


• An auto generated e-mail containing your order number is sent to your firm after the quote file 
is received at Rutt. 

• You will then send Rutt the additional required documentation and deposit per the Order 
Check List. 



• Dimensioned & Numbered floor plan and elevations to match your quote file. 

• Numbering preference is to work top to bottom, left to right, walls, bases, talls, 

and then miscellaneous parts. 

• Drawings can be sent the following ways:

– AutoCAD .dwg file e-mailed to orders@ruttcabinetry.com

– PDF file e-mailed to orders@ruttcabinetry.com

– Hardcopies via US Mail, UPS, or FedEX

– Faxed (Our least preferred method due to clarity issues)



• Finish Agreement Forms For:

– Natural & Light Wood Selection Finishes

– Painted Finishes

– Unfinished Product

• Requirement for Custom Color Match approval:

– Straight Paint – Sample Chip

– Straight Stain – 12 x 12 Sample Door

– Artistic Finish – Sample Door/Drawer

• Sample Door Approval Forms For: (Sample Door/Drawer Required)

– Custom quoted door styles

– Artistic, multi-step finishes/processes, i.e. distressing

– Exotic veneers



• Customer Service creates the binder and pre-edits the order. 

• Engineering reviews the order and creates a list of questions in the Customer 

Notes section of Quick Quote.

• The Engineer will contact the designer to discuss the order.



• An auto generated e-mail will be sent to your firm notifying you that your order is ready to be 

downloaded and reviewed. 

• The e-mail will inform you to open Sales Explorer to download the order file, which can then be 

printed. You will also receive supporting AutoCAD drawings of specialty items contained in 

your order via e-mail. 

• You must sign-off your acknowledgement of the initial dealer validation within 5 business days. 

• Changes to your acknowledgement must be sent to Rutt in writing. Rutt will then make 

changes to the order file and repost the order in Dealer Validation for review. 



• Order is provided a manufacturing and a delivery schedule.  

• When we have your sign off, the bill of materials and shop drawings are created for manufacturing. 

• When the order is complete, the order is staged and inspected by our Quality Inspection Teams 
before shipping. 

• An auto generated e-mail will be sent to your firm notifying you the “On or before date” for delivery. 

• Rutt offers pick-up or delivery to your designated warehouse.

• The shipping department e-mails you with a final date and time, the order is loaded and delivered. 





1. Dealer is required to provide a completed Quote Writing form (see attached), dimensioned floor plans and 
elevations, and any custom item drawings needed to make your quote as accurate as possible.

2. Rutt will write the quote based on the information provided by the dealer. Rutt will not critique, alter or change 
anything during this timeframe. Remember time is of the essence in us getting your quote back to you as quickly 
and as accurately as possible. So please make sure the information you provide us with is exactly what you want.

3. Once the quote is written, the quote file will be returned to you the dealer. You will now take ownership of this 
quote file. By you taking ownership of the file you now have the ability to make any and all necessary changes to 
this quote prior to submitting it to Rutt as an actual order. Please note that Rutt will not make any changes to this 
quote at this point since we will no longer have a copy of it on hand.

4. Dealer is responsible for all data in their quote file.

5. When this quote is ready to be sent as an actual order, please follow our standard ordering process guidelines.




