
Google Sheets 

Complaint Log 

This spread sheet is where all complaints are logged. Lucie goes through these every 2 weeks to see 

what can be done to stop the issues that people are complaining about.  

MONEY OFF/REFUNDS/CREDIT 

This spread sheet is where all money off for all suppliers is noted.  

If a customer has a damaged sofa for example, and they accept a refund of £30 to keep the sofa, this 

needs to be noted here.  

There are tabs at the bottom of the spread sheet, depending on what supplier the sofa is from. 

Make sure the refund is recorded on the correct tab.  

Recliner Credits 

If a customer has an Islington or a Buckingham, and there is a problem with it, and it is sent to 

Servico, the cost of the report needs to be noted on this spread sheet. If they have a repair with 

Servico as well, this also needs to be noted on here.  

Customer Returns 

If a customer is unhappy with their sofa, and it is not damaged, they can return this to the Crawley 

Shop. The return needs to be logged on this spread sheet, and then highlighted once it is in Crawley 

and once the refund has been done  

Castelan Repairs  

If a customer has a sofa from China, and it is damaged and needs to be repaired, this would be sent 

to Castelan. The order needs to be logged on this spread sheet, with the cost of the report/repair 

also needs to be noted here. 

DG Items Sold 

Every day the correct monthly tab is updated with the DG (China) stock that went out the previous 

day. On a Monday this is done for Friday and Saturday first thing in the morning. Stock is found from 

the pick list on each run on stream. 

Stream Delivery Problems 

Any issues with deliveries on Stream are recorded on here. Failed deliveries (the sofa is coming 

straight back to Brandon), Swaps/Exchanges, Problems (something missing/damaged/mis-pick but is 

kept in customers house) 

Panther Delivery Issues 

This is for any deliveries not assembled or any items which are scanned in at Panther but not 

delivered to customer. We may refund £20 delivery to customer if not assembled; this needs to be 

noted in “MONEY OFF/REFUNDS/CREDIT”. Or if you have spoken to panther and they are going back 

to assemble note this on the spread sheet too. If they have lost an item we need to charge them for 

it. 



2MD FAILED DELIVERIES 

This spread sheet is for any failed deliveries, cancellations and change of orders, that mean a sofa 

will be with 2MD. Sophie needs to know about ALL of these so that they can be reallocated or we 

can arrange for them to be sent back.  

Sofa Host Online & Telesales Orders 

This Google sheet is to record any online deals where the customer has mentioned the name of a 

Sofa Host. This must be recorded so that the get their commission for this deal.  

Sarah also uses this spread sheet to record all orders that are placed over the phone. 


