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

   (Do Not Put Card # - Please call Accounting)

Preypay Amount:__________________

____________________________________________________________________

____________________________________________________________________

Quantity:________

Digital Press Print 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__________________________

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.

digital press printing

order  DESCRIPTION
(Please provide a brief description of your order. This is to help us correctly identify your order.)

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

Fax OtheremailFTP
None Needed

UPress
Hard Copy Proof Digital (PDF) Proof

Order being submitted via:
Proof requested?:

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

PLEASE SEE REVERSE SIDE
for additional information or to include special instructions

Cover Stock:
100# Gloss
100# Linen
100# Pearl

Card Stock:
100# Gloss
100# Linen
100# Pearl

Card Stock:
100# Gloss
100# Linen
100# Pearl

book size:
8.5” x 11”
5.5” x 8.5”
Other

card size:
5” x 7”
Other

binding style: Saddle-Stitched Black Plastic Coil

card size:
5” x 7”
6” x 9”
Other

Binding Style:
Saddle-Stitched
Black Plastic Coil

UV Coating:
No
Yes

UV Coating:
No
Yes

UV Coating:
No
Yes

BOOKS (please fill out this section for book orders only)

Folded Cards (please fill out this section for folded card orders only)

calendars (please fill out this section for calendar orders only)

Flat duplex Cards (please fill out this section for flat duplex card orders only)

Shipping Methods

                Lab use only        
 
job #_______________

OJN # ______________

cust #______________ 

ship date___________  

Date proof sent

06 /        / 2004

page count:___________ (not including covers)

Card Stock:
100# Gloss
100# Linen
100# Pearl

Card Stock:
100# Gloss
100# Linen
100# Pearl

Card Stock:
100# Gloss
100# Linen
100# Pearl

paper Stock:
100# Gloss
100# Linen
100# Pearl

style:
Bi-Fold (4 - 5.5” x 8.5” panels)
Tri-Fold (6 - 3.6” x 8.5” panels)

UV Coating:
No
Yes

UV Coating:
No
Yes

UV Coating:
No
Yes

UV Coating:
No
Yes

2-sided:
No
Yes

2” x 3.5” Business Cards
(please fill out this section for business card orders only)

11” x 17” Posters
(please fill out this section for 11x17 poster orders only)

8.5” x 11” brochures
(please fill out this section for brochure orders only)

Accordion Cards
(please fill out this section for accordion card orders only)

bookmarks
(please fill out this section for bookmark orders only)

SIZE
23/4x35/8   
(6 Panels)

41/4x5½
(4 Panels)

24 Pages
28 Pages
32 Pages

Perfect Bind

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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Page 42
INSTRUCTIONS for completing a Digital Press Print 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 #.

      •  Please be sure to carefully proof your document for spelling and content before submitting your order.
      •  If sending a digital file via FTP, email or Digital Media Storage (cd/dvd) please be sure to include  
          all image files and fonts used.

    1. Customer Information: Fill out this section completely. 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. Order Description: Please provide a brief description of your order. (ex: “Smith Elementary Yearbook”)

    4. Please be sure to accurately list your desired quantity. We do not include overprints, be sure to order enough
          to stock your own sample supply.

    5. Please be sure to indicate what proofing method you’d like to use. By default, no proof will be issued.
          If you would like a hard-copy proof, it will be produced and shipped (standard shipping) at no charge.
          The customer will be responsible for any fees associated with expedited shipping methods (if requested.)
          PDF digital proofs can be produced and emailed at any time without any additional cost.
   
    6. Fill out the appropriate box for your order. Please take note to review all available options for your 
          document and clearly indicate your choices.

    7. Please fill out & submit one “Digital Press Print Order” for each order you place.

    6. Be sure to include any special instructions or requests on the lines provided below.

Special Instructions: ____________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________




