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Office Work Request

Date Submitted:  





Date Needed: 






Submitted By:   





Contact #:  






Ministry:   







Type of Request:
( Mail-outs
(  Typing ( Internal Flyer
( Envelopes

(  Labels ( Brochure
( Certificate
(  Copies Only 
( Booklets
( Other 





Is Disk being submitted?
( Yes
(  No


File Name:  






Number of originals submitted:  



Number of copies needed:  



Special Instructions for project (Be specific)  































































[image: image1.jpg]Authorized Approval  
     










Minister of Congregational Care
Authorized Approval  
     










Church Business Administrator



~ DO NOT WRITE IN THIS AREA~


FOR OFFICE PURPOSES ONLY





Date Rec’d  		





Assigned to   		    





Date Returned  		





Office Admin Initials 		











**Note – Work requests must be submitted 14 working days prior to date needed.


