
MIDWEST INK CO. POLICIES AND PROCEDURES 
408 Main St. 

Seneca, KS 66538 
785-285-1050  midwestinkco@gmail.com   www.midwestikco.com 

 
Thank You for inquiring about our services.  We currently offer custom artwork, screen printing, embroidery, vinyl 
signage, and engraving services, as well as many gift and promotional items.  
 
SERVICES: All custom work will require a deposit prior to providing any services we offer.  We will provide you will 
our forms upon initial conversation with an estimated timeline and price of the items you are inquiring about.  Once 
forms are signed and returned, we will begin processing your order.   
 
COMMUNICATION: While we have multiple platforms to communicate with our customers, email and text are 
best.  This helps us keep track of details throughout our conversations, gives us correct and accurate spellings, 
information, details, and a reference.  While we will communicate through social media, we prefer not to conduct 
actual business on those platforms and our response time is greatly reduced by doing so.   
 
TURNAROUND TIMES: We work as quickly as possible to move through our orders accurately and in a timely 
fashion.   Typical turnarounds are 2-3 weeks.  Sometimes jobs take longer and sometimes much quicker.  This is 
heavily dependent upon how quickly we receive stock, current workloads at the time the order is placed, and 
communication with the customer.  This will be communicated with you at the time of your order and turnaround times 
don’t begin until a deposit/payment in full is made.   
 
ARTWORK: We can use customer supplied artwork in various forms, preferably true PDF, EPS, or AI. Certain jobs 
are compatible with PNG or JPG formats.  We print the artwork how it is supplied to us.  Our services are only as 
good as the artwork you provide.  If you are unable to provide us with proper artwork, your items will be printed as 
is.  If you need artwork services, please refer to our custom art services and pricing, listed on our website HERE. 
 
PAYMENTS: You may be required to make payment in full, make a deposit , or pay upon pickup at the discretion of 
the owners of Midwest Ink Co. If you would like to open a charge account, you must apply to do so prior to placing an 
order.  Not all applications are approved.   
 
TEAM STORES: We love helping schools and organizations with their fundraising and business to supply their 
employees with apparel.  All team stores have the option to receive a percentage of total sales or offer employer 
discounts through our team stores.  Team stores do not qualify for free shipping, and all items must be picked up in 
store from the individuals placing the orders or organization in charge of their team store.  Orders from team stores 
will not be processed until the store is closed.  We will only communicate orders of team stores through the 
individual/s organizing them.  It is your responsibility to communicate any changes with the customers ordering from 
your store.   
 
LATE FEES: We do not offer charge accounts, unless applied and approved prior to ordering.  All charge accounts 
are due upon receipt.  Any invoice not paid within 30 days will automatically be charge a 50% late fee, per month, on 
the total amount due, regardless of when the order is picked up.   
 

I,________________________________________, acknowledge these policies and 
procedures, on __________ day of _________________, _____________. 
 

This form will be kept on file for all future orders.  Shall policies change, I can find them on the 

website HERE. 
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