NEW ARRIVALS PROBLEM

	Vendor: ________________________________________
	Date: ____________________

	Purchase Order Date: ______________________________
	Staff Member: ______________




A) _______ (quantity) of ______________________________________ 	(item #)
     _______________________________________________________	(description)
 is/are defective or broken
 was/were not ordered (subbed for ___________?)
 is ______ more than we ordered
 was/were not received, but show as shipped
 other ____________________________________________

B) _______ (quantity) of ______________________________________ 	(item #)
     _______________________________________________________	(description)
 is/are defective or broken
[bookmark: _GoBack] was/were not ordered (subbed for ___________?)
 is ______ more than we ordered
 was/were not received, but show as shipped
 other ____________________________________________


Please staple the top copy to the purchase order, and attach 
the second copy to the incorrect or defective merchandise.
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