
SERVICE SHEET ORDER FORM

221  ST JOHN’S  HILL
LONDON  SW11 1TH

020-7228 4081

FAX: 020-7228 2075

E-MAIL: sales@geebrothers.co.uk

www.geebrothers.co.uk

GEE BROTHERS
PRINTERS

This form is designed to be faxed, e-mailed or posted.

Please write clearly in a dark ink.

If you have any queries please call or e-mail one of the sales team.

TERMS & CONDITIONS

Payment:  We require your card details to be completed (overleaf)

before we start work on your order, as a £50 deposit will be taken

for each item ordered.

Full payment will be taken on dispatch or collection.

Your card details will not be retained.

Proofs:  Providing a proof is not a tender but part of an order placed on the

client’s direction; it is therefore chargeable if the customer decides not to

proceed to the printing stage.

COMPLETION
Once the proof has been approved, the order will be completed, normally,

within a fortnight, and it will then be ready for collection. We advise collection
if at all possible. Our ‘next working day’ courier service is available at an
extra charge (see our price list for details).

We have occasionally had to turn down an order as the customer has not left
enough time. Please try to leave at least three weeks from start to finish; this
will allow you plenty of time to show the proofs to all concerned and for us to
print it in good time. During busy times of the year we give priority to service
sheets for more imminent ceremonies. It is important that we are notified, when
the order is placed, if it is required more than a few days prior to the service.

PROOF
Normally within three working days of your order, you will receive a proof.

We do not accept responsibility for mistakes after printing, so the proof must
be checked thoroughly. If there are a few changes to be made, these should be
done via e-mail or over the telephone, but please return the amended proof if
there are several alterations, and ring to ensure we have received it. Alterations to a
customer’s copy are chargeable. Where proofs are copied to other parties, only
the person placing the order has the authority to make amendments. The go-
ahead must be given without delay as a fortnight is usually required for printing.



1 Allow for extra copies for both families the choir and clergy - a few extra will make very little difference to the cost.
2 Coloured inks will attract a surcharge . Our price list is based on White 250gsm card - others will attract a surcharge.
3 Our courier will not leave parcels without a signature.
4 We will normally print service sheets in the priority that the ceremony’s date dictates.

Delivery address if different to that given above: .................................................................................................................................................

........................................................................................................................................................................................................................................................................................

.........................................................................................................................................................Postcode:

Delivery Daytime ☎ .......................................................................................................................

Special Delivery Instructions:3 ....................................................................................................................................................................................................

Have you a much earlier deadline?4 ......................................................................................................................................................................................

QUANTITY:1

CARD

SIZE WHEN FOLDED A5 (standard)

WHITE 250 gsm (as sample)

WHITE2 335 gsm

IVORY2 360 gsm

WHITE LAID2 300 gsm

OYSTER LAID2 300 gsm

CREAM LAID2 300 gsm

CHINA WHITE2 350 gsm

INK COLOUR: BLACK

COLLECT   or               DELIVER with Parcleforce 24  (We advise collection if at all possible)

OTHER2 ....................................

A GUIDE TO ORDERING SERVICE SHEETS

THE PREPARATION (BEFORE COMING TO GEE BROTHERS)
Please read this carefully as following the correct procedures will save us time

and therefore you unnecessary expense.  Decide on the format of your service
with your families, organist, choir-master and clergyman. Some of them may ask
for, or insist on, items you would not necessarily want included.  Visit our
website to see a selection of the most popular music, hymns and readings.

HOW TO SUBMIT YOUR ORDER
Please type or write out the whole sheet.  If writing , you can supply

photocopies of the hymns to save time.  Typesetting is charged on a time basis
so if your copy is hard to follow, an extra charge may be applied. The ideal is
for you to create a Word document and post or e-mail it to us along with your
instructions.  If you want to do this, e-mail us at sales@geebrothers.co.uk and
we will reply attaching a Word document of this order form which you can
complete and return to us.  We are equally happy to receive posted copy with
this order form, if easier.

Faxed  copy  i s  no t  u sua l ly  a ccep tabl e  due  to  the  poor  qua l i t y  o f
its reproduction.  However if time is short, you may fax copy, as long as the text
is large enough.

PRICE 
The four-page sample provided by us is of ‘normal’ length. Typesetting for

longer service sheets will be charged proportionately higher. A sheet of more
than four pages is around twice the price, as stapling, collation, and extra setting
and printing are involved.  In the event of a sheet being more than four pages,
cu s tomer s  mus t  s t a t e  the i r  p re fe rence  a s  to  whe the r  ex t r a  page s  a re
desired/acceptable, or whether we should reduce the length of copy to fit
(by using smaller type and/or setting verses side by side).

If you want anything different from the lay-out, spacing, typeface, card,
capitals, punctuation et cetera, shown by the sample enclosed (most of which will
cost no extra), you must let us know before typesetting so that you are not
charged for alterations to the proof. Black and white line drawings can easily
be scanned for inclusion on the cover (like our example). This service costs a
little more.

Orders which have to be completed in a hurry may be subject to a surcharge
depending on how little time there is.

Any other special instructions or requests?: ..................................................................................................................................................................

........................................................................................................................................................................................................................................................................................

Continued overleaf ..........

Maestro / Switch / Solo / Delta / Visa Debit Paying by Debit Card helps us keep our prices low.  Mastercard Visa

Card Number

Please complete this form as clearly as possible and post, fax or e-mail it to us.

YOUR DETAILS

Title: ..................... Forename: .................................................................................... Surname: .................................................................................................

Address (for proofing and invoicing): ................................................................................................................................................................................

......................................................................................................................................................................................................................................................................................

.................................................................................................................................................... Postcode:

Daytime ☎ ......................................................................................................... Fax Number: .....................................................................................................

I wish to be proofed at this e-mail address: .........................................................................................................................................................

STYLE Standard (SS1) Other Please ask to view our Service Sheet styles - they can be e-mailed.

A6 OTHER ............................

/ /Valid from                                to                                Issue No.             End of Security Code
Please check that the address provided is the registered credit card address (to which your statement is sent) and that you have included your postcode.

PLEASE NOTE: We take a £50 deposit on each item ordered and the balance is taken on the completion of the whole
order from the same card.


