SPECIAL OCCASION STATIONERY

ORDER FORM


Customer Details

Name










Address











Post Code



Phone (Day)






Phone (Eve)



Email



How did you hear of us?



Content Details (as you want them to appear on your invitations)

Bride’s Name



Groom’s Name


Name of Host



RSVP Address



RSVP Postcode



RSVP Wording Option





Reply Date



Date of Wedding



Ceremony Venue






Time of Ceremony


Reception Venue



Time of Evening Reception



Any Special Info. you want to appear on invite (eg. Dress Code, Free Bar…) 

Guest Information - we will contact you to get the relevant information for your guest information card where it is a feature of your invitations.



Order Details

Design Name



Colour Scheme


Day Wording Option



Evening Wording Option


Font Choice 1 (for wording)


Font Choice 2 (for names of bride & groom)


Font Colour 




Layout Option



Save the Date Wording (where ordering)


Date Required?  (We will confirm our estimated completion date on receipt of order form)   

	PRODUCT


	QUANTITY
	COST PER ITEM


	TOTAL COST

	Save the Date

(inc. Envelope and Guest Name Printing)
	
	
	

	Day Invitation 

(inc. Envelope and Guest Name Printing)
	
	
	

	Evening Invitation 

(inc. Envelope and Guest Name Printing)
	
	
	

	Evening Invitation: postcard style

(inc. Envelope and Guest Name Printing)
	
	
	

	RSVP & Envelope 

(where not included)
	
	
	

	Guest Info. Insert 

(where not included)
	
	
	

	Additional Inserts
	
	
	

	Order of Service
	
	
	

	Menu
	
	
	

	Place Cards (including Guest Name Printing)
	
	
	

	Favours
	
	
	

	Lottery Ticket Wallets
	
	
	

	Table Name/Number 
	
	
	

	Table Plan: up to 6 tables plus Top Table
	
	£40 unframed/£70 framed
	

	Table Plan: up to 14 tables plus Top Table
	
	£60 unframed/£90 framed
	

	Table Plan: up to 20 tables plus Top Table
	
	£80 unframed/£110 framed
	

	Thank You Card
	
	
	

	Guest Book
	
	
	

	Post Box
	
	
	

	Names & Addresses on Envelopes

(handwritten or typed – please state which)
	
	35p
	

	POSTAGE & PACKING WILL BE ADDED TO YOUR FINAL INVOICE
	
	TOTAL


	

	
	
	LESS SPECIAL OFFERS

(IF APPLICABLE)
	

	
	
	50% DEPOSIT
PAYABLE NOW
(non-refundable)
	


· Please return this form, signed and dated, together with your 50% deposit.  Your order will then be confirmed by us and we will provide you with timescales.  If you require your goods within 4 weeks, we require 100% payment of the full amount.
· Payment can be made by cheque or postal order (payable to ‘Sarah Lister’) cash or bank transfer (please contact us for details) or by credit or debit card via a PayPal invoice (please contact us so that we can arrange payment).

· By signing and dating this form you are deemed to have read and agreed to our Terms & Conditions – a copy of these can be found on our website.

· YOUR SIGNATURE IS REQUIRED. BEFORE WE CAN CONFIRM AN ORDER AND BOOK A TIME SLOT IN OUR DIARY WE MUST RECEIVE THIS FORM IN HARD COPY, SIGNED & DATED WITH PAYMENT.



Signed







Date



Special Occasion Stationery

The Studio, 3 Marlbrook Lane, Pattingham, South Staffordshire, WV6 7BS

 01902 701133 | enquiries@specialoccasionstationery.org.uk | 07896 219145  www.specialoccasionstationery.org.uk 

