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CREDIT REDEMPTION PROCESS 
 
(Refer Page 6 of the Credit System Booklet) 
 
 
 
 
 
 
 

Purchasing an item and/or attending a Course, 
Seminar, etc 

 Attending a Course, Seminar, etc. (alternative 
version) 

   

Therapist completes Credit Redemption Form (1)  Therapist completes Credit Redemption Form(1) 
and Course Registration form 

   

Fax Credit Redemption Form to Otago 
Polytechnic on (03) 471 6861 

 If necessary therapist phones Otago 
Polytechnic to confirm Credit Balance 

   

Otago Polytechnic confirms balance and issues 
Order Number.  This is faxed back to Therapist 

 Therapist posts Credit Redemption Form and 
Registration Form to Otago Polytechnic(3) 

   

Therapist makes purchase providing the Supplier 
with Order Number(2) 

 Otago Polytechnic actions payment 

   

Supplier provides goods to Therapist, invoices 
Otago Polytechnic 

 Otago Polytechnic forwards payment and 
Registration Form to Course Organiser 

   

Otago Polytechnic actions payment to Supplier on 
receipt of invoice(4) 

  

 
 
(1) The person who signs the Credit Redemption Form for spending of Facility Credits must be the person 

authorised to do so. 
(2) Any difference between the credit balance and the purchase price can either be paid directly to the 

Supplier or a cheque can be sent to Otago Polytechnic. 
(3) Any differences between the credit balance and course fees can either be paid directly to the course 

organiser (be sure to send both the organiser and Otago Polytechnic a copy of the Registration Form) or 
a cheque can be sent to Otago Polytechnic. 

(4) Payment should take less than four weeks provided all the necessary information is sent. 

Therapist wishes to Spend Credits by: 


