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PURPOSE:

To delineate the process for requesting and ordering business cards

POLICY:

Business cards will:

= Adhere to pre-approved standardized format

= Only be approved for new hires, reorders, and for change in name, degree, or functional title
= Be ordered through the requisition system.

PROCEDURE:

Requestor completes the Business Card Order form and submits it to the designated Office of
Educational Services (OES) staff member.

OES designee:

= Completes the requisition in accordance with Services, Supplies, and Equipment: Ordering
and Tracking policy
Justification: “Business cards are needed for College of Nursing faculty/designated staff to
distribute to students, other college and affiliating hospital personnel”
e Attaches Business Card Order form

= Submits the requisition.

The following format must be followed:

m

LAC+USC

Name, degree(s) (if any)
Functional Title e.g.: Nurse Educator

Los Angeles County College Of Nursing And Allied Health
1237 N. Mission Road
Los Angeles, CA 90033

Phone: (323) 409-ext./9ext/95911 Fax: (323) 226-6343
e-mail:  @dhs.lacounty.gov

Orders take an average of 4 weeks to process.
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