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250 Cards

500 Cards

1000 Cards

1500 Cards

2000 Cards

5000 Cards

Composing

BUSINESS CARD ORDER FORM
This form may be used to order cards for more than one person.

 Dept./Div. No.  Department/Division  County
 City

 Person Ordering  Phone

 One-sided
 Two-sided

 No. of Cards  Minimum Cards Printed – 250

 Paper (110-lb. card stock – 3½” x 2”)

 Ink Color:

 250      500      1000      1500

 White          Other___________________________________________________

 Black        Color          Specify________________________________________

014-13-15 (6/11)                           WHITE – Printing & Services                          YELLOW –  Accounting                          PINK – Department

Date Completed

Operator’s Initials

 Signature

OFFICE USE ONLY

DESCRIPTION

Proof Sent:

CODE

Date Ordered  Date Requested

Please type all information in the arrangement it should
appear on the card – be specific, give detailed
instructions and/or comments:

B-

 ATTACH SAMPLE HERE:


	date ordered: 
	date requested: 
	Dept: 
	/Div: 
	 No: 


	Department/Division: 
	citycounty: Off
	account no: 
	person order: 
	phone: 
	no-cards: 
	cards printed: Off
	side: Off
	paper: Off
	other: 
	ink color: Off
	other2: 
	textbox: 


