
 

Sir Speedy Printing and Marketing and 
Specialty Business Supplies 

 

Location: 
111 S. Princess Street 
Shepherdstown, WV  25443 
Hours: 8:30-5:00 M-F 
 
Contact Information:  
Sir Speedy 304-876-8271 (Barbara)  
Specialty Office Supplies 304-876-6448 (Luann)  
 
Email: 
shepherd@sirspeedynow.com 
shepherd@specialtydelivers.com 
 
Large files:    
sirspeedynow.com 
Click on “Send a file” to transmit 
 
Order/Delivery Method: 
Orders can be placed electronically using e-mail or sirpeedynow.com and by phone. Orders can also be 
picked up at individual offices or will be accepted in person at Sir Speedy. Completed orders will be 
delivered daily to all campus offices.  
Files Accepted:  PDF, Microsoft Word, Excel, Powerpoint, Publisher, Adobe Illustrator, In Design, 
Photoshop, JPEG 
 
Services: 

Copying, printing, three-hole punching, folding, cutting, spiral binding(GBC), NCR(Carbonless) forms.  

Color copying and optional paper weights and styles are available.  

 

Production/Delivery Time: 

Copying :  Next business day after order is placed. Rush (same day) is possible at no additional cost when 

machine is available. Pick-up and delivery made to campus offices.   

Three hole punch: Next business day  

Folding: 1 additional day  

Cutting: Next business day  

Spiral(GBC) binding : 2 – 4 days 

Departmental Stationary:  5 days 

NCR Forms:  5 days 

Payment  

Purchasing card or departmental invoicing with net 30 day terms 
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Copying Price List 
 

Copies:  20 lb white paper 
Black and White copies  8 ½ x 11      $.03 each 
    8 ½ x 14 $.03 each 
    11x17  $.06 each 
Color Copies    8 ½ x 11      $.22 each 
    8 ½ x 14 $.34 each 
    11x17  $.44 each 
Optional Papers: 

  8 ½ x 11   11x17 
24/60 lb. white    $.02 each   $.04 each 
28/70 lb white     $.03 each   $.06 each 
32/80 lb white     $.04 each               $.08 each 
80 lb coated   $.03 each   $.06 each 
Additional colors and weights of paper are available upon request. 
 

Services Price List 
 

*3 hole punch  $.01/sheet 
*Folding  $20.00/1000 sheets ($10.00 Minimum) 
*Cutting  $3.00/1000 Text Weight papers   ($3.00 minimum) 
   $6.00/1000 Cover Weight papers   ($3.00 minimum) 
*Spiral(GBC) Binding 1-100 pages $1.18/book, 101-200 pages $1.55/book, 201-300 pages 2.16/book 
 
* Services will continue to be provide by the University through mail services  
 

Printing  
 

Orders for letterhead and business cards can be placed with Sir Speedy using the following instructions: 
1. University Communications will provide Sir Speedy with the design specifications for University 

business cards, letterhead and envelopes. 
2. At the beginning of each academic term unit managers or their designee will solicit business 

card, letterhead and envelope orders from their areas. 
3. The request for business cards will include the following information for each set of cards: 

a. Person’s name 
b. Official job title 
c. Up to two phone numbers 
d. Email address 

3a.  The request for letterhead and envelopes will include the official department name if desired. 
4. Order will be submitted to Sir Speedy 
5. Sir Speedy will submit proof and original request from unit to University Communications for 

approval  
6. Sir Speedy will print approved proofs and charge unit’s p-card or bill them  
7. Orders will be accepted year around  



 
 

Printing Price List 
Departmental Stationary      
Letterhead    500 $41.69  1000  $52.69 
Envelopes    500 $44.56   1000 $68.52 
Business Cards   250     $26.45 500 $29.86  1000 $35.96 
 
NCR (Carbonless) Forms 
Black Ink, Standard NCR 
8 ½ x 11 
2 part    500 $123.15 1000 $163.60 
3 part    500 $155.72 1000 $232.67 
4 part    500 $188.40 1000 $303.17 
 
5 ½ x 8 ½ 
2 part    500 $115.20 1000 $127.55 
3 part    500 $118.58 1000 $160.68 
4 part    500 $141.20 1000 $195.43 
 
Numbering:     500 $20.00  1000 $30.00 


