
NASA Langley Exchange Order Form

NOTE: Customer must fill out all highlighted areas

Receipt/Order #:

Name: Date:

Email: Phone:

Pick – Up

Ship Address:

Quantity Code Size Description Price Amount

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

Comments: (Incoming, Packing, Shipping)

Received By: Date:

Before submitting an order please read our Return/Exchange Policy.
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Return/Exchange Policy

1. Customers may return items within 30 days from the date of purchase by completing and 
emailing a Refund Request Form and mailing the item(s) to the address below.
Items must be in original condition and must include the recipt.

2. Items that cannot be returned: 

i. Products that have been used, altered, or laundered.

ii. Products in which the tags have been removed.

iii. Clearance items that are noted “final sale.”

3. When requesting a refund, customer should include order number, purchaser name, contact 
information, reason for return/exchange

4. If an item is missing, damaged, defective or incorrect, the customer must fill out and email a 
Refund Request Form with a detailed reason for return within 30 days of receipt of package.  

5. Items may be returned at the pick-up station (outside Main Gate) scheduled every other 
Friday starting on February 12, 2021 from 11:30 AM to 1:00 PM or via mail to Exchange 
Gift Shop, 10 W. Taylor Street, BLDG 2102, MS035, Hampton, VA 23681.

6. Customer is responsible for shipping charges for returned items.

7. Exchanges are subject to available inventory.

8. Once the returned item is processed, a check will be issued and mailed to the Customer.
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