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COLLEGE/FACULTY

Order Form
	MARKING INSTRUCTIONS

· Press Hard Using a Black Pen Only.

· Print Clearly in the Boxes Provided, Like in Examples:
	
	THIS FORM PRINTED ON RECYCLABLE PAPER.
PRINTED WITH SOY INK.
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March 2009

Dear Charter Oak Graduates and Prospective May Graduates:

In preparation for Charter Oak’s annual graduation ceremony that will be held on Sunday, June 7, 2009, I have enclosed an order form for the cap and gown outfit that you will be asked to wear.  

The fabric gowns and the caps and tassels are black and are yours to keep after the graduation ceremony.  

· If you are not planning on attending the ceremony, you can order a commemorative tassel for $5.00.  Please check "Tassel Only" on the order form and enclose a check for $5.00.  It will be mailed to you with your diploma after the ceremony in June.

· To order your cap and gown, please complete ONLY the following information:

1. Name and Address Block (w/phone number)

2. Height and Weight (VERY IMPORTANT)  Cap Size is NOT required.

3. Cap and gown package ($20) or Tassel Only ($5)  

4. Payment information (we DO NOT accept American Express) 

5. DO NOT INCLUDE SALES TAX!
· It is EXTREMELY IMPORTANT that you record your height and weight in order to receive the correct size gown. 
· Please make checks payable to Charter Oak State College.  You may also use VISA, MASTERCARD or DISCOVERCARD.  We do not accept American Express.
· MAIL THE CHECK and measurement form to Charter Oak State College, Attn: Gale Terrill, 55 Paul Manafort Drive, New Britain, CT 06053 no later than FRIDAY, APRIL 10, 2009.  

· IF you pay by credit card, you can fax the form and payment information to 860-832-3999 or e-mail it to gterrill@charteroak.edu no later than 
· Orders received after that date will be charged an additional $10.00 late fee.

· Please retain a copy for your records.

Your cap and gown will be sent directly to Charter Oak.  You will receive information on where and when to pick up your cap and gown in a separate mailing and e-mail in May.
In April you will be receiving an invitation to the graduation ceremony, brunch and reception.  The packet will include directions to the ceremony as well as a reservation card for the brunch.  

Please read the Frequently Asked Graduation Questions for additional commencement day details.

If you have graduation questions, use the following link: www.charteroak.edu/advising/graduation.cfm   If you have additional questions, please feel free to contact me by e-mail at gterrill@charteroak.edu.  I look forward to greeting you at graduation!

Sincerely 

Gale R. Terrill

Gale R. Terrill
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Please complete each section of the order form so we can customize your graduation outfit just for you:

	
	
	
	
	
	
	
	
	

	 ACADEMIC STATUS:
	
	Student
	
	Faculty
	CAP SIZE:
	
	
	SPECIAL INSTRUCTIONS -
OFFICE USE ONLY:
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	Feet
Inches
	WEIGHT:
	Pounds
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(Required Graduation Outfit
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	Cap Only
(Gown-Tassel not needed)
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	Credit Card Amount
Processed by:

$
.

Exp. Date
(required)
/


Bookstore


Jostens

Account Number

-

-

-

Card Holder's Signature
________________________________________________________________

This is a customized product. The credit card will be charged upon receipt of this order.
All orders are non-refundable, non-returnable unless cancelled within 3 business days.
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	Tassel Only
(Cap-Gown not needed)
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Order Deadline is 


April 10, 2009








