
 
 

order form                                    reproduction services 
           
• A completed and signed Conditions of Use Agreement must accompany this form. 
• A minimum of 50% of order total must be paid as a non-refundable deposit upon placement of order.  Consultation Fee will be 

reimbursed at this time. 
• It is the responsibility of the individual or organization identified under client name to pay all fees, regardless of whom they 

represent or act on behalf of. 
• Acceptable methods of payment are cash, debit, Visa, and MasterCard.  American Express is not accepted. 
• It is our commitment to ensure that all reproduced materials are of the highest quality.  Please allow at least two weeks for your 

order to be processed. 
 
 

client information 
client name and organization (attach business card if possible) 
 
 

date 
 
 

mailing address 
 
 
 
telephone/mobile      
 
 

fax   
 
 

e-mail 
 
 

 
 

materials requested (attach an additional sheet if necessary) 
accession number description media 
 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

what the intended use for the materials requested? 
 
 
 
 

comments 
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