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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 “Re-Order” Modularization Form


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

Required Arrival Date:     
(Must be greater than 3 days)

**Please Note that re-orders CANNOT be 

expedited (rushed) due to the new Perfect Bound Process.

_______________________________

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 re-order 
PLEASE READ:

· *If Microsoft has made a revision or obsoletes a book within your custom book since your last order, a new order will need to be placed following the “new order procedures”.

· NO CHANGES to the content can be made when placing a re-order.  If changes are required please fill out an order form for a new book.   

· 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.

· No returns are allowed for a modularization order.

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:

· 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 

	Microsoft “Re-Order” Modularization Form


Specify Your Existing Customized Part #(s), Title(s) AND Quantities: 

*Please Note again:  On a re-order of an existing part #, NO CHANGES to the content can be made.  

**If Microsoft obsoletes or has made a revision to the content since your last order, the order will need to be re-submitted as a new order following the new order procedures (proof, minimum of 8 days to create, etc).  
	Part #
	Title
	Quantity

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	






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

Custom Print’s Fax # is 585-240-7648 if you wish to place orders via fax.

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

Re-order minimum is 1.  

No changes can be made to the book when placing a re-order.

All Custom Books are non-returnable.
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