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NORTHWESTERN UNIVERSITY

 FASIS LABEL REQUEST FORM
To submit, please complete this form, rename and save it, attach it to a new e-mail and send to:
fasishelp@northwestern.edu
	Please Note: The address that will be used for University mailing is the University mailing location. Most likely, the University mailing location will be the campus location. However, the employee may indicate an off-campus location, if they choose. The cost for this service is 3 cents a label and/or 20 dollars a spreadsheet.




	Date Submitted:
	         
	NUFinancials Chartstring:

Fund

Financial Department
Project

Account

     
     
     
     


	Requested By:
	     
	Phone Number:
	     


	Department:
	     

	Email Address:
	        


	Format:
	 FORMDROPDOWN 

	Delivery Method:

	       FORMCHECKBOX 
Send labels by campus mail to      
Or    FORMCHECKBOX 
Call       at       for pick up at 2020 Ridge


	Date Needed:


	     
(Please indicate the latest date you must receive your labels - no sooner than one week. Indicate the date in the following format: MM/DD/YY)
	# of Sets Needed: 
Cost:               
	     
        to be completed by FASIS


	BUSINESS PURPOSE:  Please provide the purpose for which the labels will be used. If the purpose is not provided, your request may require additional approval

	     


	SELECTION CRITERIA:  Indicate which address, employee type and pay group; check all boxes that apply

	Address
	Employee Type / Pay Group

	 FORMCHECKBOX 
 Work Location

 FORMCHECKBOX 
 Home  

(ONLY IF AUTHORIZED BY EMPLOYEE FOR DIRECTORY)
	Standard Selection Criteria
	

	
	 FORMCHECKBOX 
 All Paid Faculty and Staff (both campuses)
	 FORMCHECKBOX 
 All University Staff

	
	 FORMCHECKBOX 
 All Faculty (Paid & Unpaid) and Staff (both campuses)
	 FORMCHECKBOX 
 All University Paid Faculty

	
	 FORMCHECKBOX 
 Deans, Directors, Chairs, and Admini strators
	

	
	
	Specific Selection Criteria
	

	
	
	Campus:
	 FORMCHECKBOX 
 Evanston
	 FORMCHECKBOX 
 Chicago
	

	
	
	Pay Type:
	 FORMCHECKBOX 
 Monthly
	 FORMCHECKBOX 
 Bi-Weekly
	

	
	
	Employee Type:
	 FORMCHECKBOX 
 Faculty (Paid)
	 FORMCHECKBOX 
 Staff (Paid all Non-Faculty)
	 FORMCHECKBOX 
 Volunteer (Unpaid) Faculty


	ADDITIONAL SELECTION CRITERIA (be as specific as possible):  
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