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In order to ensure that you receive the best service, we ask that you provide us with the following information.  Please be sure to either print or type the information requested so that it is clear.  By returning this form to us as soon as possible, we will be able to attend to these items prior to your occupancy.  
TENANT SIGNAGE INFORMATION
PLEASE ALLOW 4 TO 6 WEEKS FOR SIGNAGE TO BE ORDERED & INSTALLED
	DATE
	

	COMPANY NAME
	

	BUILDING
	

	SUITE NUMBER
	

	OFFICE PHONE #
	

	OFFICE FAX PHONE #
	

	OFFICE CONTACT NAME FOR BLDG ISSUES:
	

	OFFICE CONTACT E-MAIL:
	

	TENTATIVE MOVE-IN DATE
	


Signage Information:   Please list below the names you wish to have listed on the lobby directory board, your hallway sign and your door sign.  Please send your company logo, via email attachment in an EPS format (Adobe Illustrator CS3 for example) to jcole@melvinmark.com along with this document.
	LOBBY INFORMATION - (Note:  due to space limitations, we may have to edit the number of Lobby Information Directory strips.)
	

	HALLWAY SIGN
	

	DOOR SIGN
	


AFTER HOURS EMERGENCY CONTACT INFORMATION
	AFTER HOURS EMERGENCY 
    CONTACT NAME
	

	AFTER HOURS EMERGENCY 
   CONTACT PHONE #(S)
	


                Please return this form to:
MELVIN MARK PROPERTIES






Operations Department / Liz Hirst





111 SW Columbia Street, Suite 1380






Portland, OR 97201   
(503) 223-4777 (office)    (503) 223-4606 (fax)






Email:  jcole@melvinmark.com   
CC:  BUILDING MANAGER
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