WEB ORDER CHECKLIST
·  Does the Customer PO line follow the standard guidelines?
· Web space #12345  
· EXAMPLE: Web #12345
· Does the project name follow the standard guidelines?
· Qty space – space SKU – item name – web #12345
· EXAMPLE: 250 - FSCB-3 - BUSINESS CARDS - John Smith - Web #12345
·  Are both the sku and the web # in the line item description?
· EXAMPLE: FSCB-3 - BUSINESS CARDS - John Smith - Web #12345
·  Does the quantity in project name, line item and web order match?
· Is the bill to information standard or is there a special request to custom bill another location/contact?
·  Is the person that placed the order set as the order contact?
· Does the ship to contact match the web order?
· Does the presswise ticket total match the web order ticket total (minus the processing fee)? IF NOT, CHECK THE CONTRACTED PRICING SPREADSHEET FOR CORRECT TOTALS.
· Are the tasks set for POD items?
· Is the delivery method correct?
·  Is the due date correct for inventory pulls? 
·  Is the CSR and Sales Rep for the account correct?
· Is there a copy of the web order in the assets folder?
· Is there a pdf file of the artwork in the assets folder?
