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Reimbursement Request Form 

All requests for reimbursement must be submitted to MIF within 14 days of the incident or of the student leaving. 
Reimbursement process and final decision can take up to 45 days.  

 
It is important to keep in mind, in any living environment, a normal amount of wear and tear is to be expected. This wear and 
tear, along with age and obsolescence, leads to a natural loss in value (i.e. depreciation).   

• Any reimbursements approved by MIF for Actual Cash Value (ACV) of the damage or the value of the damaged or 
destroyed item at the time of the loss.  

• Any reimbursements approved by MIF for repair/replacement of the item will be done only if the item has been 
rendered unusable or destroyed item at the time of the loss.   

INSTRUCTIONS 
1. Complete all sections below, sign and submit this form to: office@myinternationalfamily.com, ATTN: Reimbursement 

Request 
2. Photos are required for any damage(s) to be assessed and/or approved for reimbursement. 
3. Written estimate/quote on company letterhead must be submitted for repairs/replacement reimbursement requests. 
4. Complete SECTION III for cash value reimbursement requests. 
5. MIF review the damage to the item using the photos and description provided. 
6. MIF will review the submitted estimate for repair/replacement and seek additional estimates if needed. 

SECTION I 

Host Name: 
Address: 

Phone Number: 
Today’s Date:  

Date damage occurred:  

                                                                                                                                                                                   
                                                                                                                                                                                   
                                                                                                                                                                                   
                                                                                                                                                                                   
                                                                                                           (if unknown, enter an estimated date) 

Describe the item that was broken or damaged. Include brand, year of manufacture, make and model number:  
                                                

Describe the circumstances which led to the item being broken or damaged: 
                                                

SECTION II  Select one (1) option ONLY 

☐ I am requesting the item be repaired‡ 

☐ I am requesting the item be replaced‡ 

☐ I am requesting actual cash value (ACV) for the item*     Amount requested:                                                 

 
‡PLEASE NOTE: If disbursement is approved, MIF will purchase the item for replacement or forward payment to the company 
completing the repairs directly. Disbursement for repairs/replacing will not be directly issued to the host. 
 
*ACV EXAMPLE: The host’s microwave was rendered unusable by the student. The microwave was purchased two years ago and 
was in good condition. A similar microwave is sold in stores today for $200. This microwave has a usual life expectancy of ten 
years, meaning it loses 10% of its value each year. Because the microwave was two years old, it had lost 20% of its value before 
being damaged. Therefore, the ACV (i.e., the value at the time of the loss) of the microwave is $160. 
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SECTION III 

Email photos and estimate/quote, if applicable, for replacement or repair to: office@myinternationalfamily.com   
 
Include all supporting photos, text screenshots from student admitting to damages, or other relating items. 

 
 
 

Host Signature 
 

I. I understand that any request for reimbursement must be submitted to MIF within 14 days of the incident or of the 
student leaving. Reimbursement process and final decisions can take up to 45 days.  

II. I have completed the form in full and have submitted supporting photos 
III. I have submitted estimates on company letterhead to MIF if requesting repairs/replacement of item. 
IV. I understand MIF has the right to deny reimbursement requests for inaccurate or incomplete forms 
V. I understand the terms above and agree that my form is completed accurately and truthfully. 

 

 
 
  

Signature of Host:    

Printed Name of Host:  

Date:  
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Homestay Coordinator:                                                 

Student’s Name:                                                 

Student’s Agent:                                                 

School:                                                 

Process and determination of request:  

☐ Signed Reimbursement request and photo documentation received on                                            (date) 

 
For repair/replacement:  

☐ Repair/replacement of item has been requested:                                            (date) 

☐ Repair/replacement of item has been determined:                                            (date) 

☐ Reimbursement has been approved:                                            (date) 

☐ Reimbursement has been denied:                                            (date) 
 
For ACV: 

☐ ACV of item has been requested:                                            (date) 

☐ ACV has been determined:                                            (date) 

☐ Reimbursement has been approved:                                            (date) 

☐ Reimbursement has been denied:                                            (date) 

Final Notes: 
(include details of final decision or disbursement such as when ACV payment will be issued, repairs will be made, etc.)  
                                                

 
 

 


