
 

Name Plate Order Form 
Please complete a separate form for each individual’s name that you 

order and return to Procurement. 

Desk Plate: 
 
Name: __________________________________________ 
Size:  1    x 10 
  1¼ x 10 
Need Holder?  Yes No 
 
Title: __________________________________________ 
Size:  1    x 10 
  1¼ x 10 
Need Holder?  Yes No 

Door Plate: 
Name/Title/Dept: _________________________________________ 
 
_______________________________________________________ 
Need Holder?  Yes No 
 

Cost Center Manager: 
 
Signature:  _____________________________________________ 
Department: _______________________ Extension: ____________ 
Account Number: ________________________________________ 

 
 

If you have any questions, please contact Procurement at Extension 4722 or 
purchasing@sbts.edu. 

 

For Internal Use Only: 
Human Resources Approval (For Titles): ___________________ 
Wilding Order Date: ________ Date Shipment Received: ______ 
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