
Total number of cards ordered:    _________ X $5 = _______ -$5 for free card = TOTAL _______________

Select your method of payment:  _____Request to be invoiced    _____PayPal    _____Check enclosed

E-mail address to receive PayPal link:  _______________________________________

2012 Press Card Order Form
Each member newspaper of Tennessee Press Association is 
eligible to receive one press card at no charge.  Additional cards 
are available at $5 per card.  Please see the reverse side of this 
sheet for instructions on providing the electronic mug shot and 
signature, which are necessary to process the cards.  These cards 
are professional, credit card quality and contain the staff member’s 
digital photo and signature for identifi cation purposes.

Contact for this order: Contact e-mail address:

Newspaper name:

Newspaper’s main telephone number:

Name on Card:    Title:      Photo/Signature location:  
           (enclosed on CD, e-mailed, uploaded to   

           tnpress.com or pick up from 2011 order)

____________________________ __________________________________ ____________________

____________________________ __________________________________ ____________________

____________________________ __________________________________ ____________________

____________________________ __________________________________ ____________________

____________________________ __________________________________ ____________________

____________________________ __________________________________ ____________________

____________________________ __________________________________ ____________________

____________________________ __________________________________ ____________________

____________________________ __________________________________ ____________________

____________________________ __________________________________ ____________________

Please attach additional pages if this form does not contain enough spaces for all of the cards you need to order.

The following individuals listed below are authorized to represent this newspaper and to receive a 2012 press card.

Signature of the publisher, general manager or editor          date

Payment Information:

Tennessee Press Association • 435 Montbrook Lane • Knoxville, TN 37919 • (865) 584-5761
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The Gazette
Reporter
865-584-5761
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ASSOCIATION



INSTRUCTIONS FOR ORDERING 2012 PRESS CARDS
1.  Gather the electronic files of mug shots and signatures for each employee to receive a press card.

2.  Name the files and save according to the following:

 MUG SHOTS:  
 Format:  JPEG, CMYK
 File Name:  LastnameFirstnamePhoto.jpg  (ex.  LakeStevePhoto.jpg)
 File Size:  300 dpi 0.763 inches (229 pixels) wide x 0.821 inches (246 pixels) high
 Cropping:  The photo should be cropped tight (top of hair to mid-neck).

 ELECTRONIC SIGNATURE:
 Format:  GIF or JPEG, Grayscale or CMYK
 File Name:   LastnameFirstnameSig.gif or .jpg  (ex. SmithJaneSig.gif)
 File Size:  300 dpi 1.33 inches (400 pixels) wide x 0.4 inches (120 pixels) high

3.  Make sure you have submitted your mug shots and signatures.

 You may submit these files in one of three ways:
 1.  Electronically at www.tnpress.com/idphotoupload
  Call TPA at (865) 584-5761 for the USERNAME and PASSWORD.

 2.  By placing the files onto a CD and sending to TPA along with your order form.

 3.  E-mail to adunn@tnpress.com. If using this method, please send in increments of no more than 2MB at a time.

4.  Complete the order form and return to TPA.  

 1.  If sending the files by uploading to tnpress.com or by e-mail, please fax your form to:  (865) 558-8687

 2.  If sending the photos on a CD, please mail your form and CD to:
  ATTN:  Press Cards
  Tennessee Press Association
  435 Montbrook Lane
  Knoxville, TN 37919

Press cards will be processed as soon as possible upon receipt of the order, providing that related files are sent properly.

Please direct any questions about your order to Angelique Dunn, administrative assistant, at (865) 584-5761, ext. 100 or via 
e-mail to:  adunn@tnpress.com.
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