Memo 
            
16/08/2021

Ancillaries returned to Warehouse
Charlie has said that there are several occasions where he is being told by the branches that the fitter “bought it back to the warehouse” and he has no recollection or note that this has happened. Also you need to be able to send any returned items back out at a later date.
With immediate effect I have given Charlie a spreadsheet for stock returns so that any stock materials returned to stock can be booked back in.

When a fitter rings to tell you that he is returning goods to site please inform him if he does NOT get a signed returns note from the warehouse then WE DO NOT CONSIDER IT HAS BEEN RETURNED AND THE FITTER IS RESPONSIBLE.

New procedure for returns:

1. Fitter informs shop he is returning goods and the reason.

2. Shop notifies fitter that he must get a signed copy of the returns note for ALL materials returned to the warehouse.

3. The warehouse emails the returns form to the branch.

4. The branch books a slot out to their branch for the following day and for all ancillaries they book the quantity on the form out as a minus (ie if 20m2 of Luxury PU foam underlay is returned on Tuesday they book out for the next day -22 m2). Remember any carpets returned have to be handled as split deliveries and these need to be entered by the branch before notifying the warehouse.
5. When all goods as per the returns sheet are booked out email the warehouse notifying them of the date they are booked out for. 
6. Warehouse cross checks it to the returns form and if it matches prints the loading list to return the goods to stock. 
7. When the job is re booked all the returned goods can be re picked by the branch as the remaining items to book will have been increased by the amount entered for re selection and the warehouse will prepare them as before.
Remember as of today’s date if the goods are not booked back in then WE DID NOT RECEIVE THEM BACK. If you do not receive the returns form the day the fitter returns them then please advise the warehouse.
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