
ELC Learner Contacts appropriate MOD authorised personnel

ELC Learner Contacts Learning Provider

Is the claim in an Authorised status?
Learner must refer to 

Reinstatement Process found on 
the ELCAS website

Learner submits Cancellation 
of Instalment Request form 

(found online) including 
supporting documentation to 
appropriate MOD authorised 

personnel

Appropriate MOD authorised personnel reviews cancellation & mandatory supporting evidence

NO

Cancellation Approved

Appropriate MOD authorised 
personnel sends cancellation request 
to SSR (if not already).  A copy of this 

should be placed on the Learner’s 
PDR file

SSR cancels the ELC Claim online 
through the ELC portal

ELC Claim remains & the instalment is 
deemed spent

NO

Appropriate MOD authorised 
personnel returns the original form to 
the ELC Learner with a copy placed on 

the Learner’s PDR file

ELC Claimant may now make another ELC Claim within the same 
financial year 

Enhanced Learning Credits (ELC) Cancellation Process

YES

YES

WHO IS THE APPROPRIATE MOD AUTHORISED PERSONNEL?
Serving Personnel must submit to their Local Authorised Education Officer
Service Leavers must submit to their appropriate Single Service Representative (details can be found on www.enhancedlearningcredits.com)
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