	Name (required):

	Organisation (required):

	Account number (required):

	Your Invoice/Order Number (please delete as applicable):

	Date Received (required):

	Delivery Address


	Invoice/Cardholders Address (required)

	Telephone (required):

	Email:

	Reason for Return (required):



	Return Postage Charge (if applicable, see Returns Policy):

	Any additional information or alternative/replacement order:



	     [  ]          Please credit my Account

Account No:_________
Sort Code: ___/___/___
     [  ]          Please refund my Credit/Debit Card (only applicable to orders paid for by  card) 



	For Office Use Only

	Opened by & date:

	Condition of item:
	Authorised by:

	Date Processed:
	Credit Note No:

	Refund requested and approved:  [   ]
	Refund form to finance:  [   ]


Book Returns Form
Book Returns & Refunds

Dear Customer,

Thank you for your enquiry regarding returning an item sold by the Directory of Social Change.

In order to help us process the return more efficiently and accurately please complete the attached form, email it to cs@dsc.org.uk and also enclose a copy with your returned item(s). Please return all items to our distribution centre  below.

Our Returns Policy is below for your reference.  All returns will be dealt with in compliance with this policy.
Regards,

The Customer Services Team

Return address:
Central Books Ltd
Freshwater Road

Chadwell Heath
RM8 1RX  
(Mark package  with reference ‘Directory of Social Change – return)

Refund and Exchange Policy
If you would like to return a book to us, please contact DSC for a Book Returns Form.

· If we make a mistake with your order, or you receive a damaged book, return it to us (with the completed authorisation form) and we will replace it and refund the return postage.

· If you are not completely satisfied with your order for any other reason, or change your mind after you have received it, return it to us in saleable condition (with the completed authorisation form) within 14 days and we will either credit your account or refund the full cost of the order to you.  We hope that you will understand that, since we are a voluntary organisation and need to control our costs, our policy is not to refund return postage in these circumstances.
· Books are to be returned in a pristine and saleable condition. Where the package has been opened, photographs detailing the condition of the book from all angles are to be taken and emailed to cs@dsc.org.uk along with the completed book returns form.
· The completed return form and photographs must be emailed to cs@dsc.org.uk before posting, for authorisation.
This does not affect your statutory rights
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