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Insert Date

From:  
To:    Officer in Charge, 1st Marine Division Band

Attn:  Band Master
Subj:  REQUEST FOR 1ST MARINE DIVISION BAND

1.  The following request is submitted:

a. Nature of the event for which the band is requested.

b. Date(s) of the events and rehearsals.

c. Time(s) of the event and rehearsals.

d. Location of the event.

e. Uniform prescribed.

f. Alternate date(s) if the band is unavailable on the date requested.

g. VIP(s)/Dignitaries expected in attendance.

h. Point(s) of contact (include grade, name, unit, position, and telephone number).

i. Special requirements:

1) Special musical request

2) Other.

j. Appropriation data (if applicable).

k. JON # for transportation.

2.  This unit will provide a detailed sequence of events to the 1st Marine Division Band no later than ten working days prior to the commitment.








Signature

