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Replacement Reimbursement Policy and Procedure 
 
This policy and procedure is provided to facilitate the reimbursement process to our dealers for administering authorized 
replacements on behalf of UNITERS North America, LLC (UNA).  These reimbursements covers purchase orders issued by 
UNA for parts and full replacements of merchandise.  It is also intended to streamline the process for both parties, by handling 
the entire process electronically to provide a tracking method for future reference.  
 
The policy is as follows: 

§ For full replacements, the allowable deduction amount to 60% of the original retail value  
§ For parts replacements, the allowable amount is your cost of the replaced piece(s) 
§ In both cases, these allowable amounts are all inclusive of the replaced piece(s) and any incidental charges, such as 

freight, administration fees, re-delivery charges etc; that may incur during the replacement process.   
 
Please follow the steps below to expedite the reimbursement process: 

1. On a monthly basis (or as per your dealer agreement with UNA), you will submit an itemized list for each replacement, 
referencing the following information in an Excel format, as outlined on the attached template.  

(a) Purchase Order (PO) number as it appears on the actual document provided by UNA 
(b) Consumer Name 
(c) Delivery Date of Replacement to Consumer 
(d) Dollar Amount of the Replacement  

 
2. You must submit the above-mentioned list electronically to aci@unitersna.com.  For each PO that falls outside this 

policy, you will be required to provide a copy of the following… 
(i) manufacture’s invoice (ii) delivery bill (iii) proof of delivery to the consumer  for the replaced piece(s)     

 
3. (a) UNA will validate the list and provide you a deduction authorization; which can be deducted from payments due to 

UNA, following the same terms offered on UNA sales invoices.  
 
(b) If you opted to receive reimbursement in the form of a check or ACH in accordance with your dealer agreement, 
this will be paid following the same terms offered on UNA sales invoices. A valid W9 and an ACH authorization form 
must be on file in order for UNA to disburse any form of payment. 

 
4. Any unapproved/invalid deductions your original list, will be itemized detailing the reasons for the unapproved items.  

This list will be returned to you, requesting additional information, before any further authorizations can be issued. 
 
Your UNA sales representative is available to assist with any questions. 
 
ALL completed PO’s and WO’s should be invoiced within 30 days after full delivery of the replaced item(s) or part(s) and services.  
Please note that invoices received 90 days after the delivery date of the replacement or services rendered will not be accepted or 
valid for reimbursement. 
          
 
 
Customer Name_____________________________ Authorized Signature _____________________________ Date_________ 


