
 

 
NAME PLATE REQUEST 

 
This form is to be completed, signed, and submitted to  

Facility Services. 

 
 
 
IN THE SPACE PROVIDED BELOW, PLEASE TYPE THE EMPLOYEE’S NAME AND TITLE EXACTLY AS IT 
SHOULD APPEAR ON THE NAME PLATE (if you want the name or title to be in uppercase letters, be sure 
to type it in UPPERCASE letters). 

 

NAME PLATE SIZE (CHECK ONE OF THE FOLLOWING): 

  6” X 6” 

  2” X 10” 
 

  4” X 10” 

PERSON WHO FACILITY SERVICES SHOULD CALL WHEN NAME PLATE IS READY FOR PICK-UP (NAME & 
CAMPUS EXT.): 

 

 

 

NAME PLATE REQUEST APPROVED BY: 

 

 

DEPARTMENT HEAD SIGNATURE  DATE 

 
 

 

 

FACILITY SERVICES ONLY 
 Date  Initials 

Name Plate was Ordered on:    

 


