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PURPOSE

The purpose of this SOP is to outline the procedures for items being returned to the
vendor. Merchandise returns can be a complex procedure involving the nuances of
contract law and a large number of variables. This SOP is published in an attempt to
establish simple procedures for an, at times, complex process. If you have any questions
or difficulty returning goods, contact the purchasing department. Do not return any
goods without going through the purchasing department. An audit trail of the
complete transaction must be maintained to protect the public’s interests.

SCOPE

This procedure applies to all items being returned that were received by a school or
department by means of a purchase requisition or sales order.

GENERAL

Occasionally goods received must be returned to the vendor or school district inventory.
Goods are returned generally because they were damaged in shipment or the items
received were not the quality that was expected. Most items damaged in shipment will be
returned by the District receiving staff before the ultimate consignee (school or
department) ever sees them. However, in the event you received damaged goods, contact
Shipping and Receiving (S&R) immediately and report the damage. RETAIN THE
SHIPPING CARTON. If the goods were purchased FOB origin and shipped by other
means than parcel post, a claim against the carrier will have to be initiated by S&R. The
shipping carton will be needed as evidence to support the claim. Goods shipped FOB
origin via parcel post are problematic in that, unless the vendor insures the shipment, the
shipment cannot be traced and damages against the post office cannot be recovered.
Sometimes the vendor will make good on a damaged parcel post shipment. However, in
that the FOB origin shipping term means that title to the goods changes to the school
district when the goods are consigned, there is no legal requirement that the vendor
reimburse the District for damage during shipment. Consequently, we should place
orders only with reputable vendors that have a record of good customer service and have
a customer satisfaction clause in their catalogs.

There are two return scenarios: returns of items ordered by means of a purchase
requisition and returns of items ordered by means of a sales order:
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*Under the first scenario (purchase requisition), schools must negotiate the return
with the appropriate vendor. Most of our vendors have a 30 day return policy.
Consequently, it is important that return transactions be processed expeditiously.
Goods returned generally must be in a resalable condition, that is, free from
damage by the school district, free from school markings, and repackaged in
original container

*Under the second scenario (sales order), the schools must coordinate the return
with shipping and receiving (stock item) or the appropriate buyer at purchasing
(special order item).

All returns will be initiated by means of a Merchandise Return Form that includes the
necessary information for the purchasing department to process the transaction.

PROCEDURES

Items ordered by purchase requisition. Most vendors have a return policy included on
the terms page of their catalog. Hopefully, you read the vendor’s return policy before you
submitted the initial purchase requisition to the purchasing department. If the vendor
does not have a clear return or customer satisfaction policy published in a catalog, we
should not do business with him. Most businesses require that you contact their customer
service department and get approval for the return before the goods are returned.
Generally a “return authorization number” is provided to help identify the return
shipment.

a. Contact the vendor to get permission to return the
goods.
b. Once you have approval to return the goods, repack the

goods in the original container.

C. Complete a “Merchandise Return Form” (Enclosure 1).
Provide complete information to include the return
authorization number, the name of the individual that
gave you permission to return the goods, the restocking
fee (if any), your original PO or requisition number,
and the reason for the return.

d. If the vendor will provide a replacement item, add this
information to the “Merchandise Return Form.”
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e. Attach the Return Form to the container and contact S&R

to arrange movement of the goods to the warehouse.
Schools and departments are not permitted to ship goods
directly back to a vendor. S&R will arrange for the
actual shipping.

Send a copy of the Return Form to Purchasing. The
purchasing department will prepare a “Debit Memorandum”
to document the return. The “Debit Memorandum” will
also release the cost of the goods less shipping and
restocking fees back to the account that was charged
for the initial purchase.

Items ordered by Sales Order.

Stock Item:

a. Prepare a Merchandise Return Form (Enclosure 1).
Itemize the goods and quantities to be returned
and the original sales order number.

b. Attach the Merchandise Return Form to the goods
being returned. If the return is a result of
defective goods please describe the nature of the
defect on the form.

C. Place the goods with your outgoing mail for pick-
up by the mail driver. The warehouse will process
a credit memo to the account specified on the
Return Form.

Special Order Item. Returns are accomplished in the
same manner as scenario 1, except that the appropriate
buyer at the purchasing department will negotiate the
return with the vendor.

a. Complete a Merchandise Return From (Enclosure 1)
and submit the form to the purchasing department
as outlined above (“Items ordered by purchase
requisition”). The buyer responsible for the
item’s will negotiate the return with the vendor.
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b. You will be required to hold the item at your
school pending successful negotiations with the
vendor.
c. After the vendor has agreed to take the item(s)

back you will be advised to ship the item(s) to
S&R. S&R will process a credit memorandum as
above to release the funds back to your account.




Shipping & Receiving
Shipping/Merchandise Return

Request Form

Date: School/Department:

Name: Email: ext.

P i i i
1. Type of return, choose one (1):
|:| Return; Description of item(s)/materials/equipment:
Qty(#) Cartons/containers: ______
Repair; Description of item(s)/materials/equipment,
Qty(#) Cartons/containers: _____
Is this under warranty? \/es|:| No D if yes, approximate date of purchase:
D if Work Order through FMD or NWS Department, WO#:
|:| Other - explain:
2. Reason:

3. Purchase Payment Method:

|:| Requisition/PO #: line #(s)

D P-Card (must attach copy of receipt)

|:| Other - explain:

4. Vendor/Business Name:

Return Authorization (RA or RMA #), if needed:

Vendor Contact Person:

Vendor Address (Ship to):
City/State . zip code:

5. Vendor will (select all that apply):

|:| Credit

|:| Exchange (for the correct item/size) |:| Send Replacement(s) (for defective/damaged)

|:| Send replacement/repaired item(s) |:| back to school/department |:| to Shipping & Receiving

|:| Pay for shipping - list courier & vendor account# or attach shipping label

6. Preferred method of shipping:
|:| USPS Priority Mail[l USPS Express Mail - reason:
|:| UPS Ground |:| UPS 2nd day - reason:
|:| Trucking/Freight Company (for pallet freight, S&R will choose)

7. Shipping options (if option needed is not listed below, please list on back of form.

Insurance - how much $
|:| Contain hazardous materials - list lithium batteries? |:| yes|:| no
D Need tracking # - list email to send to:

S&R Only - Approval signature Date shipped:
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