
[image: image1.png]ARC




4730 Park Glen Road  



St Louis Park MN 55416

Order #___________________
952-697-8800 






minnesota@e-arc.com
Please fill in completely
	Bill To
	
	
	Ship To:
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Date & Time Needed ________________________

	ARC Account # 
	
	
	Check If:

	Reference/Job____________________________
	
	
	Shipping Address Same As Billing Address

	Reference/Job # __________________________
	
	
	Third Party Bill: Bill To Whom?_________________________

	Purchase Order # ______________________​___
	
	
	Third Party Bill/Ship To Address Above

	__________________________
	
	
	Transmittal Attached/Split Deliveries


Additional Instructions:

For Specifications list Finishing Instructions:

	
	Additional Instructions Attached


	Number of Copies
	Number of Originals
	Size

Of 
Copies
	Bind Prints?

(√)
	Fold Prints?

(√)
	
	Description of Originals & Instructions

Keep Each Class of Reproduction Together 

Do Not Mix

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Failure to include instructions may delay job.  First & last name required for processing orders.

Contact Person: ________________________
Phone #: ________________________
Date: __________

DO NOT GIVE VERBAL INSTRUCTIONS TO MESSENGERS
KEEP PINK COPY FOR YOUR RECORDS. RETURN WHITE, YELLOW COPIES
