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MARKETING COMMUNICATIONS DEPARTMENT
WORK REQUEST FORM
	Description of Work Request / Purpose

	

	

	

	

	

	


	Job Specification
	Please Tick
	Size
	Quantity
	Location

	Poster / Notice
	
	
	
	

	Banner
	
	
	
	

	Flyer / Mailer
	
	
	
	

	Signage
	
	
	
	

	Menus
	
	
	
	

	Tent Cards
	
	
	
	

	Others (Please specify):


	
	
	
	


	Type 

	


	Deadline

	

	

	

	

	


	Requested By

	Staff / Dept:

	Approved by Dept Head:

	Signature / Date:


	Signature / Date:


	Submitted to Marcom Dept

	Head of Dept:

	General Manager:

	Signature / Received Date:


	Signature / Date:
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