
      
 
OFFICE USE ONLY    Revised date:20.12.06 

 
LOC No.: A/C No.:  91000 WH: 999  

 
RETURN/EXCHANGE 

AUTHORISATION 
FORM 

 

 

Mono No.: 14781 A ORDER No.: 

 

AUTHORISATION  YOUR DETAILS 
 
 
AUTHORISATION NUMBER 
 
 
INVOICE NUMBER 
 
 
If you need to exchange a garment for another size, you must 
contact  LG Corporate Collection.  New garments should be 
returned within 14 days of receiving your order.  Call our 
Customer Service Team to be issued with an Authorisation 
Number and record it in the space provided above. Please 
record your invoice number and attach a copy to this form. 
 

 1300 780 459 
 

REASON FOR RETURN 
 
Please tick your reason for returning the garment. 

 Size/Style exchange (new item) 

 Faulty item.  Specify: ___________________________ 

 Replacement / lost item 
 

 
 
 

 
 
NAME              ________________________________________ 
 
EMPLOYEE 
NUMBER         ________________________________________ 
 
COUNCIL 
CODE               ________________________________________ 
 
WORK  
ADDRESS         ________________________________________ 
 
 
                        ________________________________________ 
 
 
                        ________________________________________ 
 
TELEPHONE 
NUMBER (BH)   
                        ________________________________________ 
 
 
DATE:              ________________________________________ 
 
 

 

CORPORATE WARDROBE ITEMS 
RETURNING GARMENT INFORMATION REPLACEMENT GARMENT INFORMATION 

STYLE NO COLOUR SIZE DESCRIPTION STYLE NO COLOUR SIZE DESCRIPTION QTY 

Eg. 110166 UAZCHP Charcoal 14 Longline Jacket 110166 UAZCHP Charcoal 16 Longline jacket 1 

        

        

        

         

         

         

         

         

         

         

         

  Any questions? 
f you have any questions relating to the wardrobe, please phone Local Government Corporate Collection 

Corporate Wardrobe Hotline  1300 780 459 



 

RETURN & EXCHANGE INSTRUCTIONS FOR 

Corporate Wardrobe 
 

Garments can be returned for a size exchange or style. 

 
 

Call the Local Government Corporate Collection number within 14 days of receipt of your order to 
receive an authorisation number. You must receive an authorisation number before returning your 
garments. When calling please have your invoice number ready as the customer service require 
this as a quick reference.  

              1300 780 459  
 
 
Complete all details on return / exchange authorisation form. 
 
 
 
 
 
Attach a copy of the delivery docket and return form to the garments for return / exchange. 
Garments must be in the identical condition to which they were delivered. 
 
 
 
 
Please send all forms and returned items to the address below using the address label. 

 

 
 

D O N ’ T  F O R G E T …  
 

Remember to attach a copy of the delivery docket received with your order.  This form should then be pinned to the item you wish to 
exchange.  Please send this form and any item to be returned to address below. 

  -----------------------------------------------------------------------------------------------------------------------------------------------------------  

Local Government 
Corporate Collection 
Reply Paid 69345 
Locked Bag 3003 
Braeside VIC 3195 

 

2 STEP 

1 STEP 

3 STEP 

4 STEP 


