University of Wisconsin – Madison

RETURN MATERIAL AUTHORIZATION


	Send correspondence or Inquires to:

Telephone: 


Name:

Address:


City, State, Zip:



	DATE              RMA No:       
PURCHASE ORDER NUMBER:       
RELEASE NO.:       
Show RMA/Original Purchase Order and Release numbers on all shipments and correspondence.  Invoices submitted without the RMA/Purchase Order and Release numbers will be returned without processing

	Return Materials to This Vendor:

Vendor Return Authorization Number:      
Vendor Name:      
Address:      
     
City, State, Zip:      
Phone No.      
Fax No.      
	Send Replacements and Repaired Material to:

               University of Wisconsin Madison

SHIP TO: ATTN:       
     
     
     


	DESCRIPTION OF Material to Be Returned or Serviced (Include Serial Number and UW Inventory Number Where Applicable).

	QUANTITY
	DESCRIPTION
	VALUE  FOR INSURANCE 

	     
     
	     
     

	$     
$     

	REASON FOR RETURN:       

	Return for:

 FORMCHECKBOX 
 Credit 

 FORMCHECKBOX 
 Exchange

 FORMCHECKBOX 
 Repair –Furnish estimate before proceeding with Repair:  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No


	If for Credit, issue Credit Memo in the amount at right.

If Repair, call      at 608-26      with cost of repair.
	Credit Memo Amount

$     

	Person (vendor) Authorizing Return:

     
	Vendor Authorization Number (if applicable):
     

	Vendor Providing Authorization if Different From Vendor Materials are Returned to:
     


	Goods Shipped Via:
     
	 FORMCHECKBOX 
 Collect                              FORMCHECKBOX 
 Prepay

	Material Picked Up By (Vendor Representative)

(signature)
	on Date 


Instructions for Vendor:   Deliver between 8 a.m. and 3 p.m.  No Saturday, Sunday, or holiday deliveries.

 
SEND ORIGINAL INVOICE
University of Wisconsin-Madison


AND 2 COPIES TO:
Accounts Payable


   Reference (RMA/Purchase Order Number.)
Suite 5301



21 N Park Street.


Madison, WI  53715-1218
Instructions for Department Shipping Material:  Original copy of this form must be enclosed with shipment of materials to vendor.  Risk Management will insure for all amounts over $50,000.00 if a copy of this form is sent to them.  If the value of the shipment exceeds $100,000.00 Risk Management MUST receive this form before goods leave campus.  One exception:  When any UW item leaves the continental United States (no matter what dollar amount), Risk Management needs all information before the shipment leaves the country.
	FOR UNIVERSITY OF WISCONSIN-MADISON DEPARTMENT USE ONLY.         UDDS#         
RMA Complete_________________________    (Date/Signature)________________




RMA rev 11-06

