
What to do with a Damaged Item

Is it
Repairable?

Fill out an Inventory 
Control Form and 

submit to Purchasing 
for disposal

Contact the 
Manufacturer and/or 
Distributor to see if it 
is still under Warranty

Is it under
Warranty?

Is there
money in your budget 
to ship and repair the 

item?

Send an email to the  
VP of Administration 

& Finance to
request funding

Fill out a UPS
Mailing Form

Is the company 
covering shipping 

costs?

Obtain a shipping 
label from the 

company

YES

Package your item
in a shipping box

Bring box and 
paperwork to the 

Mail Center for 
shipping

YES NO

YES NO

NO

NO YES
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