[OFFICIAL COMMAND LETTERHEAD]
5141

Ser [CODE]
[DATE]


From:  Commanding Officer, [name of command]

To:    Director, Navy Band Great Lakes

Subj:  REQUEST FOR BAND SERVICES

1.  Request the services of Navy Band Great Lakes, as follows:

    a.  Name of event and description:

    b.  Date of event:

    c.  Time of event:

    d.  Location of event:

    e.  Uniform for event:

    f.  Type of musical unit required:
    g.  Flag officer, General officer, or cabinet-level secretary will be present and require honors?  Y/N

    h.  Other relevant information:

2.  My point of contact is [rank and name], who can be reached at [office phone], [mobile phone], [e-mail] and [fax].

CO Signature or “by direction” authority
