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Short Description:
This template is designed to facilitate the process of returning products, including generating Return Merchandise Authorizations (RMAs). It helps streamline the return process by capturing essential details such as the reason for return, the date of purchase, and other pertinent information.


[bookmark: _czn8w3yyirle]Product Return Request
Dear {{Customer Name}},

Thank you for reaching out to us regarding your recent purchase. We aim to make your return process as smooth as possible. Please fill out the details below to initiate your product return or exchange:


Customer Information
Name: {{Customer Name}} Email Address: {{Customer Email}}
Phone Number: {{Customer Phone}}



Order Information
Order Number: {{Order Number}}				Purchase Date: {{Purchase Date}}
Product Name: {{Product Name}}				Product Code: {{Product Code}}



Return Details

Reason for Return:
{{Reason for Return}}
(e.g., Defective product, Incorrect item received, Item no longer needed, etc.)

Condition of Product:
{{Condition of Product}}
(e.g., New, Opened, Defective)

Preferred Resolution:
{{Preferred Resolution}}
(e.g., Exchange, Refund, Store Credit)


Additional Comments/Instructions:
{{Additional Comments}}



Please make sure to include a copy of your original receipt and any additional documentation that may assist us in processing your request. After completing this form, kindly send it back to us so we can proceed with your return.

If you have any questions or require further assistance, do not hesitate to contact our customer service team at {{Customer Service Contact}}.

Thank you for choosing {{Company Name}}. We appreciate your patience and understanding.

Best regards,

{{Company Name}} Customer Service Team
{{Company Email}}, {Company Phone}}



Notes:

· Ensure that the item(s) to be returned meet our return policy guidelines.
· Please expect a response within {{Response Time}} from the date of submission.


This template simplifies the return process for both the customer and the company,
ensuring essential details are captured consistently and efficiently.
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