HIGHER ED

Categories

WARTWELLS
: BRAND
MATERIALS

CLIMATE
FRIENDLY
LABELING

CUSTOM
ART
UPLOAD

elpuTe

Chariwells Ordering and
Product Management

Charitwells Print (ODP360) is Chartwells first choice
approved for printing and swag. To place your order,
visit the website portal. First time user2 You can request
a login right on the homepage.

When placing orders through Chartwells Portal, use the

chart below to determine estimated production times
for any custom upload or items available on the site.

O

BUSINESSY SOLUTIONS™

Shipping Timeline

Project Type Production Timeline * Shipping subject to change with vendors
Posters 2-3 Business Days 1-5 Days - Shipping from CA
X-Banners 1-2 Business Days 1-5 Days - Shipping from CA
Retractable Banners 2-3 Business Days 1-5 Days — Shipping from CA
Brochures 3-4 Business Days 1-5 Days — Shipping from KY
Guide/Booklet 8-10 Business Days élgsgs%rsw’r_efnhé?gr?ngr ;fg;)
Stickers 4-5 Business Days 1-5 Days — Shipping from NC

Custom Order

1-5 Days — Shipping from KY or CA

3-5 Business Days *Once approved by Chartwells team

Business Cards

2-3 Business Days 1-5 Days - Shipping from KY

1-5 Days — Shipping from MA

Pens - Branded 3-5 Business Days *All promo items will differ, but the standard
is 5-7 days
Apparel 10-12 Business Days 1-5 Days — Shipping from MN

If a shorter time is needed, please reach out to Cassie Edwards from ODP360.
Please note, anything under a 72-hour turnaround time will not be able to be completed.


https://www.companywebstore.com/chartwells/
http://www.companywebstore.com/chartwells
mailto::mailtocassie.edwards@odpbusiness.com

Ordering and Delivery Details

Cutoff Time: Orders placed before 3:00 PM CST enter production queues the same day; those after will
be processed the next business day morning. All work goes through internal approvals that is
completed within 24-48 hours of your submission.

After placing your Order: All artwork is reviewed upon receiving the order. Any custom upload is also
reviewed by members of the Chartwells team. If an order is held due to bad artwork (e.g., low
resolution, incorrect crop marks), it is put on HOLD and the sales feam contacts the requester for
corrected files. Once updated art is received, production resumes but no new order is needed unless
directed.

Shipping & Delivery: Products may ship separately due to multiple vendors. Standard delivery days will
apply, if express shipping is needed, please reach out to Cassie Edwards upon placing your order.

Ordering Swag and Special ltem Requests If you need to request an option that is not available on the
website, please fill out the Special Project/Order Requests Form, and someone from the ODP sales
team will reach out within 24 hours. The following timeline will apply in addition to the estimated
production times provided:

Custom Art Upload Item Not on Site

Quote via ODP360: 1-3 business days

Quote via ODP360: 1-3 business days Credit card required for purchase

Proof Approval: 1-3 business days post-order Proof Approval: 1-3 business days post-order

We recommend an estimated 2 weeks for special item requests.

Order Notifications ¢~

ODP 360 Order DWO-321027

8024 Glenwood Ave, Suite 200 Terms: Net 60
We will keep you up to date with your Phong:219.676.0522 Smme: 30058 0 D @

PO Number:

orders. You should receive these
notification as it related to your order:

Ship To: Sold To:
D C O n ﬁ rm O-I-i Oﬂ e m Gil Oﬂ- e r O r-d e r i S ?ggm«;ll&;\gg;ester Polytechnic Institute ?ggmzlll:'; v%lg:;es(er Polytechnic Institute
pl ac ed x‘:‘ORgEnSrTECZ, MA 01609-2247 WORCESTER, MA 01609-2247
n: Caitlin Cooney
O Out-of-stock alerts (itemremoved Cost Center/Department: 3074 y
. . Salesperson Order Date Order Entry Ordered By
from order and invoic e) ODE-100: Stephanie Page  07/21/2025 Caitlin Cooney

Route Code
360-East

Q  Shipping and tracking info once G S B BT e
dispatched

Subtotal:
On Demand S&H:
Total Sales Tax:

a Final invoice with vendor ID and
payment details



https://app.smartsheet.com/b/form/4b4cd61dde78440ca810de9a6f699762
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