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Introduction 
 
This document sets the Institute of Risk Management’s (IRM) arrangements for invoicing and payment 
of all IRM qualification course fees, exam bookings and other related products and/or services.  
 

Review arrangements 
 
The policies, its associated procedures and fees are reviewed annually by the IRM with the aim of 
meeting students’ needs by improving its services and making sure it keeps up with technological and 
marketing developments in a sustainable way.  
 
Any substantial changes to fees will normally come into effect for students starting a programme in 
the next enrolment session.  

 

Invoicing approach 
 
Students can enrol or apply for a qualification online via the IRM website, where they have the choice 
of requesting an invoice at the end of their application or paying for the qualification in full.  
 
For manual applications, the IRM will invoice students within 2 working days of receipt of the 
application form and the invoice will be sent electronically to the e-mail indicated by the student on 
the application form. 
 
If an invoice needs to be amended or re-issued students should contact studentqueries@theirm.org.  
 
Each invoice will contain the following information: 
 

• Student information 

• Details of the qualification or exam booking  

• Agreed timescale for payment 

• The IRM account details for BACS payments. 
 
Payment should be received by the IRM within 14 days of the invoice date. 
 
Students should use their membership number and their name as a reference if paying by bank 
transfer. Failure to do so might delay the identification of the payment, and access to the study 
materials to begin the course. Students overseas should ensure that funds transmitted include 
additional funds to cover any bank charges. 
  
Failure to pay due invoices up until the enrolment deadline will result in withdrawal of the student 
from the enrolled programme.    
 

mailto:studentqueries@theirm.org
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Payments  
 
Payments can be made: 
 

• Online via the IRM website (www.theirm.org/qualifications) upon enrolment. 
By Bank Transfer: To pay via BACS use the remittance instructions on the invoice.  

• By Credit Card: To pay via credit card, students should call +44 (0)20 7709 4125 and a 
member of staff will take payment over the phone. 

 

Instalment Plans 
 
The IRM will accept payment in instalments if the full course fee is paid within the enrolment 
window. Students who choose to pay in instalments will only receive their study materials once the 
final payment has been received. 
 
If full payment is not received by the closing date of the enrolment, an administration fee will be 
charged in line with our refunds and cancellation policy. The remaining balance will be refunded 
back to the student.  
 

Remittances  
 
For BACS transfer, students are encouraged to email a remittance advice to enable IRM to identify 
their payment.   
 
Remittances regarding qualification course fees and exam bookings should be sent to 
studentqueries@theirm.org and should confirm:  
 

• The payment dates. 

• Payee name (e.g. student, employer on their behalf, training provider  
Reference used for the payment e.g. invoice number, membership number  

 

Changing Qualifications 
 
Students who wish to change their qualification may do so within seven working days of receipt of 
their confirmation of enrolment.  
 
Students requesting to change their programme after this period will be subject to IRM’s 
cancellation and refunds terms and conditions within this document.  
 

Transferring an enrolment 
 
The IRM will consider an employer’s request   to transfer the enrolment of a qualification from one 
employee to another within the same company, providing the request is submitted within 28 days of 
receipt of our confirmation of enrolment.  

http://www.theirm.org/qualifications
mailto:studentqueries@theirm.org
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Requests for transfer of a qualification to another employee are normally initiated if student (A) is 
no longer able to continue with the qualification, because they: e.g. have changed roles, are leaving 
the company or any other justifiable reason. In that case, the enrolment can be transferred to 
another student (B).  
 
An administration fee of £250 is applicable if the request is approved. 
 
If student B is enrolling for a different exam session, an exam booking fee of £175 per module is also 
payable, in addition to the administration fee.  
 
Internal transfers are not applicable for the International Diploma in Risk Management due to the 
entry requirements established for the programme. 
 

Cancellation and refunds 
 
Students may cancel their applications within seven working days of receiving their confirmation of 
enrolment and they will receive a full refund of fees paid. Students must make any such request in 
writing, by email, to studentqueries@theirm.org.Access to the Virtual learning environment will be 
withdrawn following the cancellation.  However, students are prohibited from doing the following: 
 
Using, displaying, or otherwise making available the course content (or any portion thereof), or any 
other materials, to third parties in an electronic format that enables it to be downloaded or distributed 
to any third party via a mobile device, or shared in any peer-to-peer or similar file sharing 
arrangement, or enabling the distribution of the course content by any other means. 
 
Should students wish to cancel their application after the seven-day cooling off period, they may do 
so within the following 28-day period. They are required to make any such request in writing, by email, 
to studentqueries@theirm.org. 
 
Refunds will be calculated as follows: 
 
International Diploma in Risk Management: if the full course fee was paid, IRM will refund this fee, 
less an administration charge of £250. If the student paid for one or more modules, the module 
fee(s) will be refunded, less an administration charge of £125 per module.  
 
A refund of the fees paid less an administration charge of £250 

• International Certificate in Enterprise Risk Management 

• International Certificate in Risk Management in Financial Services  

• Digital Risk Management Certificate  

• Supply Chain Risk Management Certificate 
 
Refunds will be processed within 30 days of receiving the notice of cancellation. 
 
No refunds will be granted after the 28-day period or for non-attendance at examinations. 
 

mailto:studentqueries@theirm.org
mailto:studentqueries@theirm.org
https://theirm.org/qualifications/international-diploma-in-enterprise-risk-management/
https://theirm.org/qualifications/international-certificate-in-enterprise-risk-management/
https://theirm.org/qualifications/international-certificate-in-financial-services-risk-management/
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Records 
 
The financial year of the Institute of Risk Management runs from the 1st of July until the 30th of 
June of the following year.  All financial records will be kept for a minimum of seven years from the 
transaction date, so that students or other relevant parties, such as the regulators, can be provided 
with an audit trail if necessary. 
 

Contact us 
 
If students have any queries about the content of this document, they should contact 
studentqueries@theirm.org.  
 
Telephone: +44 020 7709 4125 
 
Post: Institute of Risk Management, 2nd Floor, Sackville House, 143 - 149 Fenchurch Street, London, 
EC3M 6BN 
 
 
 


