2010 Dictionary Ordering Guidelines
1.  Go to www.thedictionaryproject.org  to find desired book to be ordered. DO NOT ORDER ON THIS SITE

2.  All orders should be sent to Jim Dowd by your dictionary project coordinator

3. Coordinators should send an E-mail to Jim at jim.dowd@verizon.net with the following information:

· Billing  Name, Address and contact phone number

· Shipping  Name, address and contact phone number – indicate if it is a business or residence
· Number of cases of books  ( All books are sold in cases of 24 )

· Include the names of the schools where the books are to be given if known
· If books are being sent to a service club ( i.e. Lions Club ), or school Jim will need a contact name and phone number for a person at the establishment

4. Jim places all orders within 3 days of receiving the e-mail ordering the dictionaries/thesauruses. Jim will then send out an order confirmation to your dictionary coordinator. If you do not receive your order within 12 days after Jim has placed the order contact Jim.  DO NOT CONTACT THE DICTIONARY PROJECT DIRECTLY.  Jim needs to keep track of any problems that we are having.
5. All orders should be delivered to inside your building. They will only come in the door with the delivery.  We pay to have this service done so if it is not being done contact Jim. 

6. If you have any problems with anything having to do with your order contact Jim. This includes not receiving your order, torn books, delivery problems, or if you need a rush order. Jim can be reached a number of ways:

· Pager 1-888-984-9510

· Cell 570-956-1600

· Home 570-450-5050

· E-mail jim.dowd@verizon.net
Thank you for continuing to support this worthwhile project
