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ENVELOPE ADDRESSING by Hand
  Outer Envelope    $4.00
  Outer/Inner Envelope Set    $5.25
  Return Address:  2 l ine centered, back flap  $2.75
  RSVP Address:  3 l ine centered, f ron t   $3.25
  Ink Color Matching (color o ther than black) $0.50 ea.
  Center ing     $0.50 ea.
  Dark/Opaque Paper    $0.50 ea.
  Paper Treatment:  for b leeding, s l ick sur face  $0.50 ea.
  Complex, Specia l ty or Le t te r ing Match Sample requi red

PLACE CARDS/ SEATING CARDS or ENVELOPES by Hand
  P lace Card or Envelope: s ingle name  $2.00
  Escor t  Card or Envelope: s ingle name  $3.00
  Addi t ional  L ines    $1.00
  Table Numbers:  for  enc losure cards 
 Numberal  Only (1, 2, 3.. . )   $0.50
 Number/Name Wri t ten -Out  $1.00
   ink color & opaque paper fees may be added to seat ing card orders (see above)

TABLE NUMBER CARDS and OTHER SIGNS by Hand
  Table Number
 Numeral  Only (1, 2, 3.. . )   $10.00 
 Number/Name Wri t ten -Out  $15.00
  Smal l  S igns     $7.00 and up

CUSTOM ARTWORK
  Names for  Inv i ta t ions    $125
  Inv i ta t ion Components:  5 i tems  $175 & up

  Inv i ta t ion Design    $350 & up

  Menus      $100 & up

  Programs     $125 & up

  Monogram     $300 & up

  Logos      $500 & up

MISCELLANEOUS
  Stamp, Stu f f ,  Mai l     $1.50 ea. 
 basic assembly, pos tage pr ice not  inc luded

  Zip Code Look Up in quant i ty    $1.00 ea.  
  House Paper S tock    $1.00 ea.

  Hour ly Rate: for on -s i te work or cus tom work  $125
  RUSH: may be adjus ted lower based on cur ren t  work load

       Less than 5 days    50%
       With in 24 hours  or involv ing major loss of  s leep 100%
  Envelope Proofing: Photo    $25.00 ea. 

           Mai led Phys ical  $50.00 ea. 

  Set  up Fee for  Correc t ions/Changes   $25.00
 af ter  comple t ion of  order,  in addi t ion to regular ra tes

  Cour ier  Fee: Dal las

 4 hr $40.00  ASAP $60.00
  La te Payment Fees    $25.00/week

  Cancel la t ion/Ki l l  Fee    50% of job cos ts

Po l ic ies and Procedures:  Pr ices are based on the es t imated comple t ion t ime. •  A non- re fundable re tainer fee of  50% es t imated cos ts  i s  requi red to 
hold the date for  work to be done, to be deducted f rom final balance • Order form is  requi red to begin work • Projec ts  booked and not  ready to 
s tar t  a t  the scheduled t ime wi l l  be handled in one of the fo l lowing ways: rescheduled for  the nex t  avai lable t ime, car r y a rush charge, or taken of f  
the calendar, thereby for fe i t ing the re tainer fee • Al l  cus tom ar twork inc lude up to 3 rev is ions, af ter  which an hour ly ra te appl ies • L is t s  are to be 
submi t ted v ia e -mai l  us ing the LHC gues t  l i s t  template to deter  er rors or a potent ia l  se t  up fee • Ex t ra paper s tock is  requi red (a t  leas t  15%) to avoid 
an ex t ra fee • Foreign names/addresses in quant i ty  may be pr iced higher • Returned checks are subjec t  to a $75 re turn check fee • A la te fee 
wi l l  be assessed at  $25 per week for  la te payments • Payment by Check only • Unless o therwised ar ranged, ar t i s t  re ta ins a l l  copyr ights .
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ORDER FORM

NAME:

PHONE:

EMAIL:

MAIL ING ADDRESS:

CITY/STATE/ZIP

BI L L ING ADDRESS:

CITY/STATE/ZIP

EVENT DATE:

PROJECT START DATE:

ANTICIPATED MAIL ING/COMPLETION DATE:

FONT:

INK COLOR:

PAPER COLOR:

LAYOUT:

QUANTITY:

ADDIT IONAL COMMENTS:
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