
WHEN PLACING AN ORDER WITH US YOU ACCEPT THESE TERMS AND CONDITIONS

Carriage & Set Up Charges UK Mainland  Note Set-Up charges only apply if we are creating artwork for 
your order

 Order  Value Carriage  Standard Set-Up
 less than   £70 £9.00  £20.00 
 less than   £135 £9.00  £10.00 
 less than   £200 £6.00  £6.00
 above   £200 FREE  FREE

Carriage & Set Up Charges - Highlands & Islands, Northern Ireland, Southern Ireland, Channel 
Islands and Isle of Wight  Note Set-Up charges only apply if we are creating artwork for your order

 Order  Value Carriage  Standard Set-Up
 less than   £70 £18.00  £20.00
 less than   £150 £18.00  £10.00
 less than  £200 £18.00  £6.00 
 less than   £350 £9.00  FREE 
 Above   £350 FREE  FREE

Minimum Order Quantities

All products need to be ordered in outer quantities. 

Payment

1.   New retail customers are required to pay on a pro-forma basis for their initial order. 
2.  Non retail customers  are required to pay on a pro-forma basis for all their orders.
3.   Payment is net 30 days after the end of the month for account holders. Failure to pay within  

 our trading terms will incur a penalty charge.
4.   Claims for damage, shortage and non-delivery must be made within 10 days of    

 corresponding invoice date.
5.   All goods remain the property of Southfield Stationers Ltd. until fully paid for.
6.   Prices stated may be subject to change and always exclude VAT. For the most up-to-date  

 prices, please see our web site or contact us for a copy of pricing details.
7.  We accept all major credit cards as a form of payment. There is an administration    

 charge of 0.5% for debit cards & 2% for credit cards.

Product Representation

In our catalogue and web site we have tried to match our colours and textures to the 
actual products as much as possible, however variations may occur. All images are scaled 
representations of our products. You can find the true dimensions in the description panel for each 
product. 
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When placing an own branded order with us you accept these terms and conditions. All prices ex VAT.

Artwork Charges and information
Sending in your images: We accept the following formats for Own Brand and printing services: .jpeg, .pdf, 
.psd  
Some other formats may be acceptable but there may be differences in appearance. 
You can email images directly to artwork@southfield-stationers.com making sure your email does not 
automatically adjust the size of your files. You can post them on a CD or memory stick or send them over the 
internet using a transfer web site such as www.wetransfer.com. 

Our sales team are here to help you, so do contact us if you require any assistance with getting your files to us.
 
Additional Charges: Much of the artwork we do while creating fantastic product for you is free or covered by 
the standard set-up. We have guidelines and templates that we can send or e-mail that will help you put your 
own artwork into a format that we can use easily. However if you require us to undertake certain tasks a small 
charge will be made:

Scanning or photographing images for calendars or cards 0-13 will cost £30 every additional image will 
then be £2.00. This service is only available for images we use for product. If you are capturing the images 
yourself, please set your camera or scan options to a high resolution. 300dpi at the final print size is the 
optimum resolution.

Word processing or caption typing: 
We expect to receive all text in a digital, editable format (word document, text file or email). Our basic rate 
to type up large captions for calendars is £30 although this may vary depending upon the amount of work 
involved. Where a typeface/font is requested and not available, a substitute will be suggested. 

Calendar variation: 
Our standard cost is for one image per page into one of our template’s page on a calendar.  
If you require more images added onto your pages then there would be an additional charge of £30. 
If you require a completely different layout to what we already offer there will be an additional charge of £30.

Colour matching: 
We always try to get the correct colours in our printing, however, we use 4 different print processes across 
our product ranges and some colours will always be a challenge depending upon how they were originated. 
Every product we supply is checked and approved in house and we will not send out products that we do 
not think are perfect for re-sale. If you require extensive colour matching we will need to charge you for this. 
We are able to make one revision to your artwork but after that we will advise you of costs involved in further 
changes.

Design charges may apply if artwork is very intricate or involved. This is charged at £30 per hour (ex.VAT)

Product Quality
At Southfield we pride ourselves in producing high quality products. We specialise in short-run production and 
our processes are tailored to do this in the most cost-effective way. We will always ensure that your products 
look top notch before they leave our factory but there may be some colour variations. Other printers can offer 
you a more accurate colour matching service, but you will be required to order thousands of each product. 

We think the advantages of our very short runs, top quality product and small cost prices far outweigh the very 
small drawback of these slight variations between runs. We are confident that your customers will love your 
products despite any colour variations. 

What matters most is that you get fantastic looking products in realistic quantities. 

Minimum Order Quantities
All products need to be ordered in outer quantities as detailed below each product in the catalogue. Some Own 
Brand products require higher initial orders: 

Calendars (order to be over £200.00 (ex. VAT))

Memento books  (4x outer quantity stated) 
All repeat orders can be ordered in single outer quantities but carriage rules will apply.



Large Quantity Discount For Products
Order 10 outers of ONE design and qualify for a 5% discount.

Order 20 outers where we can produce up to TWO designs and qualify for a 10% discount.

Order 60 outers where we can produce up to THREE designs and qualify for a 15% discount.

Order 100 outers where we can produce up to FIVE designs and qualify for a 20% discount.

Large Quantity Discount For MUGS
Order 5 outers where we can produce up to THREE designs and qualify for a 5% discount.

Order 10 outers where we can produce up to FIVE designs and qualify for a 10% discount.

Order 30 outers where we can produce up to EIGHT designs and qualify for a 15% discount.

Order 50 outers where we can produce up to TEN designs and qualify for a 20% discount. 

Additional Notes For Discounts
Items marked “BULK” are already discounted and these prices are net. If you require very large quantities 
please call our sales team for more information.

Garments and bags are produced with our screen printing system and for bulk quantities please call for a price.

Discount applies to qualifying products. For accurate calculation of the discounted percentage, contact one of 
our sales team. This cannot be used in conjunction with any other offers. We reserve the right to withdraw or 
amend this offer at any time for any reason. 

Proofing Process
You will be sent an e-proof for every new own-branded product you order with us. This is to ensure you will be 
fully satisfied with the products before we send them through to production. Digital proofs are perfect for 
text and layout proofing only. It is critical to be aware that digital proofs will never match 100% for colours, 
especially for products such as mugs and coasters, which go through a complicated process. If colour and 
definition of small details are important to you, you must request a hard sample. If you waive this opportunity, no 
refund or discount will be offered if your expectations are not met. 

Hard samples incur a charge per item* plus an overall artwork set up cost of £10, with the exception of 
calendars and greeting cards where we send the first two hard samples in the post free of charge. If a further 
hard proof is required there will be a charge of £10.

Please check your proofs closely; it is company policy to charge for reprints where errors have been made 
by the customer or when a sample has already been approved while featuring errors. Once we receive your 
approval, no more amendments can be made.

*item charge is the item price detailed below the product in the catalogue e.g. Classic Mug £2.80

Prices exclude VAT.

Lead Times
We aim to get a sample to you within 10 working days, however this can be longer in our busy season. Samples 
must be approved by telephone, email or in person before we can start production. Once we have received 
your approval and payment is settled, production and delivery can take up to 10 working days. The quicker we 
receive your approval, the quicker we can get your order to you!  NOTE- As we get closer to Christmas 
delivery times can extend as we get very busy.

Copyright
We work with artists and photographers, as well as business owners who commission artwork for them. It is 
therefore assumed that the correct permissions are already acquired to use any of the artwork submitted to us. 
Southfield will not be responsible for any disputes that may arise over intellectual property.

We keep your imagery on file for ease of reordering - remember there are no set-up costs for reprints. Unless 
requested in writing to remove it from our system, these will remain for a limited time. Rest assured we do not 
sell or use your imagery for anybody else without your permission, but we may use photographs and imagery 
of our products with your artwork on it for publicity purposes, such as our catalogue, website, Facebook and 
Twitter.



25 Hardengreen Industrial Estate, Dalkeith, Midlothian, EH22 3NX

www.southfield.nu     e-mail: info@southfield-stationers.com

Tel: 0131 654 4300    Fax: 0131 654 4301

NOTE - 

Southfield’s official website is

www.southfield.nu

Southfield has a Facebook page. If you like it, it will update your news feed with information

about what we are doing. This can be very informative. 

Go To https://www.facebook.com/southfield.stationers.ltd

Southfield have a Pinterest page where you can see lots of lovely images of our products.

Go To - http://www.pinterest.com/southfieldstat/

Southfield are building a Youtube channel which will bring you hints and tips about products.

Go To - https://www.youtube.com/user/Southfield1takeTV

Southfield have a Twitter account and we’d like you to follow us.

Go To - https://twitter.com/southfield_ltd


