UNITED STATES MARINE CORPS

Command Element
2d Marine Division

PSC Box 20003

Camp Lejeune, NC  28542-0003

IN REPLY REFER TO
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5060

2BND

2 Mar 12
From:  

To:    Officer in Charge, 2d Marine Division Band (Attn: Drum Major)

Subj:  REQUEST FOR 2D MARINE DIVISION BAND MUSICAL SUPPORT

Ref:   (a) DivO 1710.4P

1.  Per the reference, the following request is submitted:

    a.  Nature of event for which the band is requested.
    b.  Date of event.  
c.  Time event starts and duration.  
d.  Location of the event / Inclement weather plan. 
    e.  Uniform of the event.  
f.  On what date may the event be rescheduled if the band is unavailable for the requested date?  
    g.  Number of people expected to attend the event.  
h.  Names of dignitaries / VIP’s expected at the event.  
    i.  Point(s) of contact (include name, unit, grade, position, telephone number (commercial and DSN), and email address).  
    j.  Special Requests:

        (1) Rehearsals (Include dates and times)

        (2) Special musical request(s) (music requests must be submitted at least 14 days prior to the event).

        (3) Other

    k.  Appropriation / funding data, if applicable.

SIGNATURE
