PROCEDURES TO REGISTER AS A PRIVATE ORGANIZATION

1.  Visit http://www.yokotasupport.com/page.php?143 and review all documents found under “file downloads”.

2.  Submit a memorandum requesting approval to become a private organization.  The memorandum should state the purpose and contributions your organization will make to the Yokota Community.   Your memorandum will have the following attachments:

· Constitution & Bylaws (if Bylaws are required) 
· Officer Listing
· Membership Breakdown 
· Membership Listing (a list of all members – no format on line)
· Proposed budget for current fiscal year
3.  Submit all documents listed above in hard and soft copy format.
4.  The Private Organizations Coordinator will route the all documents through 374 AW/JA for review and approval.  Upon approval by JA, all documents will be forwarded to 374 MSG/DD for review and final approval.  The constitution and bylaws are effective upon signature by the Deputy Director for Installation Support, 374 Mission Support Group.
5.  Upon approval, the PO Coordinator will notify the Private Organization. 
6.  The PO Officers are responsible for attending mandatory training within 15 days of approval.
7.  374 FSS/FSRPO will provide the PO a bank letter authorizing a primary PO board officer to open an account.  The primary bank holder can add and delete other members as required.  These changes are made directly with the bank.
8.  374 FSS/FSRPO is responsible for the management of all Private Organizations on Yokota AB.  All requests, updates, questions (constitutions, insurance waiver requests, fundraising request, etc.) must be directed to the Private Organizations Coordinator.  The Private Organization Coordinator’s Office is at Bldg 316 and can be reached at 225-8625.

9.  POs have a mail distribution folder at Bldg 316, ground floor in the FSS/FSRPO Office.  POs can check their mail folder between 0800 and 1630 hours, Monday – Friday.
