[image: image1.png]SLTS



[image: image2.png]



[image: image3.jpg]




Briefing Note : Customer receipt of orders placed on their behalf by Swansea Learning Technology Support (SLTS)

Customers will be aware that in most instances where SLTS procures on their behalf (upon receipt of an official order), deliveries are made direct to the establishment concerned.

There have been instances recently where customers have disputed the accuracy of a delivery with either SLTS or the supplier directly, i.e. it is possible the establishment might have received the wrong quantity of an item, or even the wrong item altogether, than what was originally ordered.
To enable SLTS to deal with those discrepancies effectively, we would request that customers act in accordance with the following:
· Check the actual delivery against the delivery note attached to the item(s) immediately

· If a discrepancy of any kind is discovered with the delivery received, you must not open the item packaging and notify SLTS (Procurement section) immediately, using the contact information below :

Telephone: 01792 637468
Fax: 01792 637474

E-mail: SLTS.Procurement@swansea-edunet.gov.uk
Please be aware that SLTS has a 72 hour period (specified in suppliers’ standard terms and conditions) from receipt of the order to notify the appropriate supplier of any discrepancy – after that period has elapsed suppliers are not obliged to take any action, which means that customers will be left with the following options :

· pay a ‘re-stocking charge’ to enable the goods to be returned (plus any carriage charge)
· accept the goods and pay the invoice relating to that delivery
We realise this is not an ideal situation for customers but we feel it prudent to inform you as the above is now standard practice operated by many suppliers.
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SLTS (Service Desk, Admin&Procurement staff)
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Central Education Units
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Robert Price, Technical Services Manager, SLTS

Kieran Costello, ILT Co-ordinator, Education Directorate
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