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Element K Custom Production 

500 Canal View Blvd 

Rochester, NY  14623

USA

585-240-7334 Option # 2  /  cprint@elementk.com
   Order Form Revision Date:  FEB 2008


	Microsoft Courseware Modularization Order Form


Today’s Date:     
Customer Number (for EKP):            

Required Arrival Date:     
(Date must be greater than 9 business days)

 FORMCHECKBOX _
  I have called Custom Print and have been  advised that expediting IS possible:

 FORMCHECKBOX _
 Please Rush Proof for a $75.00 fee

 FORMCHECKBOX _
 Please Rush Production for a $75.00 fee

_____________________________________

Sold To:

Microsoft Partner ID#:      
Name:     
Company Name:     
Address:     
City:      

State/ Province:     
Zip/ Postal Code:     
Country:      
Telephone:      
            Extension:      
Fax:      
E-mail address:      
Ship To:

Microsoft Partner ID # (if any):      
Name:      
Company Name:      
Address:      
City:      

State/ Province:      
Zip/ Postal Code:      
Country:      
Telephone:      
            Extension:      
Fax:      
*BEFORE placing your order 
PLEASE READ:

· Any Custom Order cancelled or delayed after proof completion will be subject to a $75.00 Cancellation Fee. 

· Any Custom Order modified or changed  after the order has been submitted/received by the Custom Print Department will incur a $75.00 Change Request Fee.  

· Any Custom Order cancelled during production or after production will be subject to the Full Invoice Fee.
· Cut-off time to place a custom order is 2 pm EST.  Orders placed after 
2 pm require an additional day.

· 2-3 days for a proof before 2 pm

· add an additional day after 2 pm
· No returns are allowed for a modularization order.

· You must establish a SELECT account with a username and password in order to receive proofs via FTP within your repository.

· Expediting Fees:  Please call first to see if expediting is possible. If so, to rush a proof is a $75.00 expediting fee.  To rush the production of an order AFTER the proof has been approved is an additional $75.00 expediting fee.

Bill To:

Purchase Order No.*: ___________________

* You must be credit approved before using a purchase order

Payment by Credit Card

 FORMCHECKBOX 
_ American Express
 FORMCHECKBOX 
_ Visa
      FORMCHECKBOX 
_ Master Card

Cardholder’s Name:      
Credit Card No.:      
Expiration: 
     /     
Cardholder’s signature:      
Process Notes:

· Proof is required.

· Proof has a 2-3 day turn time, if received by 2:00 EST. 

      Delivery options are: (please √ one)

( e-mail (ave. size is 15MG)

( FTP (to client’s SELECT repository)

( Hard copy proof sent Overnight $25

· 3-4 days for initial modularization order production, after a final modularization proof is approved & if received by 2:00 EST (not including shipping time).

· 2-3 days for reorder production, if received by 2:00 EST (not including shipping time).

Shipping Method Notes **:

** If no specific shipping method is selected, the best method will be selected to meet your ‘arrival date’ as listed.

 FORMCHECKBOX 
_ Overnight (US only)

 FORMCHECKBOX 
_ 2 Day

 FORMCHECKBOX 
_ 3 Day

 FORMCHECKBOX 
_ Ground (US & Canada only – up to 5    Business Days)

 FORMCHECKBOX 
_Saturday delivery

□Best method to arrive on or by date above

International Shipping: 

 FORMCHECKBOX 
_ FEDEX International 1-2 day 

 FORMCHECKBOX 
_ FEDEX Economy 3-4 day 

**Note: Duties and Taxes could be applied by the receiving Country on packages shipping outside the US, Canada and UK 

	Courseware Modularization Order Details


Step 1: Specify Your New Customized Course Title: 

(Maximum 3 lines; each line max 20 characters) Please print legibly.
New Customized Course Title:

	

	

	


 FORMCHECKBOX 
_ check if Company Logo to be applied.

**Logo must be 300 dpi or better.  Acceptable formats are .tif, .gif, .bmp & jpeg. 
    Logo is in black & white only, if color logo is submitted a gray scale will be used.
   Send logo attached in the e-mail with the order form.

Footers: (35 characters max)

	Even:

	Odd:


Step 2: Specify and Order Student Kits

Please specify the chapters and sequence of modules from the courses including:

Course Number, Course Title,  Module (Chapter) # and Module Title exactly in order you want the modularized course assembled.   

Note: The maximum allowed modules is 15 per kit.  If the custom order exceeds the limit, then submit a separate order form for the additional modules.  Kits will be priced out separately 

(Example: If you have a 22 module book, fill out 2 separate order forms with 10 modules on one order form and 12 modules on the second order form.  Two different orders need to be placed).

	Table of Content Sequence
	Master Course Number
	Course Title
	Module # (Chapter)
	Module Title

(Chapter Title)

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	


Step 3: Order Instructor Kit(s)

	Instructor Kit Price

Qty of Instructor Kits Ordered

Total Charges for Instructor Kits
	$75.00

	
	

	
	


Step 4: Order Student Kit(s)

	Qty of Student Kits Ordered

(minimum is 5)
	


Special Instructions:

Additional Information:

If you have any questions regarding customization please feel free to contact Element K Custom Production in one of the following ways:

 cprint@elementk.com
(800)-478-7788 Extension 7334 Option 2

(585)-240-7334 Option 2

If you have any questions regarding Web Ordering please contact Tech Support @ press_support@elementk.com or call 800-926-8471 Option 1.

There is a minimum order quantity of 5 class kits for the first modular order, minimum 3 modules per course.

Once your individual modularized course has been setup, the minimum re-order quantity is 1.   
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