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2013 Books and Resources Order Form

Please read all ordering instructions carefully to avoid delays in processing your order.

1. All materials are mailed to the media adviser’s attention at the school. Magazines can be sent to the school or the student, via e-mail or mail; designate preferences on the form. Furnish complete mailing information. 

General instructions

1. Membership recommendations and orders must be placed by the adviser.

2. Orders are processed and mailed via First Class Mail or UPS within 48 business hours of receipt by the Quill and Scroll office. Business hours are Monday-Friday, 8:30 a.m. – 4:30 p.m. CST, excluding holidays.

3. Send correct payment with orders, including shipping and handling, to avoid delays. Credit card payments are accepted; see instructions below. Orders will not be processed without payment.
4. Claims for non-receipt of orders must be filed within 30 days of the mailing date.
5. Quill and Scroll is not responsible for orders reported lost, damaged or incorrect more than 30 days after the date orders are filled.

PAYMENT INSTRUCTIONS – Pay by credit card, check, P.O. or cash

For your convenience, use Microsoft Word to complete this order form. Save a copy of the completed form, AND e-mail, mail or fax the order form to the Quill and Scroll office. Forms must be submitted apart from the credit card payment processed online!
1. To place orders via e-mail, using a credit card: Save the completed order form and send it as an attachment by e-mail to quill-scroll@uiowa.edu. Note the total amount due for the order. You’ll need the amount owed to process the credit card payment online. To pay with a credit card, click the “credit card” link on the order form in the Payment Method section to connect to a secure payment site – Link2Gov. A minimal convenience fee is assessed by the credit card service. Follow directions to process the payment. Remember to save and send the order forms to Quill and Scroll as an e-mail attachment; the credit card site DOES NOT submit the order. Forms also may be sent by mail or fax, and the payment made by credit card online. Complete the order form, mark the credit card option under Payment Method, print the form, and click the “credit card” link to pay online. Follow the site directions to process the payment. Remember to fax or mail the order form.
2. To e-mail or fax orders, using purchase orders or checks: Attach the completed form to an e-mail message and send it to quill-scroll@uiowa.edu, or fax it to 319-335-3989, with a purchase order or check number, or a PDF or copy of a purchase order, check or a promise to pay letter from a school financial officer. Print a copy of the order, note that it was submitted by e-mail or fax, and mail it with payment to the address below.
3. To mail orders and payment: After completing the form, save it, print a copy to mail with payment to Quill and Scroll, E346 Adler Journalism Bldg., Iowa City, IA 52242-2004. If the form was faxed or e-mailed, mail a copy of the order form along with payment and a notation of method submitted. 

Overnight delivery
1. If you need next day delivery, the order must arrive prior to 10 a.m. CST, on a business day.

2. Overnight shipping charges are based on the weight of the package. Please contact the Quill and Scroll office to estimate the weight and charges.

3. The minimum shipping and handling charge for overnight service is $50.00.

Publications and CDs
	
	Item #
	Price
	Qty
	Cost

	How to Conduct a High School Poll 

	P5
	$3.00
	     
	     

	Advertising Survival Kit 
	P6
	$3.00
	     
	     

	Do’s and Don’ts for Publications 
	P7
	$2.00
	     
	     

	Effective Editorial Writing 
	P8
	$2.00
	     
	     

	Quill and Scroll Stylebook 
	P10
	$2.00
	     
	     

	A Principal’s Guide to Scholastic Journalism 
	P12
	$5.00
	     
	     

	Chapter Manual 
	P15
	$2.00
	     
	     

	Ethics in Action 
	P20
	$5.50
	     
	     

	2012 News Media Evaluation Gallup Winners CD 
	NS
	$15.00
	     
	     

	2012 Yearbook Excellence Winners CD 
	YS
	$15.00
	     
	     

	2013 International Writing and Photo Winners CD 
	WS
	$15.00
	     
	     

	Q&S magazine – 1 year subscription 
	S1
	$17.00
	     
	     

	Publications and CDs Subtotal $     


Shipping and Handling

To determine fees for publications and CDs only, consult the table below. Pins and certificates are packaged and shipped separately from other items to prevent damage:
Orders that include publications and CDs only, use this table:
	Cost of items in this group
	S&H Cost

	$1.00 - $10.00
	$2.00

	$10.01 - $20.00
	$4.00

	$20.01 - $40.00
	$8.00

	$40.01 and up
	$10.00

	S&H Total $     


Overnight shipping                $ _______ (To receive the next day, call Quill and Scroll for an estimate. Minimum fee $50.00.)
Order Total

	Page 2 through 4 Total $     

	Shipping and Handling Total $     

	Here’s my tax-deductible contribution to the Quill and Scroll Scholarship Fund $     

	I support the Student Press Law Center with a tax-deductible donation of $     

	Total Due $     

	SAVE A COPY OF FORMS to print and mail, fax or to attach to an e-mail to quill-scroll@uiowa.edu

	Please indicate how you will send the order form: __ Fax __ Mail __ E-mail (w/ forms attached). 


Payment made by (check one)  FORMCHECKBOX 
Check  FORMCHECKBOX 
Cash  FORMCHECKBOX 
Purchase order  FORMCHECKBOX 
Credit card. To make a credit card payment online click here. After making online payments, send forms by e-mail, fax or mail.

School Information

Using a computer to provide information? Fill in the gray fields; they expand to accommodate text. Send this form with orders.

School      
Address      
City       

State       Zip      
Phone Number (     )      
Newspaper Adviser      
Yearbook Adviser      
Broadcast/Web Adviser      
E-mail Address      
Check if above is a  FORMCHECKBOX 
New Address  FORMCHECKBOX 
School name has changed

Shipping Address, if different from above:

School      
Address      
City       State       Zip      
Thank you! 
• Include P.O., check, a PDF or photocopy of the payment. 

• If paid by credit card online, remember to note the type of order you are making and to submit this order form to Quill and Scroll in a separate step 
via e-mail, fax or mail.
Electronic signature of adviser:      
Date:     
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