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Office of Procurement
Business Cards, Letterheads and Envelopes Order Form

(Please complete all information in the fields below.  A proof of your order will be sent to you for approval before printing.  If the proof is okay, please sign and return to the Copy Center.  Scheduled turn around time is 7-10 business days from final approval.)

	Job Request Order No.
	
	 Priority:
	( Normal
	( Urgent


	Chargeable  FOAP:
	

	
	
	
	
	

	SUBMITTED BY
	
	
	
	

	Name:
	
	
	Address Line 1:
	

	Department:
	
	
	Address Line 2:
	

	E-mail: (proof will be e-mailed)
	
	City:
	

	Telephone Number:
	
	
	State:
	

	Fax Number:
	
	
	Zip Code
	

	
	
	
	

	PRINTING INFORMATION
	                                
	 (  New Order          ( Reorder    

	Name:
	
	
	Address Line 1:
	

	
	
	

	Title:
	
	
	Address Line 2:
	

	
	
	

	Department 
	
	
	City:
	

	
	
	

	E-Mail Address:
	
	
	State & Zip Code:
	

	
	
	
	

	Telephone Number:
	
	
	
	

	
	
	

	Fax Number:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Itemized List:
	
	
	              Available colors:

	Item
	                      Description
	Qty
	
	

	1
	Standard Business Cards, 1-color
	
	
	1-color = reflex blue

	2
	Executive Business Cards, raised, 1-color
	
	
	2-color = reflex blue & gold

	3
	Executive Business Cards, raised, 2-color
	
	
	

	4
	Standard Letterheads, 1-color
	
	
	

	5
	Executive Letterheads, raised, 1-color
	
	
	

	6
	Executive Letterheads, raised, 2-color
	
	
	

	7
	Standard #10 Envelopes, 1-color
	
	
	

	8
	Executive #10 Envelopes, raised, 1-color
	
	
	

	9
	Executive #10 Envelopes, raised, 2-color
	
	
	

	
	
	
	
	

	Comment(s):



	Approvals:
	
	
	

	
	
	
	

	
	                                    ________________________

	Employee Signature
	
	
	
	                                       Date

	
	                                    ________________________

	Approval Signature:
	
	
	
	                                       Date


PAGE  
Rev. 9/2011


