
Claims & Damages – It is the responsibility of the customer to make claims with the carrier. 

All new accounts must fill out our Application for Open Account form and return it to our 
Accounting Office. 

PAYMENT TERMS

We will assist in every way possible.

for refund consideration. Most of our products are not reusable after they have been engraved or 
etched, though in some cases, an engraving plate can be replaced in order to utilize the award for a 

of the highly personalized nature of award products, only items received late or incorrect are eligible 

Allow two weeks for processing. Prior to approval, all new accounts will be prepaid or C.O.D.
Custom designed or special order items will require a 50% deposit.
Net 10 days for customers with established accounts. Our minimum billing is $15.00.

No products may be returned without prior approval from our customer service department. Because 
RETURNED ITEMS

PRIORITY SERVICE is 20% additional (of entire order) for shipment/delivery within 24 hours.($10 min.)
EXPRESS and PRIORITY Services are subject to availability of inventory and production capacity.
Special rush services DO NOT include special shipping charges necessary to meet customer deadline.

Split Shipments – Add $3.00 per location.

All plaques are individually packaged. Trophies and other items are wrapped and boxed.
SHIPPING CHARGES/PACKAGING

Shipping Charges - $3.00 - $7.50 per shipping carton plus freight charges (depending on type of product

EXPRESS SERVICE is 10% additional (of entire order) for shipment/delivery within 48 hours.($10 min.)

Multiple color logos priced by Quotation Only

Color fill - 1 color included where indicated; additional colors $10.00 each
Acrylic engraving - $45.00; Exact reorders - $20.00

  
SPECIAL RUSH SERVICES - EXPRESS AND PRIORITY SERVICE

Second location or side - Setup charge plus $10.00 per item
Engraving on silver plated items- $.50 per letter ($15.00 minimum)

with the item pricing. There is typically only one Setup Fee for all items of a common type. For instance, 
if you ordered five pieces of a crystal vase, only one Setup Fee would apply for all five.  This allows 
you to amortize the cost of each Setup Fee across the total number of awards. Our Setup Fee covers
the cost of prepping each item for etching or engraving. 

Glass etching - $45.00; Exact reorders - $20.00
Marble awards etching - $45.00; Exact reorders - $20.00

PRODUCTION TIME
Normal production time is 5 to 10 working days. Large quantities may require 10 to 20 working days.
Some special order items, such as bronze tablets, may require additional time. Approximate delivery 
time will be confirmed upon order. Please be sure to inform us of your event date.
Special rush services are available on most items. Please confirm availability prior to ordering. 

Some items (etched marble and crystal for example) may require a Setup Fee, which is indicated 

SETUP, ETCHING, ENGRAVING and ADDITIONAL FEES
Prices include amount of engraving or etching appropriate for item indicated in one location. Excessive 
text, second sides or additional locations may result in additional charges. One logo or signature is also
included. Additional logos or signatures $4.00 each.

different occasion or recipient. Please contact us to discuss this on a case-by-case basis. 

All costs incurred up to cancellation will be billed.

*NOTE – Separate items may not be combined to increase quantity discounts
All sizes shown are approximate and can vary slightly due to manufacturing techniques

Orders being changed after work has been completed will be subject to additional charges.

CANCELLATIONS AND CHANGES


