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INSTRUCTIONS for completing a CD/DVD PRINT ORDER
 For your personal records keep a copy of this and completed order forms. When you call to inquire about the 
production status of this job you will need your 4 digit customer #.

	 1. Fill out this section completely. 
		  1a. List the school name on the Job Identification line.        
		  1b. Be sure to put your telephone number and email address where you can 
		        be reached for questions. 

	 2. Circle which type of shoot you are sending. 

	 3. Fill out the shipping instructions on your order.

	 4. Please indicate the type of CD-ROM you are needing for your school. 
		  4a. If the name of the CD company is not listed please write in the correct company 
		        on the Other line. 
		  4b. Fill in quantity amount and be sure to include for any additional copies.
		  4c. Indicate if you want the images on CD/DVDs in Black & White or Color.
		  4d. Specify the sorting of images and data by grade, teacher, homeroom or other 
		        for the CD/DVD.

	 5. Please let us know what you would like the label on the CD/DVD to display.
		  5a. School Name or Yearbook Publisher’s name.
		  5b. Yearbook or CD type.
		  5c. Your company name or a contact person at the school.

	 6. Please write any special instructions needed for this order. If there is not enough space,     
              attach a separate sheet with the order form for further instructions.

• Home Phone
• Emergency Phone
• * other

• School Name
• School Year
• Student Address

• Barcode
• Student ID
• S.S. Number

Additional fields:

      * Indicate the additional field of data needed on the Digital Work Order

*EXAMPLE of an Excel file:

Indexing Indexing is a way of linking personal data (names, ID numbers, grade, etc.) to image files. We encour-
age our customers to obtain a text file from the school that contains Student Names, Grade, Homeroom, 
Teacher/Staff and any other information you will need to complete the order. You may submit a comma 
separated text file or Excel file in shoot order. We will not accept hand written out of shoot order with-
out prior approval from our Digital Dept. Send original shoot with absentees.
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Composite Layout & Theme

payment information
Check  COD   Visa     Mastercard    Amex
  MO/ CK. #_ ____________________

   (Do Not Put Card # - Please call Accounting)

Preypay Amount:__________________

SCHOOL NAME:_____________________________________________________

City:______________________________ State: ___________________________

Principal/Director: ____________________________________________________ 
 
Teacher(s): _________________________________________________________

Grade: ____________________________ Year: ___________________________

Customer # ______________________	 Telephone #  (___)__________    Email ____________________ 

studio name	__________________________________________________________________________ 

streeT _________________________________________________________________________________

city ____________________________________ state _______ zip ______________________________ 
 

ship to:  name_________________________________________________________________________

street _________________________________________________________________________________ 

city ____________________________________ state ______ zip _______________________________

job identification_____________________________________________________________________

DATE JOB SHOT_______________________ Date job due to show__________________________

Composites

COMPOSITE TITLE
(Please print below exactly what should appear in the title box or attach info to order form)

mail

Postal
Service

Standard
Overnight

Economy SaverNext Day
Air

Next Day
Air Saver

2nd Day 3 Day
Select

Ground Priority 
One

UPS BUS FedEX Pickup at lab

Image Mask

Vertical

Backgrounds

Black

IMPORTANT: Filling out the composite print order completely will aid in expediting the production of your composites.
* See instructions on back of print order *

Horizontal

Title Block Center

Horizontal

Title Block Top Title Block Center

Vertical

Title Block Top

Chalkboard PencilsWhite Clouds

Custom  (see instructions on back of print order)

Fonts
(Arial is default)

Arial Black Courier New

Other: ________________________________________

Modern Times New Roman

Old Text

      Size			  Quantity
     5x7		   	 ________
     8x10			  ________
     10x13		  ________
     11x14		  ________
     16x20		  ________
     20x30		  ________
     Other: ________	 ________

Regular BoldItalic Bold Italic

Oval Square Rounded Corners

Arrange Images
Alphabetical Order Shoot Order
Teachers/Staff first Teachers/Staff last

Special Note
If you have an image or a logo you would like to put in 
the title please check here. (see directions)

If you would like more text than what is listed please 
check here and include separate sheet with Composite 
Order Form.

Indexing
Data matched Camera Cards (In shoot order)
Text File (In shoot order)
Text File-Not in shoot order (lab approval only)

Student Names
Alphabetical Order Shoot Order
No names Other:____________

Font Style

Shipping Methods

                Lab use only        
 
job #_______________

OJN # ______________

cust #______________ 

ship date___________  

Date proof sent

06 /        / 2004

Composite Print Order
United Promotions, Inc.

433 Lawton Road		  P.O. Box 668268 
Charlotte, NC 28216	 Charlotte, NC 28266-8268
24 Hr. (704) 391-2992	 Toll Free (800) 362-4441
Fax     (704) 391-2902	 www.upilab.com

Limit of Liability
Submitting any tangible or electronic media, image, data, file, card, disc, device, 
film, print, slide or negative for any purpose, such as processing, printing, 
duplication, alteration, enlargement, storage, transmission, or other handling, 
constitutes an AGREEMENT that any loss or damage to it by our company, 
subsidiary or agents, even though by our negligence or other fault, will only 
entitle you to replacement with an equivalent quantity/size of unexposed 
photographic film or electronic media, and processing of the replacement media. 
Except for such replacement, our acceptance of the media, image, data, file, 
card, disc, device, film, print, slide or negative is without other liability, and 
recovery for any incidental or consequential damages is excluded. No express 
or implied warranty is provided. We recommend that you keep a copy of the 
original files or store your film safely as we cannot guarantee the safe keeping 
of all files. United Promotions cannot be responsible for software you download 
or purchase to communicate with the lab.

Copyright Release
 By submitting the job, you are stating that you are 
the owner and copyright holder of the images, text 
and anything within. 
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INSTRUCTIONS for completing a COMPOSITE ORDER FORM
For your personal records keep a copy of this and completed order forms. When you call to inquire about the 
production status of this job you will need your 4 digit customer #.

      •  Original Shoot and Retake Shoot must be included when ordering Composites.
      •  Send original, uncropped images in shoot order.
      •  Make corrections to Proofs clear and precise.

    1. Customer Information: Fill out this section completely. List the school name on the Job Identification line. 
        Be sure to put your telephone number and email address where you can be reached for 
        questions.

    2. Shipping: Fill out the shipping instructions that apply to your order.

    3. Composite Title: Print or type exact title to be used for composites.

    4. Size and Quantity: Check the Print Size and Quantities for each composite. If there is a specific 
        print size not listed check Other and write or type size and quantity.

    5. Layout and Theme: Check the circle for the Layout and Theme of your composite.
   
       5a. Backgrounds: Choose your Background. If you would like a custom composite, attach all information 
             with the Composite Order form. There is a Custom Composite Setup Charge per class. Please call lab for 
             more information.

       5b. Font: Select your font for your composites. If you would like a different font other than the listed 
             selection, check other and write your font.

       5c. Font Style: Check the circle for your font style here.

       5d. Mask: Choose Oval or Square for the images in the composites.

    6. Arrange Images: Check how you would like the order of the images to appear on the composites.

    7. Special Note: Send via email, floppy disk or CD/DVD a clear photocopy of the logo you would like 
        to go on your title for the composite along with special instructions attached to the order form.

    8. Indexing: Select which option applies to you. Camera Cards must be in shoot order. Text Files in shoot 
        order must come to lab via email, floppy disk or CD/DVDs. Text Files out of shoot order are by lab 
        approval only. There is a fee for each name manually entered.

    9. Staff Placement: Check the circle that applies to you. Please attach any additional instructions you may 
        have for Staff Placement with Composite Order Form.

    10. Student Names: Check Alphabetical Order for Composite with Student Names. Check Without 
          Names if Composite does not need Student Names. Send a file by email, floppy disk or CD/DVD 
          format with student data.
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2 1/2 X 3 1/2               3 1/2 X 5
4 X 5                           5 X 5
5 X 7                           8 X 10
Duplicate Proof

Supplies Needed:                              Rush! / Ship Now                                  Ship With This Order

Customer # _______________  Telephone #  (___)_____________ Email ___________________ 

studio name_____________________________________________________________________  

street___________________________________________________________________________  

city ____________________________________ state ____ zip___________________________  
 

ship to:  name________________________________________________________________ 

street___________________________________________________________________________  

city ____________________________________ state ____ zip ___________________________

                

job identification_______________________________________________________________

Date job shot ____________________     date job due to show____________________

  Special Instructions:

Wedding • Candid • Studio
PROOFS

               # of Negatives_ ____
		
               # of Rolls_________ 	

               # of Strips_________

             

             Wedding, Candid, Studio
              Orders

                       # of Negs

PROOFS 

PROOF PACKAGE SPECIALS     
(from roll film or digital images)

DEFINE  UNITS______________

___________________________

___________________________

SENIORS

PROOFS
	 Fixed Lighting Proofs
	 Variable Lighting Proofs
	 Cut Neg Proofs

SENIOR ORDERS

	 # of Cut Negs

	 # of Negs

REORDERS

     # CDs           # Images                # Rolls          Film Size	Photographer_ Photographer

                Lab use only         

job #______________________

OJN # ___________________ 

cust #____________________ 

ship date_________________ 

sitting cards_____________

proof(s)__________________

payment information
 Check  COD   Visa    Mastercard    Amex
  MO/ CK. #_ ____________________

   (Do Not Put Card # - Please call Accounting)

  Prepaid Amount:_________________

  Amount Received:________________
   (By Lab)
  Received By:____________________ 	

Order Entry Breakdown Editing Printing

Packing Final Inspect Billing Shipping

ADDITIONAL
SERVICES

Wedding • Candid • Studio
PRINT ORDERS

(Where you can be reached)

mail

Postal
Service

Standard
Overnight

Economy SaverNext Day
Air

Next Day
Air Saver

2nd Day 3 Day
Select

Ground Priority 
One

Shipping Instructions:  (Please Check One)

UPS BUS FedEX Pickup  at  lab

48 Wallet Special
96 Wallet Special
Album(s)
Album Inserts
Artwork
Big Prints
Calendars
Canvas Gallery Wrap
Die Cut Wallets
Digital Photo CD (specify type)
Digital Retouching
Gold or Silver Foil Stamping
Greeting Cards
Foam Board
Lamination
Locker Prints
Magnets
Matte Spray
Mount Board
Mouse Pads
Overlay
Panel Mount
Proof Booklet
Senior School Service Items
Stretcher Frame
Templates
Texturing
Laser Photo Image Etching
Other:__________________

Cut film & bag

(FILM)

Wedding, Senior, Studio 
& Reorders Print Order

United Promotions, Inc.
433 Lawton Road		  P.O. Box 668268 
Charlotte, NC 28216	 Charlotte, NC 28266-8268
24 Hr. (704) 391-2992	 Toll Free (800) 362-4441
Fax     (704) 391-2902	 www.upilab.com

Limit of Liability
Submitting any tangible or electronic media, image, data, file, card, disc, device, 
film, print, slide or negative for any purpose, such as processing, printing, 
duplication, alteration, enlargement, storage, transmission, or other handling, 
constitutes an AGREEMENT that any loss or damage to it by our company, 
subsidiary or agents, even though by our negligence or other fault, will only 
entitle you to replacement with an equivalent quantity/size of unexposed 
photographic film or electronic media, and processing of the replacement media. 
Except for such replacement, our acceptance of the media, image, data, file, 
card, disc, device, film, print, slide or negative is without other liability, and 
recovery for any incidental or consequential damages is excluded. No express 
or implied warranty is provided. We recommend that you keep a copy of the 
original files or store your film safely as we cannot guarantee the safe keeping 
of all files. United Promotions cannot be responsible for software you download 
or purchase to communicate with the lab.

Copyright Release
 By submitting the job, you are stating that you are 
the owner and copyright holder of the images, text 
and anything within. 
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                Lab use only 
         

job #_ ____________________

OJN # ___________________ 

cust #____________________ 

ship date_________________ 

data backs_ _____________ 

sitting cards____________

proof(s)__________________
 

Customer # _______________  Telephone #  (___)__________    Email ____________________ 

studio name_____________________________________________________________________  

street___________________________________________________________________________  

city ____________________________________ state ____ zip___________________________  
 

ship to:  name__________________________________________________________________ 

street___________________________________________________________________________  

city ____________________________________ state ____ zip ___________________________

                 

job identification_______________________________________________________________

DATE JOB SHOT____________________ Date job due to show_______________________

PACKAGESorder Type

MULTIPLE POSE PACKAGES
(Glamour, Dpt. Stores, Family Portraits,
 Churches, Fund Raising, etc.)

portrait proof orders
(Passing Proofs and taking orders)

____ Size Proof
	 Orders from proofs.

SCHOOLS
	 2x3 Proofs on Envelope
	 Dance-Prom
	 Pack in School Envelope
	S chool Price Insert
	 Copy Attached
 
SPORTS

REORDERS

NO. OF ROLLS    FILM SIZE    FILM TYPE                                     PHOTOGRAPHER NAME         

Estimated Sittings_______
Edit to _________ Pose(s)

PACKAGE CONTENTS
              Check here if package list is attached.

Pose 1 _________________________________________

______________________________________________

Pose 2 _________________________________________

______________________________________________

Pose 3 _________________________________________

______________________________________________

Pose 4 _________________________________________

______________________________________________

Pose 5 _________________________________________

______________________________________________

Special Instructions:

 Supplies Needed:                        Rush! / Ship Now                                             Ship With Order
payment information

Check   COD    Visa   Mastercard   Amex
  MO/ CK. #_ ____________________

   (Do Not Put Card # - Please call Accounting)

  Prepaid Amount:_________________
  Amount Received:________________
   (By Lab)
  Received By:____________________ 	

Order Entry Breakdown Editing Printing

Packing Final Inspect Billing Shipping

ADDITIONAL   SERVICES

(Where you can be reached)

mail

Postal
Service

Standard
Overnight

Economy SaverNext Day
Air

Next Day
Air Saver

2nd Day 3 Day
Select

Ground Priority 
One

Shipping Instructions:  (Please Check One)

UPS BUS FedEX Pickup at lab

3½ Buttons/Mirrors/Magnets
Admission Tickets
Bag Tags & Key Tags
Die Cut Wallets 
Digital Retouching
Fun Packs
Greeting Cards
Groups
ID Cards
Individual Photo Magnets
Laminating
License Plate
Locker Prints
Key Chains
Magazine Covers
Memorymates
Mouse Pads
Mugs
Photo Balls
Photo Magnet Cutout
Print Mounting
Proof Booklets
School CDs
Service Items
Statuettes
Sticker Prints
T-Shirts
Texturing
Tote Bags
Fun Posters
Laser Photo Image Etching
Other:_____________________

PF
-r

s-
0-

01

(FILM)

Package Print Order
United Promotions, Inc.

433 Lawton Road		  P.O. Box 668268 
Charlotte, NC 28216	 Charlotte, NC 28266-8268
24 Hr. (704) 391-2992	 Toll Free (800) 362-4441
Fax     (704) 391-2902	 www.upilab.com

Limit of Liability
Submitting any tangible or electronic media, image, data, 
file, card, disc, device, film, print, slide or negative for 
any purpose, such as processing, printing, duplication, 
alteration, enlargement, storage, transmission, or other 
handling, constitutes an AGREEMENT that any loss or 
damage to it by our company, subsidiary or agents, even 
though by our negligence or other fault, will only entitle 
you to replacement with an equivalent quantity/size of 
unexposed photographic film or electronic media, and 
processing of the replacement media. Except for such 
replacement, our acceptance of the media, image, data, 
file, card, disc, device, film, print, slide or negative is 
without other liability, and recovery for any incidental or 
consequential damages is excluded. No express or implied 
warranty is provided. We recommend that you keep a copy 
of the original files or store your film safely as we cannot 
guarantee the safe keeping of all files. United Promotions 
cannot be responsible for software you download or 
purchase to communicate with the lab.

Copyright Release
 By submitting the job, you are stating that you are 
the owner and copyright holder of the images, text 
and anything within. 




