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	TO PRINTER: Top of Envelope at the very top of this page-->

Basically, there’s a ½-inch margin between the top of envelope and text.

	TO PRINTER:

<--------------- Left & Right Edges of Envelope start 0.75 inches from ends of this Page ------------->

Text is centered on flap ½-inch from top of envelope.


Customer:   Date:       VERSION #:              Font: Garamond
Ink Color: Same as Card
ENVELOPE TEMPLATE INSTRUCTIONS
1) NOTE: Your envelopes are printed directly from this template. We do not typeset your greeting or alter it in any way. If mistakes are made, they are your responsibility.

2) Before you begin, enter a DATE and VERSION NUMBER in the space provided in the header section at the bottom of the template. This will keep the various versions straight. Though one version is usually sufficient, if you make changes we don’t want to confuse them.

3) The ink color is assumed to be the same as you used inside the card.

4) Your Return Address will be centered on the envelope flap & printed in 12-point GARAMOND font.

5) Type the Return Address using no more than 5 lines.

6) End each line with a Carriage Return. This is very important to insure that your lines break after the correct words.

7) When you’re done with the layout, print out this page at 600 dpi and check for mistakes. For some reason, mistakes are easier to discover on a printed sheet.

8) Make any corrections and repeat Step 6 until you’re satisfied.

9) FAX the printed template to our office at 630-852-9428.

10) Finally, EMAIL the template back to us. We use this template file to print your order. We do not typeset or alter your layout.

11) Transmitting the form implies your acceptance to the text and layout that you entered onto the template and that you have given us the go ahead to print your order.
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