Following are the procedures to be followed when a check is issued to an MTF.

Other returns companies, such as Capital Returns or One Box Returns, have exclusive agreements with certain manufacturers, and may be providing credit via issuance of a check to Guaranteed Returns customers.  Guaranteed Returns will pursue having the checks returned with the intent of having the funds converted into credit and applied to the respective wholesale credit account.


STANDARD OPERATING PROCEDURES FOR CHECKS RECEIVED BY AN MTF 

· The individual MTF notifies Guaranteed Returns (GRx) that they have received a check.
Point of contact is Ryan Kasper, VP of National Accounts and Government Affairs,
phone 1-800-473-2138  X 134, email rkasper@guaranteedreturns.com
· The MTF will be instructed to return the check to Ryan’s attention at GRx, with the intent of having the funds converted to a credit.
· Prior to returning the check to the manufacturer, or returns company in the case of One Box Returns or Capital Returns, GRx calls the manufacturer/company that issued the check to let them know that a check has been issued in error and needs to be converted to credit.  
The check is then sent to the attention of the respective person that GRx spoke to.

· GRx also generates a letter and sends it to the manufacturer/company that issued the check instructing them that the credit needs to be applied toward the respective MTF’s Prime Vendor account.  The letter contains all the information necessary to have it applied properly.  The letter and check are either overnighted or sent 2-day Air for trackability purposes.
· GRx also sends a copy of the letter and check to the MTF for their records.

· The letter includes:

· Check Number

· Dollar Amount & Issue Date

· Debit/Ref. No. to be indicated on the credit from the PV

· MTF Information

· Prime Vendor & Account Number of where the credit should be issued to

In the past, these credits are normally applied to the proper account within 7-10 business days after the manufacturer/company receives the returned check
