PRIVATE AND CONFIDENTIAL
APPLICATION TO ADVERTISE BY MAIL ORDER

1.
Please state:


(a)
the name of your business ………………………………………………………………………

(b)
your trading name (if different from above) ………………………………………………...


………………………………………………………………………………………………………..……...

(c)
your principal trading address …………………………………………………………………...


…………………………………………………………………………………………………..............


…………………………………………………………………………………………………..............


…………………………………………………………………………………………………..............

(d)
your telephone number …………………………………………………………………………....

(e)
the address to be given in the advertisement (if different from above)



………………………………………………………………………………………………….............


………………………………………………………………………………………………….............


………………………………………………………………………………………………….............
(f)
any other address(es) at which stock is held …………………………………………….


…………………………………………………………………………………………….……………...

………………………………………….……………………………………………………..…………

………………………………………….……………………………………………………...………...


(g)
the date on which you began trading by mail order ………………………….……….
2.
If the business is a limited company, please state:


(a)
its registration number ……………………………………………………………………………….

(b)
the date and place of incorporation ………….………………………………………………...



………………………………………………………….……………………………………….…………...


(c) 
the amount of share capital issued for cash ………………………………………………….
3.
Please give the names of the directors/partners/proprietors (continue on a separate sheet where necessary):

………………………………………….………………………………………………………………………..

………………………………………….………………………………………………………………………..

………………………………………….………………………………………………………………………..

4.
Please nominate a responsible member of staff who will be available at the address given in the advertisement to answer enquiries and deal with any complaints which may arise:

Name
…………………………………………………………………………………………………………...

Position ………………………………………………………………………………………………………….

5.
Have you or any of your directors/partners been associated with any other mail order company?  If so, please supply details on a separate sheet.

6.
Have you or any of your directors/partners been associated with any business which has been placed in voluntary or compulsory liquidation or which has ceased to trade for one reason or another?  If so, please supply details on a separate sheet.

7.
Please supply the names and addresses of:


(a)
your bank ……………………………………………………………………………………………...



…………………………………………………………………………………………………………...



…………………………………………………………………………………………………………...


(b)
your auditors ……………………………………………………………………………….……...


…………………………………………………………………………………………………………...



…………………………………………………………………………………………………………...

(c)
two magazines or newspapers with which you have placed business during the last 6 months


…………………………………………………………………………………………………………


…………………………………………………………………………………………………………

8.
Do you intend to invite payment by credit card?


If so, please state your merchant number(s):



Access …………………………………………………………………………………………………..



Barclaycard …………………………………………………………………………………………...



Other (please specify) ……………………………………………………………………….…..

9.
Where applicable, please give the name, address and telephone number of your advertising agency:



……………………………………………………………………………..……………………………



…………………………………………………………………………………………………………...



…………………………………………………………………………………………………………...

10.
Please state on a separate sheet the names and addresses of any parent and/or associated companies.

11.
In the event of an advertisement being inserted by us or at our request, we undertake on behalf of ourselves, our personal representatives or assignees or any transferees of our business as follows:

(a)
We shall despatch all orders within 30 days of receipt of payment, unless otherwise provided for by the British Codes of Advertising and Sales Promotion.  Should it become apparent that this deadline cannot be met, we shall notify customers without delay and shall offer them the choice between a full refund or an alternative delivery date.  Steps will be taken to ensure that customers are able to relay their response at no cost to themselves.  We shall honour all request for refunds within 48 hours of their receipt.
(b)
Should the goods, for whatever reason, prove unsatisfactory, then provided that they are returned to us undamaged within seven working days, we shall without delay and if so  required, refund the customer, unless otherwise provided for by the British Codes of Advertising and Sales Promotion.  The sum reimbursed shall include the cost of the return postage, unless the advertisement clearly states to the contrary.  We undertake not to issue credit vouchers.

Where it becomes necessary for the customer to return items, the date of posting or the date of handing over to the carrier will be taken as the date on which the goods were despatched.

(c)
Where goods are returned within seven working days owning to their being damaged on arrival or because they have been found to be faulty or not as described in the advertisement, we shall, without exception, bear the cost of transit in both directions.

(d)
Should returned goods fail to materialize, we shall refund the customer in full provided that he or she is able to produce proof of posting.

(e)
We shall maintain responsible staff and have the name of the business prominently displayed at the address indicated in our advertisement.  We hold sufficient stock to meet a reasonable demand for the goods advertised and undertake to provide evidence of this if so requested.

(f)
We further undertake to furnish advertising copy which is legal, decent, honest and truthful and which complies with the British codes of Advertising and Sales Promotion and relevant legislation.

We warrant that the information supplied is true and accurate and undertake to notify the publisher forthwith of any alteration in the particulars provided.

Signed …………………………………………………..
Dated ………………………………………….

Signed …………………………………………………..
Dated ………………………………………….

Signed …………………………………………………..
Dated ………………………………………….

This form should b e completed by all directors/partners.

