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MEMO: DROP SHIP POLICY                                                                                            
FROM:
The Party Animal, Inc.

RE:
Updated Drop Ship Pricing & Policy – Effective July 1, 2009                        
Drop Ship terms are Credit Card only.  Accepted Credit Cards are: American Express, Discover, MasterCard and Visa.  

Products are charged at list cost.  Send all Drop Ship Orders to orders@partyanimalinc.com
There is a Handling Fee of $2.00 for each individual drop ship order.  Due to a Royalty Reporting change by the NFL and by our Collegiate Licensors, the Handling Fee of $2.00 will be added to the cost of the product.  They consider handling charges to be part of the cost of the product.  If a site requires additional work such as maintenance on a portal site, the handling charge will increase to $3 per individual drop ship order.

Each web site is responsible for the freight charges of each drop ship.  If using our account number, each site will be charged exactly the same as what The Party Animal is charged. If you prefer, your UPS or FedEX Acct Number can be used.  Please note; a street address is needed when using UPS/FedEx. Neither service will deliver to PO Boxes.  

We do not ship to APO/FPOs, but will be glad to send to you to forward. 

We ship ONLY to the United States and its territories.  Alaska, Hawaii, Puerto Rico, Canal Zone and The Virgin Islands have slightly higher ship rates and may need to go by air. 
Our products cannot be sold or shipped outside the US due to licensors restrictions per our license agreement.     

For drop ships being sent to PO Boxes, we offer USPS.  Regular drop ship orders can be sent via USPS also. Priority Mail & First Class Mail both offer automatic tracking information. For any extra postal services requested, such as signature confirmation or insurance, the charge will be passed on to you.  First Class Mail can be used for any item weighing up to 13oz and being shipped in an envelope.  Any order over 13oz must be sent Priority Mail. 
UPS & USPS offer a shipment notification which automatically emails the tracking number to your site for each shipped drop ship. Provide us with a contact email address and this information will automatically be sent at the end of the day, your order is shipped. 

A Packing Slip is required for each drop ship order.  (See below for an example of needed information.)  No order will be shipped without a provided packing slip and contact information.
A shipping window of at least two weeks is needed, especially in-season and during the holidays.  Drop ships are invoiced weekly, usually on Fridays, even though the items are shipped out daily.

Regarding Returns:  
*There is a restocking fee of $2.00 for all returned items, unless the item was defective, damaged in shipment or shipped late.
Wind or adverse weather damage is not a product defect.
**Only authorized returns received within 30 days of customer receipt and in good condition will be accepted for a refund less shipping & handling. The only exception will be after Christmas.  We will accept authorized returns on holiday orders (Orders shipped Thanksgiving through Christmas.) until January 30.
***If an authorized returned item needs any type of maintenance (sticker removal, missing/ripped packaging, torn inserts etc.) there will be an additional fee, a maintenance fee, of $6.00 per item. 
Regarding Lost Orders:  If a customer says their order was not received, yet UPS or USPS shows it being delivered, we are not responsible for the expense. A second order can be shipped, but the website is responsible for that expense also.  
If you have any questions or comments, please feel free to call us.  

********************************************************************************************************************************************** Sample Packing Slip

Your Company Name

PO#

Item:  (Item Code & Description)

Quantity:

Shipping Method: (UPS Ground, FedEx, USPS)

Ship To: Name

             Address

             Phone Number
Your Company Contact Information:  (email address and/or phone number)






