
 
 
 
 

ORDER FORM 
Post, Fax or Email your completed order form to: 

         DO NOT WRITE IN THIS AREA 
 

On Time Design - Unit 2, Oxmead Close, Bishops Cleeve, Cheltenham, Glos. GL52 8YS 
Telephone: 01242 677509 
Email: info@ontimedesign.co.uk 
 
 
Express delivery at £60.00        Yes           No 

Fax: 01242 677509 
Website: www.ontimedesign.co.uk

 

Your Details 
NAME 

ADDRESS 

 
 
 
 
 
 
 
 
POSTCODE 

         PLEASE WRITE CLEARLY IN BLACK INK TO ENSURE ACCURACY 
 

Please Note: a signature is required on delivery 
DELIVERY ADDRESS (if different from home address) 

 
 
 

POSTCODE 

PHONE:                                                    FAX 

DATE OF ORDER: 

BRIDES NAME: 

GROOMS NAME: 

Wedding Invitations & Announcements 
 
QUANTITY ITEM NO. 

LETTERING STYLE 

EMAIL: 

WEDDING DATE: 
 
 
 
 

     Refer to the website for wording suggestions 
                      **Black ink comes as standard on all stationery 
 
 
WORDING NO. INK COLOUR 

 
 
 
 
 
 
 
 

 
 
 
PRICE £ 

INSERT/RIBBON COLOUR                                              DESIGN/MONOGRAM NO. 

WORDING REQUIRED (please write in full):                                                                         COLOURED INK CHARGE £ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
RSVP ADDRESS WORDING REQUIRED: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ADDRESS POSITION: LEFT            CENTRE            RIGHT 
(R.S.V.P. will be printed on the opposite side to the address) 

 
NAMES FOR FRONT OF INVITATION MONOGRAM & VERSE IF REQUIRED (only on applicable invitations) 
PLEASE WRITE AS TO BE PRINTED (use additional sheet if necessary) 
 
 
 
 
 
 
FOR OFFICIAL USE ONLY: 
PHONE                    INV                    EDIT                   TYPE                    PROOF                 PRINT                   ENV                        HF                    SHIP 

 
 
 
 
 
 
TOTAL £ 

 
 
 
 
 
 
 
 
 
A 



Printed Envelopes £25.99 per 100 envelopes - Return address flat printed in Black on envelope flaps 

 
Please use more 
Than one section 
if more than one 
size of envelope 
is required. 

 
1. QUANTITY 

LETTERING STYLE 

2. QUANTITY 

LETTERING STYLE 

3. QUANTITY 

LETTERING STYLE 

RETURN ADDRESS 

 
INVITATION ITEM NO. 

INK COLOUR 

INVITATION ITEM NO. 

INK COLOUR 

INVITATION ITEM NO. 

INK COLOUR 

 
PRICE £ 

COLOURED INK CHARGE £ 

PRICE £ 

COLOURED INK CHARGE £ 

PRICE £ 

COLOURED INK CHARGE £ 
 
 
TOTAL £ 

 

Evening Invitations  
 
Refer to the website for wording suggestions

 
QUANTITY 

 
ITEM NO. 

 
LETTERING STYLE 

WORDING NO. INK COLOUR                          INSERT COLOUR PRICE £ 

WORDING REQUIRED (please write in full): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
RSVP ADDRESS (centre): 

 
 
 
 
         **Envelopes supplied with all Wedding & Evening Invitations, Thank You & Reply Cards 

Reply Cards & Envelopes 

COLOURED INK CHARGE £ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
TOTAL £ 

 
QUANTITY 

 
ITEM NO. 

 
LETTERING STYLE 

WORDING NO. INK COLOUR                          INSERT COLOUR PRICE £ 

WORDING REQUIRED (please write in full): 
 
 
 
 
 
 
 
 

REPLY ENVELOPES (Free with reply cards): RETURN NAME AND ADDRESS 

 
 
 
 
Place Cards 

COLOURED INK CHARGE £ 
 
 
 
 
 
 
 
 
 
 
 

TOTAL £ 

 
 
 
 
 

 
QUANTITY 

 
ITEM NO. 

 
TOTAL £ 
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Thank You Cards 
 
QUANTITY 

WORDING NO. 

 
 
ITEM NO. 

INK COLOUR     

 
 
LETTERING STYLE 

INSERT COLOUR                     

 
 
 
 
PRICE £ 

WORDING REQUIRED (please write in full): 
 
 
 
 
Order of Service 

COLOURED INK CHARGE £ 
 
 
TOTAL £ 

 
Inside pages will all be printed in lettering style ‘Times’ 
We will accept Order of Service information on additional sheets if necessary 

 
QUANTITY 

 
ITEM NO. 

 
DESIGN/MONOGRAM NO. 

 
PRICE £ 

LETTERING STYLE (front cover only): INK COLOUR COLOURED INK CHARGE £ 

INSERT COLOUR 

BRIDES NAME (please write as to be printed) 

GROOMS NAME (please write as to be printed) 

LOCATION OF CEREMONY 

TIME OF CEREMONY 

PLEASE TICK BOX   IF EXTRA INSERT IS REQUIRED @ £55 PER INSERT £ 
 
 
 
 
 

WEDDING DATE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Menu 

(The following items in *bold type will be printed unless otherwise indicated. (State hymn required if not all verses are being used, supply copy of wording required): 

*BRIDAL MARCH ‘LOHENGRIN’ - WAGNER 

HYMN NO. 

*THE MARRIAGE 

*PRAYER 

HYMN NO. 

*ADDRESS 

HYMN NO. 

*BENEDICTION 

*WEDDING MARCH - MENDELSSOHN 
 
PLEASE NOTE: If more than three hymns are required, there will be an additional charge. For large Orders of Service please                      TOTAL £ 
type text & provide on a disk or e-mail. If it is not possible to type the text, please send a NEAT, LEGIBLE copy on lined paper  

Inside pages will all be printed in lettering style ‘Times’ 
We will accept Menu information on additional sheets if necessary 

 
QUANTITY 

 
ITEM NO. 

 
DESIGN/MONOGRAM NO. 

 
PRICE £ 

LETTERING STYLE (front cover only): 

INSERT COLOUR 

BRIDES NAME (please write as to be printed) 

GROOMS NAME (please write as to be printed) 

TIME OF RECEPTION 

TOASTS 
 
 
 
 
 
 
 
MENU 

INK COLOUR 

LOCATION OF RECEPTION 

 
 
 
 
WEDDING DATE 

COLOURED INK CHARGE £ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TOTAL £ 
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Personalised Accessories 
 
BRIDES NAME (please write as to be printed) 

GROOMS NAME (please write as to be printed) 

Please state any extra information when ordering accessories such as: Monogram No., 
Verse No. required on bookmarks, & colour (gold & silver) of engraved name plate

WEDDING DATE                                                  VERSE NUMBER (for bookmarks – own verse add £15.00)   PRICE £ 

1. QUANTITY ITEM NO.            PRICE £ 

 
 

DESIGN/MONOGRAM NO. 

2. QUANTITY 

DESIGN/MONOGRAM NO. 

3. QUANTITY 

DESIGN/MONOGRAM NO. 

4. QUANTITY 

DESIGN/MONOGRAM NO. 

5. QUANTITY 

DESIGN/MONOGRAM NO. 

FOIL/INK COLOUR 

ITEM NO. 

FOIL/INK COLOUR 

ITEM NO. 

FOIL/INK COLOUR 

ITEM NO. 

FOIL/INK COLOUR 

ITEM NO. 

FOIL/INK COLOUR 

COLOURED INK CHARGE £ 

PRICE £ 

COLOURED INK CHARGE £ 

PRICE £ 

COLOURED INK CHARGE £ 

PRICE £ 

COLOURED INK CHARGE £ 

PRICE £ 

COLOURED INK CHARGE £ 

Prices include Silver or Gold foil. You may choose Black, Bronze, Rose, Teal foil for an extra £6.00 
Prices include a Free Design Motif (where applicable). Monograms = £10.00 per order & take 5-7 Days 

Other Accessories 

TOTAL £ 

 
1. QUANTITY 

INK COLOUR 

2. QUANTITY 

INK COLOUR 

3. QUANTITY 

INK COLOUR 

4. QUANTITY 

INK COLOUR 

5. QUANTITY 

INK COLOUR 

 
 
Payment/Postage & Packaging 

 
ITEM NO. 
 
 
ITEM NO. 
 
 
ITEM NO. 
 
 
ITEM NO. 
 
 
ITEM NO. 

 
PRICE £ 

COLOURED INK CHARGE £ 

PRICE £ 

COLOURED INK CHARGE £ 

PRICE £ 

COLOURED INK CHARGE £ 

PRICE £ 

COLOURED INK CHARGE £ 

PRICE £ 

COLOURED INK CHARGE £ 

   TOTAL £

         TICK WHICH DELIVERY SERVICE YOU REQUIRE 

Standard Delivery £4.99 or FREE with orders over £50.00 

Express Delivery £60.00. Mark front of order form ‘Express’ and **** phone if order is faxed to ensure order has been received 

Delivery outside mainland UK (price on application) 

     PAYMENT - TOTAL SALE (including ink charges) £ 

                                                                                                                                                      BLACK & WHITE (Email/Fax) LAYOUT PROOF £6.00 £ 

                                                                                                                                                                                     POSTED LAYOUT PROOF £15.00 £ 

                                                                                                                                                                                                         CARD PROOF £35.00 £ 

  POSTAGE & PACKAGING CHARGE £ 

     TOTAL AMOUNT DUE £ 
METHOD OF PAYMENT PLEASE TICK YOUR METHOD OF PAYMENT: 

 CHEQUE            Bank Transfer (Sort Code: 20-20-15 Acc No: 60680753)                (Cheques should be made payable to: On Time Design)   We do not accept C.O.D. purchases 

                                          VISA                    MASTERCARD            VISA DEBIT           ELECTRON DEBIT           SOLO           SWITCH   (if paying by credit/debit card please complete the following section) 

                          CREDIT/DEBIT CARD NO:

VALID FROM DATE:                            EXPIRY DATE:                       ISSUE NO (if applicable):                NAME ON THE CARD: 

3 DIGIT SECURITY CODE (on back of card):                                     ADDRESS CARD REGISTERED TO:  

                                                                     POSTCODE:                                                                 CARD HOLDER SIGNATURE: 
 
All prices include VAT, except Orders of Service, which are VAT exempt 
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