Order Return Process

Department Places return request on the
Staples Business Advantage website.

Department sends an additional copy of Staples receives and processes
the return request to Accounts Payable. return request.

I

Driver pickup required?

Accounts Payable

receives copy of return request. @ @

Staples driver will Staples will send email
retrieve the package confirmation and instructions.

from the department

Accounts Payable

receives notification — Staples issues a credit and notifies

from Staples. Accounts Payable.

Accounts Payable initiates
the process of crediting
the department’s OTPS account.

Purchasing processes the
account credit, reducing
the OTPS encumbrance.

Accounts Payable pays summary
invoice (with credit applied).

Effective Date: May 22, 2006

Office of Purchasing
1420 Boylan Hall
718.951.5133
www.brooklyn.cuny.edu/bc/offices/avpbandp/view



