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REQUEST FOR PRINTING ACCOUNT REFUND (GRADUATES & PAST STUDENTS)
Please note that amounts less than $10 will not be refunded. 
For personal accounts ONLY.  If using a Guest account please contact libcopyservices@vu.edu.au to organise funds transfer to personal account before submitting this request
For a refund to be granted the requestor:

· Must be leaving or have left VU eg. graduated, withdrawn etc. and physical ID card destroyed.
· Must provide proof of ID card destruction i.e. photograph and submit with this form                            
· Must acknowledge the amount to be reimbursed by signing this form

· Must provide bank account details to receive payment
· Must send the completed form to libcopyservices@vu.edu.au
Surname: ………………..……….……… First names: ……..……………………………….

Student ID: …………………………… Email address:……………..…………………….

Balance on card:
$ ​______________
Account holder signature:  ……………………………………………………
Bank details BSB:……………… Account Number: …………………………………………………

Name of Account Holder……………………………………………………………………..
___________________________________________________________________________________
FOR SENIOR LIBRARY OFFICER USE ONLY (Sarah Farrugia)
· Check with Student Contact Centre if student has finished studying with the University.  Ext 6100
· Check that all money has been removed from card.  If not, deduct the total amount from Student’s Papercut account. Add note to Papercut account that refund has been provided.


· Complete an Internal Requisition form using the details below and send this form and White copy of Internal Requisition to Accounts Payable.

· Copy of this form, student ID card, pink copy of Requisition and any other relevant paperwork to be kept together and filed.

INFORMATION FOR  ACCOUNTS  PAYABLE (INTERNAL REQUISTION)
Balance Owing to Student debited from account code 020-00-009-5175
$__________ 
Updated:  November 2022

