
CONVENTION SERVICES

We’re here for you!
Why ship or carry your materials when you can have them waiting for you when you arrive?
Save time and money with the FedEx Kinko’s Office and Print Services network. FedEx Kinko’s 
can have your materials finished and waiting for you. Just send us your digital files or original 
documents in advance. We’ll take care of the rest! To see how our convention services team 
can help in planning your next event, 
call 1.888.546.5671, extension 235.

Oversized prints
Oversized color prints up to 54” wide. Black & white prints up to 36” wide. We’ll work from your 
disk, slide, transparency or traditional flat original. Finishing options include dry mounting to 
a variety of surfaces, and laminating.

E-mail
Our office is your office, with high-speed Internet access to check your e-mail, do Web research 
or download data from FTP sites.

Fast service 24/7
Our convention customers have demanding time constraints. That’s why many of our services 
are available 24 hours a day and all of our services are available at one speed – fast!

Pickup and delivery
We provide complimentary local pickup and delivery to our convention customers. To your booth,
to your hospitality suite or even right to your hotel.

Shipping service
Pack it and ship it with FedEx Express and FedEx Ground.

Computer workstation and office equipment rentals
We offer both PC and Macintosh workstations for rent by the hour with Internet connections and
online color and black & white printers.

Volume copies
Print black & white or color copies on a variety of papers from your computer disk, electronic
transmission or paper document original.

Binding and finishing
Let us bind, collate, trim, hole-punch and laminate your documents to make sure they’re completed to
your specifications.
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FINAL OUTPUT: 8.5" x 11"  Portrait

___________________________________________________


REQUIRED CUSTOMIZATION:
Before printing,you must customize the following information (in brackets):

Front:
1)  Store name
2)  Address
3)  City State Zip
4)  Phone number
5)  Fax number

Back:
6) Fax number
7) Phone number
8) Branch location
9) Monday-Friday hours
10) Saturday and Sunday hours


PRODUCING SELL SHEET:

1)  Select the "Hand" icon tool (Hand Tool).

2)  Press the tab key. This should highlight the first form field (SCC Name).

3)  Type in the correct name.

4)  Press the tab key again. This will highlight the next form field.

5)  Type in the correct information in all fields.

6)  When all customization is complete, save the file by selecting "Save" from the "File" menu.

7) Go to File Menu, then to Page Set up

8) Choose correct Color printer

9) Select Correct Paper Size: 8.5" X 11" (Letter),  Select Orientation: Portrait 
     On a Mac set the Scale: 100%

10) Go to File Menu, then to Print

11) Choose amount of copies, on a PC make sure the Fit to Page option      
     is unchecked, then click on Print.
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Name

Meeting/convention location

Company Dates of meeting/convention

Phone Fax

E-mail

My needs will include:

Black & white copies/printing Color copies/printing Oversized prints/banners/posters

Fax access Computer rental/Internet access Laptop workstations

Transparencies FedEx shipping services Binding

Please check here if your group will need special services or any other needs not listed here. Our 
Convention representative will call you to arrange for special services. Please list your other special 
services in the space provided below.

CONVENTION SERVICES
Please fax this page to 
or call us at 

From start to finish

Custom name badgesBinding PC rental and
Internet access

Volume copies

FedEx Express and
FedEx Ground shipping

Enlargements

 

Monday – Friday
Saturday and Sunday
We accept all major credit cards, cash, checks and FedEx Kinko’s charge accounts.
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	Title: 654 West, 34th Street
	Name: Javits Center                    
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	Phone Number: 212.216.2900
	Branch Location: Location
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