Invitations Sent Simply Agreement


Services rendered by: Heather Cummins


(407) 614-7052


P.O.Box 161052


Altamonte Springs, Fl  32716

Client Information:


Name: 
__________________________________________________


Email: 
__________________________________________________


Phone: 
__________________________________________________


Address: 
__________________________________________________

Service includes:

 
Addressing the envelopes, print in black ink, unless otherwise noted


Assembling the envelope


Mailing the envelope

Number of invitations: ________


Type of invitation: ________________________


Extra work needed on invitations: _________ If so, what? __________________

Handwrite numbers on response cards? ________ Flat fee of $25 will be added.


Handwriting the numbers can help the client keep track of their guest list. 


Address printed on: (   ) envelopes or (   ) labels

Font of the addresses: __________________________________________ (see list)

Color of ink: _______________ (extra fee for color ink)

Outer envelope price includes return address. 


Return address: (   ) back flap or (    ) upper left hand corner. 

Inner envelope (optional) price includes return address. 


Return address: (   ) back flap or (    ) upper left hand corner. 

The spreadsheet (the guest list) must be completed EXACTLY the way you would like your addresses to be printed onto the envelopes. The guest list may be completed with the attached excel program or Microsoft Word program. The client may want to check for correct capitalization and spelling before submitting. 

Everything sent to Invitations Sent Simply will be assembled at no additional cost. All materials must be sent at the same time the invitations are sent. Once the invitations are assembled, no additional material can be added. Additional materials may include: reception cards, response cards, and/or map/direction cards.

The stamps put on both the inner envelope (or inner postcard, depending on invitation type) and the outer envelopes will be determined by the United States Postal Service. 

Deposit must be made in order for the work to get started. 

Client will need to supply the invitations, envelopes, and any of the other additional materials to be included in the envelopes (excluding the stamps). Extra envelopes and invitations should be sent, in case of any additional changes. The client should be careful how the invitations are sent, so there are no bent corners or folds to the invitations. 

An example of the work will be mailed to the client. The client has two weeks from the date the example is mailed to make contact with Invitations Sent Simply if any changes need to be made. If there is no contact made within two weeks, Invitations Sent Simply will start the work as planned. 

Final invoice will be mailed when the extra materials are mailed back to the client. Payments are to be made in full within two weeks of receiving the invoice. 

The following will be completed by Invitations Sent Simply and the client:

The deposit total is _____________ (25% of the total, excluding stamps)


Price of invitations (outer envelope): ________________

Price of inner envelopes: ___________

Extra fees:

Extra work (bows, ribbons, etc): __________




Color ink: ___________




Handwrite number on response cards: __________








Total (excluding stamps): __________

Client Signature: ______________________________________ Date: ____________

