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Office of Business Services

Office of Procurement
NAMETAG ORDER FORM

PURCHASE REQUISITION NO.: [image: image2.wmf]


Please complete the information below for each nametag requested. After you have completed this form, attach it to a purchase requisition form (Requisition for Supplies, Equipment, and Services) and forward both to the Office of Procurement, Mannakee/110, Rockville, for processing.  Call Procurement at 240-567-5292 to get a supply of requisition forms.
	Nametag is 1" x 3" overall size.
The logo is located to the left with the text Montgomery College placed under the logo on all nametags.
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The nametag allows for three lines of print located to the right of the logo and Montgomery College. Specify whether for a pin ($8.50) or a magnetic ($10.50) pole back. 

Please print or type information exactly as you would like it to appear on the nametag. 
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