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  ALLIED SUPPLY RETURN PROCEDURE
                                                  ALLIED SUPPLY CONFERENCE FEBRUARY 1, 2008

Returns:  Valuable product that is authorized to be shipped back to Allied Supply for credit.
RETURN FORMS

Return forms must be created for each individual store.  The delete lists for each update are emailed to the Account Managers from the office of Cathy Marra.  Use these delete lists in Excel format to create a vendor specific return form.  Once the delete lists are created, they need to be emailed to both Reilly Murray and Charles Franklin.  Once the return forms are approved, Charles Franklin will provide the forms to the reset teams that will perform the updates.   If the resets are to be performed by Reps working directly for the Account Managers, then the Account Managers will supply the forms to their own people. 
· Return forms created for each individual store.

· Forms are created using the delete lists provided by Cathy Marra’s office.

· Email completed lists to R.Murray@Allied-Supply.Com and C.Franklin@Allied-Supply.Com
· If Allied set teams under Charles Franklin are being used for the set, then Mr. Franklin will provided the lists to his teams.  

· If employees working directly for the Account Managers are performing the sets, then the Managers will provide the lists to their own people.

RETURN PREPERATION


Reset teams will pull product from a set that is listed on the return forms supplied by either Charles Franklin or the Account Manager.  If an additional item needs to be included in the return but does not appear on the return form, the reset employee must seek approval from the Account Manager.  The item description, item UPC and a reason why the item is being pulled from the set but is not on the return form must be annotated onto the return form and sent back to the Account Manager and to Charles Franklin.

Returnable product will be sorted, counted and bagged up according to vendor and by price point.  The price point and counts will be written onto the bags and the return forms.  The bags are then to be placed into boxes with copies of the return forms for the Allied Rep to process.  A copy of the return form will also be sent to the Account Manager.  Once prepared, the physical returns will be placed in a designated area of the store’s back room.  Vendor receivers, the cosmetic department managers and store managers need to be notified of the return and its location.
· Reset teams will pull product according to the lists provided to them.

· The Account Manager should authorize additional items that are pulled.

· Pulled product will be sorted first by Vendor/Brand, and then by price point.

· Separated product will be bagged up and the price points written on the bags.

· Return forms will be completed by the set team and left with the product in boxes for the Rep to process at a later time.  Copies of the forms will be sent to the Account Managers.
· Key store personnel will be notified of the return and it’s location.

RETURN PROCESSING


The Allied Rep. will handle the actual processing of the returns.  The Allied Rep will have a copy of the reset schedule.  The Rep should try to process the return on their first service call following the reset.  If this is not possible, a time needs to be set between the Allied Rep and the vendor receiver to process the return.  The Allied Rep must be present during the scan process of the return.  If extra hours are necessary for this process then they will be approved.  To start the return process, the Rep will present the Return Authorization Contract to the vendor receiver.  The Account Managers will provide these to each Rep.  The Rep will then proceed to obtain an RA number from the Account Manager.  The rep will need the return form from the return box so that the Account Manager will have the data to request an RA.  Once the RA number has been entered into the customers system, the return may be scanned out.
· An Allied Rep. will perform actual processing of the return.  Not reset personnel.

· The Allied Rep will be present during the actual scanning of the return.

· The Allied Rep will obtain an RA number at the start of the scan process.  Due to the Corporate Office hours, RA numbers should be obtained early in the business day.

· Once the return has been scanned for a credit.  The Allied Rep must ensure that the stores scan data matches the reset crew’s return preparation data.  If a discrepancy occurs, the Account Manager must be notified.

· All return information must be called into the Allied Supply Corporate Office.

RETURN REMOVAL


Once the return has been processed, the store credit DSD, the return form and the product needs to be placed back into the boxes.  The boxes need to be packed for shipment.  Brakeage that occurs during shipment is unacceptable.  The boxes need to be taped up and labeled.  The boxes then need to be removed from the store and dropped off at an approved shipping site.  If for any reason the returns cannot be removed from the store by the rep, the Rep needs to notify the Account Manager immediately.

· Once the scan process is complete and the return dollar amounts are reconciled between the store’s data and the reset crew’s data, the merchandise must be packed up into boxes for shipment back to the Allied Supply warehouse.

· The merchandise must be pack in a fashion that will prevent any damage from occurring during shipment.

· The boxes must be sealed so that they will not open during transit.

· Return labels must be placed on each box that is to be sent back to Allied Supply.

· The boxes must be immediately removed from the store and dropped off at an authorized shipping site.  Failure to do so must be reported to the Account Manager before the Rep leaves the store.
