Postcard Request Form

Complete this four-page form and e-mail to:

Bill DeVece

DeVece & Shaffer

dnsprint@aol.com

5th Street at Legion Avenue

T: 215-338-0707

Palmyra, NJ 08065

F: 856-829-1779

One form must be completed for each postcard order. 

There is a 10-working day turn-around time for postcard orders.

The printer will fax a proof for you to approve before production begins.

Contact Name        
Department       


Telephone       
E-mail       
Fax       


School:
 FORMCHECKBOX 
  Fox School of Business
 FORMCHECKBOX 
  School of Tourism 

Below are approximate costs to produce digital postcards based on the specified quantities. 
The cost is subject to change. Contact DeVece & Shaffer to receive an exact quote. For quantities larger than 1000, it may be more cost effective to have the job offset printed. Contact Jennifer Fitzgerald at 215-204-9142 for further details.

250 - $295
500 - $570
750 - $690
1000 - $860

2000- $1220
3000- $1650


SPECIFICATIONS
Quantity:       
Deliver Postcards To:  

Size:  6” x 10”
Name      


Print:  Digital color, 2 sides
Department/Building       


Delivery Date:       
Street       




Philadelphia, PA



MAIL INVOICE TO:
Mail Invoice To:  



 FORMCHECKBOX 
 Same As Above

Master Purchase Order 
Name      

Department/Building       

Street       
Dept. FOAPAL #       
Philadelphia, PA
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	FRONT OF POSTCARD
Sponsoring Department:       
Event Title       
Speaker Name       
Speaker Title       
Speaker Affiliation (ie. company name)       
Date of Event (ie. Monday, September 12)       


Time (ie. 11:40 am – 12:30 pm)       
Place (ie. 113 Speakman Hall)       
Cost, registration, rsvp, etc. information       
Website of sponsoring department (or you can use www.fox.temple.edu)       
 FORMCHECKBOX 
 Photograph (attach high-resolution photo to your email to DeVece)      
You can use an image of the keynote speaker or an image that represents the event theme. 
If you need help selecting an image, contact Jennifer Fitzgerald at 215-204-9142.
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Event Title

Featuring

Speaker
Title
Company

Date
Time

o Place

www.fox.temple.edu/?727

Temple University Main Campus

Cost, registration, rsvp, etc. here

Fox School of Business

TENILE UNIVERSITYS





	BACK OF POSTCARD 
Sponsoring Department  (repeated from front panel)

Event Title  (repeated from front panel)

Speaker Name  (repeated from front panel)

Speaker Title  (repeated from front panel)

Speaker Affiliation (repeated from front panel)
Date of Event (repeated from front panel)


Time  (repeated from front panel)

Place (repeated from front panel)

Speaker bio or event description       
Contact name       
Contact telephone number       
Website of sponsoring department (or you can use www.fox.temple.edu)       
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Outsid sponsor ogos, If necessary






Sponsor Logos
If you do NOT have outside sponsor logos to include, this will remain blank. 
You can use the extra space for additional text.

School:
 FORMCHECKBOX 
  Fox School of Business
 FORMCHECKBOX 
  School of Tourism


 FORMCHECKBOX 
  Temple University (list all schools/colleges/departments)        

 FORMCHECKBOX 
 (If applicable) Logos of additional sponsoring companies/organizations are attached. 

Number of logos attached:        
Logos should be high-resolution eps files for best reproduction results. By default the official Temple University Fox School of Business or School of Tourism logo will always appear at the bottom. 

If there are multiple Temple University schools/departments sponsors, the logo treatment will look like:
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The Fox School of Business and Management

School of Tourism and Hospitality Management

School of Communications and Theater

	MAILING PANEL
Department name       
Room number and building name       
Street address       
City, state, zip code       
 FORMCHECKBOX 
 Non-profit bulk indicia (cheaper than first class, but slower mail time)                          FORMCHECKBOX 
 First-class indicia 


	SPECIAL INSTRUCTIONS
Detail any additional instructions or requests below.
Special instructions       
 


QUESTIONS
If you have any questions about the sign request procedures, contact Jodi Weisberg in the Office of Public Relations for The Fox School of Business and School of Tourism & Hospitality Managment at 215-204-7993.

