MEMO 
 PURCHASE RETURN

TO	: 	PROCUREMENT AND VENDOR DEVELOPMENT DEPARTMENT
FROM	:	XXXXXXXXXXXXXX
REF NO	:	PHN/XXX/PURC.RETURN-2013[0XX]
DATE	:	XX/XX/2013
REF        :	TO MAINTAIN PURCHASE RECEIPT DUE TO WRONG PURCHASE ORDER NUMBER IN                                          THE BAAN LN SYSTEM
Dear Sir,
Above matter refers.
Please be informed that the delivery order for  XXXXXXXXXXXX Sdn Bhd had been maintained receipt wrongly for Purchase Order  in BAAN system as per below :
	NO
	INV NO/                 DO NO (REF)
	MAINTAIN RECEIPT
	ACTUAL
	TO BE RETURNED

	
1
	 
Do  No : XXXX
Inv  No : XXXXX
	PO No
	xxxxxxxx
	PO No
	xxxxxxxx
	PO No
	xxxxxxxx

	
	
	Quantity
	xxxxxxxx
	Quantity
	xxxxxxxx
	Quantity
	xxxxxxxx

	
	
	Item
	xxxxxxxx
	Item
	xxxxxxxx
	Item
	xxxxxxxx



	Kindly fill up the below information for our further investigation

	

	
NO
	PROBLEM
	CAUSE
	TEMPORARY C/M
	PERMANENT C/M
	PIC
	DEADLINE

	
	
	
	
	WHY NEED TO ORDER URGENTLY
	(TO OVERCOME PROBLEM IMMEDIATELY)
	(TO ELIMINATE RECURRENCE)
	
	

	 
	 
	
	 
	WHY 1
	 
	 
	 
	 
	
	 
	 
	
	 
	 
	 

	 
	 
	
	 
	WHY 2
	 
	 
	 
	 
	
	 
	 
	
	 
	 
	 

	 
	 
	
	 
	WHY 3
	 
	 
	 
	 
	
	 
	 
	
	 
	 
	 

	 
	 
	
	 
	WHY 4
	 
	 
	 
	 
	
	 
	 
	
	 
	 
	 

	 
	 
	 
	 
	WHY 5
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 






Therefore, we would like you to prepare Purchase Return for the said item. Enclose herewith please find the below attachment for your references:
a. Purchase Order (user  copy)
b. Invoice or Delivery Order Copy 

For further enquiries, please do not hesitate to contact PIC XXXXXXXXXX at ext no : XXXX

Your co-operation on this matter is really appreciated.

Thank you.


Yours sincerely

	Prepared by
	Checked by
	Approved by

	

	
	

	
	Head of Section
	Head of Department



