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UNITED STATES MARINE CORPS
Requesting Unit Letterhead

SSIC
DATE
From:  Requesting Unit Commander/OIC
To:    Officer-in-Charge, Marine Forces Reserve Band

Via:   Appropriate Chain of Command
Subj:  MUSICAL SUPPORT REQUEST FOR MILITARY EVENT
Ref:   (a) ForO 5000.7
1.  Per the reference, the following request is submitted.

    a. (Nature of the event for which the band is requested.)
    b. (Date of event and the rehearsals) (If the band is not available on the requested date, can the event be rescheduled?  Yes / No)
    c. (Time event starts and duration.)
    d. (Location of the event. **For events away from New Orleans, LA, it is the requesting unit’s responsibility to provide for, or cover all costs associated with the Band’s TAD performance to include; Billeting, Meals, and Transportation.)
    e. (Detailed description of event.  The band’s participation in military events will be per the Marine Cops Drill and Ceremonies Manual, MCO P5060.20).

    f. (Uniform for the event.)
    g. (Number of people expected to attend the event.)
    h. (Names of dignitaries / VIPs expected at the event.  Please note if attendance has been requested or confirmed)
    i. (Any special requirements for the Band’s consideration in conjunction with the requested event.  Special music requests must be submitted as soon as possible, NLT 2 weeks prior to the event).

2.  Point of contact with commercial phone, DSN phone, and email.

Signature
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