
1. Type name of person/entity 
whose credit card or checking 

account made payment.

2. Type FE ID number of entity which 
made payment. Or Social Security 

number if payment was made by an 
individual’s credit card or check.

3. Type the address of the entity or 
individual who made payment.

4. Type the date the payment was made.

5. Amount paid.

6. Reason for refund request.

7. Signature of person submitting refund 
request and date of submittal.

8. Obtain verification of payment:
- Paid by credit or debit?

- Need credit card or bank statement
- Paid by check?

- Need copy (front and back of 
cancelled check)

Attach verification to the completed 
DFS-AA-4 form

9. If payment was made by an entity, register 
as a vendor on the Myfloridamarketplace site 
(if first time submitting a refund request). 
This step is not required if payment was 
made by an individual.

10. Submit form and documentation to 
PTOTraining@floridarevenue.com

           Questions? 

PTOTraining@floridarevenue.com

Requesting a Refund
Completing the DFS-AA-4

https://vendor.myfloridamarketplace.com/
mailto:PTOTraining@floridarevenue.com
https://floridarevenue.com/property/Documents/courserefund.pdf
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