Guidelines for returning goods to Runcorn (NHS Supply Chain)
1. Reports of items for return must be made within 5 working days of receipt of goods to your site (eg: RBH, BGH or Health Centre etc.).  Delays in delivery to your ward/department will need to be taken into account.  The policy of NHS Supply Chain is that no customer error under £10 will be uplifted.
2. Determine the reason for the need to return the item, these could be as follows:

· Customer error (incorrectly ordered by customer)

· Input error (either by customer or Requisition Processing Team)

· Damaged goods (for items damaged in transit from NHS Supply Chain to Trust)

· Mis-picked (incorrect item picked by NHS Supply Chain)

· Mis-picked (incorrect quantity picked by NHS Supply Chain)  

3. Together with the reason for return the following information will also be required:

Requisition Number


Requisition Point

Load Number



Date of Delivery

NPC (Catalogue) Code


Quantity Ordered

Value of goods ordered


Quantity Received
4. E-mail your information to procurementstockhelpdesk@elht.nhs.uk  
5. The team member who deals with your query will confirm the return with NHS-SC and report back to you with a Returns Note Number and a date when the goods will be collected from your Receipts and Distribution point.

6. Once you have received this number please arrange for the goods to be taken to your Receipts and Distribution point prior to the agreed collection date.

7. A recharge will be carried out by NHS Supply Chain once the goods have been received at Runcorn.
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