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GUIDANCE NOTES
This document is intended as a guide to help you or your staff to complete an Assay Note in order to provide us with
the information we need to process your work.

We have grouped together on the note, the information used by each Assay department. A separate specification sheet
is available as we have recognised that some customers require more space for their marking instructions, particularly
when they need to use a sketch or drawing.

It is important that we receive clear instructions which in turn will help us to improve the quality of our service.

If you have any queries, please contact us on 0121 236 6951.

For your guidance, an example of a completed Assay Note is shown opposite. In addition many sections have been
given a reference number which tie up with a brief explanation in the quick reference guide below.

Indicate here to show if product is imported or 
second hand.

Use this box to indicate which service you require. 

Indicate here if you have any specific hallmarking or
sampling instructions.

Indicate the alloy standard. Please use one Assay Note 
for each alloy.

The Sponsors Mark to be struck on products.

The name of the above Sponsor.

7. Indicate if Sponsors Mark is to be applied by 
The Assay Office.

8. If you require any of the optional marks 
please indicate.

An example of a spec sheet is shown on the reverse of 
the guidance notes.

If you have sent dies or marking tools please indicate.

This should be the name and address of the company 
submitting the product. Unless stated it will also be 
the invoice and return address.

For postal customers. By stating your customer 
reference number it will eliminate ambiguity and 
speed up telephone enquiries.

Assay Office use only.

Use if a different company is to be invoiced or the 
invoice is to be sent to a different address.

Only use if the parcel has to be sent to a different 
address, plaese indicate return method.

The name of a person we can speak to about 
sampling or marking.

Telephone number which can be used to contact 
above.

Use this if you wish to include your own reference.

The amount of any cash or cheque enclosed or 
state if paying by credit/debit card.

The signature of a person you have informed us 
is authorised to sign your Assay Note.

The quantity of items for marking.

A simple description of the products i.e. ring, chain,
bangles etc. (Product codes, pattern numbers etc 
are not acceptable).

The weight of the line or the total weight of the parcel.

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23



THE BIRMINGHAM ASSAY OFFICE, P.O.box 151, newhall st. birmingham b3 1sb
telephone: 0871-871 6020  fax: 0121-236 9032

please note it is essential to complete all relevant boxes
assay note

attention is drawn to our terms and conditions printed overleaf
please submit laser work on a seperate sheet

ba04

write clearly - use ballpoint or type

this note should be used for a single alloy standard only

imported

s/hand

in the absence of specific instructions the office will mark and sample as it deems appropriate date

indicate alloy standard
(please circle appropriate fineness)

gold 375 585 750 916 990 999

silver 800 925 958 999

platinum 850 900 950 999

palladium 500 950 999

to be struck
by assay

yes nosponsors
mark

sponsors
name

mixed metals
(state metals)

indicate service required (subject to availability)

same day items received by 10:00am will be available for collection at 4:00pm

next day items received by 9:30am will be dispatched to customer by 9:30am next day

standard service

surcharge as per current price list 

optional marks
please indicate

marking/sampling
instruction

if insufficient space use a seperate spec sheet, available on request from reception

pallas
athene

convention
mark

crown lion britannia orb date letter spread mark

die sentsee spec. sheet

2 3

4 5

6 7

sampled by marked by inspected by.

bar codecustomer sponsor / account numbersent by:

invoice to: (if different from above)

return to:

return by
post courier collected

contact

tel no.

customer ref

payment (enclosed) please tick the appropriate box

authorised
signature

weight in

weight out

qty description weight (G)  code

total

cheque credit card cash
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HALLMARKING SPECIFICATION SHEET
This sheet  is intended for use when the marking instruction section of the assay note is insufficient either because you have multiple products
or a more detailed drawing and specification is necessary. Overleaf are samples of mark styles and examples of how this sheet could be used.

HAND OR SEND THIS IN WITH YOUR PARCEL SENT BY: Brighter Jewels

PARCEL REFERENCE:  BJ 43

REF: 1 INGOT

MARK DEEPLY

3mm

22mm

B1

375

ANC

MILLENIUM

REF:
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The birmingham assay office

PO Box 151 Newhall Street 

Birmingham B3 1SB

Tel: 0121 236 6951  Fax: 0121 236 9032  

e-mail: registration@theassayoffice.co.uk
Web: www.theassayoffice.co.uk
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