
__ __ __ __ 

CPS Double sided business card ordering process and input form 

CPS Account 59233297 
 

1) : Supply Contact information here. Complete input data fields on card form below 

a. Contact Name    

b. Title  Dept   

c. Address    

d. Contact email address _   

e. Contact phone number   

2) Verify accuracy of data input 

3) Upload logo image (minimum 600 dpi) 

a. Attach PO for billing (orders received without PO and CPDSPL appearing in line 

description--keyed in the Supplier Item field in Oracle--will not be processed) 

4) After completion of all data and information email order to: 

a. orders@awtdc.com 
b. Check email for digital proof (24-48 hours max) 
c. Approve proof via return email 

d.  Order quantity 100 ($35.50) 250 ($41.00) 500 ($82.00) 1000 ($164.00) 
 

 
 

Ship-to information: 

School  Address     

City State   Zip   

Contact    Contact Phone    

_ 

Name   
Title  
Department    
 
Chicago Public Schools 
Address   
Address   
City  ST Zip    
Office    
Cell    
Fax    
Email    

Front 

Reverse side 
 

 

 

 

 
Input field   
Input field   

School logo will appear here 

mailto:orders@awtdc.com

