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1. MCJROTC units are to prepare and maintain Purchase Request
Document (PRD) Folders for all 1105 and 1106 PRDs. These folders will
be prepared as follows:

a. 1105 Purchase Request Folder, will be divided into six separate
sections. ,
Uniform Requests Pending
Uniform Requests Completed
Insignia Requests Pending
Insignia Requests Completed
Laundry, Dry Cleaning and Alterations Pending
Laundry, Dry Cleaning and Alterations Completed
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b. 1106 Purchase Request Folder, will be divided into four
separate sections.
(1) Travel Requests Pending
(2) Travel Requests Completed
(3) Supply Requests Pending
(4) Supply Requests Completed

2. The Purchase Request Folders are to be maintained at the MCJROTC
unit for the current fiscal year and two previous fiscal years.

3. The point of contact for this policy is Sheila Warren, Logistics
Manager at sheila.warren@usmc.mil or (703) 784-3742.
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