Chapter 6

Guidelines On Cadet Command Executed Print and PPI Orders

Print Items

Below are some helpful guidelines when you are filling out your order forms for different print items.  LAPS print orders are executed by the Region Desk Officer at Cadet Command.  This process has been designed to answer some common questions that you might have.  Not all forms are exactly the same.  After reading the appropriate order information, you should call Region Marketing if questions persist.  These orders require the unit to input LAPS orders and mail/submit information and documents to Cadet Command Marketing for execution.  Instructions for submitting A&I items: letters, stationery, envelopes and brochures:

Letters:

· Send in final, original letter on the stationery you want reproduced.

· If you have color in your letterhead, we need the PMS code for the color(s).

· Letter perfect:  spelling, grammar, sentence structure

· Mail flat. Do not fold or crease.

· Make sure letters are SIGNED.

Letter Head Stationery:

· If you have color in your letterhead, we need the PMS code for the color(s).

· Send 5 copies of what is to be reproduced. We cannot compose letterhead for you. We cannot edit or change letterhead for you.

· Mail flat. Do not fold or crease.

Envelopes:

· Send in 4-5 examples of the envelope you want us to reproduce. We cannot compose envelopes for you. We cannot edit or make changes on envelopes for you.

· If your envelope is printed in color (i.e., the return address) we need the PMS code for that color.

· Separate PMS colors – include PMS color number

· Example:  letters UV-L in box print, PMS 208

Brochures:

· Use layout provided in LAPS

· Send camera ready artwork (for logos) in envelope, not folded or creased
· Send text to HQ via email only

Straight Brochure

· 1500 words or less

Self-mailer 

-600 words or less

-Need postage permit #

-Post office where postage permit number was purchased (city, state, zip and name of post office)

Self-mailer w/BRC 

-750 words or less

-Need postage permit #

-Post office where postage permit number was purchased (city, state, zip and name of post office)

BRC 

-Postage Permit Number

-Name of Post Office, City, State, Zip of where postage permit number was purchased

Common areas of fields that you will see through out are as follows:

1.  Period:  Fiscal Period in which the item falls.  This field will be automatically set when entering Map Items.  Trimester items must fall within the trimester period defined.  

2.  Priority: use drop down menu to display options, options as follows:

a.  "MAP Plan Item" ... items being budgeted during the planning process.

b.  "Pend MAP Item"... items considered as un-funded requirements or being held for further evaluation.

c.  "Ordered" ... items being entered for order during the trimester ordering period  (this selection is not included on the menu during MAP Budget planning).

3.  Ethnic Target: This field allows you to choose the target ethnic audience that the order is intended to reach.

3.  Vendor: Vendor name as payment should be issued.  Click on arrow for drop down menu of all vendors in the system.  Click on "new" if the vendor is not included in the menu.

4. "Info" button:  click for current details on the selected vendor (e.g. address, phone, point of contact, etc.)

5. "New" button:  click to display a form to enter new vendor details (e.g. phone, point of contact, etc.).

6. “Calc” button:  auto sum function button that gives price based on other pricing information on the form.

7.  Unit Size and Cost:  indicates size, number in a pack, and cost per pack.  Use drop down menu.

8. Total Price:  total cost of item being ordered (automatically calculated).

9. Date Needed:  Date the item is required.
10. Pantone Matching System (PMS):

a. PMS Color #1:  enter the PMS color number for the first color selected.

b. PMS Color #2:  enter the PMS color number for the second color selected.

EXECUTING A 1 COLOR LETTER WITH 1 SIDE ORDER

EXECUTING A 1 COLOR LETTER WITH 2 SIDES ORDER

EXECUTING A STATIONARY 1 PAGE 1 COLOR 1 SIDE ORDER

These are three different order forms that have identical entry requirements.  All of these print orders require the unit to provide Cadet Command a clean, clear, and unfolded master proof.
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Descriptions of Fields:

· Quantity:  number of units being ordered (not the total number of letters).

· Unit Size and Cost:  size of item and cost per unit.

· Folded:  click appropriate button.

· Ship to Address:  address where product is to be shipped.

· Description:  use this field to indicate whether or not Cadet Command already has the design for the letter/stationary on file, and if so, what it is titled.  If not, the battalion or brigade must provide the "camera-ready" layout to Cadet Command for printing  (normally, letters will change from year to year, so previous layouts will be obsolete).  Use the drop-down menu to select.

EXECUTING A 1 PAGE 2 COLOR LETTER WITH 1 SIDE ORDER

EXECUTING A STATIONARY 1 PAGE 2 COLOR 1 SIDE ORDER

These are two different order forms that have identical entry requirements.  All of these print orders require the unit to provide Cadet Command a clean, clear, and unfolded master proof.
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Descriptions of Fields:

· Quantity:  number of units being ordered (not the total number of letters).

· Unit Size and Cost:  size of item and cost per unit.

· Folded:  click appropriate button.

· Ship to Address:  address where product is to be shipped.

· Description:  use this field to indicate whether or not Cadet Command already has the design for the letter/stationary on file, and if so, what it is titled.  If not, the battalion or brigade must provide the "camera-ready" layout to Cadet Command for printing  (normally, letters will change from year to year, so previous layouts will be obsolete).  Use the drop-down menu to select.

EXECUTING A 1 PAGE 2 COLOR LETTER WITH 1 SIDE ORDER

EXECUTING A STATIONARY 2 COLOR 1 SIDE ORDER

These are two different order forms that have identical entry requirements.  All of these print orders require the unit to provide Cadet Command a clean, clear, and unfolded master proof.
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Descriptions of Fields:

· Quantity:  number of units being ordered (not the total number of letters).

· Unit Size and Cost:  size of item and cost per unit.

· Folded:  click appropriate button.

· Ship to Address:  address where product is to be shipped.

· Description:  use this field to indicate whether or not Cadet Command already has the design for the letter/stationary on file, and if so, what it is titled.  If not, the battalion or brigade must provide the "camera-ready" layout to Cadet Command for printing  (normally, letters will change from year to year, so previous layouts will be obsolete).  Use the drop-down menu to select.

EXECUTING A 1 COLOR ENVELOPE ORDER

This form is used to order a standard one color envelope.  If the unit has a bulk rate postal account, you can have the postage taken care of during the printing of the envelop.  If the unit does not have an account, ensure that Without Postal Permit is checked.  Note that the Return Address specified on the form is also the address to which the order will be shipped.
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Descriptions of Fields:

· Quantity:  number of units being ordered (not the total number of envelopes).

· Unit Size and Cost:  use drop down menu.

· Bulk Rate Postal Permit #: enter your appropriate number (5 characters max).

· Camera Ready - Copy Source:  use this field to indicate whether or not Cadet Command has the envelope design already on file.  If not, the battalion or brigade must provide a "camera-ready" layout to Cadet Command for printing.  Use the drop-down menu. 

· Tag Line:  use this optional field to enter a short line of copy to be printed at the bottom left corner of the envelopes, if desired.  For example, "Scholarship Information Enclosed" or "Orientation Information Enclosed."

· Return Address:  Enter the return address to be placed on the envelope.

· Bulk Rate Permit Location:  Enter the location of the bulk rate permit (city and state).

· Bulk Rate Reply Zip: Enter the zip code + 4

EXECUTING A 2 COLOR ENVELOPE ORDER

This form is used to order a standard two color envelope.  Entries are the same as the one color envelope, except that the second PMS color is spefied.
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Descriptions of Fields:

· Quantity:  number of units being ordered (not the total number of envelopes).

· Unit Size and Cost:  use drop down menu.

· Bulk Rate Postal Permit #: enter your appropriate number (5 characters max).

· Camera Ready - Copy Source:  use this field to indicate whether or not Cadet Command has the envelope design already on file.  If not, the battalion or brigade must provide a "camera-ready" layout to Cadet Command for printing.  Use the drop-down menu. 

· Tag Line:  use this optional field to enter a short line of copy to be printed at the bottom left corner of the envelopes, if desired.  For example, "Scholarship Information Enclosed" or "Orientation Information Enclosed."

· Return Address:  Enter the return address to be placed on the envelope.

· Bulk Rate Permit Location:  Enter the location of the bulk rate permit (city and state).

· Bulk Rate Reply Zip: Enter the zip code + 4

EXECUTING A BUSINESS CARD STYLE A ORDER

EXECUTING A BUSINESS CARD STYLE B ORDER
There are two different order forms that have the same entries.  The difference is in the visual style of the cards themselves.  Only the ROO and PMS are authorized to have business cards printed out of marketing funds.
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Descriptions of Fields:

· Lot Size and Cost / Total:  do not enter.  Only option is 1 box of a 1000 for $12.00

· Needed By:  enter required delivery date.

· Remaining entries:  self explanatory.

EXECUTING A BUSINESS REPLY CARD STYLE A ORDER

EXECUTING A BUSINESS REPLY CARD STYLE B ORDER
EXECUTING A BUSINESS REPLY CARD STYLE C ORDER

There are three different order forms that have the same entries.  The difference is in the visual style of the cards themselves.  These are business rely cards (BRC) that are often inserted/attached to mail-outs to provide the prospects a free and easy means of send information to the units, and in turn receive more complete information on ROTC.  Therefore, the unit must have a business reply postal account established to order these BRC, since return postage is printed on them.
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Descriptions of Fields:

· Quantity:  number of units being ordered (not the total number of cards).  Max amount is 3.

· Unit Size and Cost:  use drop down menu.

· Postal Permit Mailing Address:  where the cards are to be sent after an individual fills it out. Must be location assigned to permit number.

· Return Address:  return address for the cards.

· Required By:  date the cards are required to be delivered to the user.

· Business Reply Postal Permit #: enter the appropriate code number.  (4 character max).

· Business Reply Location: enter the appropriate location  (city and state) (40 character max).  This field should match the “Postal 

Permit Mailing Address. ”

· Business Reply Permit Zip: enter the appropriate zip code + 4.

EXECUTING PAMPHLET (BROCHURES) ORDERS

The pamphlet is a tri-fold brochure that is similar in size and makeup as the RPI’s ordered from the USAREC warehouse.  The main difference is the ability to localize the pamphlets with unit information and postage can also be applied.  Thus, it is possible to use this as a mail-out item.
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Descriptions of Fields:

· Quantity:  number of units being ordered (not the total number of pamphlets).

· Unit Size and Cost:  use drop down menu.

· Bulk Rate Postal Permit #  enter the appropriate code number.  (5 character max).

· Bulk Rate Permit Location: enter the appropriate location  (city and state) (40 character max).  This field should match the Post Office servicing your bulk rate mail.

· Camera Ready - Copy Source:  use this field to indicate whether or not Cadet Command has the brochure design information for the localization area already on file.  If not, the battalion or brigade must provide a "camera-ready" layout to Cadet Command for printing.  Use the drop-down menu.

· With/Without Indication:  If Bulk Rate Permit information is annotated must specify With Indication.  If without is specified the brochure can not be used as a mailer since postage will not be stamped on the brochure.

· Return Address:  return address for the cards.

· Tag Line:  Brochure has a tag line area on the front of the trifold.  Information is similar to information used in the localization area of a print ad.  Intended as an “attention grabber”.

EXECUTING PAMPHLET (SELF MAILER W/BRC) ORDERS

This is identical to the pamphlet above, with one difference:  it also has a business reply card (BRC) as part of the brochure.  This allows prospects to send in the BRC with their information and request for additional information on ROTC.
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Descriptions of Fields:

· Quantity:  number of units being ordered (not the total number of cards).  Max amount is 3.

· Unit Size and Cost:  use drop down menu.

· Postal Permit Mailing Address:  where the cards are to be sent after an individual fills it out. Must be location assigned to permit number.

· Shipping Address:  address to which the order will be shipped to after printing.  Usually the battalion address

· Camera Ready - Copy Source:  use this field to indicate whether or not Cadet Command has the brochure design information for the localization area already on file.  If not, the battalion or brigade must provide a "camera-ready" layout to Cadet Command for printing.  Use the drop-down menu.

· Date Needed:  date the cards are required to be delivered to the user.

· Bulk Rate Postal Permit #: enter the appropriate code number.  (4 character max).

· Business Reply Permit Zip: enter the appropriate zip code + 4.

· With/Without Indication:  Specify With Indication, since this is a self mailer.

· Tag Line:  Brochure has a tag line area on the front of the trifold.  Information is similar to information used in the localization area of a print ad.  Intended as an “attention grabber”.

EXECUTING PAMPHLET (SELF MAILER) ORDERS

The pamphlet is a tri-fold brochure that is similar in size and makeup as the RPI’s ordered from the USAREC warehouse.  The main difference is the ability to localize the pamphlets with unit information and postage can also be applied.  Thus, it is possible to use this as a mail-out item.
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Descriptions of Fields:

· Quantity:  number of units being ordered (not the total number of cards).  Max amount is 3.

· Unit Size and Cost:  use drop down menu.

· Bulk Rate Postal Permit #: enter the appropriate code number.  (4 character max).

· Bulk Rate Permit Location: enter the appropriate location  (city and state) (40 character max).  This field should match the Post Office servicing your bulk rate mail.

· Camera Ready - Copy Source:  use this field to indicate whether or not Cadet Command has the brochure design information for the localization area already on file.  If not, the battalion or brigade must provide a "camera-ready" layout to Cadet Command for printing.  Use the drop-down menu.

· Return Address:  return address for the cards.

· Date Needed:  date the cards are required to be delivered to the user.

· Business Reply Permit Zip: enter the appropriate zip code + 4.

· With/Without Indication:  Specify With Indication, since this is a self mailer.

· Tag Line:  Brochure has a tag line area on the front of the trifold.  Information is similar to information used in the localization area of a print ad.  Intended as an “attention grabber”.

EXECUINTG ADDED VALUE CARD ORDERS

This is a small 5x6 sized card used at recruiting booths/tables.  It allows prospects to fill out contact information the unit uses to send additional information and keep contract for future recruiting.  It also allows for postage so that the prospect can pick it up and mail at a later time (much like a BRC).
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Descriptions of Fields:

· Quantity:  number of units being ordered (not the total number of cards).  Max amount is 3.

· Unit Size and Cost:  use drop down menu.

· Postal Permit Mailing Address:  where the cards are to be sent after an individual fills it out. Must be location assigned to permit number.

· Return Address:  return address for the cards

· Camera Ready - Copy Source:  use this field to indicate whether or not Cadet Command has the brochure design information for the localization area already on file.  If not, the battalion or brigade must provide a "camera-ready" layout to Cadet Command for printing.  Use the drop-down menu.

· Business Reply Postal Permit #: enter the appropriate code number.  (4 character max).

· Business Reply Location: enter the appropriate location  (city and state) (40 character max).  This field should match the “Postal Permit Mailing Address. ”

· Business Reply Permit Zip: enter the appropriate zip code + 4.

Personal Presentation Items (PPI)

Below are some helpful guidelines when you are filling out your order forms for different PPI items.  This process has been designed to answer some common questions that you might have.  Not all forms are exactly the same.  

Common areas of fields that you will see through out are as follows:

1. Period:  Fiscal Period in which the item falls.  This field will be automatically set when entering Map Items.  Trimester items must fall within the trimester period defined.  

2. Priority: use drop down menu to display options, options as follows:

a.  "MAP Plan Item" ... items being budgeted during the planning process.

b.  "Pend MAP Item"... items considered as un-funded requirements or being held for further evaluation.

c.  "Ordered" ... items being entered for order during the trimester ordering period  (this selection is not included on the menu during MAP Budget planning).

2. Ethnic Target: This field allows you to choose the target ethnic audience that the order is intended to reach.

3. Quantity:  Total number of units ordered.

4. Unit Size and Cost:  indicates size, number in a pack, and cost per pack.  Use drop down menu.

5. Total Price:  total cost of item being ordered (automatically calculated).

6. Vendor Shipping Address:  The address to which the order is shipped upon order completion.  Normally the unit address, with attention to the ROO.  DO NOT USE A PO BOX – MUST HAVE A STREET ADDRESS FOR THE BULK DELIVERY BY UPS/FED EX.

7. Pantone Matching System:

a.  PMS Color #1:  enter the "Pantone Matching System" color number or for the first color selected.

b. PMS Color #2:  enter the "Pantone Matching System" color number or for the second color selected.

8. Date Needed:  Date the item is required.

9. Item Color:  Use drop down menu to choose the item color.

10. Include School Logo:  If you desire the school logo on the item, check the block.  If not, no logo is imprinted on the item – just your localization verbage.

11. School Logo:  Use drop down menu.  If the camera ready logo is on file at Cadet Command choose “On File @ CC”.  If not choose “Mail to CC” and mail a camera ready copy to the Region Desk Officer at HQ Cadet Command.

12. Localization:  Describe exactly what you want embossed/printed on the item, the location of the verbage in relation to any logo requested, and any special instructions you need to specify to get the item to look the way you want it.  Should never use a persons name for POC information – at most a job title such as “Enrollment Officer” or “Recruiting Officer”.  Depending upon the item, you need to consider how it will look based on the size of the item being purchased.  Keep the following in mind when filling out localization:

· (Max. 60 Char. Per line)

· Determine # of lines feasible on product

· Determine # of sides imprint is allowed on

· Read length and width of print space in catalog

· State where you want placement of logos/lines of text

· Write instructions clear and concise.  

· Will save time when Region Desk Officer inputting orders

· Need to include Army ROTC as part of the verbiage.

· When using website address:  Do not put http://

EXECUINTG A HAT ORDER
In LAPS there are two different forms to order hats.  The only difference is whether you desire one or two PMS colors.  Other than this entry the order and the hats are identical.  These items are for influencers only, and are not ordered or used in prospect recruiting.
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Localization:  Can place logo and 2 lines of text.  Recommend:

· Place 1 line text centered above and 1 line of text centered below logo.

 –OR –

· Both  lines centered above or below logo.

EXECUINTG A T-SHIRT ORDER
In LAPS there are two different forms to order T-shirts.  The only difference is whether you desire one or two PMS colors.  Other than this entry the order and the T-shrits are identical.  These items are for influencers only, and are not ordered or used in prospect recruiting.
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Localization:  Logo on either front, back and/or sleeve.  Recommend:

· School logo or Army ROTC logo on left, front breast with school name across top and ARMY ROTC below.

· ARMY ROTC and web address across back 

EXECUINTG A STONEWARE MUG ORDER
In LAPS there are two different forms to mugs hats.  The only difference is whether you desire one or two PMS colors.  Other than this entry the order and the mugs are identical.  
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Localization:  Logo on one or two sides and text above or below logo centered.  Recommend:

· Logo and up to three lines of text centered

-OR-

· Up to four lines of text centered

· One line of text should be contact phone number or web address.

EXECUINTG A STADIUM CUP ORDER
In LAPS there are two different forms to cups.  The only difference is whether you desire one or two PMS colors.  Other than this entry the order and the cups are identical.  
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Localization:  Logo on one or two sides and text above or below logo centered.  Recommend:

· Logo and up to three lines of text centered

-OR-

· Up to four lines of text centered

· One line of text should be contact phone number or web address
EXECUINTG A AUTO CUP ORDER
In LAPS there is only one form to order auto cups.  They only come with one PMS color.  
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Localization:  Logo on one or two sides and text above or below logo centered.  Recommend:

· School logo or Army ROTC logo with two lines of print.  Can have a different logo on each side when both sides can be imprinted, but you must specify it.

· Four lines of text if not using a logo.

· One line of text should be contact phone number or web address.

EXECUINTG A SPORTS BOTTLE W/STRAW ORDER
In LAPS there is only one form to order sports bottles with straws.  They only come with one PMS color.  
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Localization:  

Logo on one or two sides and text above or below logo centered.  Recommend:

· Logo and up to three lines of text centered

-OR
· Up to four lines of text centered

· One line of text should be contact phone number or web address.

EXECUINTG A SPORTS BOTTLE W/PULL TOP ORDER
In LAPS there is only one form to order sports bottles with pull tops.  They only come with one PMS color.  
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Localization:  Logo on one or two sides and text above or below logo centered.  Recommend:

· Logo and up to three lines of text centered

-OR-

· No logo and 4 lines of text, centered

· One line of text should be contact phone number or web address

EXECUINTG A BEVERAGE INSULATOR ORDER
In LAPS there is only one form to order beverage insulators.  They only come with one PMS color.
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Localization:  Logo on one or two sides and text above or below logo centered.  Recommend:

· Logo and three lines of text
· One line of text should be contact phone number or web address
EXECUINTG A CLICK STYLE PEN ORDER
In LAPS there is only one form to order pens.  They only come with one PMS color.
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Localization:  Up to 2 line of text centered.  Recommend:

· One or two lines, centered - no logos.  Logos do not work based on localization area size

· One line of text should be contact phone number or web address

EXECUINTG A MINI BASKETBALL ORDER
In LAPS there is only one form to order mini basketballs.  They only come with one PMS color.
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Localization:  Imprint 1 side.  Recommend:

· Logo and three lines of text, centered

-OR-

· Logo with Army ROTC above and two lines of text below, centered

-OR-

· Logo with school name above and two lines of text below, centered

-OR-

· No logo and 4 lines of text, centered

· One line of text should be contact phone number or web address

EXECUINTG A MINI FOOTBALL ORDER
In LAPS there is only one form to order mini footballs.  They only come with one PMS color
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Localization:  Imprint 1 side.  Recommend:

· Logo and two lines of text, centered

-OR-

· No logo and 4 lines of text, centered

· One line of text should be contact phone number or web address

EXECUINTG A PENCIL ORDER
In LAPS there is only one form to order pencils.  They only come with one PMS color.
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Localization:  Up to 2 line of text centered.  Recommend:

· One or two lines, centered - no logos.  Logos do not work based on localization area size

· One line of text should be contact phone number or web address

EXECUINTG A POST-IT NOTE PAD ORDER
In LAPS there is only one form to order note pads.  They only come with one PMS color.
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Localization:  Imprint 1 side.  Recommend:

· Three lines of text, centered

-OR-

· Logo on side with text beside it (2 lines of text)

· One line of text should be contact phone number or web address

EXECUINTG A TEAR DROP KEY TAG
 ORDER
In LAPS there is only one form to order tear drop key tags.  They only come with one PMS color.  \\
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Localization:  Imprint 1 side.  Recommend:

· Logo and college name above; Army ROTC below and one line of text (not more than 15 characters

· The one line of text should be contact phone number or web address

EXECUINTG A TWO COLOR HIGHLIGHTER ORDER
In LAPS there is only one form to order two color highlighters.  They only come with one PMS color.
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Localization:  Imprint 1 side.  Recommend

· One or two lines of text, centered.  Do not use logs, since space size makes them unreadable

· One line of text should be contact phone number or web address
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