(INSERT DATE)

MEMORANDUM FOR  374 FSS/FSRPO

FROM:  (INSERT THE COMPLETE NAME OF YOUR ORGANIZATION)

SUBJECT:  Golf Tournament Fund-Raiser Request
1.
Request approval of the following fund-raising function:

a. Date of Event: 

b. Location:
Tama Hills Golf Course

c. POC Name:  

POC Telephone Number:  
POC e-mail address:  

d.  This is the (INSERT 1ST/2ND fund raising request for the (INSERT 1ST/2ND/3RD/4TH Quarter of FYXX).

e.  All reporting requirements and documents are up to date with FSS/FSRPO.

2.  We have coordinated this event with the facility manager (1st Ind).  We understand we cannot advertise for this event until approval has been granted.  We understand that once approved, we must obtain a permit from FSS/FSRPO.

3.  We confirm the following:

___   This Private Organization will administer the golf tournament (i.e., collect money, contact the potential participants, act as judges, give out prizes, etc.).

___   Private Organization participants will be on leave or off-duty during the scheduled golf tournament. 

___   Golf Tournaments are considered high risk fund-raisers and require a general liability insurance policy.  General liability insurance will be obtained and provided to FSPRO prior to receiving the permit. 

___   At a minimum, four (4) members of the organization will be on site one hour prior to the event and will remain on site until the conclusion of the fundraiser.

___   In Accordance with the “Update to Tama Hills Golf Course AWI 34-116” dated 19 September 2006, Japanese nationals may be invited to participate in the golf tournament fundraising events, but they must be properly sponsored guests of SOFA personnel.  Parties of more than 10 must also be approved by the 374th Force Support Squadron and coordinated through the 374th Security Forces Squadron.  The update also requires that sponsors accompany their guest at all times.







_____//Signed/name/date//_______








(Name of Requestor)

(Private Organization name)

1st Ind, to (INSERT NAME OF PRIVATE ORGANIZATION), (DATE OF REQUEST MEMORANDUM), Golf Tournament Fund-Raiser Request

FSS/FSCL

MEMORANDUM FOR  374 AW/JA

The requested date and time for the golf tournament is/is not available.  The requestor has been briefed on all applicable requirements.  The point of contact is Robert Icban at DSN 224-3426.



_______//Signed/initials/date//___________




(NAME and TITLE)

2nd Ind, to (INSERT NAME OF PRIVATE ORGANIZATION), (DATE OF REQUEST MEMORANDUM), Golf Tournament Fund-Raiser Request

374 AW/JA

MEMORANDUM FOR  374 MSG/CC
Recommend approval/disapproval of this golf tournament fund-raiser request.  Any specific recommendation(s) or guidance is attached, when applicable.







__________________________________________






JA REPRESENTATIVE SIGNATURE BLOCK
3rd Ind, to (name of Private organization), (date of request memorandum), Golf Tournament Fund-Raiser Request

374 MSG/CC
MEMORANDUM FOR  374 FSS/FSRPO

This golf tournament fundraiser request is approved / disapproved.







______________________________________
Joseph A Ericson, Jr, Major, USAF
Commander
374th Force Support Squadron

