
Invoice Adjustment Form

Invoice Number:

Original Amount: 

Amount Changed:

Revised Amount: 

Reason Action Requested:

Action Requested by: 

(Print Name)

To determine what kind of action to select, hover over the options for examples. 

Customer:

Type of action requesting:

Action Approved by: 
(Print Name)

(Signature)

(Signature)

Department Name:

Phone Number:

Department Name:

Phone Number:

Adjustment: Cancellation: Write-Off:

https://kb.uwex.uwc.edu/page.php?id=51279

	Untitled

	Customer: 
	Print Name: 
	Invoice Number: 
	Current balance of invoice: 
	Amount changed: 
	Revised balance of invoice: 0
	Reason for Action: 
	Actions: Adjustment
	Print Name_2: 
	Department Name: 
	Department Phone: 
	Adjustment Examples: Adjustment Example 1: Customer should have received promo discount.Adjustment Example 2:Changing 100% no-show fee to smaller cancelation fee.Adjustment Example 3: Incorrect amount billed
	Cancellation Examples: Cancellaion Example 1:Was an instructor and never should have been billed.Cancellation Example 2: Received scholarship and should never have been billed.Cancellation Example 3: Incorrect customer billed.
	Writeoff Examples: Writeoff Example 1:Customer is deceased and balance due is uncollectable.Writeoff Example 2:Balance due is under $25 and not worth sending to collection agency.
	Submit Form: 
	How do I sign electronically?: How do I sign electronically? CLICK HERE


