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JOB ORDER REQUEST FORM

TO BE FILLED OUT BY COMMSTRAT PERSONNEL

Received By: ___________________________________ Date Requested: ____________

____________ __________ ____________ __________ ____________

Approved By Date QC By Date Completion Date

REQUESTOR INFORMATION

TO BE FILLED OUT BY REQUESTOR

Pay Grade: _____ Service: _______ Command/Unit: _______ Section: ___________

Name: _____________________________________ DSN: __________________

Alt. Phone: ___________________ Email: _________________________________

Requestor Certification:

I certify that this work is authorized by regulations and is necessary to the conduct of official business. I understand this

is a request, NOT a fulfillment order.

Customer Signature: ________________________________ Date: ________

Priority: Required-by Date: ______________

Description of Request:

For graphic requests, please submit files tomcascommstrat@gmail.com, and include “Graphics Request” and contact information in the email.

File submission must be in .pdf, .jpg, .png, .psd, .ai, formats. Ensure documents are proofed prior to submission.

Intended Product Use:

How is this product mission-essential?

mailto:mcascommstrat@gmail.com
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LABOR/MATERIALS

TO BE FILLED OUT BY COMMSTRAT PERSONNEL

𝤿



Labor Hours

Material Name Brand Type Est. Quantity Total Cost

COMPLETED REQUEST SIGNATURE

TO BE FILLED OUT BY REQUESTOR

I certify that I have reviewed and received product(s) that are in-line with my job order request.

Customer Signature: ________________________________ Date: ________
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