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Contact Details Template for Goldsmiths’ Letterhead Paper

Please provide details for lines 1-5, as below and send to us with an authorised Design & Print 
Services order form (available from your budget holder/administrator).

Line One

Department/Centre/Unit/etc

Line Two

Telephone Number(s) for inquiries

Fax Number (Optional) for inquiries

Line Three

Head of Department Job Title(s)

Line Four

Head of Department Name

Line Five

E-mail Address for inquiries

The College’s address, switchboard and website details make up lines six,  
seven and eight – these are already part of our artwork template.

A proof will be supplied for your budget holder’s (or administrator’s) approval  
before printing commences.
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