EXECUTIVE MANAGEMENT
SOLUTIONS

Service Request Form

Phone: 773-429-9043
Fax: 773-429-9095

Today's Date:

Name:

Title

Company Name:

Address:

City, State, Zip:

Phone:

Website:

Fax:

E-mail:

Start Date: (MM/DD/YYYY)

Please indicate the nature of your request by completing the information below:

O Accounting
Document reproduction
Facsimile

Internet Research

Transcription Services

O O o o 0o O

Word Processing

Commitment of hours per week/month you require:

Meeting Coordination / Event Planning

O

O O o o 0o O

Deadline: (MM/DD/YYYY)*

Database Management
Excel Spreadsheet

Form letters

Mail merge

PowerPoint Presentation
Travel Arrangements

Other

Detailed description of the work you would like for us to perform:

SPECIAL INSTRUCTIONS:

* RUsH CHARGESWILL APPLY FOR ANY PROJECT THAT HAS A DEADLINE OF LESSTHAN 24 HOURS.




