	REGENCY JEWELERS
1540 Altamont Ave #2920  ·  Schenectady, NY 12303  ·  (518) 393-4620
	MERCHANDISE RETURN
AUTHORIZATION FORM



	Return Authorization #      ___________________________
	Date of Return Request

	Date Merchandise Received Back




	SECTION 1 — CUSTOMER INFORMATION



	Full Name

	Phone Number

	Date of Purchase



	Street Address

	Apt / Unit



	City

	State

	ZIP Code



	Email Address

	Preferred Contact Method     □ Phone    □ Email    □ Text




	SECTION 2 — ORIGINAL PURCHASE INFORMATION



	Receipt / Invoice Number

	Original Purchase Price ($)

	Payment Method Used



	Sales Associate (if known)

	Purchased In-Store    □ Yes    □ Online

	Gift Receipt?    □ Yes    □ No




	SECTION 3 — MERCHANDISE DESCRIPTION



	#
	Item Description
	Metal / Material
	Stone / Gem
	SKU / Item #
	Unit Price ($)
	Condition Returned

	1
	
	
	
	
	
	□ Original/Unworn
□ Worn / Used
□ Damaged / Defective

	2
	
	
	
	
	
	□ Original/Unworn
□ Worn / Used
□ Damaged / Defective

	3
	
	
	
	
	
	□ Original/Unworn
□ Worn / Used
□ Damaged / Defective

	4
	
	
	
	
	
	□ Original/Unworn
□ Worn / Used
□ Damaged / Defective

	Total Items Returned:  ________
	TOTAL: $
	



	SECTION 4 — REASON FOR RETURN



	□  Defective / manufacturing defect
□  Wrong item received
□  Item not as described
□  Sizing issue (too large / too small)
	□  Allergic reaction to metal
□  Received as gift — unwanted
□  Changed mind / buyer's remorse
□  Stone quality / color not as expected
	□  Clasp / finding failure
□  Stone loose or missing on receipt
□  Finish not as expected
□  Other (describe below)



	Additional Description of Issue / Comments







	SECTION 5 — RESOLUTION REQUESTED BY CUSTOMER



	□  Full refund to original payment method
□  Store credit / gift card
	□  Exchange for same item
□  Exchange for different item
	□  Repair / remedy defect (no return)
□  Resize only (no return)



	SECTION 6 — FOR STORE USE ONLY



	Processed By (Staff Name)

	Date Processed

	Manager Approval (if required)




	Return Eligibility Check
□  Within 30-day return window
□  Original receipt / invoice presented
□  Item in original / resaleable condition
□  Tags / packaging intact
□  No signs of wear, alteration, or damage beyond claim
□  Custom / special-order item  —  see policy note
	Resolution Approved By Store
□  Full refund issued  —  Amount: $__________
□  Store credit issued  —  Amount: $__________
□  Exchange processed  —  New item: __________
□  Repair authorized  —  See repair ticket #________
□  Return denied  —  Reason: __________________



	Refund / Credit Transaction #

	Exchange Item SKU / Description

	Repair Ticket # (if applicable)




	Internal Notes (staff use only)





	SECTION 7 — ACKNOWLEDGMENT & SIGNATURES



	Return Policy Summary
Items may be returned within 30 days of purchase in original, unworn condition with original receipt. Custom-designed, special-order, resized, or engraved items are final sale and not eligible for return or exchange. Earrings are final sale for hygiene reasons. Refunds are issued to the original payment method; cash purchases over $100 are refunded by check within 5–10 business days. Store credit has no expiration date. Regency Jewelers reserves the right to refuse returns that do not meet these criteria.



	Customer Signature
I confirm the information above is accurate and that I have read and understood the return policy.

Signature                                                 Date
	Store Representative Signature
Authorized by Regency Jewelers staff member processing this return authorization.

Signature                                                 Date



	■  COPY 1: Customer Copy          ■  COPY 2: Store File Copy          ■  COPY 3: Accounting / Records


Regency Jewelers  ·  shopregencyjewelers.com  ·  repairs@regencyjewelersonline.com          FOR STORE USE ONLY — Keep one copy, give one copy to customer
