REQUEST TO CONDUCT FUNDRAISER
ORGANIZATION NAME _______________________________________________________
POC (e-mail and phone number)___________________________________________________

Date of request _________________________________________________________________
Date of proposed activity _________________________________________________________
(NOTE:  Proposed activity should be at least 12 days after 460 MSG/CC approves fundraiser.)

1.  Describe, in detail, what fundraising activity your organization proposes to engage in on Buckley AFB.

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________
2.  Are you proposing to conduct your fundraiser during the Combined Federal Campaign or the Air Force Assistance Fund fundraising campaign?  _________________

3.  Have you completed the 460 SW IMT 8?  _________
4.  Have you arranged to coordinate your IMT 8 through all affected OPRs, 460 SW/SE, and 460 SW/JA, in that order, before submitting your request to 460 MSG/CC?  ______ 

(460SWI 90-101, para. 2)
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5.  If you are planning to sell or serve food, have you contacted the 460th Medical Support Group Public Health Office (460 MDG/SGPM) for proper food-handling procedures?  _______
6.  Does your organization have gross annual revenues of > $5,000?  If so, how much? _______
7.  Has your organization’s current assets (including cash, inventories, receivables, and investments) exceeded a monthly average of $1,000 over a 3-month period?  ________

If so, have you registered your organization as a private organization with 460 MSG (Services Division)?  __________________

IF YOU ARE A PRIVATE ORGANIZATION (RECOMMENDED for “unofficial activities”):

8.  Has your organization obtained insurance for your proposed activity?  ______

8a.  If not, has your PO obtained a (legally-reviewed) waiver of insurance from 460 MSG/CC?  _______
8b.  Have you informed your members that each member could be held jointly and severally liable for your organization’s liabilities (including lawsuits)? _____
8c.  Have you documented each member’s understanding of this potential liability? ____
9.  Are you using a letter to solicit funds off-base? _____  If so:
9a.  Does your letter have any of the following prohibited information in its title or letterhead?  __________
-The name or seal of the Department of Defense or the acronym “DoD”
-The name, abbreviation, or seal of any DoD component or instrumentality
-The seal, insignia, or other identifying device of Buckley Air Force Base
-Any other name, abbreviation, seal, logo, insignia, or the like, used by any DoD component to identify any of its programs, locations, or activities

9b.  Have you prominently displayed the following disclaimer on all print and electronic media?  ___________
“This is a private organization.  It is not a part of the Department of Defense or any of its components and it has no governmental status.”

9c.  Does your organization propose to publicly recognize donors (prohibited)?  ______

9d.  Is your organization making it appear that Buckley AFB is endorsing or giving special treatment to the donors/givers involved (prohibited)? __________

10.  Are you proposing to engage in activities that duplicate or compete with activities of the Army and Air Force Exchange Services (AAFES) or Services NAFIs?  _____________

11.  INCLUDING THIS ACTIVITY, how many fundraisers will your organization have conducted within THIS calendar quarter (Jan-Mar, Apr-Jun, Jul-Sep, Oct-Dec)?  (Limit of two (2) fundraisers per calendar quarter) ____________

12.  POs and unofficial organizations may not sell or serve alcoholic beverages.  Is your organization proposing to sell or serve alcoholic beverages?  ________

13.  Are personnel who will be participating in activities doing so in their personal capacities, off-duty and out of uniform?  _________

14.  Where on base do you propose to conduct your fundraising?  


Is your organization an:

_____ Internal organization that is fundraising at the workplace*?  (Examples:  a squadron special event or benefit food sale for a unit holiday party or a collection to assist fellow employees in need)  

_____ Internal organization that is fundraising away from the workplace*?  (Examples:  special events/benefits conducted by private, social, or professional organizations associated with the installation and composed primarily of DoD employees; Buckley Spouses Group, organization booster clubs, CGOC/CGOA, NCOA)

_____ External private voluntary organization that is fundraising away from the workplace*?  (Private, nonprofit, tax-exempt, charitable organizations that provide specific health, welfare, or recreational service functions.  For example, the use of “poppies” by veterans’ organizations, or food or toy collections from boxes on base.  They are self-governing organizations financed primarily by contributions from the general public and do not receive appropriated funds from DoD.  This term describes agencies receiving money from the annual CFC.)
*The term “away from the workplace” ordinarily includes facilities such as the BX and Commissary, community centers and recreational facilities, and residential quarters.
15.  If you are raising money, where will the money go once it is raised?

____________________________________________________________________________________________________________________________________________________________

15a.  Are only DoD members involved in your fundraising effort? _______
15b.  Do raised funds exclusively benefit DoD members?  ______
16.  Will your organization furnish its own equipment, supplies, and other materials? ______
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