Xerox DocuCards

SALES & ORDER PROCESS

Xerox Key Account Executive (KAE) reviews application with customer so both sides
understand opportunities, requirements, specifications, machines to be used, etc.
XSS demonstrates 20-25 blank cards for customer.

v

KAE meets with machine technician to explain application. (KAE must work with the
technician throughout the entire process.)

KAE completes quote sheet with customer and sends information via www.docucard.com
to FormStore. If a Tiltatron is required the cost should be built into the final price given <
To the customer.

FormStore submits quote in US Dollars via e-mail to Ruth Mullins within 2

business days. Ruth calculates price margin to customer allowing for exchange rate
factors, freight, duty & extras. (i.e.: Tiltatron) She then gives pricing to KAE. (Quotes can
also be sent to Sheila Moss, Leanne Halliday and David Currant in Ruth’s absence.)

v

KAE reviews quote for DocuCard (and Tiltatron?) with customer.

v

Quote accepted by
customer ?

Once customer order is received, Ruth places order
with FormStore. Order must include artwork on disk, KAE reviews the agreed benefits of the application
register of files on disk & a hardcopy of the artwork. In with the customer and the added value of DocuCard. -
addition, exact shipping details and a copy of the

customer’s order should be included. (The KAE and the
customer each should retain a copy of everything sent to

FormStore.)



Xerox DocuCards

SALES & ORDER PROCESS

Country Product Manager orders Tiltatron from Xerox CAS, stating machine to be used.
CAS: US+ 585 427-5414
Standard Tiltatron shipped in 2 weeks
Custom Tiltatrons shipped in 6-8weeks

!

Is the order for a new
customer?

Is the order for a new

DocuCard format for a

previous customer ?

FormStore ships 4 boxes of 500 blank DocuCards of
the exact same format of final application for trial at
customer site. Proofs are sent to the KAE to take into
the customer for approval and testing. (If custom
position, FormStore manufactures test stock
specifically for the customer. Allow 2 weeks to receive
this stock after receipt of purchase order. If the order is
for a standard position, stock will be sent out
immediately from the Xerox warehouse.)

For repeat business, FormStore delivers proof to
KAE. The KAE then visits the customer for proof
approval. For exact repeat orders, no proof is required.

v

KAE, customer and machine technician review
instructions and conduct trial for running entire
application from “ream box to mail box” with blank
stock of exact DocuCard format of the application. \4

+ Customer and KAE approves printing exactly as it
appears on the proof sheet by both signing off on the

KAE and customer approve proofs and trial run. Both proof and sending back to FormStore.

the KAE and customer must sign the proofs and test
approval form in its entirety. These are sent back to ¢

FormStore along with 6 samples of the test application.
FormStore MUST receive the original signed proofs
and test approval form.

If proofs or testing is not approved,
trial of application is used in different
equipment, new format is suggested,
No . .
—p revised proofs are made, or order is
cancelled.

FormStore receives
signed proofs, signed test approval
and samples. (Production will
not begin without these.)
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SALES & ORDER PROCESS

Lead Time Starts Here

v

Order is manufactured. Standard time is 3 weeks. Allow one week extra for transit time.
(Large quantities may take longer than the standard 3 weeks.)

v

FormStore ships DocuCards to customer or Xerox warehouse as instructed on Xerox

purchase order.

FormStore sends invoice to Xerox.

v

Xerox Country Product Manager authorizes payment to FormStore.

v

Xerox invoices customer.




DocuCard
Artwork & Test Guidelines

Artwork Guidelines

»Refer to Artwork Specification sheet on www.docucard.com for
requirements.

»Artwork needs to be screened back to 20% if in imaging area on
document and card.

»Confirm card position before order is placed to ensure it is an
acceptable format.

»If custom format, note exact measurements of card position on
document.

>A knockout behind the card on the document is always necessary.
There is to be no printing under the card. Some copy may be
permitted after review of artwork, but is not encouraged.

>If document has 100% ink coverage on certain formats, there will
be an extra charge for “lockup” if necessary. 100% ink coverage on
the document is not encouraged.

»Please note PMS colors for order on hard copies that is provided
with the disk.

»KAE & Customer must each retain a copy of the artwork in case
there are questions with the order.

Test Guidelines

»Test material MUST have the exact card position, paper weight,
paper size, and have needed scores, perfs, windows, etc. as the final
order.

»>Completely fill out the test approval form by approving everything
listed. The customer AND sales representative must both sign off on
the form.
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