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-a-round time to parents. Therefore, it is essential to our operations that all invoices are paid promptly, and the following polices 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 and by contract)
· 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 you order is ready to ship we will email you a copy of the invoice. A copy can be mailed to Treasurer if desired. This 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 order, Please  check the invoice for accuracy, Prior  to distribution and let us know immediately if there are any errors or discrepancy in scrip order received.  
