Late Order Instructions

Once your sale has finished and you have submitted your order and have chosen your delivery date you may well find that a few more order forms are handed in. 
We suggest that you accept late order forms for up to a week after your closing date.

You can record and submit these late orders via your ‘Organisers’ page on the website using the ‘Late Order’ button
· Please keep the individual order forms that come in late separate from your earlier order forms. Your late order will be packed separately and labelled ‘Late Order’. It is important that you do not pack/fulfil late orders from the main order delivery.

· We will endeavour to send out your late order on the same date as your main order however if your main order has already been dispatched a £4.50 delivery charge will be made. You can check the status of your order on your Organisers Page.
· If you decide not to handle late orders or you have some very late orders you can inform your customers/parents that they can make their own individual orders on the Northbrook website.  Individual orders carry a £4.50 delivery charge but the goods are delivered to the customer’s home address and they receive a free roll of ribbon worth £3.50 , so P & P is really £1.00.  Instructions for this are given in the brochure. When an individual buys on line and designates your school / organisation as the beneficiary, you will receive notification that a sale has been made by e.mail, however you don’t need to do anything. The purchase will also be recorded on your Organisers page under  ‘Order History / Internet Sales’  The 22% cash back commission on these individual on line sales will be sent to you in mid January.
