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REQUESTING SAMPLES 

Request samples via email to samples@symmetrysurgical.com.  If possible, use attached 
sample request forms (One form is for “show & tell only” samples from either new inventory or 
from our eval library, and another form is for evaluation samples for items that can be used from 
our eval library). Always supply item #, quantity (state box or each if UOM of item is box – partial 
boxes can be requested), sales rep acct # and ship to address.   

Samples will ship out to you within 24 hours of receipt of the request.  Samples will ship via 
FedEx ground.  If expedited freight is required, the sales rep or dealer is responsible for the 
charges.  Please check the shipment upon receipt and let Edith Kent at 
samples@symmetrysurgical.com know if there are any discrepancies or if an item is damaged.  
Complaints at a later date will not be accepted unless there is a real issue or alleged 
defect that was noted in evaluation or use. 

Samples can be kept for up to 60 days.  An extension for another 30 days can be requested.  
Please always return samples as soon as they are no longer needed.  If your account needs an 
exception please contact Edith or Sali.  If samples are outstanding for longer than 90 days 
without prior approval, the sample account will go on hold and the rep might be charged 
for them. The total cost of the items on the sample account must not exceed $30,000 or 
the sample account will also go on hold. 

Sali will email the sample account report to the rep / dealer periodically.  The report can be 
requested from her at any time.  Symmetry requires quarterly confirmation from reps / dealers 
that all items are accounted for.   

Please feel free to email Sali Hagan at Sali.hagan@symmetrysurgical.com and copy 
Samples@symmetrysurgical.com at any time for matters regarding sample accounts.  

SAMPLE, EVALUATION, & LITERATURE REQUEST FORMS: 

PLEASE REVIEW AND REFER TO THE FORMS FOUND IN THE APPENDIX: 

a. Sample Request Form—Show and Tell Only 
b. Evaluation Request Form—Items That Can Be Used 
c. Literature Order Form 

TIPS & TRICKS: 

• The Part Tracker screen in Epicor indicates if a part number is in the library and/or in 
stock and available for trial or show. 

• Keep an Excel file of the samples you are requesting for each account and the date you 
receive them. 

• Set a reminder in your phone or in Outlook calendar to ensure samples are returned 
within the 60-day period or if a 30-day extension is requested. 

• Email Sali at any time for your sample account report. 

mailto:samples@symmetrysurgical.com
mailto:samples@symmetrysurgical.com
mailto:Sali.hagan@symmetrysurgical.com
mailto:Samples@symmetrysurgical.com
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SAMPLES CARE & HANDLING 

Please inspect/count your items upon receipt. If any item is missing notify us immediately.  

You have 2 accounts, E is for show only items and L is for items that can be used in trials 

Please note that Samples for Show Only must be returned exactly as they were sent out. If they 
are not returned in this manner we will invoice you and send them back to you or you can 
request a Bill Only from the hospital.  
 

THEY MUST NOT BE: 

• Washed 
• Sterilized 
• Used 
• Damaged 
• Scratched 

 

We would encourage you to let the facility know that you are responsible for these items if 
anything happens to them.  
 

Items from the library can be used for trial but they should still be returned the same way they 
were received to avoid further damage. 
 

Any item that is received with tip protectors should be sent back with the protector on the item. 
Put each item back into the individual bag it was sent in.  
 

Do not write on the labels or the boxes and do not apply labels to the boxes. 
 

Please take care when packing instruments to ship back to us. Please pack in the same 
manner in which received. Be sure to use plenty of bubble wrap. 
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SELLING SAMPLES 
Any sample either from new inventory or from the eval library can be sold (except for Sunoptic 
salesperson stock demo).  New inventory items are to be sold at contract pricing.  Eval library 
items can be sold at discounted pricing to be obtained from Edith Kent. 

The bill only request form is to be filled out and emailed to Edith Kent.  If the customer PO is 
more than $1,500 a copy of the customer PO must be emailed together with the Bill Only request 
form.  Customer must not submit the Bill Only PO to customer service to avoid duplication 
of the order. 
 

QUOTE REQUEST & BILL ONLY TRANSFER FORMS: 

PLEASE REVIEW AND REFER TO THE FORMS FOUND IN THE APPENDIX: 

d. Quote Request Form 
e. Bill Only Transfer Form 

 

TIPS & TRICKS: 

• Reiterate to the customer that the Bill Only PO must be sent to you to avoid duplicating 
the order. 

• Contact Edith for discounts on items only from the library. 
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RETURNING SAMPLES 
Request an RMA via email from Sali Hagan at Sali.hagan@symmetrysurgical.com and 
samples@symmetrysurgical.com. Either use the attached sample return form or email the item 
numbers and quantities and your sales rep acct number.  The RMA will be emailed to you within 
24 hours.  Dealers are responsible for the return freight.   The return freight for Symmetry Reps 
is covered.  Please package the samples well to avoid damage during transit. 

Items from new inventory that were for show only must be returned in the same condition 
they were received in and in the original packaging.  Do not mark or write on the labels.  If 
a “new” item has been damaged or sterilized, it will be returned to the rep / dealer and the 
rep / dealer will be charged for it. 

Items from the library should also be in the packaging they were received in to avoid damage. 
 

SAMPLE & EVALUATION RETURN FORMS: 

PLEASE REVIEW AND REFER TO THE FORMS FOUND IN THE APPENDIX: 

f. Sample or Evaluation Return Form 
 

TIPS & TRICKS: 

• Keep all packaging the samples were sent in. 
• Keep packing slip to ensure all items are being returned and/or have a Bill Only PO 

coming. 
• Use bubble wrap to fill void space in box, so items don’t move around. 

 

                        DO       DON’T DO 

  

 

mailto:Sali.hagan@symmetrysurgical.com
mailto:samples@symmetrysurgical.com
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2018 SAMPLES RECONCILIATION CHANGE 
 

Beginning August 1, 2018, we will be implementing new guidelines for the Sample Program.  
 

Our goal is to keep the accounts under $30,000. This shouldn’t affect many of you, most 
accounts are kept far under that figure. 
 

Once your sample account reaches $30,000, your account will go on hold.  
 

If you have an emergency need and you are already at $30,000, additional samples can go on 
your manager’s account. They will need to approve. 
 

If you have more than $30,000 on your account now, please do whatever you can to reduce it by 
August 1st. 
 

We are available for any questions you may have. 
 

Edith Kent, edith.kent@symmetrysurgical.com 

Sali Hagan, sali.hagan@symmetrysurgical.com 

 
 

 

 

 

 

 

 

 

 

 

 

mailto:edith.kent@symmetrysurgical.com
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WARRANTY 

WARRANTY INFORMATION: 

• Lifetime on materials and workmanship 
• 10 years on Stellite™ inserts in Classic Plus® scissors 
• 5 years on Tungsten Carbide inserts in Classic Plus® needle holders and forceps 
• 5 years unconditional on Classic® product line 
• 1 year on Quad-Lock™ and FlashPak™ 
• Our products are warranted to be free from defects in workmanship or materials. 

Specific warranty periods and other warranty terms vary on our portfolio of more 
than 20,000 products. Specific warranty information may be included in package 
inserts or operator’s manuals for specific products. 
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REPAIRS & RESTORATION 

REPAIRS & RESTORATION: 

• Full instrument restoration 
• Complete cleaning and renovation to like-new condition 
• Proactive repair of every component in your set 
• Original replacement parts 
• 24-hour turnaround by request for emergency repairs is available, but must be 

scheduled with Repair Department and noted on repair request form 
• Free evaluations and quotes 

TYPES OF SERVICES OFFERED: 

• Repairs 
• Restoration 
• Insulation 
• Ebonizing (on select instruments) 
• Color Coding 

 

SUBMITTING A REPAIR/RESTORATION REQUEST: 
• Send email to repairs@symmetrysurgical.com including: 

o Customer ID 
o Catalog number and description of instrument needing to be 

repaired/restored 
o Description of what needs to be done. For repairs, provide a picture (if 

possible) showing the issue 
o Name and email address for the quote to be sent to if other than you 
o Customer’s FedEx account number if it is an overnight request 
o A hard-copy PO is required for 24-hour repair requests 

Note: Warranty repair requests for instruments other than Classic Plus®, must be 
reviewed by Quality prior to repair or replacement. Request an RMA from 
complaint@symmetrysurgical.com. 
 

 

mailto:repairs@symmetrysurgical.com
mailto:complaint@symmetrysurgical.com
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SPECIALS PROCESS 
We offer the ability to customize specific surgical instruments to best meet a surgeon’s 
needs. 

SPECIALS 

• Only available in the U.S. 
• Only former Codman codes can be customized 
• 13-week lead time after receipt of order or date base code is expected to be back 

in stock 
• Order quantity may impact cost (e.g. higher volume, lower cost) 

COMMON REQUESTS: 

• Lengthen or shorten an instrument 
• Increase or decrease the cup size of a curette/rongeur 
• Change the angle of the working end or handle of an instrument 

COMMON REQUESTS THAT CANNOT BE MET: 

• Modify an instrument that is not formally Codman 
• Change the material (e.g. Stainless Steel to Titanium) 

o Performance testing is not available for the different material 
 

SUBMITTING A REPAIR/RESTORATION REQUEST: 
• Send email to karen.azevedo@symmetrysurgical.com including: 

o Customer ID 
o Base product catalog number for new requests or for repeat requests 

provide the Special Device Number (SPXXXXXXX) 
o Description of the requested modification 
o Order quantity requested 
o Name and email address for sales rep and/or customer 

Note: Allow one week for quote turnaround. 
 

 

mailto:karen.azevedo@symmetrysurgical.com
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MISCELLANEOUS FORMS & INFORMATION 
EVALUATION FORMS: 

PLEASE REVIEW AND REFER TO THE FORMS FOUND IN THE APPENDIX: 

g. Bookwalter® Ratchet Evaluation Form 
h. Symmetry Sharp Kerrison® Evaluation Form 

 

LOAN AND SAMPLE AGREEMENT: 

PLEASE REVIEW AND REFER TO THE FORMS FOUND IN THE APPENDIX: 

i. Loan and Sample Agreement 
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APPENDIX 
a. Samples Request Form – Show and Tell Only 

b. Evaluation Request Form – Items That Can Be Used 

c. Literature Request Form 

d. Quote Request Form 

e. Bill Only Transfer Form 

f. Sample or Eval Return Form  

g. Bookwalter® Ratchet Evaluation Form 

h. Symmetry Sharp Kerrison® Evaluation Form 

i. Loan and Sample Agreement 
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Quote Request Form 
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