[bookmark: _GoBack]New T-Shirt Order: 

Please fill out the T-Shirt order form provided and submit to HFX and the Marketing department. This order will not be charged to your store.  Every employee will receive an amount of shirts by the days that they work per week.  If they need new shirts after the initial order, the store will be charged for the shirts at cost.  You will reorder these through Hosswares.  As always please make sure shirts look nice at all times.      

What will be needed on the form: 
· Employee name
· What position they work - This is needed because there will be a new T-shirt design and a new kitchen shirt that will be different than the other areas.  We tested a dry fit shirt last summer and we decided to go with this shirt for the kitchen crew only.  
· Also, the employee’s size 
· How many days they work per week - The number of days worked per week will determine the amount of shirts that employee will need. (i.e. 1 day=1shirt, 2Days= 2Shirts, 3Days= 3 Shirts, 4 to 5 Days = 4 Shirts) 

Once all the information is gathered for all the employees at your store, total up the T-shirts and send the form to HFX via email to HFXDeliveries@hosscorp.com or Fax 814-239-8999. 

Reorders will be done differently.  You will no longer call Marketing.  
For new hires, you will order these shirts through Hosswares.  We will have a new hire form to fill out similar to this form.  

*NOTE* 
New release bulk orders do not need to be placed under Hosswares.com. These orders only need filled out via the form and will need to be sent to HFX/Marketing for processing.
