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Who is this for?: Individuals who are involved in managing inventory and tracking shipments.

Objective: To help us learn and understand the standard process for shipment reconciliation, which
will ensure the accurate tracking of shipments and the efficient management of inventory.

Before a customer can buy your items in your FBA Inventory, it needs to be received at the fulfillment center. Most
items are received by Amazon successfully. If there’s ever a difference between the number of units sent and the
number of units received after Amazon closes the shipment, you can identify it in the shipment summary to learn
more about the discrepancies.

To submit a reconciliation request to research the discrepancy, Amazon needs the following:
e Supplier invoice
e Areceipt from another seller
e Asigned packing slip or similar document

For LTL and FTL shipments, Amazon needs a Bill of Lading (BOL) that lists the number of boxes and total shipments.
The BOL must be stamped by Amazon to verify proof of delivery and should be available through your carrier.

For Small Parcel Delivery (SPD), keep receipts from your carrier that shows the weight of each box they received.
How to submit a reconciliation request for a shipment?

1. Go to Inventory = Shipments = Locate the shipment you want to review in the shipping queue.

Note: Make sure that the status is closed or shipment is eligible for reconciliation.

2. If the units expected and units received don’t match, click the Track Shipment button and then click on the
Contents tab to learn more about the discrepancy.
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Amazon has received your shipment and a discrepancy has been found in one or more of your items. Review the details and status of each discrepancy below.
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3. For each discrepancy that is eligible for reconciliation, make the appropriate selection in the drop-down menu.

e Select ‘Units not Shipped’ - to confirm that you or your supplier didn't ship the number of units indicated by a
negative discrepancy.

e Select ‘Extra Units Shipped’ - to confirm that you or your supplier shipped the number of additional units indicated
by a positive discrepancy.

e Select ‘Research Missing Units’ - if you confirm that the number of units indicated by the negative discrepancy was
included in your shipment and you want them investigated.

e Select ‘Research Extra Units’ - if you confirm that the number of units indicated by the positive discrepancy was not
included in your shipment.

4. After selecting an option for each eligible discrepancy, upload a document that verifies you own the inventory
associated with each discrepancy you requested for research.
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Step 2. Upload documents

Additional documents required to research this shipment.

Proof of inventory ownership

Review the document requirements and upload a proof of inventery ownership document.
Follow the document best practices below to aveid delays in your request: @

® Resolution should be 2,000 x 1,500 pixels or higher

® Document should be property oriented (not sideways or upside down)

® Onlly one document per submission, uploaded in a single file

® Submit only jpg, jpeg, png, 4

iff, or_pdf file formats
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Step 3. Provide additional information.

Please provide additiona! information to help us research your shipment, such as:

® - Known discrepancies.

® - Description of shipping boxes.

® - UPC/EAN of units, if different from lis!
® - Any nissed prep activity.
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5. When your reconciliation is complete, click the ‘Preview your Request’ button, then the ‘Submit’ in the pop-up. The
status column next to an eligible discrepancy will say “Case Submitted”

Review the document reguirements and upload a proof of delivery document.
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