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NO YES

NO YES

NO YES

NO YES

ProJAm receives application form and 

individual receives automated response 

that application has been submitted 

successfully and we will be in touch

1-2 weeks prior to course start ProJAm 

sends further course information by e-mail 

including draft timetable

Course attendee details and post course 

evaluation data to be sent by ProJAm to 

ASCB every 3 months.

Receipt of payment

e-mail sent

ProJAm Admin checks application form is 

completed correctly

ProJAm Admin adds name to Nominal Role and lets 

individual know has a provisional space on course.  JIs 

and payment options sent.

Email from ProJAm 

with cut off date to 

receive payment

Two weeks prior to course, 

ProJAm books transit 

accommodation direct with 

barracks if requested.  

Email from ProJAm stating not 

on course due to non payment 

of fees

No Further Action

If no Service accommodation available, non-

availability receipts issued approximately 2 

weeks before start of course.

Decision made by individual to apply for 

Golf Skills Course and relevant permission 

given (if required)

Complete Online Course Application Form on ProJAm website 

(http://www.projam.biz/home-2/tri-service-golf-

instruction/#&slider1=1)

Cancellation 

Required

ProJAm makes contact with 

individual with queries

See Next Tab

Revised form 

received

Payment Received
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YES NO

NO YES

ProJAm reserves the right to 

hold payments made until 

individual can re-commit to a 

course date.

Please note: In the event of cancellations of courses 

due to Covid or similar circumstances imposed on us, 

ProJAm reserves the right to hold payments in lieu of 

alternative dates.

Name moved to appropriate course on 

Nominal Role and Booking Process 

Continued

If already paid - refund given

Notification from individual/POC unable to 

attend course

Option to book on another Accepted?

Is notification within 3 weeks of course start 

date?

Option to book on alternative course given


