








[Date]
MEMORANDUM FOR USAF BAND OF THE WEST

ATTN:  MSgt Richard M. Beshears
FROM:
[Name]

[Organization]

[Street Address]

[Base, State Zip+4]
SUBJECT:  Band Support Request

1. Request as follows:

	Performance Date:
	[dd/mm/yr]
	Performance Time:
	     

	Event:
	[Name of event]
	Location:
	     

	Expected Attendance:
	     
	Senior Host:
	     

	Type of group requested:
	     
	Type of music requested:
	     

	Sponsor:
	[Name]
	Sponsor Phone:
	[Comm/DSN]

	
	
	Sponsor email:
	     

	POC:
	[Name]
	POC Phone:
	[Comm/DSN]

	
	
	POC email:
	     


2. I certify that the event described above is an official DoD function I am hosting or conducting as a member of the Department of Defense in the performance of official duties associated with my office.

3. If the event is scheduled for a location not on government property, it is because government facilities are unavailable or of insufficient size to support the event.

4. If there are questions, please contact [Sponsor/POC name].  Thank you for your help.

[Signature]
[FIRST, MI, LAST NAME]
[Rank, Service Abbreviation]







[Title]
Return To:
Director of Operations

Fax:

(210) 671-4165 / DSN 473-4165

Voice:

(210) 671-3934 / DSN 473-3934

