ONE FORM PER RECEIPT

RS
(ENCINO  Refund Request Form

\ A. City Department of Recreation & Porks

To process your refund you will need to completely fill out the information below.

PAYER'S Information Date: / /
LAST FIRST
Name Phone |( )
STREET CITY STATE ZIP
Address
E-Mail
PARTICIPANT
Student Name Class Name Class Cost Session Receipt #
$
$
$

Reason for Refund:

Payer/Patron Signature:

-------------------------------- For Staff Use Only - - - - - - - - - mmm e -
ATTACHED?
Copy of Receipt? [ yes [1 no
Processed By: Date Receipt #
Comments: Transmittal #
Breakdown of Administrative Fees:
$ Original Cost of Class - 15% Administrative Fee = §
divi¢+1ed by (# of classes in session) = $ tin);es (# of classes owed to patron) = $
(other ) 9
Total = §

Authorized Refund Amount = $

Approved by: Director Name Date

4935 Balboa Blvd. Encino CA, 91316 ¢ Phone: (818) 995-1690 « Email: Encino.communitycenter@lacity.org



