Church of Christ in Colonial Village
ADMINISTRATIVE SERVICES REQUEST FORM
Please use this work request form to submit routine service requests.  All requests MUST be authorized and signed by the proper ministry or committee leader. 

Date Requested:			Name							Ministry:				 Dated Needed by:		

Authorized Signature:								Account #:				
(Ministry Leader or Committee Chair)
					FOR OFFICE USE ONLY:
 Job completed by   ____________________________________________ Date ________________


ADMINISTRATIVE/CLERICAL NEEDS:
______ Clerical – Explain: __________________________________________________________________________________________________________
______Create a Letter- Explain: _____________________________________________________________________________________________________
______Type a Letter- Explain: ______________________________________________________________________________________________________
______Mailing/s ______Church Letterhead	______Church Envelope ______Own Envelope ______Stamps	 _____ No. of Pieces	$___________Cost
______Create a Program/or Flyer- Explain: ____________________________________________________________________________________________

______ Copying Job	______No. of Copies Needed	______Collated/and Stapled	______Plain Paper	______Color Paper	______Own Paper

______ Data Entry - Explain: _______________________________________________________________________________________________________

[bookmark: _GoBack]______Other -Explain: ____________________________________________________________________________________________________________
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