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Request to Refund book fine money (when books are found & returned)

Request form should contain: Date, Book title, student name and amount.

Request must have the parent name and address of who we need to make the reimbursement
check to.

School library code should be listed.

This request should be signed by Librarian (so we know who to call if we have questions) and
Principal.

Refund request is sent to the Business Office for Cabinet approval.

DW-214 5/2023 Page2

Request to Refund book fine money (when books are found & returned)

Request form should contain: Date, Book title, student name and amount.

Request must have the parent name and address of who we need to make the reimbursement
check to.

School library code should be listed.

This request should be signed by Librarian (so we know who to call if we have questions) and
Principal.

Refund request is sent to the Business Office for Cabinet approval.

DW-214 5/2023 Page2



