
No Order

No Order

Initial Enquiry
Brief received fax or email.

Planning options placed at this stage.

Mailing Sample Approval
All inserts must have carrier
approval of the mailing piece

Negotiations
Rate Negotiations must be 
complete prior to ordering

Advertiser
Advertisers must supply a written order

quoting a purchase order number

Advertiser Invoice
Produced on completion of despatch and

forwarded with a copy of the COI

Weekly Advertiser Report
Summary of the status of

current distributions

Tri-Direct Order
The order is transferred to the Tri-Direct

ordering system and assigned a
Tr-Direct order number

Terms & Conditions
Registered company name and number required to raise

terms & conditions. These must be signed and sent
back inorder to trade with Tri-Direct Sales

Advertiser Order Confirmation
Advertiser must sign and return order confirmation

on fax to accept terms of the order prior to any
inserts being delivered. Special Delivery instructions

are also issued (either by fax or post)

Carrier Order Confirmation
Carrier is issued with an Order Confirmation and a

Warehouse Order Confirmation. (either by fax or post)

Insert Tracking
Deliveries, Start Dates and Completion Dates

are tracked for all carriers/advertisers

Certificate of Insertions (COI)
On completion of despatch the Carrier must supply a
written certificate (fax or post) confirming the inserts

title/code, total despatched volume and completion date.

Weekly Carrier Report
Carrier (or nominated Warehouse) to 
supply start dates, distribution figures

and completion dates

Carrier Invoice
Selfbill produced and forwarded to Carrier

for authorisation or Carrier invoices according
to information on the COI
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Insert Ordering Process


