Personalization Form Instructions
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1. Enter your contact information into the first four lines of the form.

2. Garment Type:  Example:  50/50 tee, 100% Cotton tee, Champion Hoodie, etc. DO NOT TYPE IN MORE THAN ONE GARMENT TYPE. When ordering another type of garment with personalizations, a separate form must be filled out for each garment.
3. Click to Choose Ink Color:  Clicking on this cell will bring up a dropdown list button to the right of the cell. Click on this button to select your ink color from the list. All personalizations must be in the same ink color for each garment.
4. Select a Font: Select the font you want by clicking on it. You cannot select more than one font per garment.  Please note that names will be printed in all caps with the exception of the Old English font.  Go to our website, under “Personal Names”, to view the alphabet of each font style.
5. Click to Choose Location:  Clicking on this cell will bring up a dropdown list button to the right of the cell. Select location from the dropdown list where you want the names to be printed. All personalizations must be in the same location for each garment type.
6. Click to Choose 2nd Location: THIS COLUMN IS ONLY USED FOR THOSE SCHOOLS GETTING TWO PERSONALIZATIONS PER GARMENT (i.e. each hoodie has a name on the left sleeve and a name on the hood). If you are only getting one personalization for each garment, then do not use this column. 
7. Fill out one row for each student getting a personalization, grouping them by size (all smalls, then all mediums, etc). List the student’s name (for your records) under “Student’s Name”.  Enter the corresponding size for each student in the size column, and the corresponding name as you want it to appear in the appropriate column(s).

Saving: When you have completed the form, click “Save As” under the File menu. Save the file in a location where you can easily find it later. Rename the file as the name of the type of garment that the personalizations are for (i.e. Hoodies), and then click save. If you are ordering more than one type of garment that gets personalizations, perform the “Save As” action after completing the form for each garment type, and remember to rename the file as the garment type it is for.

Sending in the form: DO NOT FAX THIS FORM! Simply attach the saved file(s) to an email and send it to jen@gariel.com. In the subject line of your email be sure to type the name of your school. If you are mailing your order to us, please check your printing set-up options to be sure all the columns fit on one page before printing out the form(s).
