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This form is completed by an HR Operator in a school, a current employee or a previous employee to advise when repaying an overpayment of salary by personal payment has been made.  The data provided on this form is used to verify the employee, record the repayment against the correct overpayment and to provide a receipt if requested.
Complete this form by entering required information in each field.  Use the TAB key to move between fields or click on the next field.
	Employee Details

	Name
	     
	Employee ID:
	

	Overpayment Amount
	     
	Payment Amount
	     

	Employee’s Address
	     

	Contact Details
	Phone      

	
	Email       

	The overpayment has been repaid by (select one method only)

	 FORMCHECKBOX 

	Payway* (www.payway.com.au) – repayment by credit card using Payway – (Use Biller Code: 124644)

	 FORMCHECKBOX 

	Bank Transfer* to:  BSB 033-222,  Account number 190007

	 FORMCHECKBOX 

	Personal/Bank Cheque/Money Order* made out to Department of Education and Early Childhood Development

	 FORMCHECKBOX 

	Receipt required. (In line with current business practice, a receipt will only be issued if requested)

	* Where Payway or Bank Transfer has been used, complete form and send a copy of the form to payrollservices@edumail.vic.gov.au and cashmanagement@edumail.vic.gov.au to ensure your payment is correctly processed on the payroll.
* Where a Cheque or Money Order is used, complete and Print this form.  Post the completed form and payment to

Payroll Services,

Department of Education and Early Childhood Development

GPO Box 4367

Melbourne 3001
This form may also be printed and completed manually (use BLOCK letters) and posted to the above address.  

	Completed by
	     
	     
	     

	
	(Name)
	(Position – if in school)
	(Date)

	Payroll Services Use Only

	Processed By:
	
	Date:
	

	Signature:
	
	Request for Refund 
	

	Verified By:
	
	Date:
	

	Signature:
	
	Pay Period:
	

	
	
	Pay Period End Date:
	










































































Repay an Overpayment by Personal Payment
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