FUNDRAISING GUIDE

DEFINITION/AUTHORITY

- This guide contains information and sample documents for Private Organizations (POs) and Units (i.e., unofficial activities/organizations/social funds that aren’t required to establish a PO) concerning fundraising within the Air Force.

- The 62 SVS/CC is the installation commander’s designated authority for all fundraising activities on McChord AFB.

- AFI 36-3101, Fundraising Within The Air Force, and AFI 34-223, Private Organizations Program, and MAJCOM and/or BASE Supplements are the governing policy instructions for all fundraising activities at McChord AFB.

- There are three centralized locations ideal for sales of items:  the entrances to the Base Exchange (BX) and Commissary, and the Chapel Annex.  See specific instructions outlined below.

ACTIONS FOR APPROVAL/DISAPPROVAL

- Submit requests for fundraisers on McChord AFB to 62 SVS/CC, at least 30 days in advance of the planned fundraiser.  Sample of submission letter is provided below.
- If the request is for a large or unusual fundraising activity, then submit to 62 SVS/CC at least 60 days in advance, to allow for proper legal review.

- POs and units may be authorized to engage in “occasional sales for fundraising purposes like bake sales, dances, or similar occasional functions”.

- Air Force and civilian personnel may only participate in fund raisers when officially off-duty.
-  There are only two authorized car wash locations on base.  Primary:  446th Aeromedical Staging Facility parking lot, north side, building 691.  Units will coordinate use of this area for car washes with 446 MDG, 2-3932 to prevent conflicts with training activities and UTA weekends at this location.  Alternate: Building 560, Child Development Center (CDC), pull-through driveway.  Units may use this location on weekends (except when CDC activities are planned) and after 1830 hours on weekdays.  Units will coordinate with the CDC Director, 

2-4166. 
- Use Attachment 1 to make your request for a fundraiser.

- Remember each request is reviewed on a case-by-case basis.  If you do not receive a response within 24 hours of the event, you need to make arrangements to reschedule your fundraiser.
PROHIBITED FUNDRAISING ACTIONS

- Food sales must receive Public Health (62 MDOS/SGOAM) approval.  The following locations are suggested:  entrance to the BX, entrance to the Commissary, and the Chapel Annex. The BX and Commissary managers restrict fundraising activities.  The BX manager only permits sales on a case-by-case basis (for example, bake sales, Girl Scout cookie sales, etc.)  The Commissary manager only permits fundraisers approved by the 62d Services Squadron Commander.  Remember, approval from the appropriate facility manager must be obtained in advance.

 - POs and units may not conduct office-to-office fundraising.

- Air Force members may not engage in fundraising activities while on duty.

- Air Force members must not be in uniform, even during lunch hour fundraising.

- POs and units may not engage in frequent or continuous resale activities (2 events per/quarter).

- POs and units cannot engage in fundraising activities that duplicate or compete with Services activities, Army and Air Force Exchange Service (AAFES), or Nonappropriated Fund Instrumentality.

- POs and units may not sell alcoholic beverages.

- Air Force organizations cannot solicit funds, donations, prizes, or awards from commercial establishments.

QUESTIONS/ASSISTANCE FOR FUNDRAISING

- If you have questions on a proposed fundraising activity, refer to AFI 36-3101 and AFI 34-223.  If you still have questions or need assistance, contact 62 SVS/SVS at 982-2626.
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SAMPLE FUNDRAISING REQUEST

(Date)


MEMORANDUM FOR 62 SVS/CC

FROM:  (Your Unit)

SUBJECT:  Request for Fundraising Event

Request approval to conduct a fundraising event.  The following information is provided in support of this request.


a.  Name of Private Organization / Unofficial Activity:  











a.  Nature of Event:  (Bake sale, car wash, etc.)

b.  Location of Event:  (Don’t forget to coordinate with the location’s POC for use of the facility.)

c.  Date of Event:  _______________________


d.  Project Officer of Fundraiser and Telephone Number:  








/




e.  Include a short description of how the fundraiser will be conducted.  The following questions must be answered (unless they do not apply): who will participate in the fundraiser; what items will be sold; what time will the event occur; how the funds raised will be used; where will any necessary equipment come from; what will happen to any items that do not get sold; how will donations (i.e., of items to sell) be collected; who will be responsible for set-up and clean-up; and how will safety and traffic issues be handled.



























/


























Signature of Point of Contact/Unit Commander

NOTE:  If you plan on preparing and (or) selling food, you must have the following first endorsement on your letter prior to sending to 62 SVS/CC for approval.  If no food is involved, skip to the second endorsement (from 62 SVS/CC to your unit) and call it the first endorsement.
(Date)



1st Ind., 62 MDOS/SGOAM

MEMORANDUM FOR 62 SVS/CC

Approved/Disapproved.




















Signature of Public Health

(Date)



2nd Ind., 62 SVS/CC

MEMORANDUM FOR (YOUR UNIT)

Approved/Disapproved.




















Commander, 62d Services Squadron
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