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EMEA Return Instructions 



This guide will provide you all the information required to properly 
prepare your shipment to be sent to our Cisco warehouse.

Click below to start

EMEA Return Instructions Guide



Cisco advises you to follow the step by step guide by using the buttons on the 
bottom left or right, however if you want to re-read any specific topics you can 
use the index (     ). If you would like to see a small instruction video on how to 
navigate through the guide please see below.

*Please use the buttons to navigate through this guide
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Country - documentation
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Please select the country you are shipping from:



Documentation EU



• Packing list

Documentation - EU



Packing list

The packing list requires the following information: Attached template:

1. Ship to address and contact person

2. Ship from address and contact person

3. Part number

4. Quantity

5. Dimensions, weight and total packages/pallets

6. Serial number (Optional)



Packing list - Part number

• Cisco part numbers can also be found in the Cisco Commerce Workspace (CCW) (Please click here for instructions 
how to use (CCW).



• Cisco does not accept RMA returns of used, spent, defective batteries or opened chemical preparations. 

• For products with removable batteries, the battery should be removed from the battery compartment prior to 
returning the RMA product. The removed battery should be disposed of according to the hazardous waste handling 
regulations in your area. Check your local waste handling regulations for proper disposal. 

• Batteries or chemical preparations in an unopened, original package may be returned via RMA. If a battery-handling 
label (see example below) is found on the product packaging, the shipper must prepare shipping documents 
according to the local freight forwarder and carrier’s instruction regarding dangerous goods transportation. If the 
original packaging does not bear any battery-handling label, the package may be returned with the normal shipping 
process. If the shipper has a question regarding the contents of a product, please contact Cisco at 
environment@cisco.com for further information. You should have the original sales order number and RMA number 
in hand when you contact us. 

Batteries & Chemical Preparations 



It is best to use the original Cisco box and packaging in which your equipment was delivered.
If the original box is missing or damaged, any box that is of suitable size and in good condition can be used.

Please never use a damaged box!

Below you see some good and bad examples:

Packaging – Step 1: The box



Please make sure that the equipment is firmly packed within the box by using packaging foam or bubble wrap to ensure 
restriction in movement during transport. The preferred method for returning items is each in its individual box and 
wrapping. If you ship multiple items within the same box, be sure each part is protected in its own static bag and 
separated with packing foam or bubble wrap.

Below you see good and bad examples:

Packaging – Step 2: Packing the equipment



Once the equipment has been placed in the box it is now time to seal it. 

Please do not use masking or Scotch tape to secure or seal packaging but use appropriate transparent packaging tape.
When you have the correct packaging tape please make sure the box is securely sealed.

Below you see some good and bad examples:

Packaging – Step 3: Sealing the box



Please be aware that all packing material that is being used to send back the equipment (for example pallets, wooden 
boxes, etc.) are considered to be no longer required by the shipper.

For large quantities, chassis or other large units, it is very important that the equipment is covered and securely 
strapped to a pallet. This is required since an unstrapped or loosely strapped item can easily tip during transit, causing 
expensive damage, repair costs and is a risk to the health and safety of the driver. 

Packaging – Step 4: Securing your 
shipment to a pallet



Regardless if you are shipping a large chassis or a small item, it is very important that the RMA number is marked on 
every box being returned and has to be listed on the waybill. 

Make sure the box/pallet has an address label with the shipping and receiving addresses (Cisco Return Address) listed.

You can find the return address by clicking on this link: Cisco’s Authorized Return Locations webpage

Please be aware that mislabeled or unlabeled RMAs will have a delay in the receiving and crediting process 
and can result in credit not being issued.

Packaging – Step 5: Labeling

http://www.cisco.com/web/ordering/cs_info/or3/o32/Return_a_Product/WebReturns/authorized.html


When the carrier collects the goods the driver will ask our customer to 
sign the (air)waybill. Please always keep a signed copy of the 
(air)waybill as it proves that the goods have been collected from your 
premises.

Please never hand over a shipment without receiving a signed copy of 
the (air)waybill.

(Air)waybill



Documentation Non-EU



• Packing list

• Commercial invoice

Documentation - Non-EU



The commercial invoice needs to have the following requirements: Attached Template:

• Shippers name, address, e-mail and phone number.

• Ship to address:

Cisco International Limited
c/o Teleplan Communications B.V.
Werner von Siemenstraat 1, (Hal D3)
2712PN, Zoetermeer
The Netherlands

• RMA number 

• Cisco part numbers, as listed on the RMA with quantities. 

• Description for each item. 
If a part is an internal or intangible part, it’s not required to be added to the commercial invoice.

• Values,  make sure that there are values on each item per line and total value with currency mentioned. For 
example USD or EUR. (you can find the values in CCW)

• Country of Origins  for each part. The country of origins can be found physically on the parts. 

• Delivery terms, Cisco accept incoterms DAP and DDP. Failing to use the correct Inco terms, cargo will be 
refused at our warehouse and Shipper will be charged for all costs involved. 

Commercial invoice (CI)



The country of origin (COO) is not the country you are exporting the goods from but the country where the goods are 
manufactured. The country of origin can be determined by three different techniques. We will describe the two different 
techniques in this and the next slides:

▪ Physically inspecting the goods
On all the Cisco equipment there is a sticker that 
provides the details on what the COO is for that part.
See the example: this sticker is 
located on the back of the equipment.

Commercial invoice - Country of Origin 
(COO)



▪ Inspecting the Cisco label
For new products the COO can be located on the Cisco label.

Commercial invoice - Country of Origin 
(COO)



Values can be found by looking up the RMA number in the Cisco Commerce Workspace (CCW) (Please click here for 
instructions how to use CCW).  Please note that the total value is shown for the total quantity. 

• If a part has zero value and it’s an internal part it’s not required to be included on the commercial invoice.

• It is required that for each item a value is mentioned. 

• Currency is required on the invoice, f.e. USD.

Commercial invoice – Value(s)



For customs clearance purposes it is required that the correct Cisco part numbers are listed on the invoice.

• Cisco part numbers can also be found in the Cisco Commerce Workspace (CCW).

Commercial invoice - Part number



Packing list

The packing list requires the following information: Attached template:

1. Ship to address and contact person

2. Ship from address and contact person

3. Part number

4. Quantity

5. Dimensions, weight and total packages/pallets

6. Serial number (Optional)



Packing list - Part number

• Cisco part numbers can also be found in the Cisco Commerce Workspace (CCW).



• Cisco does not accept RMA returns of used, spent, defective batteries or opened chemical preparations. 

• For products with removable batteries, the battery should be removed from the battery compartment prior to 
returning the RMA product. The removed battery should be disposed of according to the hazardous waste handling 
regulations in your area. Check your local waste handling regulations for proper disposal. 

• Batteries or chemical preparations in an unopened, original package may be returned via RMA. If a battery-handling 
label (see example below) is found on the product packaging, the shipper must prepare shipping documents 
according to the local freight forwarder and carrier’s instruction regarding dangerous goods transportation. If the 
original packaging does not bear any battery-handling label, the package may be returned with the normal shipping 
process. If the shipper has a question regarding the contents of a product, please contact Cisco at 
environment@cisco.com for further information. You should have the original sales order number and RMA number 
in hand when you contact us. 

Batteries & Chemical Preparations 



It is best to use the original Cisco box and packaging in which your equipment was delivered.
If the original box is missing or damaged, any box that is of suitable size and in good condition can be used.

Please never use a damaged box!

Below you see some good and bad examples:

Packaging – Step 1: The box



Please make sure that the equipment is firmly packed within the box by using packaging foam or bubble wrap to ensure 
restriction in movement during transport. The preferred method for returning items is each in its individual box and 
wrapping. If you ship multiple items within the same box, be sure each part is protected in its own static bag and 
separated with packing foam or bubble wrap.

Below you see good and bad examples:

Packaging – Step 2: Packing the equipment



Once the equipment has been placed in the box it is now time to seal it. 

Please do not use masking or Scotch tape to secure or seal packaging but use appropriate transparent packaging tape.
When you have the correct packaging tape please make sure the box is securely sealed.

Below you see some good and bad examples:

Packaging – Step 3: Sealing the box



Please be aware that all packing material that is being used to send back the equipment (for example pallets, wooden 
boxes, etc.) are considered to be no longer required by the shipper.

For large quantities, chassis or other large units, it is very important that the equipment is covered and securely 
strapped to a pallet. This is required since an unstrapped or loosely strapped item can easily tip during transit, causing 
expensive damage, repair costs and is a risk to the health and safety of the driver. 

Packaging – Step 4: Securing your 
shipment to a pallet



Regardless if you are shipping a large chassis or a small item, it is very important that the RMA number is marked on 
every box being returned and has to be listed on the waybill. 

Make sure the box/pallet has an address label with the shipping and receiving addresses (Cisco Return Address) listed.

You can find the return address by clicking on this link: Cisco’s Authorized Return Locations webpage

Please be aware that mislabeled or unlabeled RMAs will have a delay in the receiving and crediting process 
and can result in credit not being issued.

Packaging – Step 5: Labeling

http://www.cisco.com/web/ordering/cs_info/or3/o32/Return_a_Product/WebReturns/authorized.html


When the carrier collects the goods the driver will ask our customer to 
sign the (air)waybill. Please always keep a signed copy of the 
(air)waybill as it proves that the goods have been collected from your 
premises.

Please never hand over a shipment without receiving a signed copy of 
the (air)waybill.

(Air)waybill



Documentation Middle East 
and Africa



• Packing list

• Commercial invoice

• Certificate of Origin

• Document from the chamber of commerce 

Documentation Middle East and Africa



• Please request this at the Chamber of Commerce within your country

• Please find an example below:

Certificate Of Origin



• Please request this at the Chamber of Commerce

Document of the Chamber of Commerce



The commercial invoice needs to have the following requirements: Attached Template:

• Shippers name, address, e-mail and phone number.

• Ship to address:

Cisco International Limited
c/o Teleplan Communications B.V.
Werner von Siemenstraat 1, (Hal D3)
2712PN, Zoetermeer
The Netherlands

• RMA number 

• Cisco part numbers, as listed on the RMA with quantities. 

• Description for each item. 
If a part is an internal or intangible part, it’s not required to be added to the commercial invoice.

• Values,  make sure that there are values on each item per line and total value with currency mentioned. For 
example USD or EUR. (you can find the values in CCW)

• Country of Origins  for each part. The country of origins can be found physically on the parts. 

• Delivery terms, Cisco accept incoterms DAP and DDP. Failing to use the correct Inco terms, cargo will be 
refused at our warehouse and Shipper will be charged for all costs involved. 

Commercial invoice (CI)



The country of origin (COO) is not the country you are exporting the goods from but the country where the goods are 
manufactured. The country of origin can be determined by two different techniques. We will describe the two different 
techniques in this and the next slide:

▪ Physically inspecting the goods
On all the Cisco equipment there is a sticker that 
provides the details on what the COO is for that part.
See the example: this sticker is 
located on the back of the equipment.

Commercial invoice - Country of Origin 
(COO)



▪ Inspecting the Cisco label
For new products the COO can be located on the Cisco label.

Commercial invoice - Country of Origin 
(COO) New in box



Values can be found by looking up the RMA number in the Cisco Commerce Workspace (CCW) (Please click here for 
instructions how to use CCW).  Please note that the total value is shown for the total quantity. 

• If a part has zero value and it’s an internal part it’s not required to be included on the commercial invoice.

• It is required that for each item a value is mentioned. 

• Currency is required on the invoice, f.e. USD.

Commercial invoice – Value(s)



For customs clearance purposes it is required that the correct Cisco part numbers are listed on the invoice.

• Cisco part numbers can also be found in the Cisco Commerce Workspace (CCW).

Commercial invoice - Part number



Packing list

The packing list requires the following information: Attached template:

1. Ship to address and contact person

2. Ship from address and contact person

3. Part number

4. Quantity

5. Dimensions, weight and total packages/pallets

6. Serial number (Optional)



Packing list - Part number

• Cisco part numbers can also be found in the Cisco Commerce Workspace (CCW).



• Cisco does not accept RMA returns of used, spent, defective batteries or opened chemical preparations. 

• For products with removable batteries, the battery should be removed from the battery compartment prior to 
returning the RMA product. The removed battery should be disposed of according to the hazardous waste handling 
regulations in your area. Check your local waste handling regulations for proper disposal. 

• Batteries or chemical preparations in an unopened, original package may be returned via RMA. If a battery-handling 
label (see example below) is found on the product packaging, the shipper must prepare shipping documents 
according to the local freight forwarder and carrier’s instruction regarding dangerous goods transportation. If the 
original packaging does not bear any battery-handling label, the package may be returned with the normal shipping 
process. If the shipper has a question regarding the contents of a product, please contact Cisco at 
environment@cisco.com for further information. You should have the original sales order number and RMA number 
in hand when you contact us. 

Batteries & Chemical Preparations 



It is best to use the original Cisco box and packaging in which your equipment was delivered.
If the original box is missing or damaged, any box that is of suitable size and in good condition can be used.

Please never use a damaged box!

Below you see some good and bad examples:

Packaging – Step 1: The box



Please make sure that the equipment is firmly packed within the box by using packaging foam or bubble wrap to ensure 
restriction in movement during transport. The preferred method for returning items is each in its individual box and 
wrapping. If you ship multiple items within the same box, be sure each part is protected in its own static bag and 
separated with packing foam or bubble wrap.

Below you see good and bad examples:

Packaging – Step 2: Packing the equipment



Once the equipment has been placed in the box it is now time to seal it. 

Please do not use masking or Scotch tape to secure or seal packaging but use appropriate transparent packaging tape.
When you have the correct packaging tape please make sure the box is securely sealed.

Below you see some good and bad examples:

Packaging – Step 3: Sealing the box



Please be aware that all packing material that is being used to send back the equipment (for example pallets, wooden 
boxes, etc.) are considered to be no longer required by the shipper.

For large quantities, chassis or other large units, it is very important that the equipment is covered and securely 
strapped to a pallet. This is required since an unstrapped or loosely strapped item can easily tip during transit, causing 
expensive damage, repair costs and is a risk to the health and safety of the driver. 

Packaging – Step 4: Securing your 
shipment to a pallet



Regardless if you are shipping a large chassis or a small item, it is very important that the RMA number is marked on 
every box being returned and has to be listed on the waybill. 

Make sure the box/pallet has an address label with the shipping and receiving addresses (Cisco Return Address) listed.

You can find the return address by clicking on this link: Cisco’s Authorized Return Locations webpage

Please be aware that mislabeled or unlabeled RMAs will have a delay in the receiving and crediting process 
and can result in credit not being issued.

Packaging – Step 5: Labeling

http://www.cisco.com/web/ordering/cs_info/or3/o32/Return_a_Product/WebReturns/authorized.html


When the carrier collects the goods the driver will ask our customer to 
sign the (air)waybill. Please always keep a signed copy of the 
(air)waybill as it proves that the goods have been collected from your 
premises.

Please never hand over a shipment without receiving a signed copy of 
the (air)waybill.

(Air)waybill



Documentation South Africa



• Packing list

• Commercial invoice

• Shipper letter of instruction

Documentation



Please request a copy of the shippers letter of instruction from the carrier.

The shipper’s letter of instruction must contain the following:

• Collection address be printed on shipper/Exporter column with reference, e-mail address and also contact person 
details.

• Please enter the exporter’s customs code and also the declared value (The value needs to be the same as the 
commercial invoice).

• Enter the name of your bank.

• Please enter the cargo details with values and currency.

• Please ensure that the shipper’s letter of instruction is available when the courier comes to collect the shipment.

Shippers letter of Instruction



The commercial invoice needs to have the following requirements: Attached Template:

• Shippers name, address, e-mail and phone number.

• Ship to address:

Cisco International Limited
c/o Teleplan Communications B.V.
Werner von Siemenstraat 1, (Hal D3)
2712PN, Zoetermeer
The Netherlands

• RMA number 

• Cisco part numbers, as listed on the RMA with quantities. 

• Description for each item. 
If a part is an internal or intangible part, it’s not required to be added to the commercial invoice.

• Values,  make sure that there are values on each item per line and total value with currency mentioned. For 
example USD or EUR. (you can find the values in CCW)

• Country of Origins  for each part. The country of origins can be found physically on the parts. 

• Delivery terms, Cisco accept incoterms DAP and DDP. Failing to use the correct Inco terms, cargo will be 
refused at our warehouse and Shipper will be charged for all costs involved. 

Commercial invoice (CI)



The country of origin (COO) is not the country you are exporting the goods from but the country where the goods are 
manufactured. The country of origin can be determined by three different techniques. We will describe the two different 
techniques in this and the next slides:

▪ Physically inspecting the goods
On all the Cisco equipment there is a sticker that 
provides the details on what the COO is for that part.
See the example: this sticker is 
located on the back of the equipment.

Commercial invoice - Country of Origin 
(COO)



▪ Inspecting the Cisco label
For new products the COO can be located on the Cisco label.

Commercial invoice - Country of Origin 
(COO)



Values can be found by looking up the RMA number in the Cisco Commerce Workspace (CCW) (Please click here for 
instructions how to use CCW).  Please note that the total value is shown for the total quantity. 

• If a part has zero value and it’s an internal part it’s not required to be included on the commercial invoice.

• It is required that for each item a value is mentioned. 

• Currency is required on the invoice, f.e. USD.

Commercial invoice – Value(s)



For customs clearance purposes it is required that the correct Cisco part numbers are listed on the invoice.

• Cisco part numbers can also be found in the Cisco Commerce Workspace (CCW).

Commercial invoice - Part number



Packing list

The packing list requires the following information: Attached template:

1. Ship to address and contact person

2. Ship from address and contact person

3. Part number

4. Quantity

5. Dimensions, weight and total packages/pallets

6. Serial number (Optional)



Packing list - Part number

• Cisco part numbers can also be found in the Cisco Commerce Workspace (CCW).



• Cisco does not accept RMA returns of used, spent, defective batteries or opened chemical preparations. 

• For products with removable batteries, the battery should be removed from the battery compartment prior to 
returning the RMA product. The removed battery should be disposed of according to the hazardous waste handling 
regulations in your area. Check your local waste handling regulations for proper disposal. 

• Batteries or chemical preparations in an unopened, original package may be returned via RMA. If a battery-handling 
label (see example below) is found on the product packaging, the shipper must prepare shipping documents 
according to the local freight forwarder and carrier’s instruction regarding dangerous goods transportation. If the 
original packaging does not bear any battery-handling label, the package may be returned with the normal shipping 
process. If the shipper has a question regarding the contents of a product, please contact Cisco at 
environment@cisco.com for further information. You should have the original sales order number and RMA number 
in hand when you contact us. 

Batteries & Chemical Preparations 



It is best to use the original Cisco box and packaging in which your equipment was delivered.
If the original box is missing or damaged, any box that is of suitable size and in good condition can be used.

Please never use a damaged box!

Below you see some good and bad examples:

Packaging – Step 1: The box



Please make sure that the equipment is firmly packed within the box by using packaging foam, bubble wrap to ensure 
restriction in movement during transport. The preferred method for returning items is each in its individual box and 
wrapping. If you ship multiple items within the same box, be sure each part is protected in its own static bag and 
separated with packing foam or bubble wrap.

Below you see good and bad examples:

Packaging – Step 2: Packing the equipment



Once the equipment has been placed in the box it is now time to seal it. 

Please do not use masking or Scotch tape to secure or seal packaging but use appropriate transparent packaging tape.
When you have the correct packaging tape please make sure the box is securely sealed.

Below you see some good and bad examples:

Packaging – Step 3: Sealing the box



Please be aware that all packing material that is being used to send back the equipment (for example pallets, wooden 
boxes, etc.) are considered to be no longer required by the shipper.

For large quantities, chassis or other large units, it is very important that the equipment is covered and securely 
strapped to a pallet. This is required since an unstrapped or loosely strapped item can easily tip during transit, causing 
expensive damage, repair costs and is a risk to the health and safety of the driver. 

Packaging – Step 4: Securing your 
shipment to a pallet



Regardless if you are shipping a large chassis or a small item, it is very important that the RMA number is marked on 
every box being returned and has to be listed on the waybill. 

Make sure the box/pallet has an address label with the shipping and receiving addresses (Cisco Return Address) listed.

You can find the return address by clicking on this link: Cisco’s Authorized Return Locations webpage

Please be aware that mislabeled or unlabeled RMAs will have a delay in the receiving and crediting process 
and can result in credit not being issued.

Packaging – Step 5: Labeling

http://www.cisco.com/web/ordering/cs_info/or3/o32/Return_a_Product/WebReturns/authorized.html


When the carrier collects the goods the driver will ask our customer to 
sign the (air)waybill. Please always keep a signed copy of the 
(air)waybill as it proves that the goods have been collected from your 
premises.

Please never hand over a shipment without receiving a signed copy of 
the (air)waybill.

(Air)waybill



Documentation Other



• Packing list

• Commercial invoice

Please check with your local regulations and carrier to see what 
additional documentation might be required.

Documentation Other



The commercial invoice needs to have the following requirements: Attached Template:

• Shippers name, address, e-mail and phone number.

• Ship to address:

Cisco International Limited
c/o Teleplan Communications B.V.
Werner von Siemenstraat 1, (Hal D3)
2712PN, Zoetermeer
The Netherlands

• RMA number 

• Cisco part numbers, as listed on the RMA with quantities. 

• Description for each item. 
If a part is an internal or intangible part, it’s not required to be added to the commercial invoice.

• Values,  make sure that there are values on each item per line and total value with currency mentioned. For 
example USD or EUR. (you can find the values in CCW)

• Country of Origins  for each part. The country of origins can be found physically on the parts. 

• Delivery terms, Cisco accept incoterms DAP and DDP. Failing to use the correct Inco terms, cargo will be 
refused at our warehouse and Shipper will be charged for all costs involved. 

Commercial invoice (CI)



The country of origin (COO) is not the country you are exporting the goods from but the country where the goods are 
manufactured. The country of origin can be determined by three different techniques. We will describe the two different 
techniques in this and the next slides:

▪ Physically inspecting the goods
On all the Cisco equipment there is a sticker that 
provides the details on what the COO is for that part.
See the example: this sticker is 
located on the back of the equipment.

Commercial invoice - Country of Origin 
(COO)



▪ Inspecting the Cisco label
For new products the COO can be located on the Cisco label.

Commercial invoice - Country of Origin 
(COO)



Values can be found by looking up the RMA number in the Cisco Commerce Workspace (CCW) (Please click here for 
instructions how to use CCW).  Please note that the total value is shown for the total quantity. 

• If a part has zero value and it’s an internal part it’s not required to be included on the commercial invoice.

• It is required that for each item a value is mentioned. 

• Currency is required on the invoice, f.e. USD.

Commercial invoice – Value(s)



For customs clearance purposes it is required that the correct Cisco part numbers are listed on the invoice.

• Cisco part numbers can also be found in the Cisco Commerce Workspace (CCW).

Commercial invoice - Part number



Packing list

The packing list requires the following information: Attached template:

1. Ship to address and contact person

2. Ship from address and contact person

3. Part number

4. Quantity

5. Dimensions, weight and total packages/pallets

6. Serial number (Optional)



Packing list - Part number

• Cisco part numbers can also be found in the Cisco Commerce Workspace (CCW).



• Cisco does not accept RMA returns of used, spent, defective batteries or opened chemical preparations. 

• For products with removable batteries, the battery should be removed from the battery compartment prior to 
returning the RMA product. The removed battery should be disposed of according to the hazardous waste handling 
regulations in your area. Check your local waste handling regulations for proper disposal. 

• Batteries or chemical preparations in an unopened, original package may be returned via RMA. If a battery-handling 
label (see example below) is found on the product packaging, the shipper must prepare shipping documents 
according to the local freight forwarder and carrier’s instruction regarding dangerous goods transportation. If the 
original packaging does not bear any battery-handling label, the package may be returned with the normal shipping 
process. If the shipper has a question regarding the contents of a product, please contact Cisco at 
environment@cisco.com for further information. You should have the original sales order number and RMA number 
in hand when you contact us. 

Batteries & Chemical Preparations 



It is best to use the original Cisco box and packaging in which your equipment was delivered.
If the original box is missing or damaged, any box that is of suitable size and in good condition can be used.

Please never use a damaged box!

Below you see some good and bad examples:

Packaging – Step 1: The box



Please make sure that the equipment is firmly packed within the box by using packaging foam or bubble wrap to ensure 
restriction in movement during transport. The preferred method for returning items is each in its individual box and 
wrapping. If you ship multiple items within the same box, be sure each part is protected in its own static bag and 
separated with packing foam or bubble wrap.

Below you see good and bad examples:

Packaging – Step 2: Packing the equipment



Once the equipment has been placed in the box it is now time to seal it. 

Please do not use masking or Scotch tape to secure or seal packaging but use appropriate transparent packaging tape.
When you have the correct packaging tape please make sure the box is securely sealed.

Below you see some good and bad examples:

Packaging – Step 3: Sealing the box



Please be aware that all packing material that is being used to send back the equipment (for example pallets, wooden 
boxes, etc.) are considered to be no longer required by the shipper.

For large quantities, chassis or other large units, it is very important that the equipment is covered and securely 
strapped to a pallet. This is required since an unstrapped or loosely strapped item can easily tip during transit, causing 
expensive damage, repair costs and is a risk to the health and safety of the driver. 

Packaging – Step 4: Securing your 
shipment to a pallet



Regardless if you are shipping a large chassis or a small item, it is very important that the RMA number is marked on 
every box being returned and has to be listed on the waybill. 

Make sure the box/pallet has an address label with the shipping and receiving addresses (Cisco Return Address) listed.

You can find the return address by clicking on this link: Cisco’s Authorized Return Locations webpage

Please be aware that mislabeled or unlabeled RMAs will have a delay in the receiving and crediting process 
and can result in credit not being issued.

Packaging – Step 5: Labeling

http://www.cisco.com/web/ordering/cs_info/or3/o32/Return_a_Product/WebReturns/authorized.html


When the carrier collects the goods the driver will ask our customer to 
sign the (air)waybill. Please always keep a signed copy of the 
(air)waybill as it proves that the goods have been collected from your 
premises.

Please never hand over a shipment without receiving a signed copy of 
the (air)waybill.

(Air)waybill





The Cisco Commerce Workspace tool will help you to find RMA details, f.e. part numbers, values, return address etc.

Please note that a CEC account is required to use the CCW tool.

1. Open the link in your browser Cisco Commerce Workspace.

2. Login with your CEC account. 

3. Enter the RMA number and click on Returns.

4. Click on the RMA number below Sales order.

Cisco Commerce Workspace (CCW)


