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	How to Order Business Cards
Using an Order Form


1. Fill in all applicable fields on the order form which is an editable MS Word file. If filling out by hand, please use ink and write legibly.
2. The “Contact Name” in area A is the one person who will receive the proofs via email or fax. (Envision Business Cards can not email a proof to each business card name on multiple name orders.)

3. Be sure to provide all shipping information, including room, suite, or mail stop number. Each order can only be shipped to one address.
4. Please enter the Purchase Card information in the designated area. Envision Business Cards uses a secure fax server for your security protection. If sending Purchase Card information by fax is not preferred, please provide the name and phone number of the Purchase Card holder in this area. An Envision Business Cards representative will contact him or her to obtain the necessary information. Please note: DO NOT send Purchase Card information via email. We will also ask for your billing address. 

5. If payment is made using a Purchase Order, please provide a copy of the Purchase Order with the order form and indicate the P.O. number in the payment method area. Information included on the Purchase Order must include: Proper shipping information, P.O. number, and billing information (point of contact, address, and phone number).
6. Orders can not be processed until payment information is received. 

7. An Envision Customer Service Representative will typeset your card and send a proof to the email address of the contact person.

8. Please review your proof form thoroughly. Envision is not responsible for typos or misspelled words if a proof form has been signed as approved.
9. A business card order can not be released for printing until all proofs for that order have been signed and returned.

10. Purchase Cards are not charged until an order has been printed and shipped.
11. Upon shipment of an order, an email notification will be automatically sent to the contact person’s email address.

12. All orders with a street address ship UPS Ground. Orders with a P.O. Box or APO addresses ship via US Priority Mail.
13. Either fax your form to 316.440.6427 or email it (w/o credit card info) to: customercare@envisionbusinesscards.com
RUSH Service Option

Envision Business Cards offers an optional RUSH Service for a $20.00 surcharge. An order of up to 12 boxes of cards (250 cards per box) is guaranteed delivery by the 4th business day following receipt of your order. Some exceptions do apply; please contact Customer Service for details.

Braille Option
Braille embossing is available for an additional charge of $25.00 per 250 cards. Braille is limited to 4 lines of 13 characters (which includes spaces). Please contact our Customer Service Department for details.

Please call our toll free number (1-877-229-8466) with any additional questions about your order.

