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Returns at the Time of Delivery

¢ Most items can be returned for credit at the time of delivery with your driver
o This includes mis-picks, damaged items, and produce issues

e Driver will initiate credit process

e Special order items are not eligible for return

¢ Notify IFD of any missing items immediately

Returns After the Initial Delivery

¢ Must meet food safety guidelines

¢ Need to be requested within time requirements

e Send required information (listed below) to your K12 Specialist or Customer Service

e A Return Authorization will be processed and emailed to the site and any others
indicated for that account

e The Return Authorization Slip needs to be printed and sent back with the product. The
driver will take back product with the return slip on any delivery.

Information Needed to Process Return

1. Site account number

Invoice date

Invoice number

Specific product issue (mis-pick, spoiled produce)

Photo of problem

Photo of IFD tag on box

Photo of box

Do you need a replacement before your next delivery day?
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Timelines for Produce Returns

e Please inspect produce and perishables by noon the day after delivery
e |IFD needs pictures of the following for produce issues:

IFD delivery tag

Box to show product brand

Quality concern

Date stamp on the bag or box
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Please see the sample photos below which show the needed information for produce
returns. IFD will let you know if produce needs to be returned for credit or if it can be
destroyed.
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IFD delivery tag and date Produce box with brand and
stamp on product lot numbers

Date stamp and lot code on Photo of quality issue
bag of product
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Other Product Returns - Mis-Picks

e Please inspect groceries and non-foods within 5 days of delivery

e Contact Customer Service or your K12 Specialist for Return Authorization. They will need
product information to process a return.

¢ The information listed on page 1 will be needed to process the return

e Information will also be requested on the mis-pick item. Photos are appreciated.
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A photo like this is very helpful when receiving a mis-pick item. It helps us process
the return accurately, and lets the driver know what to pick up and return.

Summary of Return Authorizations (RA) and Credit Memos (CM)

e Return Authorizations (RA) allow us to track items in the return process and ensure
they are credited to the correct invoice

e A copy of the RA will be emailed to the account in our system. Please contact IFD if
you need to update who should be receiving this information.

¢ Once the product has been returned and inspected for quality, the Credit Memo
(CM) will be processed and emailed to the account in our system. Again, let us know
if additional people should receive this information.
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