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STATIONERY ORDER FORM
To order standard stationery pieces, complete this form and email to HotSpot Printing. 

· You will receive an estimate from HotSpot.
· Submit the estimate with a PO Request to purchasing.

· When you receive the PO#, forward it to HotSpot Printing to initiate your order.

· When you receive your order and the invoice, forward the invoice to the Business Office signed and with the PO# indicated. Be sure the invoice total does not exceed the PO# amount.
DO NOT USE OTHER PRINTERS OR CREATE ALTERNATE STATIONERY ITEMS without consulting Michelle Long-Coffee, ext. 4597.  

Attn: 
Kevin Ross, HotSpot Printing  Kevin@hotspotpp.com  p: 310 538 2540  f: 310 538 2500
Order Placed By:____________________________________  Dept:_________________________________

Phone #:__________________________________________  Email:_________________________________
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	Letterhead
Quantity Wanted: xx


	_____Generic 

_____Include Department Info

          Dept info here: xx


	
	#10 Envelopes
Quantity Wanted: xx


	_____Generic 

_____Include Department Info

          Dept info here: xx


	
	Notepad
Quantity Wanted: xx


	_____1-color      _____2-color

_____Generic 

_____Include Name and/or Department Info

          Dept info here: xx


	
	Mail Label
Quantity Wanted: xx


	_____Generic 

_____Include Department Info

          Dept info here: xx


	
	Business Card
Quantity Wanted: xx


	Name:

Title:

Department:

Office Location (optional):

Phone:                                         
Fax:
Email:

	
	Quantity Wanted: xx


	Name:

Title:

Department:

Office Location (optional):

Phone:                                         
Fax:

Email:



COST OF STATIONERY (quotes from Mar 2008 – Obtain update quote before ordering)





Depending on the combination of elements you order and/or the quantities ordered, the price will vary from what is listed. These costs are listed to give you a ball park cost. Larger quantities usually give you a better per unit price. For example, 1,000 letterhead will not cost $110 x 2 = $220. Instead, the price would be $170 + tax.





500 Letterhead – 	70# Accent Opaque (nicer quality paper)	$110 + tax


			60# Offset White (copy paper)		$  95 + tax


			NOTE: you can find a letterhead template you can print on copy paper from your 


Desk printer at � HYPERLINK "http://www.wlac.edu/advertising/index.html" ��http://www.wlac.edu/advertising/index.html�  (see “Templates”)





500 Envelopes - 	70# Accent Opaque (nicer quality paper)	$120 + tax


			60# Offset White (copy paper)		$110 + tax





Business Cards -	1 person , 500 cards 	    @ $65.00/ Lot   = 	$65    total + tax


2 people, 500 cards each @ $65.00/ Lot   = 	$130 total + tax


3 people, 500 cards each @ $60.00/ Lot   = 	$180 total + tax


4 people, 500 cards each @ $55.00/ Lot   = 	$220 total + tax








Prices per quote rec’d 3/12/08














