
Calligraphy Services: FAQ and Things to Know

Thank you so much for inquiring about calligraphy services!  I have put together a bit of information for you
based on questions that people typically have for me and recommendations I have for you.

*  I will need you to order around 20% more than the amount you expect to use for all paper products.  For
example, if there are 100 addresses on your list, I will need around 120 blank  envelopes.  This is to

account for errors I make, ink drops and splatters, and errors and add-ons that you have. If you pay
me to provide your paper products, I will make sure to include the extra in your invoice.

*  I am flexible about the format of your lists.  Most people send an Excel spreadsheet, however a mail 
merged document is great as well.  Please, please look over your list very carefully before sending it 

to me.   It takes me lots of extra time to look up missing zip codes, etc. It can also slow down the process
 when I find errors and have to email you and wait for a response.

*  For international addresses, please list them out by line exactly as they need to be written.  Please
confirm that the format is correct before sending to me.

*  The way my calendar works is that I organize my time and book by date when you need them back.  If
you tell me you need something by the beginning of September, I will make sure you have it by then.  Even

if you give me your paper products earlier than expected, it may not mean that I can get them back to
you earlier as I most likely have something else scheduled for that timeframe.  If you get me your paper 
products later than expected or take longer to approve something or send your list, it will push back 

your delivery time.  I usually need 2 weeks per 100 envelopes and a little less time for day of items.

*  If you would like to include middle names on your envelopes or have many families and would like to
include children’s names on main envelope, I recommend that you go with a larger invite and envelope

size.  On a standard size envelope (5.25x7.25), extra names can make the envelope look crowded. 
Calligraphy looks best when it has a little more room to breathe.

*  If you are using vintage stamps or larger stamps, please let me know as I may need to modify the format
of your envelope calligraphy to accomodate.  Likewise, please let me know if you are including meal

selections on your escort or placecards

*  I will keep a few extra of your paper items when I ship or give your order back to you.  This is to simplify 
the process if you find any errors or add-ons or any of your invites get lost in the mail.  It may take 

me a week or two to ship them once you tell me about any errors or extras as I am working on another 
person’s order at that point.  I recommend that you go ahead and mail what you have and let that 
individual or individuals know that theirs are coming soon.  If it is my error, I will correct at no 

additional expense to you.  If it is your error or add-on, I charge a $25 setup fee in addition to the cost 
per envelope.  For day of items, I can accommodate quicker turnaround as I understand the timeline 
can be more sensitive.  I will typically need to charge you for overnight shipping in these instances.

*  When mailing out groups of envelopes, it is very common for some to get lost in the mail.  I do not 
assume responsibility for any of your envelopes that go missing or damages that can happen to envelopes

in transit after they are mailed.  This is an unfortunate part of the process of sending large groups of mail.

*  In person consultations are not needed for envelope or day of calligraphy (ie. place cards, etc, and
therefore the cost is not included in my pricing.  If you would like to meet in person, a $50-100 consultation

fee will be added to your total.

*  If you are sending me your list through google sheets, PLEASE do not update your list without letting me
know after sending it for the first time.  I will not see your updates as I work off of a printed list 

*  I will take a 50% deposit up front to hold your space on my calendar.  If your order is less than $125, I
collect the full amount up front.  The remainder of your balance is paid upon completion.


