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 RETURN POLICY AND PROCEDURES

What do you do if you have merchandise to return?  

Please, use these guidelines to assist you in handling a return request.

· Returnable items include any products sold by Office Depot.
· Merchandise should be returned within 30 days of the original purchase.

· Returns may be requested via the Internet through the LexisNexis membership portal. 
· Go to www.lexisnexis.com/purchasingprogram login and return to the Office Depot portal. 

· Type your OD user id and password. 

· Click on order tracking

· Click on order number that contained item you are returning.

· Click submit return  


· Enter quantity, reason and continue 

· Verify return request, print, and click submit return

· Place a copy of the return request with the item you are returning in your designated return area.

· Items should be in their original packaging.

· Returns may be requested via phone, Customer Service Phone Number – (888) 777-4044
· To ensure accurate credit and pick up coordination, please be prepared to provide the following information.

1. Account number

2. Original order number 

3. Item number of product being returned

4. Reason for the return

5. Your name and how a Customer Service Representative or the driver may contact you.

· This information may be located on your packing slip, within your account history on the Internet or by calling the Customer Service Department. 

EXCEPTIONS:
1. Items not in the original packaging.  (Please, contact the Customer Service Department if you have any concerns).

2. Custom or imprinted items (unless produced incorrectly or delivered defective). 

3. Special order items (unless received in error from the manufacturer).

4. Dated items must be returned within 30 days of purchase.

Once your return request is processed, your Customer Service Representative will provide you with a RETURN AUTHORIZATION NUMBER and inform you of the process, which will take place to pick up the item and deliver a new item or process the credit due.
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