
Sample Policy
Metal Graphics does not keep stock of any item. All orders are made to order and this includes any type of sample (whether of a standard product or a customised product). 
Once a sample is ordered it cannot be returned as it has been made specifically to order.
Samples are only made for approval on full orders where a deposit has been received and the item is a new custom made product.

A minimum fee of R950 will be charged for any new custom designed product that Metal Graphics must design and manufacture that is not on the standard price list. 
Please get an exact quote for your product that you wish to have designed and made.

Pricing & Quotation
All unit pricing, including those found in our price lists, quotations, proformas and tax invoices, exclude vat, delivery fees & branding, unless otherwise indicated in writing. 
Please obtain a written quotation prior to ordering so that your pricing is confirmed in writing.

All written quotations are valid for 30 days ONLY.

Ordering Procedure

Orders may be submitted by filling in, dating and signing our written Proforma form or by sending us your own corresponding official order via email.
Unless other terms are agreed upon in writing, orders are strictly COD.

If you have a COD account holder, we will require 70% deposit and signed artwork forms before we commence manufacture. Please note that we require 
full payment on orders less than R2500 in value.
If you are a 30 Day account holder, we will require an official order from your company as well as signed artwork forms prior to our commencing manufacture.
Once we have your deposit, or purchase order (in the case of 30 day account holders) we will then commence with your artwork and design, and once this is approved, 
we will then begin manufacture.

Manufacturing Rules & Procedure
Manufacturing time varies according to complexity of order, size of order and the amount of orders being manufactured already.

Metal Graphics Cancellation Policy
Written orders constitue a binding contract and are legally enforceable.
Once an order has been confirmed and a deposit had been received, but we have not yet processed your order to full
manufacture, your order may still be cancelled but cancellation will incur a 25% cancellation fee of the full purchase order value.

 
However, if Metal Graphics has received your order, deposit and confirmation of artwork and has proceeded to manufacture then such
an order cannot be cancelled and the client will be responsible for the full amount owing.
Cancellation fees need to be paid before refunds are given or further orders are processed.

Metal Graphics Branding Policy
Acceptable file formats - CDR, EPS, AI, PDF.
Vector artwork is preferred, we accept PC FORMAT ARTWORK only.
Tips to assist you with preparing artwork:
a) All fonts must be converted to curves to avoid font substitutions.
b) Please include font size and type if typesetting is required.
c) Formats we do not accept - word files, gif files, jpeg under 600 dpi, and powerpoint.
Upon written approval of artwork layouts, please confirm with your sales consultant that Metal Graphics has received your sign offs.
Metal Graphics cannot take responsibilty for non delivery of orders if artwork approval forms have not been received timeously.
Artwork received in the correct format will not be charged for.
Artwork not received in the correct format may attract a re-drawing fee.
With each order a total of THREE FREE ARTWORK LAYOUT CHANGES is allowed, after which additional changes may be charged for.
Artwork must first be approved in writing on the form provided before any manufacturing can commence.

Please note that all orders are different and it is the customer’s responsibility to ask for an ETA which is based on how many orders are already 
in production, how complex and how large the new order is.
Please note that Metal Graphics charges a 20% surcharge on all rush orders or orders with deadline delivery dates that are to be 
manufactured in less than 3-5 working days.
Please first enquire if your order can be manufactured in a shorter period of time.
If Metal Graphics is able to accommodate your deadline, please note that full payment of order as well as a surcharge may be required upfront.
Please note that deadline orders may be required to be collected by the client.
Whilst every endeavour is made to meet every customers deadline, in no cirmcumstance will liability be accepted for any loss or damages by reason of failure to 
meet the cusomter’s deadline date unless Metal Graphics has accepted upfront in writing that it will accept liability for not meeting the clients deadline

3.   In the case of an order being sent by courier to regions outside of JHB. (i.e. Durban or Cape Town) clients have 72 hours from time of collection by courier, to report missing
      or damaged items.
4.   Please note that Metal Graphics will not be held responsible for any order that is damaged or lost due to a Courier Company’s negligence.

Shortages and Damages

Once an order has been collected/delivered from Metal Graphics, we have no control over it and as such are not responsible for deliveries not made by ourselves. 
Metal Graphics will also not be responsible for any damage or shortages not reported within 24 hours of delivery.
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3.   Please note that we require either an official purchase order or failing that, please sign and return our pro-forma together with our terms and conditions.
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8.   Metal Graphics reserves the right to charge extra or short deliver up to 5% of the quantity ordered as this is dependent on the sheet yield
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I.
1.   The recipient of goods shall at all times check the goods in the presence of the person employed by METAL GRAPHICS CC to manage the collection/delivery process.  

We will not accept any claims for shortages or breakages when the recipient accepted the goods and signed for receipt of the goods without properly checking the goods.

Default PaymentJ.
1.   In the event of the customer defaulting on payment or any provision of this agreement, the customer hereby consents and authorises the company, Metal graphics, to furnish 

the name, credit record and repayment history of the customer to any credit bureau as a delinquent debtor.
2.   It is also agreed that Metal Graphics, may use any means to verify the information contained in this document and regard to the customers company details.
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Standard Trading Terms and Conditions
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Payment Policy
Unfortunately we do not accept cheques.
In the case of cheques being deposited into our account, orders will not be processed or released until the funds have been
cleared in our account -  this can take up to 7 working days.
We do not accept cash payments.
We encourage payment made by EFT. In the case of COD account holders, orders will only be processed once proof of deposit has been confirmed. 
In the case of COD account holders, orders will only be released once final proof of payment has been received.

Interest will be charged on overdue accounts from 60 days onwards, at a rate of 2% per month on outstanding amounts. 
30 day accounts will only be opened on evidence that a client has purchased and will continue to purchase regularly.
In an event that a 30 day account is dormant for more than 6 months, such an account will be closed.
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1.   All goods travel at the Purchaser’s risk whether the goods are delivered F.O.B. Johannesburg or otherwise.
2.   Metal Graphics delivers on specific days in Johannesburg - please enquire if your area is being delivered to as you may need to make alternative arrangements if we are not.
3.   We charge delivery fees on all orders less than R5000 ex vat as well as on all orders outside of Jhb. Please contact us for a price on the delivery of your order.
4.   Please note that the Client must collect all rush/deadline jobs.

A fee of R250 will be charged to the customer should they wish to see their sample of a standard product prior to full production with their own branding on.
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In the case of 30 day account holders, we require an official purchase order to commence the order as well as signed delivery notes.

I hereby acknowledge that I have read, understood and agree to all the terms and conditions of this document.
In addition to this, I also undertake to pay all legal costs incurred in connection with the recovery of account due to Metal Graphics, including all collection of such account.

The above Terms and Conditions are accepted by the Customer and all business between the Customer and Metal Graphics shall be subject hereto.

Customer’s Signature    Customer’s Full Name    Date

Tel: +27 11 822 1380 | Fax: +27 11 822 1388 | Email: sales@metalgraphics.co.za | www.metalgraphics.co.za
Metal Graphics CC | Reg No: CK1999/27721/23

139  Rover Road, Elandsfontein, Gauteng, South Africa, 1406 | PO Box 75460, Gardenview, 2047

I also agree to pay interest on all overdue accounts at the rate allowed in terms of the National Credit Act from date of statement.


