Faulty Toners



End user reports faulty toner to procurement:
procurement@leicspart.nhs.uk







Procurement Transactional Team to send user Lexmark “Returns Request Form” for completion








[bookmark: _GoBack]	 	Procurement Transactional Team to save returns forms in:
S Drive  Transactional  Contracts  Lexmark  Supplies Returns Faulty Cartridge
Procurement Transactional Team to scan in form and attach within the Lexmark portal:
Orders Return supplies Attachments  Submit
Lexmark to arrange and send out replacement toner
End user to complete and send back to procurement@leicspart.nhs.uk
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Supplies Returns Request

In the unlikely event that you have a faulty or incorrect consumable supply, please complete the below form fully to allow us to arrange a replacement and to collect the faulty unit.


Once completed, please create a New Request > Return Supplies via the LGS Customer Portal https://portal.lexmark.com

 HYPERLINK "https://portal.lexmark.com/" / submit request for processing

		Account Name

		Leicestershire Partnership NHS Trust 



		Order Number of Faulty Consumable

		 



		Serial Number of device with Faulty Consumable

		



		Is a replacement order required?

		Yes 



		Collection Address



		



		Site Opening Hours

		



		Collection Point

		



		Site Contact Name

		



		Site Contact Email

		



		Site Contact Phone Number

		



		P/N of Toner

		



		Qty of P/N

		



		Reason for return

		



		Error code on printer if applicable
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