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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. Event:  [Retirement, Change of Command, Relief/Appointment, etc]
(Ceremony will adhere to MCO P5060.20)
    b. Rank/Name of Person the Ceremony is for:
    c. Date:

(If the band is not available on the requested date, can the event be rescheduled?  Yes / No)
    d. Start Time:
Expected Duration:
    e. Location:
(If unit is NOT part of MFR/MFN, it is the requesting unit's responsibility to fund the TAD)
    f. Uniform:
    g. Number of Expected Attendees:
    h. Name of Dignitaries / VIPs: (General Officers, Government Officials, etc)
(Please note if attendance has been CONFIRMED or REQUESTED)

    i. Rehearsals:  (Dates and Start Times) 

(The band is NOT required to participate in rehearsals.  If operationally available exceptions can be made)

    j. 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.  Requests for special music does not guarantee the band will perform it.
2.  Point of contact with commercial phone, DSN phone, and email.

Signature
INSTRUCTIONS

***THIS REQUEST MUST BE SUBMITTED NLT 14 DAYS PRIOR TO THE CEREMONY***

1. Copy the text on the following page and paste it onto your unit’s letterhead. 

2. Complete the required information.

3. The document must be signed by the commanding officer, officer in charge, or someone with by direction authority. 

4. SUBMIT BOTH PAGES OF THIS DOCUMENT WITH SIGNATURE.  All of these methods are acceptable:

a. E-mail.  Scan the signed the document and e-mail it to smb_marine_corps_ban@usmc.mil
b. Fax.  Fax the signed document to (504)697-9907

c. Hand Deliver.  Deliver the document to the Band Annex aboard MARCORSPTFAC.

5. When TAD orders are required and the requesting unit does not fall within Marine Forces Reserve or Marine Forces North, it is the unit’s responsibility to provide for, or cover all costs associated with the band’s TAD performance (i.e. billeting, meals, and transportation). 

6. Musical support for rehearsals will be based on the band’s availability. 

7. For ceremonial support, a script must be submitted to the Drum Major, Small Ensemble Leader, and / or Enlisted Conductor NLT one week before the ceremony. 

8. For recruiting support, a detailed schedule must be submitted to the Band’s tour coordinator NLT Three Weeks before the start of TAD. The schedule should include POC information for each school or event. 

9. Modifications to the date and time of the event may alter the approval status. Please submit any changes as soon as possible. 

I have read and understand these instructions.

Printed Rank / Last, F. M.: _____________________

Signature: _____________________
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