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STANDARD OPERATING PROCEDURE FOR: 
SHOES FOR CREW ORDERING 

 

1. Shop for shoes in the Shoes for Crews catalogue or on the website at shoesforcrews.com. 

2. Fill out the order form that can be found on the HR office door.  Turn the form into HR 
for ordering. 

3. Log into your Kronos Employee Account. 

4. Click My Account, My Actions, Payroll Deduction Authorization Form.  Please note: 
Orders will not be placed until the Payroll Deduction Authorization Form has been 
completed and submitted to HR. 

 

5. Choose an effective date.   The shoe order will not be submitted until after the effective 
date has passed. 
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6. Click the box that authorizes MFC to use payroll deduction for the cost of the shoes.  If 
the order is over $55, you may choose to have the cost deducted in 1 or 2 payments.  The 
cost for ordering plus shipping will be taken in the next pay period.   Sign and Date the 
form. 

 

7. Click the Submit Button that is in the far right corner. 

  

8. Orders will be placed weekly.  Shoes will be delievered to the store and given to the 
department manager to disperse.   

9. Shoes for Crews has a 60 day exchange policy.  To exchange the shoes, please see HR. 
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