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Client Return/Exchange/Refund Item/Cancel Receipt Form

Outlet: __________________________

Date/Time: ______________________

Key Responsibilities:
1. All supervisors are obligated to record the client’s phone and signature on the issued receipt and fill in the form when attaching the receipt.
2. According to the company policy, all authorities who are in charge must sign this form separately.

	Old Receipt No
	Total Amount
	New Receipt No
	Total Amount

	
	
	
	

	Reason Details

	



	Signature By:

	
Supervisor






Date & Time:








	
Customer & Contact Number






Date & Time:
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