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SCHOLASTIC BOOK ORDERS

Order books as usual.  Book orders should only be made through Scholastic (Book Clubs, Classroom Catalog, Jim Hodge, etc.).  EXCEPTIONS:  BOOKS SHOULD NOT BE PURCHASED THROUGH SCHOLASTIC WAREHOUSE SALES OR SCHOOL BOOK FAIRS.
Upon arrival, go through the order and be sure all books and totals are correct.  Please do not send your handwritten order forms; SEND THE ACTUAL INVOICE that arrives with your order.  The invoice is needed to reference the information for payment (customer account number, order number, amount total, etc.)

Circle the amount to be paid on each invoice.  If student orders were made on the same invoice, indicate the amount that needs to be paid with Literacy Lab funds.

Prepare a fax cover sheet.  Include the following:

· Date
· Your Name
· Your e-mail address
· School name
· School phone number
· School fax number 
· Group name (like TAU, UPSILON, or PHI)
· Number of pages being faxed
· Total to be paid by Literacy Lab
Fax the invoice to the Smart Step office at (501) 279-4506 or mail to:  Smart Step, c/o Harding University, Box 12254, Searcy, AR  72149.

If you have any questions, contact the Smart Step Office at (501) 279-4092.
