

CONFIRMATION ACCOUNT INFORMATION
· If you have not already, you will be receiving the Fall 2009 Seasonal Code Report listing all codes for your schools.  Therefore, please be sure to advise your schools of their school account code when it is assigned.  All schools/organizations running an OWY program are asked to reference the account by SCHOOL ACCOUNT CODE.  A code report will be issued every Monday during the season.
· It is not necessary to assign a school code for a new school.  We will develop and assign the school code when the confirmation is entered into the system.

· If there is a new address, phone number or fax number for an existing account 
          (school), please indicate this information on a separate cover sheet when you
          submit the confirmation.  This will save the step of having to contact you to verify
          the information, improving the confirmation turnaround and material box shipping 
          time.

· There is no need to fill in the Coordinator’s home address information unless it is a home-based school/program.  

· The phone number for the coordinator should also be either a home phone number or cell number NOT the school number. 

· Please provide an area code for all phone numbers.  If an area code is not provided, the confirmation will be considered incomplete and you will be asked to resubmit it with the area code information.

· Our system only allows 1 email address per contact. Please do not submit several email addresses for 1 person. The primary contact (usually the coordinator) will be the person who will get email notification on shipments, ECG, etc.  We cannot set up more than 1 contact for email notification.
SPECIAL INSTRUCTIONS
· Promo code.  If the school program has a promotion associated with it, please indicate the promo code on the confirmation.  If the promotion code is Promo-1, please type Promo-1.   
· Paper – For the SBYB program, the initial paper supply (8”x10.5” only) is provided free of charge to the school.  If additional paper is requested from the school, please indicate in ‘special instructions’ who should be billed for the additional paper – the school or the rep.  

· Paper – For the OP program, the paper is not supplied free of charge.  The school may use 8.5”x11” or 8”x10.5” paper.  Please note:  the school program must use all one size for the artwork – do not combine the sizes for a program.  Also, please advise the school if they are using their own paper that we recommend using a heavier stocked paper – not copier paper which is thin.

Should the school wish to purchase the paper from OWY for the OP program, there is a box to be completed indicating how many packages (250 sheets) the school would like to receive.  There is a charge per package of paper and you must indicate who will be billed for that charge – the school or the rep.
· If the school would like lesson plans, simply write ‘lesson plans’.  If you would like to request specific lesson plans, you may write those in the special instructions.  Please note:  there is a limit of 4.  
· When requesting samples or sample kits for the school please place the request in the Special Instructions Box on the confirmation form.  It is also important to indicate who will be billed for the kit – you or the school.

· It is not necessary to list automatically sent items such as paper, brochures or other display box information in Special Instructions.  (Reminder, for the SBYB program paper is automatically sent, but not for the OP program).

CONFIRMATION REVISIONS 

· The confirmation revision box should be check marked and the date of the 
           revision should be typed in next to the box. This is located on the top right

           column of the confirmation.  Please do not highlight or change the font as 

           a way to identify the revised information.  

· When a confirmation is returned to you because of missing or incorrect information, it is not considered a revision.  Therefore, please do not mark it as such. If you mark a resubmission as a ‘revision’ it could delay data entry and shipment of the display box.

· Please place an asterisk on the left next to all updated (revised) information.   

CONFIRMATION DATE & REP INFO
· Confirmation date is the date you completed the confirmation.

· ‘HQ Mgr’ field.  ISRs, please place the name of your sales mentor at OWY in this field.  Sub-reps, please write ‘Sharon Squiers’. 
· Sales Rep field.  ISRs, please place your name here.  Sub-reps, please write your name/your regional manager.

CLOSED DATES
· Please list any ½ day school sessions as a full closed date as we cannot be sure that UPS would make it to the school prior to them closing for the day. 
· If confirming a day care, pre-school or other organization that is essentially open all year, it is not necessary to fill in the Last Day of Semester and Date Classes Resume fields provided that you indicate “School open all year” in the Closed Dates section of the confirmation.  If the dates are left blank and this indication is not made in the Closed Dates section, then the confirmation will be returned for correction.  
CONFIRMATION SCHEDULING
· Please do not schedule a school to receive orders on a closed date.  We do not have the ability to “hold” schools.  Therefore, please adjust the schedule accordingly so that the shipment arrives on a non-closed date.  
· For scheduling purposes, Tile wall confirmations are set up just like an OP schedule (22 business/working days for the order phase).
· Tile wall programs cannot be fast tracked.  Therefore, please do not request a Fast Track date for Tile Wall programs.
· Tile wall artwork must arrive at OWY by September 30th in order to be processed during the Fall season.  
CONFIRMATION FAST TRACKING
· A Fast Track is a perk that can be offered to repeat schools only when absolutely necessary and only on request.  Fast Tracking offers a turnaround time of no faster than 8 business days on the order phase of the program.  Once again, this feature should only be used when absolutely necessary to confirm the school and is viewed as an exception not as a standard rule of practice.
· When a Fast Track is requested, a regular schedule must still be assumed and followed when developing the confirmation.  The requested fast track date should be placed in the fast track box underneath the schedule grid.  Again, please do not request a fast track date that is faster than an 8 business day turnaround from the date the school is received.
· If a school is more than 1 day late they will lose any approved Fast Track Date they may have.  Likewise, revisions to a schedule will invalidate an originally requested and approved Fast Track Date.  

· Sales Support (Peggy, Joan, Kim) can not approve a fast track request; they only enter the request in the computer system.  Unless you hear from us otherwise, you can safely assume that your fast track request has been approved.
· Please do not put “ASAP” or “FT or sooner” in the fast track box. The only information that should be placed in a fast track box is the requested fast track date.  

· Revisions to a confirmation schedule will invalidate an originally requested and approved Fast Track Date.  You may request another Fast Track date, however please note:  If you submit/enter a revision from 10/15 thru 12/14 (prime peak season), a full turnaround schedule must be adhered to; no fast track requests.  Reminder to please stress to your schools, the importance of staying on their initial schedule.

MISCELLANEOUS CONFIRMATION INFORMATION
· Original Works company policy is to send all shipments to the school.  If there is an exception and the display box/marketing materials need to be shipped to a home address, please place the request in the Special Instructions box on the left hand side of the confirmation.  The request should simply read: “Ship Display Box to Coordinator Home Address”.  Please do not write “Ship All Materials to Home Address”.  This could create confusion during magnet and/or order phase because we may mistakenly believe that the magnets and/or orders should also be shipped to the home address.  
· When indicating “Prices to Families,” please use “W” to indicate Wholesale 

           Prices and “SRP” to indicate Suggested Retail Prices.  Anything other than SRP 

           or wholesale pricing is called custom pricing.  If you are using custom pricing, 

           then please enter the individual price to be charged for each item.

· If you are purchasing samples, sample kits or rep gift certificates for yourself and want them shipped directly to you, then it is necessary to complete a Product Request Form.  Do not request this on a confirmation form.
· When you receive a Thank You response from Peggy it is only an acknowledgement that she has received the confirmation.  This acknowledgement of receipt does not necessarily mean that the confirmation is correct and that everything has been entered.   

As a general rule, if you do not hear back from us then you can assume your confirmation is correct.  

· Please allow 24-48 hours from the time you submit confirmations until the time the marketing material display boxes ship.  If a confirmation is received after 2:00 pm Eastern Time it is considered ‘received’ the next business day.  Please do not expect a display kit to ship the same day it is submitted.

· Once a confirmation has been entered for an OP program, HQ will email the school DFL and Electronic Coordinator’s Guide (ECG) to the coordinator.  The sales rep will be copied on the email communication. Please be sure you keep a copy of the DFL saved to your desktop or in an electronic folder you have set up for DFLs (they will save as a PDF file); it will be your responsibility to resend the DFL to the coordinator, if they should need it again.   

In the case of a confirmation revision, if a new DFL is necessary, it will be generated by HQ and the rep will be copied on the email to the coordinator.  Again, keep an electronic copy of the DFL.  
As well, please be sure to save a copy of the OP and SBYB ECGs to your desktop for quick reference and for resending to the coordinator, if necessary.

· Once a confirmation has been entered for the SBYB program, HQ will email the Electronic Coordinator’s Guide (ECG) to the coordinator.  The sales rep will be copied on the email communication.  Please note that the DFL is not emailed to the coordinator; it is included in the magnet packs that are sent to the school during the magnet phase.   
