Order Form

Publication Date:  October 4, 2004

Section I

Your Name:






Phone:






(include Area Code)

Street Address:












(must provide a physical address, no P. O. Box numbers)

City:






    State: 

    Zip:




Employee Terminal:





Employee ID:  ________________

Order Date:



Employee Signature: 






Section II

Only order one item per order form.   If you need additional order forms, ask your supervisor to provide you with photocopies of this form.  

For Merchandise Catalog orders, supply the Item Number, Item Description, Page Number of the item and Required Points for the item.  

For Company Store Catalog orders, supply the Item or Style Number, the Item Description, the Page Number of the item, the desired Size and Color, your choice of the Logo and the Required Points for the item.  

Note:  Additional Points must be added to larger and tall sized clothing (see the Additional Clothing Charges, below).  

Note:  The optional Back and Truck Logos require additional points (see the Additional Clothing Charges, below).  

Note:  If you do not select a logo, you will not receive a logo.

	Item # or

Style #
	Item Description
	Page #
	Clothing Orders Only
	Required

Points

	
	
	
	Size
	Color
	Logo Choice
	

	
	
	
	
	
	
	Truck Logo
	

	
	
	
	
	
	
	Letter Lego
	

	
	
	
	
	
	
	Back Logo
	

	Only order ONE ITEM per order form.

If you need additional forms, make copies of this form. 
	Additional Clothing Charges

2XL add 800 points                       3XL add 1,200 points

4XL add 1,800 points                    5XL add 2,400 points

6XL add 3,000 points                    "Tall" add 800 points

Truck Logo add 600 points; Back Logo add 3,700 points
	Attached Points

	
	
	


Give the completed order form to your Immediate Supervisor.  

DO NOT send the form to Little Rock on your own as doing so will delay the processing of your order.  

If you are unsure of how to complete the form, ask your supervisor for help.

