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2055 East Centennial Circle 
Tempe, AZ 85284

P.O. Box 22160 
Tempe, AZ 85285-2160 
USA

Phone:	 +1 480/752-6276 
Fax:	 +1 480/752-7890

Print Advertising Insertion Order Form

Indicate below how artwork will be sent.

Files supplied on (check one):  ❏ CD

❏ Via Web file transfer server at: http://www.ism.ws/3469

❏ Pick up from previous issue: Month/Year ________ /________

Frequency: __________________________________________	 Contract Period: Beginning ____________________________ 	 Ending ____________________________

Issue:	 ❏ Jan./Feb.	 ❏ March	 ❏ April	 ❏ May	 ❏ June/July 
 	 ❏ August	 ❏ September	 ❏ October	 ❏ Nov./Dec.

Guide:         ❏ Supply IN Demand (August)         ❏ Conference Navigator

Color: ___________________________________________________________	 Size: _ __________________________________________	 Position:  ______________________

*Gross Rate: _ ________________________________	 *Net Rate: _________________________________	 Discounts (if applicable): _____________________________

*Rates quoted are per ad (month)

First-time advertisers, please complete the following information.  
(Order will not be accepted without this section completed.)

Number of Employees: _ _________________________________________	 Annual Sales: _ _________________________________________________________________

Business Type:	 ❏ Corporation	 ❏ Partnership	 ❏ Sole Proprietor

Date Business Established: ________________________________________________________________________________________________________________________

Tax Payer ID #: __________________________________________________	 Dun & Bradstreet #: ____________________________________________________________

Credit Application May Be Requested.
I agree to all advertising rates and terms on the current rate card. I agree to placement in printed magazine, as well as digital version to be posted 
online with link to advertiser’s website.

Signature/Title: __________________________________________________________________________________________  Date: _______/_______/_______

Please print your name as signed above:__________________________________________________________________  (Please retain a copy for your records.)

Advertiser: ________________________________________________________________________________________________________________________________________
(Please complete as you would like your company name to appear in the advertiser index.)

Contact Person: ___________________________________________________________________________________________________________________________________

Address: __________________________________________________________________________________________________________________________________________

City: _ _____________________________________________________________________________________________________________________________________________

State: _______________________________________________________________________________________   ZIP:____________________________________________ 

Phone: (_______)________________________________________________	 Fax: (_______)_ _________________________________________________________________

Email: _____________________________________________________________________________________________________________________________________________

Billing Information

Agency/Company: _________________________________________________________________________________________________________________________________

Contact Person: ___________________________________________________________________________________________________________________________________

Address:___________________________________________________________________________________________________________________________________________

City: _ ___________________________________________________________	 State: ________________________________	 ZIP: ____________________________________

Phone: (_______)________________________________________________	 Fax: (_______)_ _________________________________________________________________

Email: _____________________________________________________________________________________________________________________________________________

Purchase Order #:_________________________________________________________________________________________________________________________________
(If applicable)
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1.	 Commissions and Billing Procedures
Agency commission: 15 percent on space, color and position, if the 
invoice is paid within 60 days. No commission or discount allowable after 
60-day period. Cash discount of 2 percent is available if full payment 
is received with insertion order. Two percent is calculated after all other 
discounts are applied. Interest at the rate of 1.5 percent per month or the 
maximum allowable legal interest will be charged on accounts unpaid 
within 60 days. Invoices are rendered when issues are mailed. No com-
mission on any production charges such as backup, tip-in, color separa-
tions, binding, typesetting and other services.

2.	 Contracts
Contract period is one year. Advertising must be inserted within 12 
months of the first insertion to earn the frequency discount. Cancel-
lations of any portion of a contract nullify all rate protection for the 
remainder of a contracted schedule.

3.	 Rates
Rates are subject to change upon notice from the publisher. Should a 
change in rates be made, space reserved may be canceled by the adver-
tiser or its agency at the time the change becomes effective without 
incurring short-rate charges, provided the advertisements published to 
the date of cancellation are consistent with the appropriate frequency 
rate. Cancellation of space reservations for any other reason in whole 
or part by the advertiser will result in an adjustment of the rate (short-
rate) based on the past and subsequent insertions to reflect actual 
space used at the earned frequency rate. Credits earned by increasing 
frequency during a contract year will be applied to future billing for 
space. No cash rebates will be issued. There is no extra charge for bleed 
advertisements.

Rates are exclusive of all federal, state, municipal or other political subdi-
visions, excise, sales, use, property or like taxes now in force or enacted 
in the future.

4.	 Due Dates and Regulations
a)	� Cancellations or changes in orders may not be made by the advertiser 

or its agency after the space reservation closing date of the issue in 
which the advertisement is to appear. If suitable advertising mate-
rial is not received by the due date for negatives or cancellation or 
changes are made after the closing date, space will be billed based 
on prevailing insertion order.

b)	� Advertising materials not received by final closing date for receipt 
of materials will not be entitled to revisions, changes, cancellations, 
approvals or guarantees in color matches.

5.	 Copy and Contract Regulations
a)	� All insertion orders are accepted subject to provisions of the current 

rate card.

b)	� All advertising and its contents are subject to acceptance by the pub-
lisher (Institute for Supply Management, Inc.™). Publisher reserves the 
right to reject or cancel any advertisement, insertion order, space res-
ervation, contract or position commitment at any time without cause. 
Publisher will not accept advertisements promoting offers, premiums, 
giveaways, sweepstakes, contests, etc.

c)	� Publisher reserves the right to edit all copy and refuse advertise-
ments that are not deemed suitable for publication, or do not con-
form to policies of the publisher, as determined by the publisher.

d)	� The publication of an advertisement by publisher is not an endorse-
ment of the advertiser nor the products or services advertised.

e)	� Publisher assumes no responsibility for claims or statements made 
in an advertisement.

f)	� Without the prior consent of publisher, an advertiser may not incor-
porate in an advertisement or other publication the fact  
that a product or service has been advertised in the publisher’s 
publication.

g)	� If advertising material appears in an editorial-like format, the pub-
lisher reserves the right and must add the word “advertisement” 
prominently above or below the copy.

h)	� Publisher shall have no liability for errors in material submitted by 
the advertiser or its agent. This includes electronic materials.

i)	� Publisher assumes no responsibility or liability for loss of profit, loss 
of business or any other damage as a result of any error or omission 
in or related to an advertisement.

j)	� Advertisements are accepted upon the representation that the 
advertiser and its agency have the right to publish the contents 
thereof. In consideration of such publication, advertiser and its 
agency agree to indemnify and hold publisher harmless against any 
expense or loss by reason of any claims arising out of publication of 
such advertisements, including, without limitation, those resulting 
from claims or suits for libel, violation of rights of privacy, plagiarism 
or copyright infringements.

k)	� Any order may be canceled by the publisher if the advertiser or 
agent fails to pay accounts when due. The difference between rates 
billed and rates earned on space used shall become due and pay-
able immediately.

l)	� The publisher reserves the right to select advertisement location 
for the ROP advertisements, unless advertiser has paid for a special 
position.

m)	� Any disputes between publisher and/or advertiser and/or advertis-
er’s agency will be decided by an independent arbitration service 
selected by the publisher.

n)	� Conditions, other than rates, are subject to change by publisher 
without notice.

o)	� The publisher and advertiser are not liable for delays in delivery 
and/or nondelivery including but not limited to an act of God, action 
by any governmental or quasigovernmental entity, fire, flood, insur-
rection, riot, explosion, embargo, strikes whether legal or illegal, 
labor shortage, transportation interruption of any type, work slow-
down or any condition beyond the control of the publisher.

p)	� Publisher shall have the right to hold advertiser and/or its adver-
tising agency jointly and severally liable for such monies as are due 
and payable to publisher for advertising that advertiser or its agent 
ordered and that advertising was published.

q)	� If advertiser and/or its advertising agency fails to pay such monies 
as are due and payable to the publisher, advertiser agrees to pay all 
costs, including reasonable attorney’s fees expended in collecting 
overdue charges and interest on the unpaid balance at the rate of 
1.5 percent per month or the maximum lawful rate.

r)	� No conditions other than those set forth in the advertising rate card 
from the Institute for Supply Management™ shall be binding on the 
publisher unless specifically agreed to in writing by the publisher. 
Publisher will not be bound by conditions printed or appearing on 
order blanks or copy instructions that conflict with provisions of 
ISM’s rate card.

Advertising Policies
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