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TThhee ffoolllloowwiinngg gguuiiddeelliinneess aarree ttoo hheellpp mmiinniimmiizzee ccoonnffuussiioonn aanndd iimmpprroovvee
eeffffiicciieenncciieess ttoo eennssuurree qquuaalliittyy ccuussttoommeerr sseerrvviiccee..

PPllaacciinngg aann OOrrddeerr  

HomeCrest accepts orders by fax, email, CabNET Pro*
and telephone, providing your account is in good standing.
Faxed and email orders may be sent 7 days a week, 24
hours a day.  Orders will be processed on the next business
day if received after 3:00 p.m., northern Indiana time.

We encourage written orders to minimize errors.  To place
an order:

1. Orders may be placed using order forms provided by
HomeCrest (free of charge), your purchase order
form, computer generated printout or any format
preferred, as long as HomeCrest nomenclature is
used.

2. Confirm telephone orders with a written, clearly
identified confirmation.

3. When faxing orders, use a cover page and number all
faxed pages.

4. Specify on each order the ffiinniisshh,, ddoooorr ssttyyllee (square,
arch or cathedral), hhiinnggee pprreeffeerreennccee (furniture,
concealed and right or left where applicable), ddrraawweerr
bbooxx (laminated, 1/2" wood, deluxe wood drawer or
deluxe wood drawer with SofTouch drawer guide),
and ccaabbiinneett eennddss (laminate or plywood).

5. Specify sshhiippppiinngg mmeetthhoodd (cycle, full truck, LTL, UPS,
or pickup), pprreeffeerrrreedd ccaarrrriieerr,, ppuurrcchhaassee oorrddeerr nnuummbbeerr,,
aanndd sshhiipp ddaattee.. HomeCrest will do its best to
accommodate your specifications whenever possible.

6. If the oorrddeerr sshhiippss ttoo aa llooccaattiioonn ootthheerr tthhaann yyoouurr
nnoorrmmaall ddeelliivveerryy aaddddrreessss,, please provide a complete
address including a telephone number and contact name.

7. PPllaaccee oorrddeerrss ffoorr aa ssppeecciiffiicc sshhiipp ddaattee aatt oonnee ttiimmee..
HomeCrest schedules orders to ship on a first in, first
out basis, according to your ship schedule. Lead
times may extend temporarily if production or shipping
functions are scheduled to capacity or during
extended holiday closings. Please check your
shipping schedule or call your Customer Service
Representative.

8. CCuubbee oorrddeerrss ffoorr ttrruucckkllooaadd qquuaannttiittiieess pprriioorr ttoo oorrddeerr
ppllaacceemmeenntt.. This will prevent over or under cubing a
shipment.  The cube capacity of a trailer will vary
depending on the cabinet mix of the order.
HomeCrest recommends checking the cube capacity
of your preferred carrier.  Most standard 53' trailers
hold approximately 3,000 cubes. In the event an order
is over cubed, please designate which order can be
used as “FILL”.

OOrrddeerr PPrroocceessssiinngg

HomeCrest enters orders using the nomenclature listed in
this specification book. 

Once an order is entered, HomeCrest will mail or fax an
acknowledgement to you. Upon receipt of the
acknowledgement, HomeCrest strongly encourages that
the order be proofed against the acknowledgement.
Report any discrepancies to your Customer Service
Representative immediately.

*CabNET Pro is an easy-to-use order entry software
program. Contact HomeCrest for information regarding 
this program.

FAX Number: 800-737-1500

Email Address: hcinfo@homecrestcab.com

CChhaannggee OOrrddeerr PPrroocceedduurreess

We will consider requests for mmiinnoorr changes or
cancellations to an order in writing up to 48 hours 
(two production days) after receipt of your sales order
acknowledgement.  Your acknowledgement is faxed
immediately upon completion of entering your order in
our system.  All changes must be completed prior to
releasing the order to the factory.  When requesting a
change, specify the sales order number found on the
acknowledgement and your purchase order number.  
We will fax a corrected acknowledgement confirming 
all changes.

Please note, an example of a minor change is canceling
a B21 and adding a B24.  Changing the color or wood
specie on the entire order is considered a new order 
and may delay your shipment. CCaanncceellllaattiioonnss oorr
cchhaannggeess ooff tthhiiss mmaaggnniittuuddee aarree ssuubbjjeecctt ttoo aa 2255%%
ccaanncceellllaattiioonn ffeeee..  WWee ccaannnnoott aacccceepptt cchhaannggeess ttoo aann
oorrddeerr bbeeyyoonndd 4488 hhoouurrss..  WWee ccaannnnoott aacccceepptt cchhaannggeess
oorr ccaanncceellllaattiioonnss ttoo pprroodduucctt mmaannuuffaaccttuurreedd bbyy oouurr
CCuussttoomm CChhooiiccee ddeeppaarrttmmeenntt oorr oorrddeerrss ppllaacceedd uussiinngg
oouurr JJoobb CCoommpplleettiioonn OOrrddeerr ((JJCCOO)) pprrooggrraamm..

OOrrddeerr PPrroocceedduurreess
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