INFORMATION

Classification of Orders

Approx. Lead Time
Nom Order Type Description After confirmation.
REG Regular Orders Orders that need review, can include customs 4-6 weeks
ESO | Expedited Service Orders | To complete an existing order, missing parts 10 Bus. Days
RUS Rush Orders To complete an existing order, stock items 2 Bus. Days
CON Confirmed Orders Orders that need no review, ready for production 4-6 weeks
SAM | Sample Orders Sales aids and samples 10 Bus. Days
DIS Display Orders For showroom displays 4-6 weeks
WAR | Warranty Orders For defects, missing, errors or not delivered ASAP, Depends on item
» Regular Orders (REG)

A Regular Order is for any order that you want us to review and send through our normal confirmation process. It
may include customs. Orders will be submitted electronically through our exclusive pricing program. NOTE: We are
not able to accommodate reface jobs. After order confirmation, shipping of all standard eligible Regular orders will
be dependent on current lead times

(excludes holidays. Lead time subject to change.)

» Expedited Service Orders (ESO)

ESO orders are to be used for parts that are required to finish an existing order. The item(s) must have been included
in the original order, or an omitted item that was clearly part of that order. ESO orders must be associated with an
existing order. All standard eligible ESO Orders will be ready to ship in 10 business days or less. (Excludes holidays,
lead time is subject to change.)

Items included in ESO Orders:

Up to 3 cabinets, but no more than 10 parts in total

Standard products (not in Iltems Excluded list below)

Standard finishes

Custom finishes as long they have been approved prior to order placement and sample is in-house
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Items excluded from standard ESO Orders:
1. Outsourced parts
2. Mullion doors
3. Applied molding doors
ESO confirmation process:
All qualified ESO orders will be considered confirmed when received and placed into the next available schedule.
ESO orders received by 12:00 PM CST will be processed and confirmed the same day received.
Incomplete ESO orders cannot be scheduled until all information is obtained and confirmed.
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No cancellations or changes will be allowed on ESO orders. Complete and eligible ESO orders will be accepted
upon receipt.

5. ESOs are limited to 2 per work order at no additional charge. Additional ESQ's for a specific order will be subject
to a 30% upcharge.

NOTE: ESO orders must adhere to the parameters listed above. If it does not, it will be assigned to a normal
lead time. All ESO items should be ordered at one time. Multiple orders cause unnecessary delays.
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INFORMATION

What Items May Become a Custom continued

Steps

1. Provide a sketch or drawing to us with a "Quote Request Form." Visit the “forms” section of our website or the
Revola spec book. (Drawing must include measurements and any additional information such as appliance
nomenclature number or model numbers to ensure proper opening measurements.)

Include construction type and overlay.

CQ (Custom Quote) number is assigned by your Customer Service Representative.

Include your CQ number when you place your order.

If there are any changes, a new drawing must be sent to your Customer Service Representative.
An entry example will be included to help you.

The final drawing is not provided until the order is placed.

® N ook~ N

The list price will be provided, but it will not include header upcharges.

Confirmation Procedures

= An e-mail acknowledgment is sent to you once your order is received into our system. If you've not received your
e-mail within 3 business hours, please call your Customer Service Representative.

= When reviewing the Confirmation Notice, please remember to:
— Answer any questions we have noted about your order on the front page and body of the order.
— Clearly note additions or changes next to the line item, directly on that page.
— Sign and return the entire order, including all drawings.

= It is your responsibility to verify that your order is correct.

= This acknowledgment is our legal interpretation of your order. Please check it closely. Telephone orders or
changes cannot be accepted.

= |s early delivery acceptable?
— Mark, yes or no

= Sign and return the ENTIRE order, including ALL drawings as soon as possible for the best ship window.

A Confirmed Order (see example below) is sent to you. In the top section, the "Week Of" displays your ship window.
RDH Work Order #

G - Wark Order Detal -Oftice Copy
Cvdes - REG99108
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P 'k the cabesdar wabsite for Worw
(RDHanry.com) . To fax your bk &% FLAT 8-12 OROREE)
quickly s possitie.
The ship wesdow will b given after am order has bean conlimsed. Sl
(Do)
Yes, this order is confirmed! e s 13
Is early delivery acceptable? [ Jves [ ]wo - i
X i CONFIRMED ORDER
Confirmation Notice Confirmed Order
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INFORMATION

Keeping Track of Your Projects

There are several ways to keep track of your projects. The first method utilizes a "Unique Order Number" based

on the next number in your ordering program. The Unique Order Number is for your own account and is solely for
your tracking purposes. The Unique Order Number is generated by the ordering program when you create a new
project. The second method utilizes a "PO Number" based on the text that you enter into this field when entering an
order. The PO Number can be utilized on multiple orders for the same project, giving you a way to tie multiple orders
together. The third method utilizes the "Associated with Previous Order Nbr:" field. You may enter it when creating a
new project. This is useful in associating an order to an existing Work Order. This is required for with ESO, Rush and
Warranty orders to reference them to the original work order number.

[ Add Mo Orde / User
Select Liser: [Nealer Sample = /

Manufacturing Line ———————— Select Mfg. Line: |Heartiand 1D -

//’SeledTvpe of Order: |Regular ||

REG12151 Mext Fsmher
Type of order ——— J\

L — Unique order number

Click to create unique number

Carmed |

Adding a new order

Once you submit an order, you will receive an acknowledgment email from us that references the Unique Order
Number, our Work Order Number and PO Number. The “"Work Order Number" is NOT the same as the "Unique Order
Number”. These two numbers WILL NOT match. The Work Order Number will be the number we will reference on all
communication that we send to you going forward. The PO Number will typically be displayed on any paperwork we
send to you as well.

PO Number Associated Order

== P tasher: Trder Datee [ 00010/10  MeedsOater [ 0110715 Closeds ™
=8 Assoc. Order d [
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Numbers Associated to Orders
# Type Generated by Use for
Order ID Dealer Program Dealer Tracking
Work Order # RDH Main #
PO Number Dealer Program Dealer Tracking
Ties ESOs/Rush to previous
Assoc Number Dealer Program orders
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