SAMPLE LETTER REQUESTING USE OF A
FACILITY FOR A FUNDRAISING EVENT

                                               Private Organization Letterhead                                    Date
MEMORANDUM THRU (Facility Name, Facility Manager’s Name)
MEMORANDUM FOR Commander, U.S. Army Garrison Stuttgart, Attn: D, FMWR, Private Organizations Coordinator, Unit 30401, APO AE 09107-0401

SUBJECT:  Request for Use of Army Real Property
1.  The (name of PO) requests the use of (the name of the facility and/or specific area, building number, room number, etc.) during the period (dates and times). The (name of the facility) will be used to conduct a (the name of the event)..
2.  The (name of PO) understands that coordination with the facility manager does not constitute approval of the PO’s event or the use of the real property.  Coordination assures the Garrison Commander that the facility manager can support your request.  Further, (name of PO) will not start advertising this event until SHS PTO (enter PO Name) receives Garrison Commander approval.
3.  (Enter PO name) agrees to enter into a license agreement with the Garrison Commander prior to utilizing Army real property.
4.   POC is (___________) at (__________).
______________________________________

PO Officer’s Name
Title in PO






         
Name of the PO
Facility Manager Certification:

The support does not interfere with the performance of official duties and would in no way detract from readiness. ______ (Facility Manager initial)

The facility is able and willing to provide the same support to comparable events that meet the criteria of the Joint Ethics Regulation and are sponsored by other similar non-Federal entities ______. (Facility Manager initial)

The items the (enter PO name) are selling does not create a conflict nor are they considered in competition to products sold at this facility. _________ (Facility Manager initial)

_________________________________

Facility Manager’s Name (Print)


       

_________________________________          _______________

Facility Manager’s Signature                                     Date
