
MAIL-IN ORDER FORM (website) 
 
FAX Orders to: 914-232-3977  
Call MasterCard or VISA Orders: 800/336-5588 or .  
Mail Orders, use this form and send with Purchase Order or Payment to: 
Richard C. Owen Publishers, Inc., PO Box 585, Katonah, NY 10536 

 Name ___________________________________________________________________  
 Position _______________________________________________________Grade______   

 BILL TO:    
 Name/School _____________________________District _____________________________ 
   
 Home Street Address______________________________________________________________________   
 Phone______________________ 
 Home City ___________________________________________________ State ___________ZIP________   

 SHIP TO: Name/School ________________________________________________________  
 District____________________________________________________________________ 
 School Address___________________________________________________________________________ 
 Phone_________________________ 
 School City ___________________________________________________State ____________ZIP_______   
Enclosed is my:  ___ Personal check  Make checks payable to:  Richard C. Owen Publishers, Inc.  
                             ___ Bill school/District   P.O.#__________________________  Date ______ 
Signed Purchase order must be enclosed 
                             ___ Credit card (credit card order may be placed with VISA or MC ONLY) 
     Card #________________________  *Security #_______  Expiration Date______ 
     Signature_______________________                                           *Security number is the last three digits in the signature panel     

ITEM/DESCRIPTION ITEM # QUANTITY UNIT PRICE TOTAL 
1     
2     
3     
4     
5     

Book Total  $ 
*Shipping Charges  $ 

Subtotal $ 
**Sales Tax New York 

State  $ 
Order Total  $ 

Ordering Information 
Prices effective January 1, 2010; subject to change 
without notice. Send purchase order by mail, 
telephone, or fax. Terms net 30 days. Individuals order 
by telephone with MasterCard or VISA, or by 
mailing a personal check and order form. Continental 
U.S. orders shipped surface UPS unless instructed 
otherwise. Allow three weeks for delivery. Out of 
stock items will be shipped as they become available. 
College texts: Submit orders for professional books 
used as texts through local college bookstore, 
including our address. To consider a book for a college 
course, write for an examination copy. 
 
Overseas orders: Please call for details; Bookstores, 
wholesalers, other resellers: contact us for terms. 

Returns 
All returns require prior office 
permission. 10% fee charged for 
 unauthorized returns. Returns accepted 
within 30 days of shipping or invoice date, 
whichever is later, provided materials are  
in saleable condition. Opened packages not 
accepted. Professional books may be returned 
up to 6 months from invoice date, but only 
half of quantity ordered may be returned if 
request is received more than 30 days after 
invoice date. All returns credited at purchase 
price, less applicable fees.  A credit memo is 
issued unless customer 
requests a refund and there is no outstanding 
debt with Richard C. Owen Publishers, Inc. All 
returns must be shipped prepaid. 

 School orders over $1,499  
 FREE SHIPPING 
 
*Shipping- Prepaid with credit card 
                or check: 
 Shipping 
  $0 - $300 (min $5.00)____ 10%  
  $300.01 - $1499.00 ______7% 
  $1,499 +  ________________FREE 
  Over $1,499 Total - Free Shipping   
 On Purchase Orders: allow 8% 
 ** NYS residents only please add 
 sales tax.  

 


