CFB Esquimalt Golf Association

SOP – Refund Policy

12 November 2007

To:   Kiosk Staff

Purpose:

To provide direction/procedures on refunding of golf passes, membership and tournament fees and an interim policy as not yet specifically detailed in CFBEGA Constitution.

Background:

The Kiosk has historically not been capable of issuing cash refunds as the cash register was not programmed to accept refunds.  Tournament or membership fees would require a cheque requisition to NPF accounts.

Re-Stamping:

This policy does not affect / change the current policy for re-stamping golf passes (currently 1 – summer, 3 – winter) subject to exceptions noted below.  Note, refund policy below not for passes which have exceed re-stamping.
Refunds:

a. Golf Passes – have an expiration of 1 year.  Seasonal exchanges or refunds in full are permitted within this 1 year period from original date stamp (ie. Not re-stamp date) for the same course or towards the purchase of another course.  
Procedure:

Kiosk records refund of original pass amount and accepts payment for rate difference from member or refund if less than original pass (ie. Summer exchange for winter).  Refund type is based on original form of payment (recorded on reverse of pass) or cash if not specified.  Kiosk to record refund transaction in receipt book, including complete details of courses refunded/ purchased, amounts and date of original stamp.
Eg.  Bought Gorge Vale 15 Jul $30 summer rate.  Exchange for Olympic View on 15 Dec $20 winter rate.  No payment specified on back of pass.  

Kiosk records $30 (refund button).  Kiosk records new purchase of OV pass ($20 OV winter button).  Kiosk records details of transaction in receipt book and issues $10 cash refund from register to member.

b. Membership Fees / Tournament Fees – record refund and issue payment as specified on original receipt.  If insufficient cash on hand (float), request payment from NPF or suggest member come back at a later date.

Exceptions:
An Executive member can approve a full refund, exchange of a pass or an additional re-stamp beyond one (1) year under exceptional circumstances.  Authorization can be by verbal telecom with Kiosk staff.  Name/date of executive member authorizing approval to be annotated on refund receipt.
Issued by:

Randy Caspick

CFBEGA President
