
REQUEST FOR BUSINESS CARDS	 CHOOSE ONE:  (please circle one choice)

Instructions:  Choose one card style from above and complete the form below with legible print only. Supervisor signs and routes to Human Resources for  
approval of job title. Human Resources routes to Publications for layout and printing. The cost for printing business cards is $4.55 per 250 one-sided cards and 
$8.00 per 250 two-sided cards. The cards will be delivered in inter-office mail.

Supervisor’s Approval_________________________________________ 	 Date______________ 	 Human Resources Approval_ _____________________________ 	 Date_________________

Datatel Budget Number________________________________________

standard: ................... name (and optional degree / title abbrev.)	 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

standard: ........................................... job title / department	 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

optional: .......... extra title / department info (not on rsccd card)	 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

standard: .......... name of site or campus (building / room optional)	 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

standard: .....................................................street address	 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

standard: .......................................city, state, zip plus four	 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

standard: ...................................................office telephone	 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

standard: .......................................................fax telephone	 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

standard: .......................................e-mail / internet address	 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

SANTIAGO CANYON COLLEGE SANTA ANA COLLEGE DISTRICT OFFICE

YOUR NAME HERE
Job Title

Phone Number
Fax Number

Email Address

Santiago Canyon College • 8045 E. Chapman Ave. • Orange, CA 92869

YOUR NAME HERE 
Job Title/Department

Campus/Site, Room # (optional)
Campus Address
City, State, Zip Code

Phone Number 
Fax Number
Email or cc-mail Address Santa Ana College • Santiago Canyon College

Your Name Here
Job Title/Department

Phone Number
Fax Number

Email

2 3 2 3  N o r t h  B r o a d w a y  •  S a n t a  A n a ,  C A  9 2 70 6 - 16 4 0


