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Personalisation of the standard University of Worcester letterhead.
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Area

Space has been allowed
in the top right corner of
our standard letterhead

for personalisation.

Always make sure the
textis set in 10pt Bliss
on 12pt leading.

Never exceed a maximum
of 4 lines of text.

Please see examples
below for guidance.



                                                 
	               

	
	

	STATUS OF REQUEST:
	A NEW REQUEST 
	 FORMCHECKBOX 

	REPEAT REQUEST 
	 FORMCHECKBOX 

	AMENDMENT TO EXISTING REQUEST 
	 FORMCHECKBOX 


	Please indicate which stationery you require:
	Business Cards 
	 FORMCHECKBOX 

	Compliment Slips 
	 FORMCHECKBOX 

	Letterheads 
	 FORMCHECKBOX 


	Quantity Required:
	     
	Business cards can be in quantities of 100, 200, 400 and 600+

Letterheads and Compliments Slips start from 500+

	Name and 

Delivery Address
	     

	Date Submitted:
Please Note: 
Turnarounds for Business Cards are five working days and ready the 2nd week of every month.
	     
	Date Required:
Minimum Turnaround: 

5 working days
	     
	Cost Centre Code:
	     

	YOUR DETAILS

For either you business card, letterhead or compliment slip, please enter your details here.
Business Cards 
Are produced on a monthly basis; deadline for proof confirmation is the last Wednesday of every month.
Academic Staff:  Business Card Requests are to be sent via your ASU Manager. 
Service Staff:  Business Card Requests should be approved by your Administrator before submission.  

	Name:

     
Qualifications (if applicable):

     
Job Title:

     
Department/School/Institute:

     
University Telephone Number 

     
Mobile Number (if applicable):

     
Fax Number

(if applicable):

     
Email Address:

     
Other – please state

     
Please Indicate:   St Johns Campus   FORMCHECKBOX 

City Campus   FORMCHECKBOX 

If you require your own specific logo to be included this needs to be 
supplied as a JPEG or TIFF and proofed by the Communication and Development Department 
so that the design works within corporate guidelines.


	


	COPYRIGHT: On submission of this form the originator certifies that the material submitted for reproduction is: authorised by the relevant copyright holder; authorised by the University’s agreement with the CLA or other licensing agency; or permitted pursuant to the Provisions of the Copyright Act 1988.
If you have any queries please contact Sue Scott on 01905 542007 or email print@worc.ac.uk
For Printing Procedures please visit our web pages: http://www.worc.ac.uk/ils/632.htm

PRINTER TO COMPLETE

	Outsourced Job       FORMCHECKBOX 

	Project Code        
	OS Co Name        
	Purchase Order No       

	Printed by:
	
	Total Prints:
	
	Date:
	
	Time:
	


Business Stationery Form





E-mail: �HYPERLINK "mailto:print@worc.ac.uk"��print@worc.ac.uk�





All Business Stationery is designed within Corporate Guidelines, for more details please download Corporate Identity Guidelines documentation located: 





O:\All Staff Documents\University of Worcester Corporate Guidelines








