
Instructions on How to Complete the SYMLOG

Online Ratings Package Order Form
Please read all of the attached pages carefully before filling out and submitting your order form.  By submitting the order form to SYMLOG you acknowledge that you have read and fully understand the instructions, requirements, and procedures outlined in this document.

For help or suggestions for a particular field, select the field and press the “F1” key on your keyboard.  

This form is designed to be filled out directly in Microsoft Word.  It may also be printed out and filled in by hand.

1) Programs

Please select your desired program, and select the version of the program to the right of the program name.  For more information on the programs and their versions, please refer to the Standard Package Content and Pricing guide, or contact SYMLOG Consulting Group for assistance. Please contact SCG before sending your form to verify your program version is available online.

2) Program Information

# of participants - Enter the maximum number of participants that you expect for the program.  It is better to overestimate than underestimate.

# of Co-workers per Participant  (Lead 1, Lead 2, Lead 3, and Lead/Team packages only):  Your participants will need rate and/or be rated by their co-workers.  Most programs use a maximum of 6 co-workers; however your needs may be different.  Please indicate how many co-workers per participant you will need.

Language (default US English):  Please select the language for your package.  Please contact SCG before sending your form to verify your package is available your desired language.
3) Rating Dates: (mm/dd/yyyy)

Start: This is the date you would like the rating process to begin.

End:  This is the last day participants will be able to make ratings.  Please note the close of ratings is the end of business (Pacific time) on this day.  We will always cut/process your program the next business day after the "end date" indicated.

Reports Needed: This date needs to coordinate with the "end date", and must be a minimum of three business days (excluding U.S. holidays) after the last date to enter ratings.  It is your responsibility to factor in the processing and shipping time when placing your order.  
4) Report Titles:  

Enter the information exactly how you would like the titles on your reports to be displayed.  We will transcribe your titles precisely as you indicate.

5) Output Options:  

Select how you would like to receive your reports.  If your shipping address will be different than what we have on record, be sure to indicate this below in the shipping information.  If you would like PDF’s, please indicate the e-mail address where the PDF’s should be sent in the shipping information.  If you select PDF’s, please note the PDF Report Printing requirements in the “Additional Information” section.  Selection of the Interactive Display Tool (IDT) requires a yearly subscription.  Contact SCG for more information.
6) Additional Items:  

Please select and indicate the quantity of any additional materials you wish to order.

7) Consultant/Administrator Information:  

Enter the SYMLOG Certified Consultant who will be presenting the program.  If another person will be administering the program, please enter their name as the Administrator.  The e-mail address is used for sending program instructions, and for routing questions from the participants (typically the administrator.)

8) Comments/Special Instructions  

If you have any comments or special instructions, please enter them here.
9) Shipping Information

For new customers, or if the shipping information for this package is different than what SCG may have on record, please fill out this section.  For current customers, please check the box to update your shipping address with this new information.

10) Billing Information
For new customers, or if the billing information for this package is different than what SCG may have on record, please fill in the billing information.  For current customers, please check the box to update your billing address with this new information.

If you have any questions, please contact SYMLOG Consulting Group
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Online Ratings Package Order Form

	Programs
	Program Information

	 FORMCHECKBOX 
Lead 1 FORMDROPDOWN 

 FORMCHECKBOX 
Lead 2 FORMDROPDOWN 

 FORMCHECKBOX 
Lead 3 FORMDROPDOWN 

	 FORMCHECKBOX 
Team 1 FORMDROPDOWN 

 FORMCHECKBOX 
Team 2 FORMDROPDOWN 

	 FORMCHECKBOX 
InterGroup

 FORMCHECKBOX 
CRA

 FORMCHECKBOX 
Other:      
	# of Participants

   

	
	
	
	# of Co-workers per participant

(L1, L2, L3, L/T only)

  

	
	 FORMCHECKBOX 
Lead/Team- FORMDROPDOWN 

	
	

	 FORMCHECKBOX 
Org Culture- FORMDROPDOWN 



For Org Culture with Layers, please select:


 FORMCHECKBOX 
Displays Only - $200/Layer


 FORMCHECKBOX 
Full Reports - $350/Layer
	 FORMCHECKBOX 
 Event Code
	Language  (default = U.S. English)

 FORMDROPDOWN 


	Rating Dates

(MM/DD/YYYY)

Start  
     
End
     
Reports  
     
Needed
	Please Note:  SYMLOG shall process and ship reports within 3 (three) business days after the end date (excluding weekends and U.S. holidays.)  Please factor in the processing and shipping time when placing your order.

	Report Titles – Please enter as you would like them to appear on the reports
Program/Client: 
     
Presented by:  
     
Workshop Date: 
     

	Output Options – default = Hardcopy B/W stapled
	Additional Items

	Hardcopy
	Electronic
	 FORMCHECKBOX 

0 IEPs @ $10 ea.
 FORMCHECKBOX 
 
0 Hints for building Teamwork @ $8 ea.
 FORMCHECKBOX 

0 Inside Joe’s Group @ $8 ea.
 FORMCHECKBOX 

0 Overview of the SYMLOG System @ $8 ea.
 FORMCHECKBOX 

0 Behavior Observation Guide @ $8 ea.
 FORMCHECKBOX 

0 SYMLOG Key to IOVAL @ $8 ea.

 FORMCHECKBOX 

0 Images that Guide Leadership @ $8 ea.
 FORMCHECKBOX 

0 SYMLOG Reliability and Validity @ $8 ea.
 FORMCHECKBOX 
 Facilitator Guide for:      
 FORMCHECKBOX 
 Other:      

	Color Options

 FORMCHECKBOX 
Color + $1.50/report

 FORMCHECKBOX 
Black and White
	 FORMCHECKBOX 
 PDF via E-Mail -  $1.10/report
Please be sure to indicate an e-mail address in the shipping information.


	

	
	 FORMCHECKBOX 
 IDT + 10% Program Cost 
       
	

	Binding Options

 FORMCHECKBOX 
Stapled

 FORMCHECKBOX 
Paper Clipped

 FORMCHECKBOX 
Unbound
	2nd  Hardcopy – Unbound Only
	

	
	Color Options

 FORMCHECKBOX 
Color $50 + $1.50/report

 FORMCHECKBOX 
Black and White $50
	

	Consultant/Administrator Information

Consultant Name
     
Administrator Name
     
E-Mail for Program
     
	Comments/Special Instructions

     

	Shipping Information (if different)
(Default shipping company = FedEx)

 FORMCHECKBOX 
 Check here to update your records with this information.

Name
     
Company
     
Address1
     
Address2
     
Address3
     
Phone
     
E-Mail
     
Ship. Co.
     
Acct #.
     
	Billing Information (if different)
 FORMCHECKBOX 
 Check here to update your records with this information.

Name
     
Company
     
Address1
     
Address2
     
Address3
     
Phone
     
E-Mail
     


Please fill out completely and e-mail to staff@symlog.com or fax to (858) 674-1593

FOR OFFICE USE ONLY

S001______   Posted to: ____________   Actual #: ________   Printed:  ( B/W  ( Color  ( PDF  # of Reports _________

Out (Date) ___/___/___   Via: ____________________________  $________
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Additional Information

PDF Report Printing requirements:


SYMLOG Reports must be printed out on a Laser Printer using minimum 20lb paper, single sided only (do not duplex).  Inkjet printers do not produce acceptable quality, and must not be used for printing SYMLOG reports.  SYMLOG offers Color or Black and White reports printed on our production quality laser printers and shipped to you for a nominal fee.


For viewing the PDF’s, we recommend using the latest version of Adobe Reader, available free at http://www.adobe.com/products/acrobat/readstep2.html
Consultant / Administrator Responsibilities:

· You must closely follow the instructions provided to you by SYMLOG.

· You must monitor your program closely and ensure that your participants complete their ratings on time.

· You must make yourself available to answer all questions from participants concerning the online rating process.

· You will need to honor the cut off dates contracted with SCG.  Some emergency extensions may be accommodated with sufficient notice.

· You will need to use the Web-based Management Tool provided to you by SCG to monitor the progress of ratings.

Expedite Service:  An expedite fee of 20% of the standard package fee, or cost per participant, whichever is greater, will be invoiced for packages that do not have a minimum of 3 (three) business days after the last day to enter ratings, before the reports are needed.  An expedite fee of 40% will be invoiced for same day processing requests.  SCG must receive same day requests to cut and process data no later than 1 p.m. PST - San Diego time.   

Reprocessing and Reprinting fees will be invoiced for data processed and/or reports generated after the data has been initially cut for processing.

A cancellation fee of 25% of the standard package fee, or cost per participant, whichever is greater, will be invoiced in the event your Internet ratings process is terminated after authorization numbers have been issued by SCG.

Please read all of the attached pages carefully before filling out and submitting your order form.  By submitting the order form to SYMLOG you acknowledge that you have read and fully understand the instructions, requirements, and procedures outlined in this document.

Thank you.

SYMLOG Consulting Group

12540 Oaks North Drive, Ste. H

San Diego, CA  92128

staff@symlog.com
858-673-2098

http://www.symlog.com






