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Governor Commissioner

ORDERING FROM CORCRAFT USING A PROCUREMENT CREDIT CARD
You will be contacted by Corcraft customer service to register your credit card information after you place your first
order. Once we have the credit card on file, you may use the last four digits of the card number and the name on the
card to place orders via the attached order form or a purchase order. Please contact us when your expiration date or
card number changes.

If someone other than the credit card holder places an order, that person must include his/her name and contact
information in the space provided on the order form.

The order must be typed (we cannot accept handwritten orders).

Include the following:

o A reference or PO number and the type of credit card

e Agency/facility name, billing address and invoice mailing address

e Ship to address, including contact name and phone number for the delivery
e Special instructions and type of delivery

e Item code of product

e Description of product, including fabric/color or wood grain selection

e Quantity

e Price each and line total

e Grand total

Please do not mail orders to us.

Email to: Orders.Corcraft@DOCCS.NY.gov
Customer Service Phone: (518) 408-3047

Add applicable shipping charges for orders under $250.00 to one location:

Replacement Keys $25.00 $5.00
Engraved Signage $25.00 $10.00
Janitorial/Laundry/Personal Care $250.00 $10.00
Textiles & Apparel $250.00 $10.00
Highway & Street Signs $250.00 $10.00
Signposts & Grill Pipe Supports $250.00 $10.00
License Plates, non-DMV orders $250.00 $10.00
\Wastebaskets, Dustpans $250.00 $10.00
Bulletin Boards $250.00 $10.00
Furniture & all other Products $250.00 $25.00
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CREDIT CARD ORDER FORM

TODAY’S DATE
CREDIT CARD TYPE:

REF/PO OR OTHER #

CUSTOMER #

AGENCY /FACILITY NAME:

QUOTE NUMBER:

CREDIT CARD # (last 4 digits only):

SHIP TO CONTACT NAME:

CARDHOLDER’S NAME (as it appears on the card):

SHIP TO ADDRESS:

CREDIT CARD BILLING ADDRESS:

CITY STATE ZIP

CITY STATE ZIP

SHIP TO PHONE:

BILL TO PHONE:

DELIVERY INSTRUCTIONS:

INVOICE MAIL TO CONTACT NAME:

INVOICE EMAIL ADDRESS:

INVOICE MAILING ADDRESS:

NAME & NUMBER OF PERSON ORDERING (iF pIFFERENT
FROM CARDHOLDER):

CITY STATE ZIP

DELIVERY DOCK INSIDE INSIDE AND SET UP

TYPE: |:| D

ITEM DESCRIPTION ITEM CODE

QTY/LOT PRICE SUBTOTAL

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

SUBTOTAL 0.00

SHIPPING (if applicable)

GRAND TOTAL 0.00
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