Contract Preparation Sheet


	ACT
	
	
	Date:

	Adept
	
	
	Order No.:

	
	
	
	

	Publication/Trade Show:




	Advertiser:
Attn: 


	*Ad Agent:
Attn: 




	Insertion Issues

(Total     insertion(s))
	:
	

	Ad Size & Position


	:
	

	Ad Color


	:
	

	Cost per Insertion

Total program cost


	:
	US$ / HK$ / RMB / Euro / JPY


	Rate Card No. & Year



	*Notes for Internal

Reference only (not shown on the contract)
	
	

	Ad Index

广告索引
(必需填写)
	
	

	*Ad Material sending


	:
	

	Billing Instruction


	:
	• Invoice from                and send to

• Bill accordingly per issue.

	Payment Terms


	:
	

	
	:
	

	Your Salesman Contact
	
	Mr./Ms.                   at Mobile no.



	Signed by: (Sales Director/General Manager)


	Confirmed by: (Signatory of Advertiser)


	Prepared by:

Date:
	Checked by:

Date:


*Please delete the item if it is in blank.
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