arizona western college

returned merchandise form
PO#: 

Vendor: 

Phone: 

Dept: 

Dept. Contact: 

Ext. No: 

1.
Call the Vendor and record the date, time and contact person:


Date: 

Time: 

Vendor Contact: 

2.
Inform Vendor that you are returning the defective or incorrect item and either:


a.
You want the correct item as it reads on the purchase order


b.
You want a substitute or different item


c.
You want to return the item without substitution

3.
If the item was defective or shipped in error, get a call tag so that vendor pays shipping costs.

4.
Request a Return Merchandise Authorization (RMA) number from the Vendor and the name and address to ship back the defective/incorrect item:


RMA#: 


Name: 


Address: 


City, State, Zip 

5.
If the item was ordered incorrectly by the College and is being returned 30 days after receipt, the Vendor will probably charge a restocking fee and invoice the charge.

restocking fee: $ 

6.
If the vendor is sending you a substitute or a different item, get a detailed description and price of the new item and send in writing to Purchasing.

Price: $

Description and Part #: 

7.
If the item has a property tag on it, remove the tag and send the tag to the Property Control Dept. along with a copy of this form.

8.
Pack the item for shipping and tape a copy of this filled out form to the outside of the box.
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