FLAGGED ITEMS – INSPECTION FORM
(If a single order has issues with different products, fill out a separate form for each product)
Order # ________   Item: ______________  Qty: ______  Issue: __________________________________________ 

Clerk:  __________     Date: ______________


        __________________________________________
STEP 1: PHYSICAL REVIEW 

1. Any major physical damage?     YES    /  NO    
***IF YES, take picture for Dropbox***
STEP 2:  INITIAL TESTING

1. Are you testing with original accessories (cord, remote, etc):  
YES    /    NO
2. Did product arrive in wrong setting?   YES /  NO / N/A    **IF YES, EXPLAIN ______________________________
3. Product-specific questions:





       ______________________________
1. IF GOBO:  Was gobo disc burned out at all?      YES    /  NO      **Always take picture for Dropbox**
2. IF WUP or PINSPOT:  Did lights arrive with battery power left?    YES    /  NO     
STEP 3:  EXTENDED TESTING
INSTRUCTIONS: Plug in the items and test for a few minutes to see if they work correctly or not. 
1. Did you find reported problem after several minutes of testing?   YES   / NO     (If “YES”,  skip ahead to STEP 4)
2. If you don’t find the issue right away:
1. IF WUP:  Charge wups in front office. Date/Time Charging Started: __________ ---> Turn in form to Maria
2. EVERYTHING ELSE:   Plug in items in front office. Date/Time Started: __________ ---> Turn in form to Maria

**MARIA:  Set calendar reminder for testing start & end (test for 8 hours). Check lights periodically. Then complete form below.

STEP 4:  NOTES       
1. Did you find the reported problem after all testing completed?     YES    /    NO   
IF YES:  How many items had the problem?  ___________________________________________________

2. Provide detailed notes about testing & results. (How many lights had battery power upon return? What issues were found?)
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
…If additional space needed, continue notes on reverse side of page.
******************************************************************************************************
SUPERVISOR REVIEW   Supervisor Name:  __________________ 
Date Verified: ____________
  

This Form & Product Photos Saved to Dropbox (Product photos required for gobos and major physical damage) 
 

 Updated Order on Rentmaster:
 Write “Inspection Completed” in Notes section. (No need to type up detailed notes). 
 Set order to “Follow Up” status. 
