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BOOK RETURN & REFUND GUIDELINES 

Allowable Return Period 
Each school needs to establish a reasonable period of time that books may be returned 
for a refund.  It is unrealistic to say that books may be returned for an indefinite amount 
of time; the longer a book is out of your library, the worse the condition, and the more 
likely that it has already been replaced by a new one.  The most common time-frames 
seen within the district are:   

~ Refunds allowed within one year of payment, and 
~ Refunds allowed within the SAME school year as payment 

However, there are some elementary schools that do not allow any refunds.  They 
follow the philosophy of the Public Library System which states “If you lose it, you buy it, 
you own it, enjoy it!”  
 
Regardless of which Allowable Return Period your school adopts, you’ll need to post 
these guidelines within your Media Center, as well as clearly verbalize this information 
when parents are paying for a lost book.  If your school has a newsletter, you may also 
occasionally put a little side note in it to help make parents and faculty aware of your 
policy. 
 

Returns & Credits from Another School 
Occasionally, students may find a lost book after transferring to another school.  Before 
you tell the student (or parent) that they will receive a refund, you’ll need to 
communicate with the original school to verify their return policy.  Once the original 
school’s refund guidelines have been confirmed, you may work with the RCS at that 
school to complete the refund paperwork.   
 

Parent Refund Validation Form 
To help cut-down on the large number of returned and uncashed refund checks, the 
Parent Refund Validation Form was created (See English and Spanish samples on the 
next pages.  Please contact Student Activities to get a Word Doc copy for your school).   
When a “CREDIT” is showing on a student’s account in Destiny, the RCS may use this 
form to inform the parent that a refund is due.  The parent has the option to request 
the refund; they must supply an updated address which will ensure that the refund 
check is properly delivered.  If the parent does not want the refund, the RCS may simply 
“Clear” the credit showing in Destiny, and the money will stay in the media center lost 
book account.  The District does not need to see these forms, but be sure to file for 
possible future auditing purposes.  
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Red Mountain Ranch Elementary Media Center 

(480) 472-7913  / Ms. Laurie Bridges 
6650 E. Raftriver Street, Mesa, AZ 85215 

 
 
We are showing that your student has a Refund due.  This is the 
result of a book which your student lost and you paid for, but it 
has now been found and returned to us.    

Please complete the information below to help us process this 
refund, which will be in the form of a District Check that is sent 
to your home.  If you do not want the refund, we appreciate 
your generosity, and we will keep those funds in our Library to 
help with our many expenses. 

 

Name of Student: __________________________________ 

Title of Book: ______________________________________ 

Amount of Refund: _________________________________ 

 

PLEASE CHECK ONE OF THE BOXES BELOW:  

 Yes, I would like a Refund.  Please send a check to the following address: 

 ___________________________________________________ 

 ___________________________________________________ 

 ___________________________________________________ 

 

No, I do not want a Refund.  You may keep the refund for use at your school. 

 Parent Name: ________________________________________ 

 Parent Signature: _____________________________________ 

 

PLEASE HAVE YOUR STUDENT RETURN THIS FORM TO THE MEDIA CENTER. 

THANK YOU! 
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Red Mountain Ranch Elementary  
Centro de Medios 

(480) 472-7913  / Ms. Laurie Bridges 
6650 E. Raftriver Street, Mesa, AZ 85215 

 
 
Tenemos en nuestro registro que su estudiante tiene un 
reembolso debido. Este es el resultado de un libro que su 
estudiante perdió y usted pagó, pero ahora ha sido encontrado 
y devuelto a nosotros.  

Por favor llene la siguiente información para ayudarnos a 
procesar este reembolso, el cual estará en la forma de un 
cheque del distrito que se envía a su casa. Si usted no desea el 
reembolso, agradecemos su generosidad, y guardaremos dichos 
fondos en nuestra biblioteca para ayudar con nuestros múltiples 
gastos. 

Nombre del estudiante: ________________________________ 

Título del libro: ______________________________________ 

Cantidad del reembolso: _________________________________ 

 

POR FAVOR MARQUE UNA DE LAS CASILLAS A CONTINUACION  

 Sí, deseo el reembolso.  Por favor envíe el cheque a la dirección a continuación:  

 ___________________________________________________ 

 ___________________________________________________ 

 ___________________________________________________ 

 

No, yo no deseo el reembolso.  Puede quedarse con el reembolso para utilizar en la 
escuela.  

 Nombre del padre/madre/tutor: ________________________________________ 

 Firma del padre/madre/tutor: _____________________________________ 

 

Por favor haga que su estudiante devuelva este formulario al centro de medios 

¡GRACIAS! 
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InTouch Refund Transactions  
 

1. Locate the Student in InTouch.   
 

2. Click on:   
 

3. Locate the Receipt # to Verify that a Payment was really made for the Returned Book:  

 

** If book was paid by CHECK, wait 3 weeks before doing this transaction or 
submitting a Refund Claim Form to allow the check to clear. 
 

4. Complete a REFUND CLAIM FORM  found on the Student Activities Website. 
Go to: 
              

 
 
 

5. Click on:   
 

6. Click on:  
 

7. Click “OK”:  
 
 
 

8. Type the Receipt Number on the Line.   
 
 

9. The System will locate that 
Receipt. 

 
 
 

10. Click on the selected Receipt Number. 
(It will highlight in BLUE when selected).  
 

 
11.  Click OK.  
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12.   This will Open-up the Receipt. If this is the correct item, click in the box to the far left.  

 
 

13.  At the bottom, click the REFUND button.  
 

 
14. This screen will allow you to alter the 

amount of the refund.  Adjust the 
dollar value, as needed.  (For instance, if a book is not returned in good condition, the 
full paid value of the book may not be returned.)  
 

15.  Click on:  
 

16. Enter a Reason Code:  Book Returned 
 

17.  Click on:  
 

18.   A receipt will automatically print.   
 

19.  The Student’s History will now reflect the Refund transaction.  Please make note of the 
Original Receipt # and the Refund Receipt # on the top of the Refund Claim Form.  

 
20. With your completed Refund 

Claim Form, submit either: 
 
~ A copy of the Original Receipt  
                       and 
~ A copy of the Refund Receipt 

                      OR 
~ A copy of the Original Receipt 
that is printed AFTER the InTouch 
Refund Transaction so that the 
notation seen on the sample 
receipt to the left appears on the 
documentation, as proof that the 
Refund Transaction has been done. 

11/8/2018 
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Here’s a sample Refund Claim Form. To print a copy, go to the “FORMS” tab on the STUDENT ACTIVITIES website.  
Please secure an Admin’s signature and be sure to keep a copy for your school’s records. 


