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User Guide:  Farmington RMA Requests and Status Updates
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Purpose: 
To standardize the RMA requests and streamline the follow up process. 
Responsibilities:

Maintained by LT Supervisor and Operations Management. 

Carried out by LT Service Technicians and LT Supervisor.
Rules: 

1. For any RMA requests (Calibration Codes, Lead time, Status Updates, Quick turn arounds, Etc.) please email the “Load-Torque Delivery”<LoadTorqueDelivery@pcb.com>  Outlook Address. Please place “RMA Request and RMA number (if applicable) in the Subject to help streamline it to the correct person. 
2. Service technicians will be responsible for answering requests. 
3. RMA requests must be responded to within 4 hours of request.  If a definitive response is not available within 4 hours an e-mail will be sent with the reason for the delay.  
4. Mailbox will be checked from 7AM- 3:30PM daily.  All requests outside of that window will be answered within 4 hours the next day. 

5. For all URGENT escalations please contact the Operations Manager with the escalation request.  All escalations will be answered within 1 hour. If it is after 4:30PM contact the operations manager by cell phone. 
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