CMC Promotional Ordering Procedures

OVERVIEW
Commercial Metals Company has partnered with eCompanyStore to offer promotional products to CMC employees.  Orders can be placed online (preferred method) OR via email.  For online orders, go to our CMC Company Store (insert URL link). This website was designed by eCompanyStore for Commercial Metals Company. 
PROCEDURES FOR ORDERING
· If purchasing items ONLINE (preferred ordering method)…
· Products can be ordered either as a Credit Card User or an Authorized Buyer (see TERMS below)
· If a Credit Card User,
· Register as a Credit Card User
· Order may be placed online at https://shop.ecompanystore.com/cmc
· At checkout, User must use personal credit card to purchase items.
· If an Authorized Buyer, 
· Register as a CMC Authorized Buyer
· Orders should be placed online at  https://shop.ecompanystore.com/cmc
· If minimum order quantity is met, the Authorized Buyer will have the option to change logo 
· Once Authorized Buyer reaches check-out, TWO CHOICES are available:

1. Hold my request until I have a PO number. (This is a Save My Cart option).

· Your shopping cart will be saved and you will receive an email letting you know that a PO # is required to place your order. As the shopper you will need to obtain a PO # (1 -10 digits) internally. Once you receive  a PO # you will need to log back into your account. Once you are logged in please click on Manage Pending Orders. Enter the PO # into the appropriate field and click Place Secure Order. An order confirmation will be sent to your email. 

2. I have a PO number place order.
· You will enter your PO # into the populated field and click Place Secure Order. An order confirmation will be sent to your email.

· Authorized Buyer will receive electronic copy of order confirmation.

· If purchasing items by EMAIL, using customize it or placing a bulk order…
· Authorized Buyer must follow purchasing procedures. A Purchase Order number is required to place order. Contact eCompanyStore and a Customer Service Specialist will assist you.
· eCompanyStore sends order confirmation to Authorized Buyer and Approver 
· eCompanyStore Contact Information: 
· Tel: 866-532-2770
· Fax: 678-942-3101
· Email: cmccustomerservice@ecompanystore.com
TERMS 
Credit Card User – All employees of Commercial Metals Company may view and order items from the CMC Company Store, but all purchases as a guest must be made to a personal credit card.
Authorized Buyer – Pre-approved CMC employees who order promotional items at the request of and for the legitimate business benefit of Commercial Metals Company and/or its affiliates. 
To become an Authorized Buyer you must submit request as follows:
· Complete “Promotional Products Authorized Buyer Agreement”(see 2nd page)
Approver – Designated CMC employee linked to an Authorized Buyer to view and/or approve orders.
SUMMARY
The CMC Procurement Department will review this program on a periodic basis to ensure that it is meeting the needs of our business. If you have any questions regarding the ordering procedures stated above, please contact SCMBusinessSupport@cmc.com. 

AUTHORIZED BUYER APPLICATION (example)
	Now In: Authorized Buyer Application
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	Authorized Buyer Application
Authorized Buyers are authorized to purchase promotional products at the request of or for the legitimate business benefit of Commercial Metals Company and its affiliates. Please review the Promotional Products Ordering Procedures, then complete this form to apply for Authorized Buyer privileges.

All Fields Are Required Fields
Top of Form

Bottom of Form


	Authorized Buyer's Name (Your Name):  
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	Position or Title:  
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	Location Name:  
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	Employee ID (ex:  E12345):  
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	Phone Number:  
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	Email Address:  
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	Tax Exempt?  
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No



	SAP Company Code

SAP Profit Center

SAP Cost Center(s):  
Note:  if more than one cost center will be used, list all using commas to separate cost center numbers.
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	Billing Address

	Is your location “live” on SAP?  YES/NO

If NO, insert Billing Address information requested below. 

Billing Contact Name:

Billing Contact Phone:

Billing Contact Email:

Address Line 1:  
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	Address Line 2:  
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	City:  
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	State:  
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	ZIP:  
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Shipping Address

	Address Line 1:  
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	Address Line 2:  
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	City:  
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	State:  
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	ZIP:  
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	CMC Logo(s) Needed
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	Approver's Name:  
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	Approver’s Email Address: 

Approver’s Telephone:

Does another CMC employee generate the PO numbers for your promotional orders?   YES / NO 

If YES… provide the contact information of the person responsible for generating your PO numbers:

Contact Information (insert Name / telephone / email address) :  
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I have read and understand the Promotional Products Ordering Procedures. I understand my Approver will be CC'd on confirmation emails for all orders placed through this website. I further understand that any rights that I may have to participate as an Authorized Buyer will cease upon my termination, transfer, or other determination by my supervisors or the management of the company.




Bottom of Form
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