Office Organizer

Web Page Order Form
You do not need to use our Order Forms. They are a guideline for the information we need to process your order. You may type your request and information in e-mail. Thank You.

Click File > Save As… > Save in: > Desktop > Click Save button. See instructions for E-mailing below.

	Company Name
	

	Office
	
	Website:

	Ordered By
	
	P.O. Number:

	Address
	

	City, State, Zip Code
	

	Phone
	
	Ext
	Fax

	E-mail
	

	Please E-mail or FAX a copy of Certificate of Exempt Status or Resale Exemption Certificate if applicable.


Maximum space for Office Organizer

	Height
	
	Width
	
	Slide Capacity
	


Frame and Backboard
	Gold
	
	Silver
	
	Backboard Color
	


Name Slide Color

	Surface Color
	
	Letter Color
	


Company Header Sign - Please E-mail Logo Artwork

	Screen-Printed Logo
	
	Digitized Logo
	
	None
	


Column Headers

	IN - OUT
	
	IN – OUT - RETURN
	
	Additional Requests
	


Engrave Name Options, Font Selection (Goudy, Optima, Block or Other)

	FIRST
	
	FIRST L.
	
	LAST F.
	
	
	
	
	

	LAST
	
	F.LAST
	
	LAST, F.
	
	Extension #
	
	Before Name
	
	After Name
	

	FIRST LAST
	
	F. LAST
	
	LAST, FIRST
	
	FONT
	


If you choose an Extension #, Please note number before or after name on your list

Comments and Additional Instructions:

	


Invoice will be enclosed with your order.

1. To e-mail your list with this Order Form, complete form, add a second page, type list, save and send as an attachment. Click File > Send To > Mail Recipient (as Attachment)…

2. If you have a list using Word, WordPad or Excel, use the step above for the Order Form. From the e-mail window Click Insert > File Attachment or Click Attach File To Message button > Insert Attachment > select your list and click the Attach button. Repeat this step to attach artwork.
When using the E-mail link below you need to attach Order Form, attach list and attach artwork.

Call us if you have any questions or need a quote.
KIRK’S ENTERPRISE
6812 Cloverdale Avenue
Crystal MN 55428-3540
Phone: 763-533-5332

1-800-393-Name (6263)

Fax 763-536-3997

WEBSITE: kirksenterprise.com
E-mail: customerservice@kirksenterprise.com






