SAMPLE LETTER REQUESTING APPROVAL TO

OPERATE AS A PRIVATE ORGANIZATION

                                             Private Organization Letterhead                                   Date

MEMORANDUM FOR Commander, U.S. Army Garrison Stuttgart, Attn: D, FMWR, FMD, Private Organization Coordinator, Unit 30401, APO AE 09107-0401
SUBJECT:  Request for Approval to Operate as a Private Organization (PO)

1.
The (name of the PO) requests approval to operate as a PO in U.S. Army Garrison Stuttgart as authorized by AR 210-22 and AE Reg 210-22. The required documentation is as follows:

     a.
Two copies of the (name of the PO) constitution and bylaws (encl 1). The constitution and bylaws set forth the purpose(s) and activities of the PO. They are as follows: (List the primary purpose(s) and activities of the PO)
     b.
A list of officers of the (name of the PO) to include their complete addresses, telephone numbers, and e-mail addresses (encl 2).

     c.
Proof of insurance and bonding (encl 3).
     d.
A copy of any insurance policy covering the PO’s activities, or a statement from a parent organization indicating that its policy covers the local organization (encl 4).

2.
The (name of the PO) is aware of the DoD and IMCOM-Europe policies on equal opportunity and will adhere to and enforce these policies.

3.
Upon approval, the location and types of on-post bank accounts and the account numbers will be submitted to the approval authority.

4.
POC is the undersigned at (President’s information).

4 encl                                                       PO President's Signature
                                                                Name of the PO

