
BUREAU FORM
TOTAL DOCUMENT SERVICE 90 Smith Street Collingwood 3066 Tel: (03) 9417 4100 Fax: (03) 9419 6074 Email: pcolour@bigpond.com

NAME/COMPANY:

CONTACT NAME:

PHONE: FAX:

ADDRESS

ORDER NO.:                               JOB REF: JOB NO.:

TIME IN: TIME REQUIRED:

PLATFORM USED:    MAC                    P.C.
SOFTWARE USED:  
Quark Illustrator Photoshop CorelDraw Pagemaker
Word Powerpoint Publisher Pdf Other

File Name                                    Qty       A4     A3     A2      A1     A0             Other          B/W     Col        Pgs     Pgs     Crops

File Related Instructions:

FONTS USED (including any fonts used within eps files) IMPORTED GRAPHICS USED
CMYK RGB

SCANNING
Resolution             Percentage

COLOUR

BLACK & WHITE

GREY SCALE

FILE FORMAT

Tiff       Eps       Jpg       Bmp       Pict       Pcx      Other 

LZW Compression                      

Macintosh compatible        PC compatible

Delivery Instructions: Collect Call When Ready Courier

ACCOUNT                    C.O.D                       INVOICE                       DATE:

To

To

To

To

To

CMYK RGB



A4     A3     A2     A1     A0                   Other                        Qty       Unit Cost         Total

Black/White Copies
Colour Copies
Laminating
Block Mounting
Fabric Transfers
CD Burning
Binding
Labour
Other

OFFICE USE ONLY

ACCOUNT                              C.O.D                                 INVOICE                                       DATE:

PROCESSING
Clr   B/W                                                                                                                        Qty       Unit Cost          Total

Clr   B/W    A4      A3    A2      A1     A0              Other                  Paper Stk               Qty       Unit Cost          Total

OUTPUT

FLATBED SCANNING
Clr    B/W   A4      A3                                                                                                     Qty       Unit Cost         Total

Gst Included
TotalAccepted By:                                           Print Name:

ACCOUNT NAME:

OTHER SERVICES

TERMS & CONDITIONS

NO BUREAU SERVICES WILL BE CARRIED OUT WITHOUT COMPLETION OF THIS FORM
PLEASE NOTE: ALL COMPUTER OUTPUTS INCUR A PROCESSING CHARGE.

Whilst due care is give, no reponsibility will be taken by Pro Colour for errors in output generated by the client. Pro Colour is not responsible in any way for verbal instructions
given to staff, therefore all instructions must be in writing. Please make sure that the information on this form is complete and correct, as additional work carried out as a result of
incomplete information will be charged for. If in doubt, contact Pro Colour before bringing your files in.
Additional changes made by Pro Colour on the custumer’s behalf, taking in excess of 5 mins, will incur a labour charge. Please make sure all imported picture files in your page
layout program have been updated as delays due to updating will be charged for.

Order No.:Job No.:

ABN 30 266 903 297


