1. Managers create return forms for each vendor.

· Use delete list received form Cathy

2. Manager sends all return forms to Charles Franklin

· He will  review and send to reset teams

3. Reset teams will pull product that is on the return forms only.

· Any additional items must be approved by Manager

· They will bag up returns by vendor and price point.

· They will write the count on each bag and the return form

· They will place a copy of the return form in box for the rep

· They will send copy of return form to manager

· They will take returns to Non Foods Manager to place in back room to wait on rep to process.

4. Reps will have reset schedule.

· They must review schedule and when they visit the store they must process returns

· Check with Non Foods Manager for location of return.

· Take return forms from box. 

· Call Office for an RA

· Rep will have vendor and count before calling office for an RA.

· Once the rep has the RA take returns to receiver.

· Process returns with receiver.

· Once receiver has scanned return

· Take store document along with our return form and place in box

· Make sure return is packed so that it can be shipped without breakage.

· Tape box tightly

· Take return with you and drop off  .

