
	TO:
	
	FAX NO
	

	FROM:
	
	DATE:
	

	RE:
	
	# PAGES
	


URGENT

Your order is on hold pending the following:

	
	Prepayment is required in order to process this order.

	
	
	50% Prepayment in the amount of ________________

	
	required of all first time orders.

	
	
	100% Prepayment in the amount of _________________

	

	
	PAST DUE BALANCE WHICH MUST BE PAID IN THE AMOUNT OF ____________

	
	

	YOU MAY PUT THIS PAYMENT ON A CREDIT CARD (MC/VISA/AMEX/DISCOVER)
PLEASE COMPLETE THE FOLLOWING AND FAX BACK TO (800)123-1234

	
	
	

	
	CARD NO
	

	
	NAME ON CARD
	

	
	SIGNATURE:
	


	
	Tax Exempt form is attached for signature.  Please fax back to (800) 123-1234

	

	
	Signed artwork approval and/or order confirmation have not been returned.


If you are interested in obtaining a 30-day account for future orders, please mark the box below and an application will be faxed to you.

	
	Please send an application for a credit account.


THANK YOU FOR YOUR ORDER AND YOUR ATTENTION TO THIS MATTER.

Please call (your name) at (800) 123-1234 if you have any questions.




(LOGO HERE)





Company Name


Phone:  (800) 123-1234


Fax:  (800) 123-1234








