Directions for returning surplus

· Verify amount to ship back to warehouse
· Create adjustment in Tip web. 
· Print copy of the adjustment by clicking on the report icon and tape to outside of Box # 1
· Box up all materials to be returned; if the student book came with CD or other materials return those as well. Please do not use boxes bigger than a copy paper box or boxes falling apart. If boxes are needed please call 6965.
· Label every box with campus initials and box # of --.
· When returning teacher ancillary materials, pack only one complete kit per box and mark outside of box the name of the kit or package.
· E-mail DIRS the location and number of boxes and a work order will be created to have the materials picked up from campus.
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