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Cougar Smith, Ph.D. College of Liberal Arts
@ Professor and Sciences
Department of English 901 East Alosta Avenue
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Azusa, California 91702-7000
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Complete and forward this form to the Office of Human Resources to initiate a business card order.
D New order (First time ordering)
D Reprint (Please attach a current business card for all reprint orders.)

Quantity: [ _]250 [ ]s00 [ ]1,000

Please explain the need for ordering more than 250 business cards

Approval: Date:

(Form must be approved by supervisor or dean.)

Account number (Non full-time, permanent faculty/staff):

Order Form

Your name, title, and department will each receive only one line as shown in the sample above.

1. Name:

First Middle initial (optional) Last Degree*

2. Title: 5

Primary (required) Secondary (optional)

3. Department/Office:

(circle one)

4. School/College/Center/Library (if applicable):

(circle one)

5. Physical university address:

6. University phone: Ext.

7. University fax:

8. University pager/cell (if applicable):

(circle one)

9. University email:

10. Personal Information Option (This is optional and you may only list one.):

Phone: Fax:

Email: Pager/Cell:

If you have any questions, please contact the Office of Human Resources, Ext. 4526.

* Please list master’s degree or higher only. Terminal degree is preferred. A maximum of three field-specific credentials will be allowed, if necessary.



