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Apparel Order Missing Information Form
Complete only the information that was missing or unclear on your purchase order.
	Customer / Company
	
	PO #
	

	Contact Name
	
	Email / Phone
	

	1. GARMENT / ITEM DETAILS AND SIZE BREAKDOWN


Enter each style/color on its own row. Size columns mirror the quantity breakdown used on invoice #37413.
	Item / Style
	SKU
	Color
	XS
	S
	M
	L
	XL
	2XL
	3XL
	4XL
	5XL
	Other
	Total

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Web Link / Vendor SKU
	

	Promo Item (if applicable)
	

	2. DECORATION REQUIREMENTS


List each decoration location separately when artwork, method, or colors differ.
	Line
	Decoration Location
	Method
	Artwork / Design Name
	Color / PMS / Thread Requirements

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	Vector Art Available / Recreation Needed?
	

	Variable Data / Personalization
	

	Other Art / Color Requirements
	



	3. SHIPPING, TIMING AND FULFILLMENT

	Pick Up / Shipping Address
	

	Event or Firm In-Hands Date
	

	Fulfillment Needed
	[ ] No    [ ] Yes - describe below

	Exact Quantity Required
	[ ] No    [ ] Yes

	Special Packing / Labeling / Shipping Instructions
	

	4. CONTACT AND BILLING INFORMATION

	Quote / Art / Billing Contact
	Name:                                Email:

	Phone
	

	Billing Address
	

	Additional PO / Billing Instructions
	

	5. CUSTOMER CONFIRMATION / ADDITIONAL NOTES

	Please use this space for anything not captured above.

	BADLIME USE ONLY

	Customer Type
	

	Sales / PM / Order Support
	

	Additional Opportunity Information
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