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MEMORANDUM FOR ALL 27 SOW SQUADRON COMMANDERS
FROM: 27 SOFSS/CC
SUBJECT: Private Organization (PO) and Unofficial Activity (UA), Fundraiser Request Procedures
1. As Cannon AFB fulfills its mission and goals, the submission of required documentation for the Private
Organization program is important as. As such, it is imperative that units follow AFI 34-223, Private
Organization Program, guidance and procedures for establishing and operating POs/UAs.
2. To ensure fundraisers are approved on time, POs/UAs must submit and route packages correctly. The
package must include a 27 SOFSS Form 1, Fundraiser Request Form, and a Legal Review Checklist. Packages
must be completed electronically by an elected officer and forwarded to the PO box (27 SOFSS/FSR NAF
Accounting) at least two weeks prior to the event. This allows time for corrections/advertisement.
Advertisement is prohibited until the request is formally approved; government email advertisement is
specifically prohibited.
3. The PO Guide is available on the Force Support Squadron webpage http://www.cannonforce.com and
contains detailed information useful to POs and UAs. POs must be thoroughly familiar with these policies and
are responsible for the documents that must be current at all times; non-compliance/missing paperwork will
result in requests being disapproved. Violating any rules regarding the process will result in a verbal warning
for the first violation, a written warning for the second, a 6 month probation for the third, and a 1 year
suspension following the fourth violation. Required documents and their frequency are:
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2UJDQL]DWLRQVWDEGRQRWXVHROGHUYHUVLRQV6LJQGRFXPHQWVXVLQJ\RXU&$&FDUGVLJQDWXUHEORFN.HHSDOO
GRFXPHQWVLQ0LFURVRIW:RUGIRUPDWKDUGFRS\VLJQDWXUHVVFDQQHG3')ILOHVDUHQRWDFFHSWHG
 ,I\RXKDYHDQ\TXHVWLRQVUHJDUGLQJ32VRU8$VSOHDVHFRQWDFWWKH3ULYDWH2UJDQL]DWLRQ0RQLWRU$QQH
'DYLVDW

STONE.MICHAE
L.T.1163236407

Digitally signed by
STONE.MICHAEL.T.1163236407
Date: 2018.08.21 08:13:48 -06'00'

MICHAEL T. STONE, Lt Col, USAF
Commander

