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	MM011 - UCT Goods Return Note

	A. Instructions
	

	1. This form should be used when goods are being returned which have been previously signed for as received by your department and where the vendor does not supply such a form.  In the event of a dispute, the signature of the vendor’s representative receiving the goods will be proof that the goods were returned and without this signature UCT is liable for payment. The delivery may be as a result of a regular purchase order or a Purchasing Card order.

2. Three copies should be distributed as follows: 

a. File original with the purchase order 

b. Copy to vendor 

c. Copy to Creditors (n/a to Purchasing Card orders)
3. Use separate forms for different orders and/or invoice/delivery notes
	

	B.  UCT Details
	
	

	Returned by:

	Department:

	Contact no:


	Purchase Order number:

	OR Purchasing Card Order Ref:


	Purchasing Card Order date:

	Cardholder Name:


	C. Vendor Details
	
	
	

	Vendor name: 

	
	Contact no:


	Invoice / Delivery note:

	

	D. Item Details
	
	
	

	Item Description (or refer to specific document and item numbers)
	Quantity
	Unit Value
	Inv. Value

	 
	 
	 
	 

	
	
	
	

	
	
	
	

	
	
	
	

	Reason for return:   Incorrect goods
	
	      Poor quality
	
	      Damaged
	
	      Other
	

	Comments: 
	

	
	

	
	

	
	

	E. Instructions to vendor:

	
	Return for Credit (consider order complete)
	
	

	
	Return for replacement (n/a to Purchasing Card orders)
	
	

	F.  Acknowledgement of receipt
	
	

	Received by:

	Signature:

	Date:


	                       (Print name)
	
	
	


23 January 2003
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