
RETURN FORM PROCEDURES 

 

The Return Form addresses the issue of misloaded and unidentified cartons 
found on the inbound loaded trailers. 

 The following clarifies the exceptions:   

 Cartons without a ship to store shipping label - the cartons have a 
shipping address of Saint Laurent, QC. 

 Unlabeled cartons - cartons without any label.   

 Misloaded cartons - the cartons have a shipping label; however, they are 
not intended for your delivery area. They should have been shipped to 
another carrier. 

 The Return Form (See Exhibit H for an example) must be completed and    
e-mailed within 24 hours of the inbound trailer being processed.  Any cartons 
received for stores outside of your delivery area, without labels, or with only a 
Saint Laurent label are to be listed as “misloads” on the OS&D Report, as well 
as being listed on the Return Form.   

 Routing instructions for the cartons are as follows: 

 Section A – Cartons without a store address label.  See Exhibit I for an 
example.  The cartons have a barcode label that shows the ship to 
address as Saint Laurent, QC.   

 Step 1.  Complete the Return Form with the 20-digit carton number 
and e-mail to the addresses listed on the Return Form.  Montreal 
will fax you a copy of the shipping label. 

 Step 2.  Upon receipt of the shipping label, attach it to the carton. 

 If the store is located outside your delivery area, ship via 
Purolator using the designated account number that we have 
provided for you. 

 If the store is located within your delivery area, the carton is to 
deliver with the next delivery for that store. 

When shipping Purolator ground, all other labels should be blacked out or 
covered prior to shipment. The PVH barcode on the original shipping label must 
remain intact.  

 

 Section B – Cartons without any label.  See Exhibit J for an example. 



 Step 1.  Complete the Return Form with the Purolator tracking 
number. 

 Step 2.  Place the yellow Return Label (supplied by Montreal) on 
the carton and ship to the Montreal Distribution Center within 24 
hours.  

 Section C – Misloaded cartons – Forward to the store.  See Exhibit K 
for an example. 

 Step 1.  Complete the Return Form with the 20-digit carton ID 
number, date, and the Purolator Tracking Number.   

 Step 2.  Ship to the store address on the label.  

When shipping Purolator, all other labels should be blacked out or covered prior 
to shipment.  The PVH barcode on the original shipping label must remain intact. 
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