
Envelope Excel Format Example:
Salutation		  Mail Address		  City 		  State	 Zip
Mr. and Mrs. John Doe	 123 Main Street		  San Antonio	 TX	 78205
Miss Jane Doe		  456 Main 		  Austin		  TX	 77001	

Card #1 
Holiday Wreath

Inside Verse
Spreading holiday joy 
this festive season!

Sample of Black & White Envelope

Card #3 Christmas Manger
Inside Verse

For unto you is born this day in the city of David 
a Savior, which is Christ the Lord. – Luke 2:11

Merry Christmas!

Card #2 
Cowboy Christmas

Inside Verse 
Season’s Greetings 

from the 
Lone Star State!

All cards are 6.25 x 4.5 when folded
Inside verses can be customized.

Orders must be placed by December 8, 2024

 Sunshine Cottage School Corporate Holiday Card Sale
Select one or more cards on the chart below. 100 card minimum on all orders. 

Send payment and order to Sunshine Cottage School for Deaf Children, 603 E. Hildebrand Ave., San Antonio, TX 78212
For information call Miriam Elizondo at (210) 824-0579, ext. 1550.

Miss Jane Doe
456 Main

Austin, TX 77001

Card #4 
Gingerbread House

Inside Verse
Sweet 
Winter 

Wishes!

Turn an excel spreadsheet into beautifully addressed envelopes ready to mail!



All standard packages come a full color front with the message 
listed with the card 1, 2 etc, in black ink.  You may customize 
your message by contacting the printer. You may also include 
a logo (printed in black ink).  The envelopes come either blank 
or with a return address printed in black ink.  If you wish to 
have your return address printed on the envelope, please 
include this information.

Card 
Design

Qty  
(minimum for each 

design is 100

Cost per 
card

Total

Card 1 2.00

Card 2 2.00

Card 3 2.00

Card 4 2.00

Total 
qty

These are additional services available

Service Qty Price

Color Logo 
printed  
inside the card

.50 per card
Free with  
orders of 
over 250 
cards

Personalized  
addressing service 
(black ink)

.60 per 
addressed 
envelope

Personalized  
addressing 
service 
(color ink)

$1.00 per 
addressed 
envelope 

All cards are 6.25 x 4.5
Orders must be placed by December 8, 2024

Please Write Legibly. 
Method of Payment:
□ Check    □ Visa     □ MasterCard     □ American Express
Name on Card:

Credit Card #:

CVV#:			   Expiration Date:
Address/City/Zip: 

*If you wish to include your logo with the inside message or 
wish to submit a custom message, please send to the printer 
at cathy@rightimages.com

**If you selected to add personalized addressing, you 
must provide an excel spreadsheet to the printer. The 
excel spreadsheet must contain columns with name 
of the person, including salutation (Mr., Mr. and Mrs., 
Miss, Ms., Dr. etc), address, city, state and zip. Again, 
send your spreadsheet to cathy@rightimages.com. 
If you have questions about the format, Cathy can be  
contacted at (210) 225-0858.

Please use this address for the return address on the envelope:

Make all checks payable to Sunshine Cottage.
Please provide your contact information so that the printer can 
send a proof for your approval. 
Cards will not be printed until we receive your approval.

Contact Name:
Contact Phone:
Contact Email:

 Sunshine Cottage School Corporate Holiday Card Sale
Select one or more cards on the chart below. 100 card minimum on all orders. 

Send payment and order to Sunshine Cottage School for Deaf Children, 603 E. Hildebrand Ave., San Antonio, TX 78212
For information call Miriam Elizondo at (210) 824-0579, ext. 1550.


