
base cost           $               subtotal             $

envelopes           $                tax                     $

fees                  $               shipping/handling  $

packaging fee     $               
totaltotal                                    $other                 $

PRICING

ENVELOPE
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4

   mixed (Underline Capitals)    lower case    upper case
return address on back of envelope

font

ENVELOPE
ink
color

ENVELOPE

1
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4

   mixed (Underline Capitals)    lower case    upper case
return address on back of envelope

font

ENVELOPE
ink
color

font

color (or item#):

ink
color  envelope addressing on front

  email spreadsheet to
envelopes@printswell.com

 lined envelopes

COPY (PRINT CLEARLY, CHECK SPELLING)
   mixed (Underline Capitals)    lower case    upper case                        ink  
                             color
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font

 BACKGROUND

 MONOGRAM        FONT           INK COLOR 
FOIL COLOR

 BACKGROUND

 MOTIF #         INK COLOR 

PRODUCTS ORDERING     ( CHECK IF APPLICABLE )                                                             DIE-CUT SHAPE

VERTICAL  HORIZONTAL

check one code # enclosure cards
 stickers
 folded enclosures

 id tag
 bookmark
 address labels

  enclosure card envelopes
PAPER UPGRADE

ITEM CODE & NAME                                                            QUANTITY              ALBUM                  PAGE #            

 page             of

  DATE (MM/DD/YY)                              MULTI-PAGE ORDER?ORDER
FORM

  SPECIAL INSTRUCTIONS

REV 5/25

 approve special fees (color/design change, etc)

  PACKAGING

 package the item in a box (if applicable)
    $1.20 service fee per 50

  PRINTING AND PROOFING

FILE NAME:

We will print your order like our sample 
unless you specify otherwise.

 PRINT EXACTLY as on order form make no changes.

 MATCH LAYOUT shown in:
 Album ___________  Page ___________ 

 MAKE NECESSARY CHANGES regarding:
  Grammar    Layout    Punctuation

 SEND PROOF on following (extra charge):
  Item     Envelope     Both
  Email proof to: _______________________________________________

     SENDING A PHOTOGRAPH/DESIGN FILE
    for this order (upload at www.printswellphotos.com)

  RUSH ORDER?

    RUSHRUSH
    (extra charge, does not include shipping)

  ORDER INFORMATION
CUSTOMER   PHONE

E-MAIL ADDRESS

  P.O. NUMBER

  SHIPPING INFORMATION

SHIP TO NAME & ADDRESS

   ship to dealer   ground   3-day   2-day

   drop ship 
     next day am   next day pm

  
     mail   priority mail

  DEALER INFORMATION
ACCOUNT NUMBER

email to orders@printswell.com
or fax to 800.476.2007

www.shop.printswell.com

printers of fine stationery


