PACKET: GUIDELINES AND FORMS FOR PROCESSING CONSIGNMENT ORDERS

This packet contains your PACKING LIST for the current Consignment Order, and step-by-step
guidelines for processing Consignment Orders.

Forms included will assist you in keeping accurate account of orders.

Prompt and careful handling of orders makes it possible for your Mission Resource Center to fill
orders for mission meetings and other events.

Enclosed are:
1. Guidelines for Ordering & Handling Consignment Orders
2. Guidelines for Processing Consignment Orders

3. Consignment Accounting Forms (original copy sent with remittance and file copy for your
records)

4. Return Shipment Form (original copy sent with return items and file copy for your records)
along with UPS Return Shipping Labels for returning unsold merchandise

5. Order Data Sheet (for event and all contact information)

6. Consignment Order Forms (including Reading Program Order Forms) -- submit to Mission
Resource Center by FAX or mail

7. SPR Daily Account Tally Sheet
8. Envelope enclosed for remittance with Consignment Accounting:

Mission Resource Center
ATTN: Consignment
1221 Profit Drive
Dallas, TX 75247-3919

Place the Packing List and the Return Shipment Form in one of the cartons of unsold materials
being returned to the Mission Resource Center at the above address, and please mark this
return box as Box 1.

Please number all boxes (e.g., 1 of 4, 2 of 4, 3 of 4, 4 of 4)

If you have any questions or concerns about processing your Consignment Order, please call
Mission Resource Center -- 1-800-305-9857 or e-mail: cs@missionresourcecenter.org
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Mission Resource Center
1221 Profit Drive
Dallas, TX 75247-3919

SUBJECT: CONSIGNMENT FORMS - 2010

One of the main responsibilities of Secretaries of Program Resources is the management of the
consignment orders for meetings throughout the year. The information in the enclosed packet is supplied
to give you accurate guidelines on ordering, displaying and returning the consignment orders.

Sales and Displays Policy:

Consignment orders are for you to have material available for display and resale at your events.

No orders for individuals or local units should be included as part of the consignment order.

Those orders should be placed as regular orders with the Mission Resource Center Customer Service
Department.

1. The returns policy for all consignment orders is:
All materials that were not sold, excluding free resources, must be returned to the Mission Resource
Center no later than 30 days after the meeting. Any consignment merchandise not received within the
30-day period will be considered non-returnable. The unit that ordered the material will be invoiced to
pay for items not returned. Contact the Mission Resource Center manager to request exception at the
time of order.

2. Resources for United Methodist Women’s events must be related to our Purpose and the program of
the organization.

Thank you for your efforts in working with the Mission Resource Center to provide resources on
consignment. Should you have questions or concerns regarding your order, please contact us at
800-305-9857.
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GUIDELINES FOR ORDERING & HANDLING CONSIGNMENT ORDERS 2010

1. Please read through these guidelines thoroughly.

2. Consignment orders should be received by the Mission Resource Center four to six weeks
prior to the date you want to receive them. This policy helps us manage our inventory and returns
in an efficient manner, and helps us plan our order flow to ship the majority of orders complete. If
items are not available to ship with the consignment order, items will be sent if they arrive in time for
your meeting. The Mission Resource Center pays shipping costs on consignment orders for
Conferences and Districts, unless the orders are received within 14 days of the event. Within this
time period, any expedited shipping expense required to meet the event date will be charged to the
Conference/District account, and will be included as part of the final reconciliation of the account.
This policy also applies to supplemental orders placed for the event.

Note: Study materials for Schools of Christian Mission events should be made available to persons
who have registered to take the studies. To order the basic mission materials, determine from the
School Registrar the number of study leaders for each study and the number of students expected in
each class. The number of study leaders and the number of students should give a more accurate
figure of the total resources needed for the study materials.

3. Supplemental orders are intended for new items or items inadvertently left off the initial
consignment order. Supplemental orders should be received no later than two weeks prior to the
date of the event to insure timely shipment.

4. Only two copies of the Reading Program books may be ordered for each event. If there is a special
need, please specify and your request will be considered by the Customer Care Manager.

5. Order appropriate quantities of resources for the event. This is especially critical on the literature we
supply at no charge, and we recommend ordering free materials for 25% of the projected number of
attendees anticipated. Women'’s Division supplies the funding for this information, and we should
practice good stewardship in its use.

6. Please use post-it notes or removable tags to mark prices on items. Materials damaged by pricing
stickers are considered non-returnable. Free materials should be placed separate from sale items.

7. The returns policy for all consignment orders is:

All materials that were not sold should be returned to the Mission Resource Center within 30 days
after the meeting. Any consignment merchandise not returned within the 30 days will become non-
returnable, and the unit will be required to pay for those items.

Ship returns to the Mission Resource Center by United Parcel Service using the UPS Return
Shipping Labels provided with each consignment order. UPS automatically insures each carton for
$100 if properly packed, and shipments are easy to track. Cartons should be insured for the
approximate value of the contents. You may obtain additional insurance coverage for a small charge,
at the time of shipping. Should you have questions regarding packaging, please contact UPS.

If the United States Postal Service (USPS) or other services are more convenient, check to find out
weight restrictions and cost to insure cartons. The UPS Return Shipping Labels may not be used for
any shipper other than UPS.

To receive credit on Consignment orders, sale items must be returned in good condition. Pack items
to be returned for credit with care. (Do not return “FREE” items.) Pack boxes to be returned to
capacity, and insure the contents for any boxes containing items whose value exceeds $100.

8. After the event/meeting, send sales remittance and Consignment Accounting Forms to the Mission
Resource Center within one (1) week following the event. The forms and envelopes can be found in
the Consignment Order Packet. Place your ORDER number on all correspondence and carton labels.

Please keep these guidelines for reference at the event or meeting for which you have placed this
consignment order.
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GUIDELINES FOR PROCESSING CONSIGNMENT ORDERS

INSTRUCTIONS FOR CHECKING THE MATERIALS RECEIVED

1. Count materials as cartons are opened. Packing lists will be included in the envelope with all the
consignment order processing forms, contained in Box 1.

If you should receive damaged cartons and materials, call the Mission Resource Center
immediately to report the damage. We will file a claim with UPS for the damaged items. Keep the
carton, all packaging and damaged materials. UPS may send someone to inspect the damage.

If the MRC Returns Department receives damaged cartons and materials, we will call you to
report the damage. It is your responsibility to contact UPS and file a claim for the damage. MRC
Returns will make the damaged materials available for inspection by UPS. Please send the
amount of any claim settlement to the address, Remittance for Consignments, Mission
Resource Center, to be credited to your account.

2. Count unsold materials at the close of the event. Free material is not to be returned.

3. The number of each item sold should be entered in the “Number Sold” column on the packing list.
This figure should be the difference between the “Number Received” and the “Number
Returned”.

4. Carefully pack all items to be returned. If multiple cartons are returned, number each carton.
Example: #1 of 3, #2 of 3 and #3 of 3. Labels are enclosed in the packet for returning materials to
the Mission Resource Center via UPS.

INSTRUCTIONS FOR COMPLETING OTHER FORMS IN THE PACKET

1. The remittance for total sales and the Consignment Accounting Forms should be returned to
the Mission Service Center within one week after the close of the event. Complete the
Consignment Accounting Forms. Keep your file copy for your records. Return the MRC copy
with a check for total sales, made payable to the Mission Resource Center. Return both in the
envelope provided in the packet, to the address for remittances for consignments. Items returned
for credit should be carefully packed and shipped to arrive within 30 days after the event.

2. Complete the Return Shipment Form and place it in Box 1 of the cartons of materials being
returned to the Mission Resource Center. Mark “Return Shipment Form” on the outside of the
carton and ship to the Mission Resource Center shipping address, below. Please number boxes
(i.e., 1of 4,2 of 4, 3 of 4, 4 of 4). If paperwork is not returned with the order, the order cannot be
processed and may freeze your account.

MISSION RESOURCE CENTER
1221 PROFIT DRIVE
DALLAS, TX 75247-3919
1-800-305-9857

If you have questions, please call the Mission Resource Center, 1-800-305-9857, or e-mail:
cs@missionresourcecenter.org.

Rev. 5/28/2010 ssp WomensDivision—03 Guidelines for Processing Consignment Orders 2010 3



RETURN POLICY ON CONSIGNMENT ORDERS FROM THE MISSION RESOURCE CENTER

1. All materials that were not sold (excluding FREE items) must be returned to the Mission Resource
Center to arrive within 30 days after the event/meeting is over. Any consignment merchandise
not received at the Mission Resource Center within that 30 days will become non-returnable. At
that time, the unit that ordered the material will be required to pay for any items not returned.

2. If a second event will occur within six weeks of the first event (except at a year end), the
Secretary of Program Resources can arrange with the Mission Resource Center to keep the sale
items for the second event. Arrangements must be made in advance. Should this occur, the
remittance for total sales from the first event and the Consignment Accounting Form should be
returned to the Mission Resource Center within one week after the close of the first
event/meeting. NOTE: Supplements to the initial order for the second event will bear the same
order number as the original order, with an S for Supplement (i.e., 3299651, 32996S2, etc.).

3. Unused materials from a conference event cannot be “transferred” to a district event’s account.
The district may purchase unused materials from the conference event; however, materials
purchased and not sold by the district cannot be returned to the Mission Resource Center.

4. Under no circumstances should unused materials from a district event be taken to a subsequent
conference event for sale.
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Customer:

ORDER #:

CONSIGNMENT ACCOUNTING FORM 2010—Return this copy to MRC

You must return the remittance for total sales along with this form to the Mission Resource Center, attention Accounts Receivable, within One week
after the close of the event/meeting. Mail the form in the enclosed envelope.

CONFERENCE/DISTRICT

DATE OF MEETING

TYPE OF EVENT

PERSON WHO ORDERED RESOURCES

ADDRESS
CITY STATE ZIP+4
TELEPHONE E-MAIL

TREASURER NAME

ADDRESS
CITY STATE ZIP+4
TELEPHONE E-MAIL
MONEY FOR MATERIAL SOLD (Check or Money Order ONLY) $
# OF INDIVIDUAL ORDERS ATTACHED MONEY FOR ORDERS TAKEN (No Cash Please) $
# CREDIT CARD SLIPS (Originals Only) TOTAL CREDIT CARD SALES $
TOTAL $$ ENCLOSED $
# CHECKS ENCLOSED # MONEY ORDERS ENCLOSED # CREDIT CARD SLIPS

NOTICE - TEXAS Residents Only: Unless tax-exempt number is added to order,
Texas State law requires us to collect Sales Tax.

Tax exempt Number:

TOTAL TAXABLE SALES §
Texas Residents add Sales Tax for TAXABLE Sales +
TOTAL SALES TAX DUE (Please include this amount in separate check) $

MAKE CHECK OR MONEY ORDER PAYABLE TO “MISSION RESOURCE CENTER”

Number of Cartons returned Number of Tubes Date Shipped

Method of Shipment: UPS USPS FedEX

Person returning the material

ADDRESS

CITY STATE ZIP+4
TELEPHONE E-MAIL

Remarks:
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Customer:

ORDER #:

CONSIGNMENT ACCOUNTING FORM 2010—Your file copy

You must return the remittance for total sales along with this form to the Mission Resource Center, attention Accounts Receivable, within One week
after the close of the event/meeting. Mail the form in the enclosed envelope.

CONFERENCE/DISTRICT

DATE OF MEETING

TYPE OF EVENT

PERSON WHO ORDERED RESOURCES

ADDRESS
CITY STATE ZIP+4
TELEPHONE E-MAIL

TREASURER NAME

ADDRESS
CITY STATE ZIP+4
TELEPHONE E-MAIL
MONEY FOR MATERIAL SOLD (Check or Money Order ONLY) $
# OF INDIVIDUAL ORDERS ATTACHED MONEY FOR ORDERS TAKEN (No Cash Please) $
# CREDIT CARD SLIPS (Originals Only) TOTAL CREDIT CARD SALES $
TOTAL $$ ENCLOSED $
# CHECKS ENCLOSED # MONEY ORDERS ENCLOSED # CREDIT CARD SLIPS

NOTICE - TEXAS Residents Only: Unless tax-exempt number is added to order,
Texas State law requires us to collect Sales Tax.

Tax exempt Number:

TOTAL TAXABLE SALES §
Texas Residents add Sales Tax for TAXABLE Sales +
TOTAL SALES TAX DUE (Please include this amount in separate check) $

MAKE CHECK OR MONEY ORDER PAYABLE TO “MISSION RESOURCE CENTER”

Number of Cartons returned Number of Tubes Date Shipped

Method of Shipment: UPS USPS FedEX

Person returning the material

ADDRESS

CITY STATE ZIP+4
TELEPHONE E-MAIL

Remarks:
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ORDER Number

RETURN SHIPMENT FORM 2010—Return this copy to MRC

To ensure proper handling of your returned shipment, the following procedures must be followed:

Complete this form and place it WITH the white PACKING LIST inside carton #1 of unsold
material being returned.

Print on the outside of that carton: “PACKING LIST ENCLOSED.”

TYPE OF MEETING

NAME OF CONFERENCE OR DISTRICT

DATE OF MEETING

NAME OF PERSON WHO ORDERED MATERIAL

ADDRESS
CITY STATE ZIP+4
TELEPHONE
BILLING: NAME OF TREASURER
ADDRESS
CITY STATE ZIP+4
TELEPHONE
Number of CARTONS being returned Number of Tubes Date Shipped
Each carton and tube numbered?
Method of Shipment: UPS USPS FedEX
Name of person returning the material
ADDRESS
CITY STATE ZIP+4
TELEPHONE
Insure cartons for approximate value when shipping returns. United
Parcel Service includes minimum insurance automatically at no extra
charge and tracking services. Cartons should weigh less than 40 Ibs.
r— When using United Parcel Service or other shipping services, check
to find out weight and cost to insure cartons. The Mission Resource
Center does not accept returns COD.
REMARKS:

To receive credit, you must return unsold materials to the Mission Resource Center within 30 days after the event/meeting.
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ORDER Number

RETURN SHIPMENT FORM 2010—Your file copy

To ensure proper handling of your returned shipment, the following procedures must be followed:

Complete this form and place it WITH the white PACKING LIST inside carton #1 of unsold
material being returned.

Print on the outside of that carton: “PACKING LIST ENCLOSED.”

TYPE OF MEETING

NAME OF CONFERENCE OR DISTRICT

DATE OF MEETING

NAME OF PERSON WHO ORDERED MATERIAL

ADDRESS

CITY STATE ZIP+4

TELEPHONE

BILLING: NAME OF TREASURER

ADDRESS

CITY STATE ZIP+4

TELEPHONE

Number of CARTONS being returned Number of Tubes Date Shipped

Each carton and tube numbered?

Method of Shipment: UPS USPS FedEX

Name of person returning the material

ADDRESS

CITY STATE ZIP+4

TELEPHONE
Insure cartons for approximate value when shipping returns. United

— Parcel Service includes minimum insurance automatically at no extra

charge and tracking services. Cartons should weigh less than 40 Ibs.
When using United Parcel Service or other shipping services, check
to find out weight and cost to insure cartons. The Mission Resource
Center does not accept returns COD.

REMARKS:

To receive credit, you must return unsold materials to the Mission Resource Center within 30 days after the event/meeting.
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