	
	Checklist for Planning a Successful Event/Fundraiser

**Start this process at least 2 months prior 
to date of event**
	
√

	1
	Contact SMC/JA to make sure the event is in compliance with all guidance and instructions (ie: AFI 36-3101-Fundraising with the Air Force, AFI 34-223-Private Organizations (PO) Program and Joint Ethics Regulation-DoD 5500.7-R).  If guest speakers are invited, clear with JA to ensure they are not on the predatory list.  Need to submit package detailing intent and allow for a minimum 72 hour turnaround.  Located in bldg 271, 1st floor, (310) 653-3084.
	

	
	**Once the idea is cleared through JA, proceed 
with the following**
	

	2
	If having any kind of fundraiser, download the fundraiser form from www.laafbservices.com – click in “Private Organizations” (PO) on left menu bar or use copy provided

  **please read the instructions in its entirety before proceeding
	

	2a
	Fill out form completely – please call 61 Force Support Squadron  PO monitor if there are any questions at 
(310) 653-5668
	

	2b
	Coordinate with facility used in box A – if in lobby of bldg 272, have bldg manager initial.  This implies use of lobby is permitted during timeframe requested
	

	2c
	If your fundraiser involves any type of food or beverage, you must coordinate with Public Health in box B – medical bldg
	

	2d
	Next is legal’s coordination, box B or C depending on whether you have food/beverages involved.  Drop off fundraiser packet with legal, bldg 271, 1st floor.  They have 72 hours to turn around
	

	2e
	After legal approves fundraiser, submit to PO monitor, bldg 272, 4th floor.  The packet is then reviewed by the 61 FSS Director and forwarded to the 61 MSG Commander.  The MSG/CC will sign to approve the fundraiser
	

	2f
	Once all signatures have been obtained, PO monitor receives the packet and will email a copy of the approval to action officer
	


	3
	Contact AAFES or DeCA if use of their parking lot is required for your event/fundraiser.  They can be reached at either 
(310) 414-9404 (AAFES) or (310) 414-9001 (DeCA).  Otherwise contact CELS at (310) 653-6834 for parking issues or questions.  This should be done at least 2 weeks prior to event.  
	

	4
	Obtain tables, chairs and canopies from CELS if it is an official function.
	

	5
	Outdoor Recreation is a great resource for tables, chairs, grills, canopies, dunk tank, etc for fundraisers or unofficial functions.  Located in bldg 228, at (310) 653-6852/6853.
	

	6
	For location, be sure to obtain approval from facility manager (SMC/DSX for Schriever Courtyard, Mr. Stanley Moran for bldgs 270 and 272, Mr. Javonivic Dragan for bldg 271, Mr. Ver DeVera for Fitness Center/BBQ area and Ms. Stella Harrell for either the Community Center or Pool picnic area at Ft. Mac).
	

	7
	Contact the Communications Squadron for audio/visual needs.
	

	8
	Submit names of guests to Security Forces Squadron one week prior to event.
	

	9
	Advertising for event can now be done
	

	9a
	Only official functions warrant the use of government resources for advertising.  All other advertising must be funded with organization resources (ie: fliers, posters, etc). 
	

	9b
	Call Public Affairs for acceptable sign/poster placement.  They can be reached at (310) 653-1131.
	

	9c
	Force Support Squadron can provide limited advertising for a fee.  Contact the marketing office at 
(310) 653-5877.
	


Event Planning Checklist
Page 1

