	SIGN REQUEST

North Carolina Department of Administration

Division of Facility Management

Sign Shop

919-733-3855
Request must be electronically mailed to Sign.Shop@doa.nc.gov


	1.  COMPLETE THIS PORTION FOR BILLING PURPOSES
	Revised Feb 2013


	REQUESTER
	     
	REQUEST DATE
	     

	DEPARTMENT
	     
	E-MAIL ADDRESS
	     

	DIVISION
	     
	TELEPHONE NUMBER
	     

	MAILING ADDRESS
	     
	FACSIMILE NUMBER
	     

	MAIL SERVICE

CENTER NUMBER
	     
	COMPANY AND

CENTER NUMBERS
	     

	CITY, STATE, ZIP
	     
	BUILDING NAME
	     


	2.  STANDARD SIGNAGE PRICE LIST

	

	STYLE
	AVAILABLE SIGNAGE AND PRODUCTS
	PRICE

	
	
	

	1
	AWARD/RETIREMENT PLAQUE (12” X 10” WOOD PLAQUE WITH 10” X 7” METAL PLATE)
	$60.00

	2
	2” X   8” ENGRAVED DESK NAMEPLATE ON WALNUT BLOCK OR METAL DESK HOLDER
	$18.00

	3
	2” X 10” ENGRAVED DESK NAMEPLATE ON WALNUT BLOCK OR METAL DESK HOLDER
	$22.00

	4
	2” X   8” NAMEPLATE WALL MOUNT WITH VELCRO
	$10.00

	5
	2” X 10” NAMEPLATE WALL MOUNT WITH VELCRO
	$12.00

	6
	2” PROJECTING WALL BRACKET FOR HANGING SIGNS
	$3.50

	7
	SIGN SIZES/TYPES NOT LISTED – PRICED BY SIZE/MATERIALS
	CALL

	8
	ENGRAVED/ETCHED ID BADGE W/PIN OR MAGNET BACK
	$15.00

	9
	ADA SIGNS W/RAISED LETTERS AND BRAILLE – WALL MOUNT W/VELCRO
	CALL

	10
	FRAMES (PLASTIC OR ALUMINUM) CALL FOR PRICE AND COLORS
	CALL

	11
	ALUMINUM SIGN BLANKS/INSERTS – PRICED BY SIZE
	CALL

	12
	CUSTOM LOGOS (SETUP: $15.00 MINIMUM CHARGE, DESIGN FEE: $15.00 PER HOUR)
	CALL

	13
	COMPUTER-CUT VINYL LETTERS/GRAPHICS – PRICED BY SIZE
	CALL

	14
	FULL–COLOR DIGITAL PRINTING ON VINYL – PRICED BY SIZE
	CALL


	3.  ENTER INFORMATION FOR DESIRED SIGNAGE

	SHADED AREA IS FOR SIGN SHOP USE ONLY

	STYLE
	QUANTITY
	COLOR
	DESIRED WORDING
	UNIT PRICE
	TOTAL

	     
	     
	     
	     
	     
	     

	     
	     
	     
	
	     
	     

	     
	     
	     
	
	     
	     

	     
	     
	     
	
	     
	     

	     
	     
	     
	
	     
	     

	     
	     
	     
	
	     
	     

	     
	     
	     
	
	     
	     


	REQUEST INSTALLATION ($15.00 PER HOUR):
	YES:
	   
	NO:
	   
	
	     
	     

	PLEASE NOTE: THERE ARE NO REFUNDS ON CORRECTLY-COMPLETED SIGNS. YOUR DEPARTMENT WILL BE BILLED FOR WORK COMPLETED/SIGNS FABRICATED. PLEASE BE SURE ALL NAMES ARE SPELLED CORRECTLY WHEN SUBMITTING YOUR REQUEST.                               THIS SECTION IS FOR SIGN SHOP USE ONLY
THIS SECTION IS FOR SIGN SHOP USE ONLY

	WORK ORDER NUMBER
	
	LABOR COST
	

	COMPLETION DATE
	
	MATERIAL COST 
	

	COMPLETED BY 
	
	TOTAL COST
	


