Return Material Authorizations (RMA)



Purpose: Customer Service shall initiate RMA’s through IQMS when directed by the MRB, Quality Manager, VP of Engineering, or Customer / Accounting due to various issues.  
Scope: All RMAs requested from the customer shall be initiated in IQMS through Customer Service. 

1. Open the IQMS Sales/Distribution module

2. Select Returns RMA  [image: image1.png]



3. Select the customer making the request and open a new RMA
4. IQMS will assign the RMA the next sequential number
5. Complete the top and middle section only of the RMA 
6. The following information is needed from the customer to complete the RMA
a. Part Number, and reason for the rejection

b. Purchase order or packing slip # the parts shipped against

c. Enter quantity being rejected and return code from drop down box
d. Enter shipping instructions if parts are to be returned
7. Customer Service forwards the RMA to the President and other applicable departments (including Accounting, Warehouse and Quality) for approval before sending RMA to customer

8. Customer Service or Quality Manager can authorize the customer to return the parts. If parts are not returned, a sample of the defective part(s), (or a photo) must be sent to the Quality Manager so disposition may be determined
9. This sample may be waived if the discrepancy is found internally or by the MRB
10. The RMA is then forwarded to the following departments:
a. RMA with parts being returned.
i. Quality 

1. Issue DMR per ISO 80.7702QA
2. Hold Tags, F80.7702.3 on all inventories if applicable 
ii. Warehouse

1. FOLLOW ISO 80.7503WH
2. Route completed paperwork to Quality Manager. Quality Manager will then route packing slip and RMA to Accounting
iii. VP of Engineering 
1. Informational purposes and approval if needed
iv. Accounting

1. Accounting will receive information through the IQMS DMR Workflow that the RMA has been approved, if not approved accounting will need to contact the President to approve the RMA
2. If RMA is not approved, Accounting will hold the RMA until further notice and review again monthly during Month End 
3. Accounting will receive information through the IQMS DMR Workflow that the rejected parts / assemblies have been returned to Metro Plastics and the MRB has dispositioned the parts.

4. The Quality Manager will send a hard copy of the RMA and packing slip to Accounting once the product is received and verified.
5. Accounting will confirm the pricing and quantities on the RMA compared to the number of parts that were returned. 

6. Accounting will issue the credit and close the RMA.

b. RMA without parts being returned.
i. Quality 

a. Issue DMR per ISO 80.7702QA
b. Hold Tags on all inventories if applicable
ii. VP of Engineering
1. Informational purposes and approval if needed
iii. Accounting 

1. Accounting will receive information through the IQMS DMR Workflow that the RMA has been approved, if not approved accounting will need to contact the President to approve the RMA. 

2. If RMA is not approved, Accounting will hold the RMA until further notice and review again monthly during Month End. 

3. Accounting will receive information through the IQMS DMR Workflow that the rejected parts / assemblies will not be returned to Metro Plastics and the MRB has dispositioned the parts.

4. Accounting will confirm the pricing and quantities on the RMA.
5. Accounting will issue the credit and close the RMA. 

11. RMA is not historical record in IQMS
Reference Material:

Work Instruction
80.7702QA
Discrepant Material Report

80.7703WH
Receiving 

  80.7751CS
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