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Order Form 

The Gatehouse – Design and Print Agency
        Customer details to be completed IN FULL                 Customer Ref: 
Please use a separate Order Form for each item and send to the dedicated email address – orderform@rgu.ac.uk
	Name
	
	Alternative Contact
	

	Department
	
	Telephone
	

	Address
	
	Fax
	

	Telephone
	
	e-mail
	

	e-mail
	
	

	Delivery Address ( if different from above )
	

	Deliver
	
	Collect
	
	


Please insert cross as appropriate (x)

	Sponsored
	
	Research 
	
	Educational Support
	
	Commercial Activity
	

	Account Code to be charged
	

	Name (person with relevant budgetary authority)
	
	Date
	


	Title of work
	
	Delivery date (avoid ASAP)
	

	Total number of sides
	B/W
	
	Colour
	
	Number of copies required
	

	Has job been produced here before?
	Yes
	
	No
	
	If yes please forward / fax sample quoting customer reference


	Enlarge/Reduce
	A5
	  
	A4
	
	A3
	  
	Other
	  
	Finished Size
	A5
	  
	A4
	
	A3
	  
	Other
	


Please insert cross as appropriate (x)

	File sent by email
	
	
	Black & white copy
	
	
	Collate
	
	
	Comb bound
	

	Copy as supplied
	
	
	Colour copy
	
	
	Not collated
	
	
	Wire bound
	

	Single sided
	
	
	Single staple
	
	
	Printed cover
	
	
	Perfect / Glue bound
	

	Double sided
	
	
	Double staple
	
	
	Laminated
	
	
	Drill 2 holes
	
	4 holes
	


	Job description / special instructions ( i.e. use recycled paper / colour of paper / card to be used )



Official Use Only
	Tharstern
	
	Recharge No
	
	PL
	£

	Date Received
	
	Designer
	
	ST
	£

	Date Required
	
	Operator
	
	£

	Date Despatched
	
	
	Total
	£

	
	B/W
	
	4 Colour
	
	Spot
	
	PMS Reference
	

	Stock
	


