
 
 

 
 
General Policies 
 
Prices and product availability are subject to change 
without notice. All specials and promotions are 
limited by availability.  
Payment in U.S. dollars must be received with the 
order. The American Payroll Association (APA) does 
not sell products on a trial basis.  
Payment includes total amount of product plus 
shipping and handling and tax (if applicable). 
Publication will not be shipped until entire payment 
amount due is received. 
 
Please allow 14 to 21 days from the time you place 
your order for processing and shipping. Delivery 
times are not guaranteed and the actual delivery 
time will depend on product availability.  
Should you order a product in advance of the 
production date, you may submit a written request 
for a full refund, provided the APA has not already 
shipped the product.  
 
Please note: Orders are processed next business 
day regardless of shipping method selected. 
 
Publication Policies 
 
APA will accept the return of unopened products 
in saleable condition.  
 
Transfers/Substitutions: 
A $45 administrative fee will be assessed for each 
transfer/substitution. Some restrictions may apply. 
Transfers will be to another publication or 
substitutions will be to a colleague. 
Requests to replace the name of the person 
receiving the publication should be made by calling 
Membership Services (210) 224-6406, M - F, 8 a.m. 
- 6 p.m. CT. Each transfer/substitution will require 
completion of a transfer/substitution form and will be 
assessed the fee. A representative can provide the 
form. 
 
Cancellations/Refunds: 
Authorization for returns must be obtained prior to 
returning any item by calling APA at (210) 224-6406, 
M - F, 8 a.m. - 6 p.m. CT. Return shipment must be 
at your own expense. 

 
 

 
Refunds equal to the cost of the product less $30 
shipping and administrative fees will be issued upon 
receipt of the returned item(s).  
 
Refunds: A check will be mailed to you for refunds; 
no refunds will be made directly to your credit card 
account. 
 
Ebook Policies 
 
Transfers/Substitutions: 
A $45 administrative fee will be assessed for each 
transfer/substitution. Transfers or substitutions must 
be requested before license activation. 
Transfers/Substitutions will not be honored if the 
program license has been activated. 
Transfers will be to another ebook or a substitution 
is to a colleague for viewing. 
 
Requests to replace the name of the person viewing 
should be made by calling Membership Services 
(210) 224-6406, M - F, 8 a.m. - 6 p.m. CT. Each 
transfer/substitution will require completion of a 
transfer/substitution form and will be assessed the 
fee. A representative can provide the form. 
 
Cancellations/Refunds:  
Cancellations or refunds will not be honored if the 
program license has been activated. 
Refunds equal to the cost of the product less $30 
administrative fees will be issued. You may contact 
Membership Services at (210) 224-6406, M - F, 8 
a.m. - 6 p.m. CT. 
 
A check will be mailed to you for refunds; no refunds 
will be made directly to your credit card account. 
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