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ORDER ENTRY:  There are many different methods for placing your order.  The orders 
can be called in to customer service, entered directly on our website, faxed, or  emailed.  
We request that when sending in orders to us, please find as many part numbers as 
possible.  It will help prevent order errors.  If you need help finding an item in the catalog 
please call or email customer service.  All items sold can only be sold by the 
manufacturer’s package quantity.  We do offer web site training if needed. Call us if you 
need help with our site.   Most orders placed before 5:00 PM in your time zone will 
receive next-business-day service. Orders placed after 5:00 PM will be delayed a day.  
Some items, including customized products like printing and branded promotional items 
as well as snacks and breakroom items may take an additional day or so for delivery.  
 
BACKORDERS:  Try as we may, there will always be some backordered items.  A 
backorder is when an item ordered by you is not available to us to ship with your original 
order.  It can be that our wholesalers are out of stock, manufacturers are out of stock, or 
the item was shipped to us damaged.  Every effort is made to avoid backorders. Your 
invoice will be blank in the shipped column next to the item backordered. You will be 
billed when the item arrives.  We make every effort to ship your orders complete.  
Presently, we are running more than a 98% fill rate on all orders. 
 
RETURNS:  Eagle Office Products has a 30-day return policy. Items returned after more 
than  30 days will not receive credit. Almost any product purchased from us may be 
returned for full credit as long as it is in its original packaging, in resalable condition, and 
within 30 days of invoice date. If an item is to be returned, please use the online return 
form or send a copy of the invoice along with the product. We will pick up your return 
the next time the driver makes a delivery in your area.  Once we have received the 
product in our warehouse a credit will be issued to your account.  We do not credit or 
accept returns on food and beverages, medicine, printing/custom/special order supply 
items, shortages not called in within 5 days, assembled furniture, and special-order 
furniture. Items returned for credit or exchange must be in their original packaging.  
 
PAYMENT:  We offer two types of payment.  You can use a credit card or check to pay 
by invoice or on terms.  All invoices are due in 30 days from date of invoice.  If you 
choose to pay by statement, please submit payment within 10 days.  Any account that 
has a check returned for any reason will be subject to a $50.00 fee for each return.  Any 
account that goes 16 days past due may be subject to a finance charge of 1.5% (18% 
per annum).  The minimum finance charge, when assessed, is $1.00. Any other 
payment terms requested will have to be approved by  Eagle Office Products 
management. If you choose to pay for your purchase by credit card, you card will be 
charged on the day that the order is to be shipped, for the products that are shipped, 
whether by our truck, courier or common carrier. Subsequent backorders will be 
charged in the same manner when filled. 



 
 
DELIVERY:  We offer free next-business-day delivery on most items within our local 
delivery area (most of Williamson and Travis Counties, Texas).  That means that any 
order placed will be delivered the next business day before 5:00 PM.  If you need 
something by a specific time, please call customer service. We will attempt to route the 
drivers to meet your needs.  A specific time of delivery cannot be guaranteed but will be 
attempted.  If there is an item broken or missing from your order and it is not noted on 
your packing slip, please notify us immediately.  If delivery is attempted but the office is 
closed, we will leave a note and wait for your call to reschedule. After two attempts, 
there will be a delivery fee assessed. If the delivery is to a residence/home office, you 
will be asked to sign an agreement in advance relieving us from liability for leaving 
merchandise if no one is home.  Shortages or delivery errors must be reported 
immediately.  
 
SHIPPING: Some items may be shipped via common carrier (UPS, FedEx, etc.), 
directly from our distributor, or the manufacturer. These items might take a few extra 
days. Additionally, we use couriers to deliver orders that are outside of our local delivery 
area but still within a reasonable distance of one of our distribution centers. If your 
business is outside our local delivery area, all of your orders will be delivered by 
common carrier or courier. 
 
FURNITURE: Boxed or unassembled furniture will be delivered as soon as it arrives. 
Assembled furniture will be put on a schedule for delivery. Our warehouse personnel or 
your sales person will contact you to schedule delivery. On small furniture deliveries, 
where there are no stairs or moving of old furniture, there is no charge on delivery and 
install (in most cases). Major installs will require an assessment to determine installation 
fees and charges. All assembled furniture is considered a final sale and is non-
refundable and non-returnable. Our employees are not allowed to remove or handle any 
type of electrical equipment. In addition, they are not allowed to remove any structure 
that may interfere with the delivery (i.e., doors, stair rails, fixed wall shelves, etc.). If your 
merchandise requires a stair carry, there may be an additional charge. Please notify 
your sales representative for an assessment prior to delivery. Mounting of boards or 
surfaces is accepted and priced on a per-job basis. Please call your representative for 
more information. 
 
WARRANTIES:  Most items sold by Eagle Office Products come with a manufacturer’s 
warranty. Please refer to the product manual or the manufacturer’s website for specific 
details. Some companies prefer that you contact them first, while others recommend 
that you contact us. Generally, we can only help you during the first 30 days. However, 
we will help you with your interaction with the manufacturer when needed. 
 
PRIVACY: Eagle Office Products may collect sales data from our customers and 
browsing data from our website from customers and guests. This data may be shared 
blindly with our distributors and vendors. This means that the data is NOT attributed to a 
particular customer. Eagle Office Products does not sell, share, or rent customer 



information except when required to conduct business (i.e., information provided to a 
third party delivering or installing products). Additionally, per the terms of The HP 
Reseller Agreement, we are obligated to provide to HP, upon request, information about 
which of their products that we sell, quantities, dates, and to whom. 
 
If you have questions about these policies and procedures please call us. 
Thank you. We truly appreciate your business! 
 
 


