
Refund/ Transfer Request 

Form – Refund/ Transfer Request 
Please complete this application in BLOCK LETTERS and tick or fill in boxes where applicable. If a question does not apply, please indicate ‘n/a’. 

 Complete one form for each property showing a credit balance. Applicants must be registered as the property owner. 

Section 1 - Applicant Details 

Title (Mr) (Mrs) (Ms) (Miss) Surname Given Names 

Title (Mr) (Mrs) (Ms) (Miss) Surname Given Names 

Company Name Email (must provide) 

Postal Address Postcode 

Phone (H) Phone (W) Phone (M) 

Section 2 – Transfer from (complete this section if you are transferring funds between Assessments)

Rate/Water Assessment # 

Property Address 

Lot # Registered Plan 

Transfer to 
I/We request a transfer of the credit amount of $___________ held against my/our property/s to the following 

Rate/ Water Assessment # Property Address Amount $ 

Section 3 – Refund (complete this section if you are requesting a refund of monies)

Rate/Water Assessment # Lot # Registered Plan 

Property Address 

I/We request a refund of the credit amount of $____________ Held against my/our property/s 

Account details for EFT refund 

Account Name BSB Account # 



Refund/ Transfer Request 

Complete this section for both refunds and transfers  

Section 4 – Payment Details (proof of payment must be given in order that a refund/transfer is processed) 

Complete this section for both refunds nda transfers
Details of how original payment was made 
(e.g. BPAY, Auspost, Phone etc.) Payment Date 

Proof of Payment (e.g. BPAY/Phone/Receipt 
# etc.) 

And/or Copy of Bank Statement attached Yes____ No____ And/or Copy of Receipt attached Yes____ No____ 

Signature of all registered property owner/s is required 

Applicant/s signature Date 

Applicant/s signature Date 

Checklist for completion 

Have you provided proof of payment with 
your request? Yes____ No____ Have all property owners signed 

the form? Yes_____ No____ 

  

        

∗ Please  allow two  (2)  weeks for this  Refund Request to be processed.

Refund or Transfer Fee
Council has introduced administration fees for the processing of refunds and transfers for Rate and Water Assessments to cover the costs
associated with facilitating these types of transactions.  Council will permit 1 refund or transfer per Assessment at no charge, to allow for 
one-off adjustments or accidental payments, however, further requests for refunds or transfers from the same Assessment will attract 
these new charges.

Payment Transfer: A charge of $18.00 will apply where monies are paid to an incorrect Assessment and funds are required to be 
transferred to the correct Assessment.

Payment Refund:  A charge of $24.00 will apply to Assessments that have a credit balance and the property owner requests a refund of 
the over-paid monies.

To avoid the Fee:
- When making payments, please check the payment details are correct for the Assessment that you intend to pay. Each
Assessment, including Rate and Water Assessments, have different BPAY reference numbers and require separate payment, please refer
to the individual Notices for details.
-If paying regular payments periodically, including Council Direct Debits, please ensure your payments are sufficient to clear the debt only.
Any request for a refund from an Assessment that is in credit, due to over-payment, will also attract the charge.
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