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	Master Services Order

	
	Master Order No

DOA will fill

	1.  Date of Order (mm/dd/yyyy)
	     
	General Services Billing Information

	2. Job Name
	     
	3. % (Must Total 100%)
	Use Code
	Optional Data

	4. Department
	5. Division
	6. Unit
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	7. Address
	
	
	

	PO Box 
	     
	
	
	

	Street 
	     
	
	
	

	City 
	     
	State
	  
	Zip
	     
	
	
	

	8. Contact Person
	9. Phone
	10. Email Address

	     
	     
	     

	11. Estimated Quantity
	     
	12. Frequency - How often will this job occur?
	     

	13. Mailing Date Requested
	     
	14. Required Turnaround Time After Material Received
	     

	15. Class of Mail: (Select One)
	 FORMCHECKBOX 
 First-class Presort
	 FORMCHECKBOX 
 First-class Full Rate
	 FORMCHECKBOX 
 Standard-class Presort
	 FORMCHECKBOX 
 Do Not Mail

	16. Release Restrictions

	 FORMCHECKBOX 
 Can Mail early
	 FORMCHECKBOX 
 Mail on Date Scheduled Only
	 FORMCHECKBOX 
 Mail on Date on Letter
	 FORMCHECKBOX 
 Mail By
	     

	17. Describe Mailing Envelope
	18. Describe Return Envelope

	     
	     

	19. Describe items to be mailed and any special requirements.

	     


This document can be made available in alternate formats to individuals with disabilities upon request.
