MAILBOX REQUEST FORM

TO:

Director/Asst. Director  of Operations

FROM:
___________________________________ (Group Name)



____________________________________ (Must be President)



Printed Name



____________________________________



Signature

PHONE NUMBER ________________________________
DATE:
____________________________________

Please order a mailbox tag for my group.  I understand that I must have all three of the following forms on file.

FOR OFFICE USE ONLY:

Does this group have a permanent recognition form on file?___________________

(If only temporary, you can put up a “post-it” mailbox.  Group must have permanent recognition before a mailbox is ordered.)

Does this group have a constitution on file?_________________________________

Does this group have a registration form on file?_____________________________

Administrative Asst. Signature:____________________________________________

OPERATIONS USE ONLY:

Date ordered: __________________                     

Voucher #:_____________________

Is a copy of this completed form in the group’s folder for future use?    Y   /    N

