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The Automated Inventory Return Report -
Producing & Assembling

The Automated Inventory Return Report is used for returning inventory that needs to
be sent back to the Illinois Secretary of State. Itis bothant% * )

+ ,andalso , + $, —4. $ —, $ h / +0%
(“inventory meaning license plates, and registration certificates)
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1. The Automated Inventory Return Report is accessed through the CIM program
(CIM:Central Inventory Management). If you are unsure how to enter the CIM
program, please reference our CIM Guide.

Feports
2. Once in CIM, go to the = /.

3. Once in the $ /, select the link to the left labeled

4. After selecting a screen similar to the one below will appear:
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5. In the area labeled " select a Beginning & Ending Date. Make
sure your s L+ o, o, $% , and lastly select the
) % — Button to view the report before sendlng it to your default printer.
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The diagram below demonstrates how to assemble an inventory return report:

Include the printed
Automated Inventory
Return Report on top
as your coversheet

Place your Registration
Certificates in order as
listed on the report (NOte
you may have certificates
for multiple years)

Place your license plates in
order as listed on the
report (note that the report =
may include passenger and
truck plates)
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How often should I run and send this report?
It is highly recommended you run this report at least once a week, if not more
depending on the volume your establishment does.

Is everything listed on this report considered outstanding?
Yes, everything on the report regardless of status is considered outstanding and
unaccounted for.

What if I'm missing some inventory on the report?
Include what you have and highlight the items you are sending with the report.

What if after searching I cannot find some inventory on the report?
Contact the assigned Illinois Inventory Specialist and/or your local CVR Representative
for direction.
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