


� Immigration and Checkpoints Authority


� A Banker's Guarantee is an irrevocable undertaking by OCBC Bank to pay a sum of money in the event of a demand from the beneficiary, usually arising when the applicant is unable to perform his part of the obligations of the contract or where the beneficiary suffers loss or damage.  Payment is usually stated to be payable on first demand, provided that the conditions contained in the guarantee are fulfilled.  The most common forms of Banker's Guarantees include Tender Bonds, Performance Bonds, Retention Money Guarantees, Payment/Advance Payment Guarantees and Security Deposit Guarantees.


� A 3-month course at S$600 for 12 sessions.
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