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COMPUSYSTEMS TYPING SERVICES




1719 George Abraham Blvd Greenville, MS 38703  (662) 335-2060    FAX: (662) 335-2013   gfinley@compusystemsinc.net

PROJECT REQUEST FORM

PLEASE COMPLETE THIS FORM AND ATTACH IT TO YOUR REQUEST.

Company Name:_________________________
Contact Name : _________________________

Phone: ________________________________
Alternate Phone: ________________________

Street Address: _________________________
City, State & Zip:_________________________

E-mail Address: _________________________


(If Different From Above)

Billing Contact Name:_____________________
Billing Contact Phone:____________________

Billing Address:__________________________
City, State & Zip: ________________________

Type of Service (check one):

(  Presentation ($20.00/hour)

(  Spreadsheet ($20.00/hour)

(  Straight Copy Typing ($2.00/page double 

      spaced $4.00/page single spaced)**

(  Manuscript Typing (0-150 pages $3.00/page)

(  Manuscript Typing (151-300 pages $2.50/page)

(  Manuscript Typing (>301 pages $2.00/page)

(  Manuscript Typing A5 Size Pages (0-150 pages $1.50/page)

(  Manuscript Typing A5 Size Pages (151-300 pages $1.25/page)

(  Manuscript Typing A5 Size Pages (>301 pages $1.00/page)

(  Screenplay Typing & Formatting (0-150 pages $3.00/page)

(  Screenplay Typing & Formatting (151-300 pages $2.50/page)

(  Screenplay Typing & Formatting (>301 pages $2.00/page)

(  One-on-One Transcription Services ($20.00/hour)

(  Medical Transcription Services (Refer To CMT Brochure)

(  Multiple Speaker Transcription Services (Call for quote)

(  Word Processing/Typing ($20.00/hour)

(  Administrative Work-Virtual Assistant ($20.00/hour)
Payment Method (check one):

(  Business Check

(  Money Order

(  Cashier’s Check

Delivery Time (check one):

(  Standard (3-5 business days)*

(  Saturday Service (35% surcharge)*

(  12 Hour Weekday Rush Service (75% surcharge)*

(  24 Hour Weekday Rush Service (50% surcharge)*

(  2-3 Business Day Rush Service (25% surcharge)*

(  Saturday 24 Hour Rush Service (65% surcharge)*

(  Sunday/Holiday Service 3-5 days (50% surcharge)*

(  Sunday/Holiday 24 Hour Rush Service (100% surcharge)*

*Delivery time is dependent upon size of project.
Delivery Method (check one)****:

(  E-mail

(  Fax

(  US Mail

(  Other  Specify:_______________________________



Additional Services (check all that apply):

(  Diskette or CD with Data ($2.00 per disk)

(  Additional Hardcopies ($0.25 per page)


Promotional Code (if applicable): ______________
Referred by: ______________________

Please give detailed instructions below on the type of service you require:  



Retainer Plans*** If you are interested in on-going business with us, please select one of the retainer plans below:

(     10 Hours Per Month (  5% discount off of hourly rate)

(     20 Hours Per Month (10% discount off of hourly rate)

(     40 Hours Per Month (15% discount off of hourly rate)

(  ≥ 60 Hours Per Month (20% discount off of hourly rate)

**If you have over 100 pages of typing, this price may be negotiable.  Please contact us for a quote.

***Retainer plans will require the setup of an account with CompuSystems Typing Services.  Monthly retainer payments will be invoiced two weeks prior to the end of the month and are due and payable prior to the first of each month of service. Unused retainer hours are non-refundable.  Retainer plans require a minimum two month service contract.

****The customer is responsible for all shipping fees.

BY SIGNING THIS PROJECT REQUEST FORM, YOU ARE AGREEING THAT YOU HAVE READ COMPUSYSTEMS TYPING SERVICES “POLICIES AND PROCEDURES” AND YOU AGREE TO ABIDE BY THE TERMS OF THAT DOCUMENT.

___________________________________

___________________________________

              PRINT NAME


            

SIGNATURE

___________________________________

___________________________________

     COMPANY NAME (IF APPLICABLE)       


DATE

