REQUEST FOR PRINTING

Metro Graphics, LLC
Phone (901) 417-7128

EMALIL bill@GoMetroGraphics.com or design@GoMetroGraphics.com

Department: Date Submitted:
Account #: Date Needed:
ORDERED BY: DELIVER TO:
Name: Building:
Phone: Room #:
Email: Add'l Info:
PRINT ORDERS
Job Description:
Quantity: Paper:
Size Paper Color:
Ink Color: Final Cost:
Special Instructions:
BUSINESS CARD ORDERS

# of sets to order

One order is a set of 500 Business Cards.

Please enter below the EXACT information to be printed on the cards.

Name:

SAMPLE

CARD

Title:

Department:

Phone Number:

NAME
Fax Number: TITLE AND DEPARTMENT
2000 NORTH PARKWAY, MEMPHIS, TENNESSEE 38112-1690
Email: TELEPHONE (901) 843-0000, FAX (901) 843-0000

]Rhndznllzgz

—1848—

EMAIL: JSMITH@QRHODES.EDU

Fill out your information EXACTLY as you want it to read on your cards. A proof will be emailed to you. Please call or email Metro Graphics
to either make changes or to OK the proof. Please try to get all the information correct on this form so the order will not be delayed if
changes have to be made after the initial type setting. Delivery will be a week after receiving the order.
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