

Instructions for Enrollment

Thank you for your interest in becoming part of UnitedScrip’s Fundraising Program. We are happy to play a small part in making the dreams of your organization a reality. As you complete the enrollment process, please feel free to contact us if you have any questions or need clarification. We are here to help you and look forward to working with you!

 

Please follow these simple steps to complete your enrollment.

1. Fill out the necessary forms listed below:

· Enrollment Form

· ACH Bank Account Form

· Back Order Policy Form
 

2. Email or fax the completed forms to UnitedScrip.


Fax #: 864-886-9704  Phone # 864-886-9701
(Follow up with a phone call to ensure we have received your information!)

Email: info@unitedscrip.com

 
3. Mail the original forms to UnitedScrip.


UnitedScrip, Inc.


305 Catawba Circle


Seneca, SC 29672

 
4. You will receive a Welcome email and a call to follow up with your enrolment process from UnitedScrip once your account has been established. This will provide you the additional information to set up and organize your scrip program and the ordering process. We are here to answer any questions you have daily!

And Remember, your profits begin as soon as you place your first order!

Our passion,

The reason we exist,

Is to equip your organization

With the tools to make

Each vision, need or goal ~
A reality.

UnitedScrip
Welcomes you as a Scrip Partner!

We are glad you have selected UnitedScrip as a fundraising partner for your organization. This Enrollment Package includes all of the forms you will need to complete and return to UnitedScrip.  Contact us at any of the numbers below and speak with our New Group Coordinator for details.
	How to contact US

	PHONE

TOLL FREE:
	864.886.9701

866.611.9701

	FAX:
	864.886.9704

	INTERNET:
	www.unitedscrip.com

	MAIL:
	UnitedScrip

	
	305 Catawba Circle

	
	Seneca, SC  29672

	Customer Service representatives are available

9 a.m. – 3 p.m.  EST Monday – Friday

	Email Information

	GENERAL INFORMATION
	info@unitedscrip.com


	NEW GROUPS
	info@unitedscrip.com
cmrampey@unitedscrip.com


	BILLING/ACCT RECEIVABLE
	steve.mitchell@unitedscrip.com


	NEWSLETTER
	info@unitedscrip.com


	SOFTWARE/

WEBSITE
	software@unitedscrip.com


	ORDERS
	orders@unitedscrip.com


Nonprofit Affiliate Enrollment Form
Affiliate Information

	Organization Name:  
	Phone:  

	Address:  

	City:  
	State:  
	ZIP:  

	Delivery Address:  

	City:  
	State:  
	ZIP:  

	Fax:  
	Email:  
	Tax I.D. #  

	Type of Organization:  

	Circle Delivery Method: UPS Residential /  Customer Pick-Up /  UPS School/Business


Contact Information: 
	Contact Name:  
	Phone:  

	Email:  

	Alternate Contact:  
Email:  
	Phone:  

	Program Treasurer Name:  
	Phone:

	Treasurer Email:


PLEASE INCLUDE PROOF OF YOUR NONPROFIT STATUS:  a copy of your IRS Letter of Determination or a copy of your Articles of Incorporation.  Please include Employers I.D. Number (EIN)
How did you find out about UnitedScrip?  _____________________________________
For Office Use Only

	QB
	UPS
	Ourscrip.com
	ScripNotes


	Phone


	Email
	QB Notes
	ACH    Bank       Report          A/R
	Acct/ID Number
	


Organization Information

Please include a list of your program’s officers, staff, or individuals authorized to place orders, request banking, account information, passwords, or shipping address changes.

	Name
	Position/Title
	Email
	Phone 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Payment Policies & Procedures

In order to better serve your group or organization, our inventory is purchased in advance to enable fulfillment of your order immediately, shipping within 24 hours, (normally the same day as your order is placed), reducing your shipping and turn-around time to parents. Therefore, it is essential to our operations that all invoices are paid promptly, and the following policies and procedures established. 

ACH Payment Information (Required)

· The recommended method of payment is ACH or electronic fund transfer to expedite shipment of orders. ACH (Automated Clearing House) is a nationwide network of banks, businesses, and account holders. Authorization of ACH payment ensures prompt shipment of your order. 
· The amount debited from your account will be the total of the invoice(s) for the purchase made.
· ACH payments will be processed within one business day, and deducted from your account within two business days. 
· Payment will not be processed for any certificates that are backordered.

We strongly recommend and encourage all groups to consider this option. It saves you the
 hassle of processing checks and assures that orders will always ship promptly. 
We will gladly provide references from groups who use this system.

Payment by Check (Available only with authorized permission)

· Prepayment is required for new groups until history is established.

· Please mail your check upon receipt of your emailed invoice. Payment should be received within 3 days of order placement. 
· Tardy or late payments may result in suspension of this payment option.
· Your payment should include your group name and the invoice number(s) to which the check is to be applied.
General Information

· All invoices are to be paid in full. Any credit for returned or exchanged certificates will be made to your account in the form of a credit memo.

· No new orders will be processed if your account has an outstanding invoice more than ten days old.

Helpful Notes
When your order is ready to ship we will email you a copy of the invoice. A copy can be mailed to your organization’s treasurer if desired. The invoice will let you know:

1. when the order is shipping,

2. if any items are being backordered, and

3. the total amount of the invoice and amount to be debited from your account

4. upon receiving your package, please confirm your scrip order prior to distribution. If there is a problem with the quantity of individual items or denominations, please call UnitedScrip. Notification of all claims must be received within 48 hours of order arrival. 
Bank Account Information
[image: image2.jpg]



The following information will authorize UnitedScrip to debit your organization's bank account for your UnitedScrip purchases.  Please provide the requested information and attach a voided or cancelled check.  UnitedScrip will use this information to verify the accuracy of your depository account and routing numbers. UnitedScrip will not use this information for any other reason. 
	Organization Name:
	Shipping Address:

	Organization Phone Number:
	Program Coordinator:

	Organization’s Bank Name:
	Bank Phone:

	City:
	State
	Zip

	Type of Account (Check only one):

	Bank ABA/Routing # (#1 below)
	Bank account number # (#2 below)


I (we) hereby authorize UnitedScrip to initiate debit entries to my (our organization/group/team) account indicated above at the depository named above to debit such account. This authorization is to remain in full force and effect until UnitedScrip has received written notification from me (or organization/group/team) of its termination, in sufficient time and in such manner as to afford UnitedScrip a sensible opportunity to act on it. 





President 

 __________________________


Treasurer

 __________________________

   Scrip Coordinator 
             __________________________

Back Order Policy

There will occasionally be times that we have a certificate out of stock.  In those times, we have two choices for your order.  They are as follows:

· Back-order – Our policy is to move all back-ordered items to a new invoice, dated the following week and send them with your next order.  You will not be charged for any items not shipped.   If you need them sooner than  your next order, there will be a small charge for shipping.

· Zeroing – we will remove those certificates from your order (you will not be charged for these).  You will need to reorder those certificates with your next order if they are still needed.

Please indicate your choice below.  We will use this decision on all orders unless specific instructions stating otherwise accompany an order.  If at any time you wish to change your preference, an updated form will be required. 

We prefer all unavailable certificates be:

	Zeroed on all invoices
	 FORMCHECKBOX 


	Backordered &

Shipped with next order
	 FORMCHECKBOX 


	
	

	Group Name:
	Date:

	
	

	Coordinator’s Signature:
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UnitedScrip Shipping Schedule

UnitedScrip is located in South Carolina (Gold Area) and ships UPS.   Please refer to chart for the expected shipping times and to determine how you would like your packages shipped to your Group or Organization.  Special Rates will apply for Next Day Service. Orders are shipped in order received and if possible are shipped the same day.

· UPS Ground - Residential                        $8.50   (Signature Required)
· UPS Ground – Business/School              $7.50   (Signature  Required)
· 2nd Day Air AM                       By quote
· 2nd Day Air – Residential                         $12.50  (Signature  Required)
· 2nd Day Air - Business/School                $10.50  (Signature  Required) 
**Please note that rates reflect shipping costs that include partial payment of costs paid by UnitedScrip. It is not our intention to profit from shipping; we will gladly adjust if possible!

Shipping Information

· Orders received by 1 pm EST will be processed for shipping that day.  Any orders received after 1 pm EST cannot be guaranteed for same day shipping.
· Order Additions – if you need to add to your order, please inform UnitedScrip of your existing order and Invoice # when making the addition.  This will enable us to combine shipments if possible.  The additional order will be invoiced separately.  Please Note:  If the addition is received after 1pm, we cannot guarantee that it will be shipped with the original order.

· All orders must include your group name and contact information, including a phone number so that we may confirm your order or address any questions we may have concerning that order.
· Email all orders to orders@unitedscrip.com
Procedures that you need to know!

· We always acknowledge your emailed order with a “Thanks for ordering from UnitedScrip.” reply.  If you do not receive this confirmation, call to make sure the email was properly transmitted. (Program Hint:  Always email a copy of your order to an email address you can access from home or have access to after you leave the computer that contains your software.)

· If you fax an order, please call to make sure that it was received.

· After the order is filled, an invoice is emailed to you.  Check the invoice for accuracy and call immediately if there is an error. Backorders will be noted and moved to a backorder invoice.  

· At the end of the day, you will receive an email from UPS Quantum View [QuantumViewNotify@ups.com] containing a UPS tracking number for your package.

· For delayed packages, please contact UPS to receive information.  To speak to an operator call 1.800.742.5877 (1.800.PICKUPS) or for detailed information visit http://www.ups.com/content/us/en/index.jsx   Enter your tracking number.  
ATTACH GROUP VOIDED CHECK HERE.


YOU MAY FAX THIS FORM FOR INITIAL APPROVAL


BUT AN ORGINAL COPY IS REQUIRED BY MAIL.




















Saving





Checking
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