INSTRUCTION AND INFORMATION SHEET
(FOR PRINTED CERTIFICATE ORDER FORMS)

1.
BILL TO/SHIP TO:  Fill out top of order form completely, including phone numbers, and person ordering certificates. If shipping and billing address are the same, then write "Same" on Shipping Info lines.

2.
PAYMENT:  If using a purchase order #, write it in space provided.  Otherwise, please fill out your credit card information, or send a check, made payable to LEADING EDGE AWARDS, INC.  

3.
SALES TAX #:  If you are a Florida resident and are using a tax exempt number, please write it in the space provided.

4.
DATE NEEDED:  Please indicate the day your banquet or awards ceremony will be held.  

5.
QTY:  Please Enter Quantity you want for each award ordered.

6.
CODE/DESCRIPTION: Enter  Code, and Description of each certificate you want.

7.
GRAPHIC WANTED:  Enter which graphic you want.  Single color graphics are included in the base price.  Full color graphics have an additional $.35 per certificate charge.  See individual sports options sheet or web site for available graphics.

8.
CUSTOM LOGO:  If you want your logo or mascot on the award then enter yes, otherwise choose no.  Logos have a one time setup fee of $15.00, and an additional .25 per certificate charge for style “A”.  MASCOT, LOGO OR SECONDARY GRAPHIC IS REQUIRED FOR STYLE “B” or “C”, and is included in the base price.

9.
ATHLETIC TAIL:  Athletic tails are available for Style B & C only.  They have a $5.00 setup charge, and are included in the base price of styles B & C.  Enter Yes or No in this box.

10.
SEAL:  Embossed gold or silver seal is required on style A, and is included in the base price.  It is optional on styles B & C

11.
NAME ON AWARD:  If you want the athlete's name on the award, then Enter yes, otherwise choose no.  Athlete names have an additional charge of .25 per certificate. 
12.
UNIT PRICE:  Enter per Certificate cost. Unit price + any additional charges (Full color graphic, logo tail, or name).
13.
EXTENDED PRICE: This is QTY. X UNIT PRICE.  

14.
SUBTOTAL:  Enter your subtotal here.

15. ENTER LOGO CHARGE:  If you wish your school, club, league, or team logo, then enter $15.00 in this space.  This is a one time setup fee.  If you do not wish to have a logo, then enter nothing.  WE STOCK MANY MASCOTS – CALL

16.  ATHLETIC TAIL CHARGE:  If you wish to have an athletic tail on the award, then the one time setup is $5.00

17. 
SALES TAX:  If you are a Florida Resident, and are not using a tax exempt #, then enter your tax amount in this space.  If you are using a tax #, or if we have your tax # on file, then enter Nothing. Out of state sales have no tax.

18.
TOTAL:  Enter your Grand total here.

19. CERTIFICATE STYLE:  Please enter the style from options sheet. The style will determine whether a logo, seal, or athletic tail is required or is available as an option.

20.
PAGE 2 (TOP): Enter all relevant information (Team, school, club, division, signature lines, etc.) 

21.
PAGE 2 (Code, Description):  Enter Code, description of each award that you indicated on page 1.  

22.
ATHLETE NAME(S): If you entered yes for the name on page 1,  then write or type athlete's name in space provided.  Also, you may include any stats for that athlete.

23.
GENDER DESIGNATION: Choose how you want the gender on the award. Choices are Boys, Men's, Girls, Ladies, Women's, or None.  If you chose ladies for varsity soccer, then the certificate would read "ladies varsity soccer team".  Choose None if you want no gender designation (ex: J.V. Football Team).

24.
VARSITY, JV, Etc. (HIGH SCHOOL or MIDDLE SCHOOL Only):  If you are ordering certificates for High or Middle School, then enter whether the award is for Varsity, JV, Freshman, or N/A (No designation)

25.  ACCESSORIES, TEAM ROSTER AWARDS:  If you wish to order certificate accessories (Plaques, folders,) or the team roster award, then use the applicable enclosed form(s). 

All certificates are shipped flat and protected to ensure they arrive unblemished.

Leading Edge Awards, Inc.
12155 Metro Parkway, Ste. 1   (   Fort Myers, Florida  33966
(239) 482-0494  (  Fax - (239) 482-5504  (   www.leadingedgeawards.com  (  email – sales@leadingedgeawards.com 







