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	Customer:
	 FILLIN  Company  \* MERGEFORMAT 
	Contact Person: 
	 FILLIN  "Contact Person" \o  \* MERGEFORMAT 

	Job Name:
	 FILLIN  "Job Name" \o  \* MERGEFORMAT 
	Email: 
	 FILLIN  "Email Address" \o  \* MERGEFORMAT 

	
	
	PO #:
	 FILLIN  "Purchase Order#" \o  \* MERGEFORMAT 

	Ship Date:
	 FILLIN  "Ship date" \o  \* MERGEFORMAT 
	To Arrive on: 
	 FILLIN  "To Arrive On"  \* MERGEFORMAT 



Are there multiple lists?  No
Distribution list format & media type: email

Shipping Data:

· Preferred Carrier:   UPS
· Carrier Account Number to use*:  FILLIN  "Carrier Account Number to Use:" \o  \* MERGEFORMAT 
· Reference number: (if blank we use your PO#)  FILLIN  "Package Reference Number (usually the PO#)" \o  \* MERGEFORMAT  
· Shipping Priority:  FILLIN  "Shipping Priority (Next Day Air, NDA Early AM, 2nd Day, Ground)" \d "Next Day Air" \o  \* MERGEFORMAT 
· Are any addresses outside the United States?  FILLIN  "Are there any addresses outside the US?" \d No \o  \* MERGEFORMAT 
· Sending Address:  FILLIN  "Sending Address (Yours, Sterling's, Other - please list)" \o  \* MERGEFORMAT 


· File must contain your PO# on the 1st line of the document
	PO # 1234-02
	
	
	
	
	

	James Smith
	123 West Street
	Suite 100
	Philadelphia
	PA
	19122

	John Doe
	123 West Street
	Suite 100
	Philadelphia
	PA
	19122

	Jane Doe
	123 West Street
	Suite 100
	Philadelphia
	PA
	19122


· If emailing a distribution list, your PO# must in the subject line of your email

· Subject: PO# 1234-02: additional drops

* Carrier # (UPS, FedEx, USPS) must be provided, and, optionally, the name of the company that owns that carrier ID #. 
Sterling Finishing will email the tracking numbers to the email address provided at the top of this form the next business day by 10:30 am.
Any invalid addresses, address corrections, and/or fuel surcharges that are received by Sterling Finishing, Inc. (from the carrier), will result in a handling charge (in addition to the carrier’s charge) for each address that reflects a correction ($2.00 per package/address, with a minimum of $10 per occurrence).  Please contact us if you have any questions.
Notes to Sterling: notes to sterling
