NAMETAG ORDER FORM

	NAME: 
	     
	DIV #:
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Below is a representation of a city nametag. You have three lines for information.

Please fill in the information as you want your nametag to read.  Your name goes on line 1.  Lines 2 & 3 may be used for your title, division and/or department (limit is 16 characters or spaces for lines 2 & 3.)
Please check with your supervisor as to what is appropriate for your division.

                                  

                                               

	Name:
	     

	2:
	     

	3:
	     







                         City of Flagstaff

Style of Name Tag  (please check one)

 FORMCHECKBOX 
  Pin

 FORMCHECKBOX 
  Magnet

 FORMCHECKBOX 
  Clip    (Comes with lanyard:   FORMCHECKBOX 
 Black or  FORMCHECKBOX 
 Royal Blue)

This nametag is for:

 FORMCHECKBOX 
  New Employee (Account #001-09-402-1312-1-4342)
 FORMCHECKBOX 
  Replacement (Account # Required:     -     -     -     -     -     )
 FORMCHECKBOX 
  Extra (Account # Required:       -     -     -     -     -     )
 FORMCHECKBOX 
  Transfer/Promotion

(Account # Required:       -     -     -     -     -     )
 FORMCHECKBOX 
 Do you need a nameplate? 

Account # (Required):       -     -     -     -     -     
Nameplates are the large black signs with white lettering.  They include the employee’s name and title.

Special Instructions:      
If you need an item ordered that is not on this form, please contact email Human.Resources@FlagstaffAZ.gov or call 213-2093.
Supervisor 


Signature __________________________________________ Date ______________________





Account # available through Admin Specialist/Assistant in your department.


Please return completed form to the Admin. Specialist in Human Resources, ext. 2093. Thank you.





Orders are placed each Friday and picked up the following Friday.








