MEMORANDUM

Date:

«Date»
To:

«Company»


«Company_Address»


«City», «State»  «PostalCode»
From:

«Name»
PO#:

«PO»
Re:

Return of Merchandise
RA#:

Return Authorization «RAM»
Enclosed please find «Mdse_being_returned».


____
To be replaced by «Replacement_Mdse» and forwarded to:




Central Michigan University  



Combined Services Building 



Central Receiving



1720 East Campus Drive



Mt. Pleasant, MI  48859 



Referencing Purchase Order Number «PO».


____
Replacement has been received.  Date:  ____________________.

____
There will not be any replacement at this time.


____
Please forward your ( ) credit ( ) refund, less the agreed upon ____% restocking 


charge to: 




Central Michigan University









Accounts Payable, Drawer 1000



 



Mt. Pleasant, MI  48859 



Referencing Purchase Order Number «PO».

Thank you for your assistance in this matter.

c:  
Payable Accounting

     
Purchasing

     
Department’s File
