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Pickup Shipping and Returns Tracker
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Record fulfilment steps without placing payment data or sensitive customer information in this document. Keep order numbers and approved business contact details only.
Order tracker
	Order
	Method
	Ready or ship date
	Status
	Customer notified
	Notes

	
	Pickup
	
	Received
	☐
	

	
	Shipping
	
	Preparing
	☐
	

	
	
	
	
	☐
	

	
	
	
	
	☐
	

	
	
	
	
	☐
	

	
	
	
	
	☐
	

	
	
	
	
	☐
	

	
	
	
	
	☐
	




Daily close
	Check
	Complete
	Notes

	Pickup orders placed in the correct holding area
	☐
	

	Shipping labels checked against order numbers
	☐
	

	Customer notifications sent
	☐
	

	Delayed or unavailable items escalated
	☐
	




Return and exchange log
	Order
	Request date
	Reason category
	Resolution
	Completed
	Notes

	
	
	Fit
	Exchange
	☐
	

	
	
	
	
	☐
	

	
	
	
	
	☐
	

	
	
	
	
	☐
	

	
	
	
	
	☐
	

	
	
	
	
	☐
	


Policy or process improvement notes
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