Refund Request Form Process

(Verify player did not forfeit in Paid IM Deposits
a) If the player did forfeit( at the bottom of blue Refund request form, fill out 

the box: Not approved, Why, and Attach e-mail as confirmation of you informing he/she that he/she forfeited on -- date and will be unable to receive the refund. 


b) If player did not forfeit- follow the steps in creating payment request. 
( Creating payment request

a) Campus Rec ( click on Budget Items( click on current fiscal year

b) Payment Requests( click on Intramurals

c) Master IM Refund( Save As (first name, last name, date)( Print

(Master IM Refund

a) Payment Request (top right hand corner)( unique 4 digit number

b) Personal Info: 

-First and Last name

- Mailing address: Street, City, State, Zip, Tele #

-Inv. Date (date of processing form)

- Invoice number (last name, first initial, and sport)

- Amount refunded

- Check off either Pick up Check or Mail Check

- The current Date entered by Janice Demonsi & Jon Clough

c) Print( on double sided sheet: log (by- name) and date

d) Make double sided copy of the Payment Request Sheet and Refund Request Form

e) Paper clip: Refund Request Form, Payment Request Sheet, and double sided copy( Submit to Director

( Log Refund in Recctr Budget

a) Campus Rec( Budget Items( click on current fiscal year

b) Click on Revenue Report of Current Year( click on Refunds tab at bottom of excel spreadsheet
c) Scroll down to: INTRA Refunds(Date, Last name, First name, Sport, Amount being refunded, and Number of refunds( Save

(Update Paid IM Deposits

a) Highlight Name/Row yellow & Strikethrough
b) Date of Refund Request
