
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.												          

DROP SHIP TO:				                                        

Address:			           	                                  

City:				                                        

State:		            Zip:	        	                       	

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

 Residential    Commercial   

Quantity

Typestyle 
Number

Typestyle/Monogram Name

Price CodeItem Number Item Description

Monogram 
Number

Type Color RUSH 
$50 Net Charge

*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.

SIDE A:

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.												          

Typestyle 
Number

Typestyle/Monogram Name

Item Number Item Description

Monogram 
Number

Type Color

SIDE B: (if left blank, side A will be duplicated on side B)

Special Instructions
    

ORDER FORM FOR PLAcEMATs ONLY

Customer Signature ______________________________________	   Date: _________________

SHIPPING (select all that apply)

  Ground - $7 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
 

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

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.

(no add’l charge)

anything over 6 punds will be shipped based on weight


