MEMORANDUM FOR 5 FSS/CD



FROM:

SUBJECT:  Request for Fundraiser

1.  The ____________________________________________________ requests permission to conduct a    

                   (Private Organization/Unofficial Activity/Organization)

_______________________________________________________________ on ________________________

             (Type Fundraiser:  Food Sale, Car Wash, Tournament, etc)                                             (Date)

from ________________________, at ___________________________________________________________.

                         (Hours)                                                        (Exact location:  bldg, room #, etc.)

We have coordinated location of fundraiser with _____________________________________________.

                                                                                                        (Name/Organization)

We will raise money in the following manner:  ________________________________​​​​_______________

_____________________________________________________________________________________.

Proceeds of this fundraiser will go toward:  __________________________________________________.

Prizes to be given away include (worth, description, etc):  ____________________________________.

Necessary supplies used will be paid for and provided by:  ___________________________________.

Our organization does/does not receive funds from the Combined Federal Campaign.                                                                                    

2.  POC for this event is:  ______________________________________.

                                                             (Name/Phone)

3.  My signature below attests that I understand and agree to the following:  military personnel working or advertising the fundraiser must be in an off duty or leave status and may not be in uniform.  No one involved with the fundraiser will either seek or imply any federal endorsement and no government resources will be used to include government letterhead.  Items purchased from the Commissary or the Exchange will not be re-sold and fundraiser cannot compete with the Commissary, the Exchange, or 5th Force Support Squadron facilities.  I further understand alcohol cannot be sold.  I’m aware no advertising can be conducted until the fundraiser is approved and I must have approval on hand during the fundraiser.  Advertising may not be conducted via e-mail.  In addition, I understand fundraisers involving food sales require food handlers training available from 5 MDG and a copy of their coordination is attached.  Further, I understand that we are subject to state and local laws.  I will ensure the fundraiser is conducted in accordance with AFI 34-223 Private Organizations (PO), AFI 36-3101 Fundraising in the Air Force, and the Joint Ethics regulation.   

______________________________________________________


                                                  
Private Organization/Unit POC Printed Name/Signature/Phone No.



TALKING PAPER

ON

FUNDRAISERS

-
Administrative Process

--
Request must be submitted to 5 FSS/CD on form letter available at 5 FSS or on the web page at 5thforcesupport.com/More Information/Fundraiser Letter 
---
 Form letter must be signed by a member of the Private Organization (POs); if not a PO,  

 it must be signed by the individual responsible for overseeing the fundraiser

--  Allow 2 weeks for request to be processed; a legal review is required before 5 FSS or 5 MSG 

     can approve request

     ---  FSS approves routine fundraisers such as car washes and food sales; uncommon type 

 fundraisers must be approved by MSG/CC
- Policy

--
Only two fundraisers may be held per quarter for a total of eight per year; fundraisers are limited to a one-week duration

--
Military personnel working or advertising fundraiser must be in an off duty or leave status and must not be in uniform; they cannot seek or imply federal endorsement or use government resources

--
Advertising cannot be done until fundraiser is approved and approval must be on hand during event; advertising may not be done via e-mail
--
Items purchased from the Commissary or the Exchange cannot be re-sold

--
Alcoholic beverages cannot be sold per AFI 34-219, Alcoholic Beverage Program, para 2.3.

--
If fundraiser involves food, POs/Activities must obtain food handlers training from Public Health (723-5204) and attach a copy of their training to the form letter

--
Fundraiser cannot compete with the Commissary, the Exchange, or 5th Force Support Squadron facilities

--
Fundraiser may or may not be approved, pending legal review, during the Combined Federal Campaign (CFC) or Air Force Assistance Fund campaign


---
 Fundraisers by POs that receive funds from the CFC may or may not be approved 

-- Fundraisers are subject to state and local laws
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TEMPORARY FOOD HANDLER TRAINING

(To be filled out at Public Health)

I certify that on _________________ a representative from _______________________ obtained Temporary Food Handler’s Training by the 5 MDG Public Health Flight.  

__________________________________________

5 MDG Public Health 

Date/time of event: ______________________

Food items being sold/served include: 

______________________________________________________________________________

______________________________________________________________________________
I will ensure that the guidelines established by the 5 MDG Public Health Flight concerning the above food items are properly implemented. I received temporary food handler’s training and understand my responsibilities in preventing foodborne illness. 

_______________________________________ Contact number: ___________________

Name of Representative

(print and sign)

