| Carbonless forms

We provide printed carbonless forms NCRs
in every size and type. You can add your
== o e business information and logo to any of our
e templates by simply choosing your template
g R T and sending us your company information
and logo. We will email or fax you a sample
of the template with your information (a
i proof). Once the proof has been approved,
Carbonless NCR - we will print and ship you the forms within 1
to 2 business days. You may also choose to
customize any of our form templates to your specific needs. Customizing our
forms is easy. Once an order has been placed and a proof is received, tell us
what part of the form you need to revise and we will send you a new proof with
those changes. Keep customizing any of our forms until you are 100% happy
with the form, then send it to print.
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Need to print your own forms? Simply upload your own design or a scan of an
old form. We will print your form on your choice of carbonless, multi part paper
with your choice of ink color. Once printed, you can customize them further by
having them perforated, sequentially numbered, backside printed, custom cut

and converted to booklets.

Have more questions about any of our forms or how to place an order? Call us at
1-850-6811-6909

Good professional Invoice must contain the following:

*Your identity should always stand out (company name & logo).
«In the case of a multi-page invoice, it is best to repeat your identity on each page
of the invoice.

*Your contact information, phone & fax numbers, e-mail address and web sites (if
any).

*Some states require a license number to be listed as part of your invoice
heading.

e|[nvoices are best numbered.

«Date of issue of the invoice.



*Name and address of the recipient. Position the name and address so that when
you fold the invoice, the name and address are positioned correctly for "window"
envelopes.

*Name and contact information of the person requesting the services or buying
the products.

*Purchase orders numbers

*Description of the services performed.
*Description of the products sold.

sList of material used.

*Terms of the sale/service must be clearly defined.
*Methods of payment.

*All applicable taxes must be added. (Some jurisdictions require you to show the
tax registration number next to the tax.)

*All deposits received must be listed.
*The total (including taxes) should always be at the bottom of the page.

*For service invoices, an authorization from the client, allowing testing on the
equipment which may require operation of such equipment is necessary.

*Any warranty must be clearly mentioned.

*It's a good practice to have the client sign the invoice stating that they are satisfy
with your services or have received all the products.



	/Carbonless forms

