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2011 Membership Recommendation and Order Form

Please read all ordering instructions carefully to avoid delays in processing your order.

New Membership 

1. Every candidate recommended must meet all of the following qualifications for membership:

a. At least high school sophomores (membership has been extended to begin as early as sophomore year for otherwise qualified students);

b. In the upper third of their class academically;

c. Produced superior work in some phase of journalism or school media – writing, editing, broadcasting, video, Web, etc.

d. Recommended by the media adviser or media governing committee.

2. Every new candidate must pay the one-time initiation fee of $20.00. The fee entitles the new member to a pin or charm, a membership certificate, organization resources and a one-year subscription to Quill & Scroll magazine in either paper or electronic format.

3. All membership materials are mailed to the media adviser’s attention at the school. Magazines can be sent to the school or the student, via e-mail or mail; designate preferences on the form when applying for membership. Furnish complete mailing information for each new candidate. If address information is incomplete, the magazine will be mailed to the school address.

4. If more candidates are recommended than space allows on the attached form, add a separate sheet with the students’ names and other required information.

General instructions

1. Membership recommendations and orders must be placed by the adviser.

2. Orders are processed and mailed via First Class Mail or UPS within 48 business hours of receipt by the Quill and Scroll office. Business hours are Monday-Friday, 8:30 a.m. – 4:30 p.m. CST, excluding holidays.

3. Send correct payment with orders, including shipping and handling, to avoid delays. Credit card payments are now accepted; see instructions below. Orders will not be processed without payment.
4. You may order pins for previously initiated members and non-members who qualify. Additional pins are $10.00 each.

5. Claims for non-receipt of magazines must be filed within 30 days of the issue’s mailing date.
6. Quill and Scroll is not responsible for orders reported lost, damaged or incorrect more than 30 days after the date orders are filled.

PAYMENT INSTRUCTIONS – Pay by credit card, check, P.O. or cash

For your convenience, use Microsoft Word to complete this order form. Save a copy of the completed form, AND e-mail, mail or fax the order form to the Quill and Scroll office. Forms must be submitted apart from the credit card payment processed online!
1. To place orders via e-mail, using a credit card: Save the completed order forms and send them as an attachment by e-mail to quill-scroll@uiowa.edu. Note the total amount due before sending the order. You’ll need the amount owed to process the credit card payment online. To pay with a credit card, click the “credit card” link on the order form in the Payment Method section to connect to a secure payment site – Link2Gov. A minimal convenience fee is assessed by the credit card service. Follow directions to process the payment. Remember to save and send the order forms to Quill and Scroll as an e-mail attachment; the credit card site DOES NOT submit the order. Forms also may be sent by mail or fax, and the payment made by credit card online. Complete the order forms, mark the credit card option under Payment Method, print the forms, and click the “credit card” link to pay online. Follow the site directions to process the payment. Remember to fax or mail the order forms.
2. To e-mail or fax orders, using purchase orders or checks: Attach the completed form to an e-mail message and send it to quill-scroll@uiowa.edu, or fax it to 319-335-3989, with a purchase order or check number, or a PDF or copy of a purchase order, check or a promise to pay letter from a school financial officer. Print a copy of the order, note that it was submitted by e-mail or fax, and mail it with payment to the address below.
3. To mail orders and payment: After completing the form, save it, print a copy to mail with payment to Quill and Scroll, E346 Adler Journalism Bldg., Iowa City, IA 52242-2004. If the form was faxed or e-mailed, mail a copy of the order form along with payment and a notation of method submitted. 

Overnight delivery
1. If you need next day delivery, the order must arrive prior to 10 a.m. CST, on a business day.

2. Overnight shipping charges are based on the weight of the package. Please contact the Quill and Scroll office to estimate the weight and charges.

3. The minimum shipping and handling charge for overnight service is $50.00.

Member Pins (list new members on p. 6)
	
	Item #
	Qty New Member Pins
	Qty Previous Member Pins

	REGULATION PINS, KEY PINS, CHARMS

	Regulation Pin, Gold
	MI
	     
	     

	Regulation Key Charm, Gold
	M3
	     
	     

	Regulation Key Charm, Silver
	M4
	     
	     

	Regulation Key Pin, Gold
	M5
	     
	     

	EDITOR KEY PINS- Gold Only

	Editor-in-Chief
	K1
	     
	     

	Editor
	K2
	     
	     

	Assistant Editor
	K3
	     
	     

	Co-Editor
	K4
	     
	     

	Managing Editor
	K5
	     
	     

	Activities Editor
	K6
	     
	     

	Art Editor
	K7
	     
	     

	Class Editor
	K8
	     
	     

	Computer Editor
	K9
	     
	     


	Copy Editor
	K10
	     
	     

	Entertainment Editor
	K11
	     
	     

	Feature Editor
	K12
	     
	     

	Layout Editor
	K13
	     
	     

	Literary Editor
	K14
	     
	     

	News Editor
	K15
	     
	     

	Opinion Editor
	K16
	     
	     

	Page Editor
	K17
	     
	     

	Photo Editor
	K18
	     
	     

	Section Editor
	K19
	     
	     

	Sports Editor
	K20
	     
	     

	MANAGER KEY PINS- Gold Only

	Advertising Manager
	K21
	     
	     

	Business Manager
	K22
	     
	     

	Circulation Manager
	K23
	     
	     

	Production Manager
	K24
	     
	     

	SPECIAL DESIGNATION PINS- Gold Only

	Adviser
	K25
	     
	     

	Cartoonist
	K26
	     
	     

	Columnist
	K27
	     
	     

	Editorial Writer
	K28
	     
	     

	Graphics Designer
	K29
	     
	     

	In-Depth Reporter
	K30
	     
	     

	Magazine Staff
	K31
	     
	     

	Newspaper Staff
	K32
	     
	     

	Photographer
	K33
	     
	     

	Reporter
	K34
	     
	     

	Staff Artist
	K35
	     
	     

	Yearbook Staff
	K36
	     
	     

	Total number of new members 
	      XX $20
	     @ $20.00 ea. (membership includes pin)

	Total number of previous member pins
	      X $10
	     @ $10.00 ea.

	Member Pins Subtotal $     


Chapter, Non-member and Graduation Items

	
	Item #
	Price
	Qty
	Cost

	CHAPTER ITEMS

	Wall Banner (Satin) 20”x 40” 
	B2
	$25.00
	     
	     

	Walnut Insignia Plaque with bronze engraving plate 
	B3
	$45.00
	     
	     

	Replacement Charter, certificate only 
	C5
	$5.00
	     
	     

	Replacement Charter, mounted on plaque 
	C6
	$32.00
	     
	     

	Membership Registry Card
	R1
	$1.00
	     
	     

	3-ring binder set 
	R5
	$7.50
	     
	     

	MEMBER ITEMS

	Graduation Honor Cord with gold insignia 
	GCI
	$9.00
	     
	     

	Graduation Honor Cord 
	GHC
	$6.00
	     
	     

	Diploma Seal 
	DS
	$0.25
	     
	     

	Quill and Scroll T-shirt 
Sizes:      Small      Medium      Large      XLarge

	TS
	$12.00
	     
	     

	Quill and Scroll Logo Patch
	QSP
	$4.00
	     
	     

	MEMBERSHIP PACKAGES

	Graduation cord and membership patch 
	MP1
	$8.00
	     
	     

	Graduation cord with insignia and membership patch
	MP2
	$11.00
	     
	     

	T-shirt and membership patch
Sizes:      Small      Medium      Large      XLarge

	MP3
	$14.00
	     
	     

	T-shirt, membership patch and graduation honor cord
Sizes:      Small      Medium      Large      XLarge

	MP4
	$18.00
	     
	     

	T-shirt, membership patch and graduation cord with insignia
Sizes:      Small      Medium      Large      XLarge

	MP5
	$21.00
	     
	     

	CERTIFICATES AND SCROLLS

	Award of Honor certificate (no name) 
	C1
	$2.00
	     
	     

	Award of Honor certificate (name inscribed) 

Specify names on Page 5
	C2
	$4.00
	     
	     

	Testimonial Scroll, certificate only
Specify names on Page 5
	C3
	$10.00
	     
	     

	Testimonial Scroll, mounted on plaque 
Specify names on Page 5
	C4
	$32.00
	     
	     

	NON-MEMBER CREATIVE WRITING PINS

	Sterling Silver Key Pin 
	N2
	$10.00
	     
	     

	NON-MEMBER JOURNALISM PINS

	Gold Key Charm  (limited supply)
	N3
	$10.00
	     
	     

	Gold Key Pin 
	N4
	$10.00
	     
	     

	NON-MEMBER PUBLICATION PINS

	Newspaper Staff 
	N5
	$10.00
	     
	     

	Yearbook Staff 
	N6
	$10.00
	     
	     

	Magazine Staff 
	N7
	$10.00
	     
	     

	Chapter, Non-member and Graduation Items Subtotal $     


Publications and CDs
	
	Item #
	Price
	Qty
	Cost

	How to Conduct a High School Poll 

	P5
	$3.00
	     
	     

	Advertising Survival Kit 
	P6
	$3.00
	     
	     

	Do’s and Don’ts for Publications 
	P7
	$2.00
	     
	     

	Effective Editorial Writing 
	P8
	$2.00
	     
	     

	Quill and Scroll Stylebook 
	P10
	$2.00
	     
	     

	A Principal’s Guide to Scholastic Journalism 
	P12
	$4.00
	     
	     

	Chapter Manual 
	P15
	$2.00
	     
	     

	NME Score Book and Judge’s Review 
	P16
	$4.00
	     
	     

	Ethics in Action 
	P20
	$5.50
	     
	     

	2009 News Media Evaluation Gallup Winners CD 
	NS
	$15.00
	     
	     

	2009 Yearbook Excellence Winners CD 
	YS
	$15.00
	     
	     

	2009 International Writing and Photo Winners CD 
	WS
	$15.00
	     
	     

	Q&S magazine – 1 year subscription 
	S1
	$17.00
	     
	     

	Publications and CDs Subtotal $     

	Pages 2 through 4 - Total $     


Shipping and Handling

To determine fees, select only one table below, based on the contents of your order. Pins and certificates are packaged and shipped separately from other items to prevent damage:
For pin, certificate and/or scroll orders ONLY, with no other items ordered, use this table:
	Cost of items in this group
	S&H Cost

	$1.00 - $45.00
	$2.00

	$45.01 - $90.00
	$4.00

	$90.01 and up
	$7.00

	S&H Total $     


Orders that include publications, t-shirts, cords and/or other items, use this table:
	Cost of items in this group
	S&H Cost

	$1.00 - $10.00
	$2.00

	$10.01 - $20.00
	$4.00

	$20.01 - $40.00
	$8.00

	$40.01 and up
	$10.00

	S&H Total $     


Overnight shipping                $ _______ (To receive the next day, call Quill and Scroll for an estimate. Minimum fee $50.00.)
Order Total

	Page 2 through 4 Total $     

	Shipping and Handling Total $     

	Here’s my tax-deductible contribution to the Quill and Scroll Scholarship Fund $     

	I support the Student Press Law Center with a tax-deductible donation of $     

	Total Due $     

	SAVE A COPY OF FORMS to print and mail, fax or to attach to an e-mail to quill-scroll@uiowa.edu

	Please indicate how you will send the order form: __ Fax __ Mail __ E-mail (w/ forms attached). 


Payment made by (check one)  FORMCHECKBOX 
Check  FORMCHECKBOX 
Cash  FORMCHECKBOX 
Purchase order  FORMCHECKBOX 
Credit card. To make a credit card payment online click here. After making online payments, send forms by e-mail, fax or mail.

Certificates and Scrolls

Using a computer to provide information? Fill in the gray fields; they expand to accommodate text. Send this form with orders.

Award of Honor: Specify names if ordering inscribed Award of Honor certificates.
     
Testimonial Scroll: Specify text if ordering inscribed Testimonial Scroll. 

     
Choose one:  FORMCHECKBOX 
His  FORMCHECKBOX 
Her Presentation Date:      
School Information
School      
Address      
City       

State       Zip      
Phone Number (     )      
Newspaper Adviser      
Yearbook Adviser      
Broadcast/Web Adviser      
E-mail Address      
Check if above is a  FORMCHECKBOX 
New Address  FORMCHECKBOX 
School name has changed

Shipping Address, if different from above:

School      
Address      
City       State       Zip      
Thank you! List new member names and addresses on the next page. 
• Include P.O., check, a pdf or photocopy of the payment. 

• If paid by credit card online, remember to submit order forms in a separate step.

Send forms to Quill and Scroll via e-mail, fax or mail.
Adviser Certification
I hereby certify that each of the candidates named on this form has satisfied all qualifications for membership and is deserving of induction into Quill and Scroll Society.
Electronic signature of adviser:      
Date:     
New Member Addresses

Please provide new member names, e-mail and home addresses, and Q&S magazine delivery preferences. Receive the magazine via e-mail by checking PDF delivery.

 FORMCHECKBOX 
Check here to have all of your students’ magazines sent to school.
 FORMCHECKBOX 
Check here to have all of your students’ magazines sent via e-mail.

	Student       
	 FORMCHECKBOX 
So.  FORMCHECKBOX 
Jr.  FORMCHECKBOX 
Sr.

	Mail Address     

	City      
	State     Zip     

	Email      
	 FORMCHECKBOX 
PDF delivery
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PDF delivery
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PDF delivery
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