Return Form

Instructions:

1. Use this form for item(s) received that are damaged, defective or incorrect.

2. Complete the information below, place this form and a copy of the packing slip inside the package and return to Purchasing.  If defective or damaged items are returned, be specific as possible when indicating reason for return.  Indicate what is defective or damaged about the item – such as “CD player will not play CD’s, audio does not work, lights do not work on board, etc.”. 
3. Do not contact the vendor, Purchasing will follow up with the vendor and resolve the issue.

4. If the item is incorrect due to the wrong item ordered by the end user, you will need to submit a new order for the correct item.  A new order is not required when the error is on the vendor’s behalf.
School/Dept Name:___________________________
Contact Name:_______________  Contact Phone Number:___________
PO #_________

Date of PO __________
Vendor:___________
Reason for Return (Check One):

___Damaged/Defective (Provide specific information in box below)  
	Item #
	Description
	Reason for Return

Complete for Damaged/Defective Items

(Be Specific)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


___Incorrect Item Ordered    (Item #___________________)
       (Submit new requisition for correct item; school/dept. is responsible for                               

         return freight charges, vendor may charge re-stocking fee)

___Incorrect Item Received

        (Item # Ordered_______________    Item # Rec’d___________)

___Incorrect Quantity Received
(Item #_____________________)
        (Quantity Ordered__________
Quantity Received________ )

School/Dept. Signature_______________________
Date_______________
