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	Date of Issue
	25 November 2005


  Tel: 
023 8058 4314
	RMA (Authorisation Number)
	


  Fax: 
023 8055 6902
  Email: returns@keytools.com
  Web:
www.keytools.com







INSTRUCTIONS FOR THE RETURN OF GOODS (Please Read)

1) Fully complete this form (where the arrows indicate), including Invoice/Delivery note number as supplied with the goods, Purchasers Name (if different to yours), Your Details and a clear explanation of the fault.

2) E-MAIL or fax it back to Keytools. We will then issue an RMA Authorisation Number and then E-MAIL or fax it back.

3) GOODS WILL NOT BE ACCEPTED WITHOUT AN AUTHORISATION NUMBER.

4) Ensure the product has all the cables / software etc. (as supplied by us), and is in the original packaging or restocking fee’s may be applied. 

5) Pack the item(s) in OUTER PACKAGING (so the return item’s retail packaging is unmarked) securely and send it with this form, to the return address.

6) Please mark your RMA number clearly on the outside of the parcel.

7) FAULTY ITEMS WILL BE REPAIRED OR REPLACED (provided that they meet their warranty conditions).
(NB. It is your responsibility to ensure that this product is delivered to us, remember proof of posting is not proof of receipt, therefore we recommend you insure your delivery and send by appropriate means)
	Your Invoice/Delivery Note No 
(As supplied by us with your goods)
	
	Date of Purchase 
	

	Purchasers Name (If purchased on your behalf)
	
	ACCOUNT NO  
	

	THIS FORM DOES NOT CONSTITUTE ACCEPTANCE OR ENTER AN AGREEMENT FOR ANY ITEM(s) REQUESTED FOR RETURN UNLESS AN AUTHORISATION NUMBER HAS BEEN ISSUED

	YOUR DETAILS
	RETURN TO ADDRESS

	Name/Contact
	
	PRODUCT SUPPORT DEPARTMENT

	Company Name
	
	KEYTOOLS LTD

	Address
	
	4-5 CARLTON COMMERCE CENTRE

	
	
	DUKES ROAD (OFF EMPRESS ROAD)

	
	
	BEVOIS VALLEY

	
	
	SOUTHAMPTON

	Postcode
	
	SO14 0SQ

	Tel No
	
	023 80584314

	Fax No
	
	023 80556902

	E-mail
	
	returns@keytools.com

	Product Code
	
	Qty
	

	Product Name
	
	
	

	DETAILS OF FAULT (If applicable) Please tick box
	Keytools Sales Contact
	

	Operating System Used
	Win 3.1
	
	W95
	
	W98
	
	2000
	
	NT
	
	ME
	
	WIN XP
	
	Other
	

	Connection type
	SERIAL
	
	AT
	
	PS2
	
	USB
	
	

	Frequency of Fault
	Once
	
	Intermittent
	
	Continuous 
	
	Other
	
	

	Description/Reason for return (Please be as descriptive as possible if faulty i.e. what happens at the time of fault):




	Faulty items that are within the 14 Day return policy will be replaced or repaired unless otherwise stated.


Notes and Declaration
In general, electronic goods are highly reliable. Over 75% of items returned for repair, are not actually faulty – the problem has been with the connected equipment, software or even operator error. Sometimes it is caused by dirt in mechanical connections due to the nature of their use. Trackballs and mice do need regular cleaning to ensure their correct operation. Trackballs are particularly prone to collecting grit and sticky grime from the hands, which will not be covered by any warranty.

We strongly advise that you check any items carefully (and do try cleaning mechanical items too using the manufacturers guidelines) before returning them. This will benefit all parties and save unnecessary carriage costs. We reserve the right to make a charge of £25 where no fault is found, or where damage has been caused by misuse or related reason. Unwanted, unsuitable or poorly packaged items returned to us may be subject to a restocking fee of 20%.
PLEASE CALL US FIRST TO DISCUSS THE PROBLEM – THIS MAY AVOID UNNECESSARY RETURNS AND HELP US REPAIR AND RETURN YOUR EQUIPMENT FASTER. ASK FOR TECHNICAL SUPPORT – WE MAKE NO CHARGE FOR THIS SERVICE.
Declaration:

I have read and understood the above notes and agree to the Keytools terms and conditions. (See back of invoice) 

Print Name: ___________________________________________ Signed: _______________________________________Date: _______________




Return Request








