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Extension Store: Product Action Form (PAF)
CHECK LIST 
The AUTHOR or person overseeing development of the product needs to take care of these tasks. 

 FORMCHECKBOX 

For copies that do not go to the warehouse (e.g. to the author), give printer or vendor delivery instructions, and address. You may be charged for shipping.

 FORMCHECKBOX 

For warehouse copies, give printer or vendor the warehouse address (below) and indicate item number and number of copies on box(es).

Warehouse address:

Marina Leikikh

U of M Addressing & Mailing Services
Room 170 G

2818 Como Ave. SE

Minneapolis, MN 55414
 FORMCHECKBOX 

Notify Marina at Warehouse of shipment to be delivered and WHEN to expect it (email:    leiki001@umn.edu  or fax to Marina Leikikh at 612-625-1588
 FORMCHECKBOX 

Notify Stephanie O’Donnell odon0084@umn.edu (copy Erik Bremer at breme005@umn.edu) of the date sent to the warehouse so product(s) can be made available to sell in the database.

 FORMCHECKBOX 

Call Campus Courier (6-0707), if materials are on campus, to deliver to Warehouse. You will need a CUFS number to use this service.

 FORMCHECKBOX 

Send electronic files to Tom Stanoch ***VERY IMPORTANT***, 405 Coffey Hall (for archives and to create the web version or sampler) e-mail: stan0347@umn.edu
NOTE: 

The Board of Regents mandates that University Archives collects a copy of each item (informational materials only) the U of MN produces to preserve for future users and historians, so we will automatically send one copy to U Archives. 

One copy will be saved as the Extension Store file copy.  

Stocking fees associated with materials being entered into inventory or withdrawn from the warehouse are the responsibility of the owner of the material. 

Twenty percent (20%) is withheld from the sale of each item and an annual charge of $40.00 per item (subject to change) to assist in covering costs associated with storage and distribution of the material.  

Owners of materials that are distributed as $0.00 priced items must prepay the cost associated with storage and distribution of the material.  Please ask for the “$0.00 price item” worksheet to determine cost.

Owners of oversized items or items stored in large quantities may be responsible for covering additional storage costs (Example: Items stored on pallets outside of leased space).

Product Action Form (PAF)
Date:
     
Contact:
     
Phone:
     
Email:
     
	 FORMCHECKBOX 

	New Product

	 FORMCHECKBOX 

	Revision (update changes only)

	 FORMCHECKBOX 

	Reprint (printing cost )


Extension Store Item #:      

E-mail shopext@umn.edu with a request for a new item number prior to filling out PAF.

Your materials cannot be received at the warehouse or sold by the Extension Store until all information highlighted in gray is filled out and in our computer system. Please fill out this form electronically and forward it to Stephanie O’Donnell odon0084@umn.edu and copy Erik Bremer at breme005@umn.edu at least 2 weeks before the item shows up at the warehouse (usually about the time you send it to be printed or duplicated).

Program Area:               Program:      
Income Disbursement Code (Contact Stephanie if unknown):        
Official Title (in web catalog; up to 100 characters/spaces):        

Authors (lead author first (last name, first initial – 60 characters)):        

Print / reprint costs:
	Total PRINTING costs: $
	     

	Total quantity printed:
	     

	Cost each or “standard cost”:
	     

	Printer:
	     

	Printer Phone:
	     

	Year Printed:
	     


Quantity delivered to Warehouse:      
Withheld for Team Use***:      
***NOTE: Once a product is delivered to the Extension Store, all orders will be charged the wholesale or retail price as appropriate. If you want copies for the author or teams or for promotional use, have the vendor deliver a quantity off the top directly to one person who will distribute or store them, with the remainder going to the warehouse for sale. The vendor will bill for shipping copies outside the metro area.

Thereafter, the product owner will be charged the wholesale price (employees need to set up an account in the Extension Store to receive the wholesale price. Once an account is setup, orders are to be placed online at: shop.extension.umn.edu).
Retail Price:      
Wholesale Price (suggested as 1/2 Retail; price to U of MN employees):      
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	 Do you want to offer resellers pricing?


Resellers Price (if so standard 40% - enter discount percentage off of retail):      
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	 Do you want to offer volume pricing?


	For your product
	
	Sample

	Beginning Quantity
	Ending Quantity
	Price
	
	Beginning Quantity
	Ending Quantity
	Price

	 
	 
	 
	 
	1
	9
	$10.00

	 
	 
	 
	
	10
	100
	$9.00

	 
	 
	 
	
	101
	+
	$8.00

	 
	 
	 
	
	x
	x
	x

	 
	 
	 
	
	x
	x
	x


	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	 Do you want to offer a reseller’s discount (see FAQ page below, question 1)?  

If yes, what discounted price do you want to offer resellers?       (Example: Retail price $10.00, Reseller’s price $6.00)


Tiny Kit (Bundled Package): 

	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	If yes, contact Stephanie O’Donnell or Erik Bremer prior to printing


Order Point (quantity at which to reprint): default = 10% of Quantity delivered to Warehouse; other:      
Abstract (a short well-written and proofed paragraph describing and promoting the item, using words that might be used in a web search; include number of pages or length):      
	On Web:
	 FORMCHECKBOX 

	completely
	 FORMCHECKBOX 

	sampler
	 FORMCHECKBOX 

	abstract only


Electronic files MUST be sent to Tom Stanoch, 405 Coffey Hall (for archives and to create the web version or sampler) stan0347@umn.edu. 

Consumer Categories for Current Website (where the item will show up on the web, under left column of the Topic pages, such as Family or Farm). Select appropriate numbers from this web page – click or copy: http://www.extension.umn.edu/guidelines/components/topicsdef.html
(If URL word wraps to a second line, cut and paste all parts into your browser.)

List 1-3 consumer category numbers, maximum 5:    ,    ,    ,    ,    .

Also Consumer Categories for new Extension Store & Web site (to eventually replace previous categories): http://www.extension.umn.edu/guidelines/components/3levelcategory.html
List up to 5 category numbers here too:    ,    ,    ,    ,    
Copyright: 

	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	Copyright Regents of the University of Minnesota;

	If other copyright holder please specify :      


License Arrangements: 

	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	Offer licensing agreements for this product (in addition to hardcopy)

	Notes :      


Contact list:

Name


E-mail address

Phone

Erik Bremer

breme005@umn.edu

612-625-5260

Stephanie O’Donnell
odon0084@umn.edu

612-625-5749

June Rhoads

rhoad032@umn.edu

612-624-1798
Extension Store
shopext@umn.edu

612-624-4900

Product Type





Contact



New 






Stephanie / Erik




Revised





Stephanie




Reprint 





Stephanie



Duplication (CD/DVD/VHS)



Stephanie
New item number




Stephanie / Erik/ June 
Minor edits (e-mail)




Stephanie / Erik/ June 
Reports 





Stephanie
Sales Reports (email request)



Stephanie


Revenue Allocation codes



Stephanie / Erik

FAQ
1.  Reseller’s Discounts

In the past, Extension would give resellers a 40% discount on the retail price for all items in the Extension Store. Since January 1, 2010 the owner of the materials will determine the if a resellers discount will be offered and at what percentage.
The real question is – Does it make financial sense to the owners of the product to sell it to a reseller at a 40% discount?  

To answer that question you need to know is -- Will you be losing money if you sell the pub at a 40% discount?  And if you are losing money is that OK (maybe you have a grant that covers the loss)?  Or say you’ll just be making less but not losing money -- will the loss in revenue be made up by the larger sales volume and larger distribution?

Not all items in the Extension Store provide a discount to resellers.

BACKGROUND:

Retail Price (External) – price the general public pays if they buy through the Extension Store

Wholesale Price (Internal) – price Extension Educators, program coordinators, Extension Offices, and pay when they buy through the Extension Store (usually 50% off retail price – this price set by program team)

Resellers Discount (External discount) – if the program team thinks that resellers (independent bookstore or online bookstore) will create many more sales, get wider distribution of the publication, and make more money than the program team can allow a resellers discount.  The Standard resellers discount has been 40% off retail, though some resellers (Amazon, Barnes & Noble, etc.) require a higher percentage off retail.  The program team decides if they want to offer a resellers discount and at what percentage off retail.  Note that it is per item and not per customer, so you will be setting the discount for all resellers. 
***** Did you know we will be offering downloadable items in the near future? Please e-mail Erik Bremer to be a part of the pilot program at breme005@umn.edu.
