
Special Instructions
    

Item _______ of _______     
(Maximum 12 Items per order)

Type Placement: PLEASE PRINT CLEARLY.  Underline all capital letters. Underline surname initial in monogram. Lay-
out on sample will be followed unless otherwise indicated. Clearly mark any special spelling, spacing or highlighted text.  

Type 	    Upper & Lower Case	    BIG AND SMALL CAPs	    lower case	     UPPER CASE

1.												          

2.												          

3.												          

4.												          

5.												          

6.												          

7.												          

8.												          

9.												          

10.												          

11.	          											         

12.											                       

Return Address: (Positioned on center back flap)
White envelopes will be in chosen typestyle and type color. Ecru envelopes are only available with black or brown ink.

1.												          

2.												          

3.				         					                                                

Customer Signature ______________________________________	   Date: _________________

Vertical 
Layout

Horizontal
Layout

Add’l Envelopes
2 extra envelopes are included with each 
order at no additional charge. If additional 
envelopes are requested, please specify 

how many:

$0.25  Plain        $0.50  Personalized

DROP SHIP TO:				                       

Address:			           	                         

City:				                           

State:		            Zip:	        		          

SHIPPING (select all that apply)

  Ground - $12 plus $1 for each add’l Item

  3 Day- $25 plus $2 for each add’l item 

  2nd Day- $30 plus $3 for each add’l item

  Next Day - $50 plus $4 for each add’l item

  Drop Ship - please fill out drop ship info 

Date: 			   Store Name:			   				                    

Address:											                          

City:				               	              State:	                              Zip code:		             

Telephone:		                                                Fax:		                                                               

E-Mail Address:					                                                                                                     

Customer Name:				                                                                                                         	

  Extra Order Forms Needed: 

4401 SOUTHWEST 23RD STREET, SUITE 202  
OKLAHOMA CITY, OKLAHOMA  73108

p. 405.608.0061  f. 405.601.0544  
WWW.WHITNEYENGLISH.COM

DIGITAL PHOTO SUBMISSION INSTRUCTIONS: Save your customer’s 300 DPI, unscanned, unedited, original digital photo as the PURCHASE ORDER NUMBER and email to 
photos@whitneyenglish.com. Orders will be processed AFTER the photo is received. We reserve the right to reject ANY photo that does not meet these guidelines. Customers 
will be notified if their photo is grainy, blurry, low-resolution, shadowy, or for any other reason does not print well, and will be given the option to print “AS IS” or send a new photo. 
Please note that Whitney English, LLC is not responsible for imperfections found in the original photo. BY SUBMITTING A PHOTO, YOU AUTHORIZE THAT YOU HAVE PERMIS-
SION FROM THE COPYRIGHT HOLDER TO RELEASE THE PHOTO FOR REPRODUCTION PURPOSES.

Please note that incomplete order forms will delay order processing time.  

 Residential    Commercial   

Lower RightBottom Center

Upper RightTop CenterUpper Left

Lower Left

Center RightLeft

Text Placement

Typestyle 
Number

Typestyle/Monogram NameMonogram 
Number

Type Color RUSH 
$50 Net Charge

Quantity Price CodeItem Number Item Description Photo?

YES        NO

Date of photo submission:

PROOF REQUESTED: 
Email     or     Fax

(please circle one and enter email or fax below)

__________________________________
There is a $10 net charge for ALL proofs. 
Proofs are required on all photo card 
orders, orders over 150 pieces, Hebrew or 
foreign language orders and any order that 
may be difficult to read.

*Store Account Number:
(zip code + last four digits of phone #)

                                        

Orders will not be processed 
without a store account number.

*Purchase Order Number:
(suggestion: date + customer initials)

                                        

Orders will not be processed 
without a purchase order number.

(no add’l charge)


