
Ordering A Paper Olive Custom Design — A Simple Five-Step Process 

Because our custom work requires a highly personal, collaborative and detailed process tailored to 
each client, we accept new orders on an appointment-only basis.  We do this to ensure that each 
client receives dedicated attention and a product that is not rushed. 

To this point, custom orders can take considerably more time to complete than designs selected 
from our gallery, as they are one-of-a-kind and built uniquely each time. 

• Step One: Complimentary Consultation 
This is the fun part. We begin with a consultation via phone, email, or in person to discuss 
everything that will play a part in your design — colors, themes, locations, materials, photos, 
music, and fashion.  You will have a chance to review and discuss our previous custom work to 
get a sense of our style and the quality of our materials.   

We encourage you to bring all fabric swatches, magazine clippings, florals, and anything else 
that reflects your personality and vision.  The sky is truly the limit as we imagine a design for your 
event. 

• Step Two: Proposal & Price Quote 
If after our initial meeting you’d like us to create a design proposal for you, we’ll request all of 
your key information (names, dates, wording, venue, quantity, and stationery budget) to draft an 
official proposal. 

Next, we will require a $225 non-refundable design fee to begin the process — this fee is applied 
towards your order should you choose to move forward with us.   

Within the next two weeks we will present a digital design concept including custom graphics, 
photos, embellishments, accents, materials, presentation and paper suggestions, along with a 
price quote for the entire project.  Note that the timing for this process is often dependent upon 
the complexity of your design concept and any materials that may need to be priced or sourced.   

• Step Three: Customize & Approve Proposal 
Once presented with the proposal, you are welcome to provide feedback, ask questions, suggest 
design and material changes, and to ultimately choose your final creative direction. 

Once details are finalized and you accept our proposal, we'll have you sign a simple printing 
agreement noting all of the final materials, colors, styles, prices, due dates, and deliverables that 
were agreed upon during the proposal process. We will also require 50% payment of the total 
quote to secure a date on our production calendar and move into the final design phase. 

• Step Four: Design Mockup & Proof Approval 
Our next step is to create a First Draft mock up, presented via email, secure web page, or in 
person, depending on client availability.  (Please note that our ability to present a physical 
sample is entirely dependent upon having the proper development time.  Rush orders may be 
subject to electronic/photo approvals only, due to timing.) 
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You'll be given three rounds of editing during this phase — additional edits will be billed at $50 
each.  The First Draft is your first opportunity to make critical design and/or text edits.  We will 
then provide a Second Draft, offering a second opportunity for edits.  We'll then present the third 
and Final Draft, accommodating only minor text or layout adjustments. 

Once the Final Draft of your design has been approved, we will present a digital Final Proof to 
move into production.  You will be asked to proof all final copy, punctuation, spelling, dates, 
typestyles and layout, then either sign and fax a Proof Approval form once you are satisfied, or 
return written approval via email.   

Please note — it is important to be meticulous when proofing, as we cannot be held responsible 
for any mistakes once a client has approved the Final Proof. 

• Step Five: Assembly & Delivery 
Once the Final Proof has been approved, the remaining 50% balance must be paid in full to 
commence production.  We will order all necessary materials, send to press, and begin 
assembly.  This process can take anywhere from three weeks to three months, depending on the 
complexity and size of your order.  

Upon completion of your order, we will ship your invitations directly to you (local pickup available 
upon request).  Direct mailing service can also be arranged, if desired. 

Additional Information

Sales Tax 
California residents are subject to 9.25% sales tax. 

Shipping 
UPS 3-Day Select Shipping is included in your price, but can be upgraded for an additional fee. 

Rush Orders 
Accepting rush orders depends on our schedule and the complexity of your design, so we accept 
them only on a case-by-case basis.  Depending on your design materials and order size, rush 
charges range from 20% to 30% of the total order. A rush order is typically completed in under two 
weeks.  For larger orders, this can be 4 weeks or more. 

Cancellations 
If you must cancel after a deposit has been made, and we have not yet begun production, we will 
refund your deposit minus a 30% cancellation fee and any costs incurred up to the point of 
cancellation.  We regret we are unable to cancel or refund any orders that have gone into 
production, and will require full payment. 

Payment Methods 
We accept the following payment types: 
• Credit Cards — Visa, MasterCard, American Express, Discover
• PayPal — orders@paperolive.com 
• Checks/Money Orders  


