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MCINCR-MCBQO 5760.3B 

SAMPLE LETTER - REQUEST TO ESTABLISH OPERATIONS AS A NON-FEDERAL 

ENTITY ABOARD MCINCR-MCBQ 

Date: 

From: (Non-federal entity) 

To: Commander, Marine Corps Installation National Capital 

Region-Marine Corps Base Quantico (B 09), 

3250 Catlin Avenue, Quantico, VA 22134-5001 

Subj: REQUEST TO OPERATE AS A NON-FEDERAL ENTITY ABOARD 

Marine Corps Installations National Capital 

Region - Marine Corps Base Quantico 

Ref: (a) MCBO 5760. 3B

Encl: (1) Proposed Constitution or Bylaws

(2) Proof of Incorporation

1. In accordance with the reference, (name of organization)

requests authority to operate as a non-federal entity aboard

Marine Corps Installations National Capital Region - Marine

Corps Base Quantico (MCINCR-MCBQ).

2. The purpose of the activity is as follows: (Describe

briefly) .

3. The following elected officials of the organization may be

contacted:

President: (Name) (Personal Phone Number & Email Address) 

Vice President: (Name) (Personal Phone Number & Email Address) 

Secretary: (Name) (Personal Phone Number & Email Address) 

Treasurer: (Name) (Personal Phone Number & Email Address) 

Note: Government Work Phone Numbers or Emails will not be 

accepted. 

4. The primary point of contact for the organization is

(Elected Official).

Enclosure (1) 
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5. The number of members of the organization: (Identify all
non-DoD related civilians by number and percentage of total
membership) .

DoD Military: 
- -- - ------

Do D Civilians: 
---------

Non -DOD Members: 
- -------

Tot al: 
-------- - --- --

6. I understand that, if applicable, in addition to permission
to operate, my organization will be required to obtain a license
from NAVFAC prior to use of Government property.

7. I understand, if applicable, that unless and until
appropriate authorization is obtained from the Naval Facilities

Engineering Command (NAVFAC) that no real property on MCINCR
MCBQ may be occupied by our organization. The following
facilities and services are requested. (Describe all
requirements for use of Government land or buildings.)

8. The organization has designated (POC Name, Personal

Phone Number & Email Address) responsible for Government
Assets.

9. If applicable, the organization is responsible for
the following Government Assets: (Provide a list of
assets if the organization has any).

10. The organization has designated (POC Name, Personal

Phone Number & Email Address) as its Safety Officer and
will organize and maintain a safety program to provide

corrective action and abatement of hazards.

11. I verify that each member of (name of organization)
and all guests participating in any organization activity
have signed a waiver of liability and assumption of risk
agreement, and will make it available to MCINCR-MCBQ for
review upon request.

12. The URL for the organization's website, if applicable.

13. Enclosures (1) and (2) are forwarded for review and
approval.

Enclosure (1) 

2



MCINCR-MCBQO 5760.3B 

14. I understand that if this request is approved adequate
insurance will need to be secured by the organization, unless
specifically waived by the Commander, MCINCR-MCBQ.

15. I understand that there may be costs and fees
associated with establishing operations on MCINCR-MCBQ
including reimbursement for utilities.

16. I understand and agree that the Commander, MCINCR-MCBQ,
may revoke permission to establish and/or conduct operations
at any time and that NAVFAC may also terminate permission for
my organization to use Federal property, subject to the terms
of its real estate agreement.

Signature 

(Authorized representative) 

Enclosure (1) 
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NON-FEDERAL ENTITY CHECKLIST FOR REQUIRED DOCUMENTATION 

ORGANIZATION: 

DATE 

WRITTEN REQUEST FOR RECERTIFICATION 

CURRENT CONSTITUTION/BY LAWS (IF UPDATED) 

ARTICLES OF INCORPORATION 

LIST OF OFFICERS (NAME, HOME PHONE AND PERSONAL EMAIL ADDRESS) 

AND PRIMARY POINT OF CONTACT. 

SAFETY OFFICER DESIGNATION LETTER AND CONTACT INFORMATION. 

ANNUAL AUDIT REPORT (SIGNED BY AUDIT BOARD) 

STATEMENT THAT MEMBERSHIP ANALYSIS IN REFERENCE TO THIS 

ORDER HAS BEEN CONDUCTED. 

MEETING MINUTES/NEWSLETTER - (PROVIDED MONTHLY IF APPLICABLE)

PERSON RESPONSIBLE FOR THE NON-FEDERAL ENTITY ASSETS DESIGNATED 

IN WRITING 

INVENTORY OF GOVERNMENT ASSETS (IF ORGANIZATION HAS ANY) 

PROOF OF INSURANCE 

STATEMENT VERIFYING THAT EACH MEMBER OF THE NON-FEDERAL ENTITY 
HAS SIGNED A WAIVER OF LIABILITY AND AGREEMENT TO INDEMNIFY AND 

AVAILABLE FOR REVIEW BY MCINCR-MCBQ 

HOLD HARMLESS AGREEMENT (Youth organizations only) 

WEBSITE ADDRESS (IF ORGANIZATION HAS ONE) 

M = MISSING 

R = REVIEW NECESSARY 

N/A = NOT APPLICABLE 

* = DOCUMENT RECEIVED

ENCLOSURE (2) 
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SAMPLE CONSTITUTION OR BYLAWS 

BYLAWS OF THE 

ARTICLE I. Organization Name 

The name of this organization shall be 

- ------ -

. ARTICLE II. Organization Objective 

The objective of this organization shall be to 

ARTICLE III. 

and to etc. 

Members 

OF 

Section 1. The membership of this organization shall be 
limited to /be open to 

--- - --

to 

Section 2. No person shall be discriminated against because of 
race color, creed, sex, age, disability, or national origin, or 
otherwise subjected to unlawful discrimination. 

Section 3. Any shall be eligible for 
membership. (Civilian membership may not be extended beyond the 
general vicinity of Quantico, VA.) 

Section 4. The initiation fee shall be dollars, 
dollars, payable in 

each year. The Treasurer 
in arrears and those whose 

and/or the annual dues shall be 
of advance on or before 

shall notify members 
dues are not paid within 

months 

thereafter shall be 
automatically dropped from membership in the organization. 

Section 5. Any member desiring to resign shall submit their 
resignation in writing to the corresponding secretary, who 
shall present it to the Executive Board for action. No 
member's resignation shall be accepted until the member's dues 
are paid. 

ARTICLE IV. Organization Officers 

Section 1. The officers of the organization shall be a 
President, a First Vice-President, a Secretary, a Treasurer, 
and Directors (minimum). These officers shall perform the 
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duties prescribed by these bylaws and by the parliamentary 
authority adopted by the organization. 

Section 2. At the regular meeting held on the (day) of 
(month), a Nominating Committee of members shall be elected by 

the Organization shall be elected by the organization. It 

shall be the duty of this committee to nominate candidates for 
the offices to be filled at the annual meeting in 

The Nominating Committee shall report at the regular meeting in 
Before the election at the annual meeting in 

, additional nominations from the floor shall be permitted. 
---

Section 3. The officers shall be elected by the membership 
to serve for 1 year or until their successors are elected, 
and their term of office shall begin at the close of the 
annual meeting at which they are elected. 

Section 4. No member shall hold more than one office at a 
time, and no member shall be eligible to serve more than two 
consecutive terms in the same office. 

ARTICLE V. Meetings 

Section 1. The regular meetings shall be held on the (day) 
of each month/quarter unless otherwise ordered by the 
organization or by the Executive Board. 

Section 2. The regular meeting on the (day) in (month) 
shall be known as the annual meeting and shall be for the purpose 
of electing officers, receiving reports of officers and 
committees, and for any other business that may arise. 

Section 3. Special meetings can be called by the President 
or by the Executive Board and shall be called upon by the 
written request of 10 members of the organization. The 
purpose of the meeting shall be stated in the call. Except 
in cases of an emergency, at least 3 days' notice shall be 
given. 

Section 4. membership of the 
organization shall constitute a quorum. 

Enclosure (3) 
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ARTICLE VI. The Executive Board 

Section 1. The officers of the organization, including the 
Directors, shall constitute the Executive Board. 

Section 2. The Executive Board shall have general supervision of 
affairs between its business meetings, fix the hour and place of 
meetings, make recommendations to the organization, and shall 
perform such other duties as are specified in these bylaws. The 
Board shall be subject to the orders of the organization, and 
none of its acts shall conflict with action taken by the 
organization. 

Section 3. Unless otherwise ordered by the Board, regular 
meetings of the Executive Board shall be held on the 

(day) of (month) Special meetings of the Board can be 
called by the President and shall be called by the President and 
the President and shall be called by the President and shall be 
called upon by the written request of three members of the Board. 

ARTICLE VII. Committees 

Section 1. A Committee composed of the (officer) and 
other members shall be appointed by the President promptly after 
each annual meeting. It shall be the duty of this committee to 
prepare a for the fiscal year beginning the first day 
of , and to submit it to the organization at its 
regular meeting in The 
Committee can from time to time submit a supplement to the 

for the current fiscal year. 

Section 2. Such other committees, standing or special, shall be 
appointed by the President or the Executive Board shall from time 
to time deem necessary to carry on the work of the organization.· 
The President shall be ex officio as a member of all committees 
except the Nominating Committee. 

ARTICLE VIII. Parliamentary Authority 

The rules contained in the current edition of Robert's Rules 
of Order Newly Revised shall govern the organization in all 
cases to which they are applicable, and in which they are not 
inconsistent with these bylaws, and any special rules of order 
the organization may adopt. 

Enclosure (3) 
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ARTICLE IX. Amendment of Bylaws 

These bylaws can be amended at any regular meeting of the 

Society by a two-thirds vote of the total membership, provided 

that the amendment has been submitted in writing at the 

previous regular meeting. 

Enclosure (3) 
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WAIVER OF LIABILITY 

for 

MCINCR-MCBQO 5760.3B 

PARTICIPATION IN NON-FEDERAL ENTITY ACTIVITIES 

aboard 

MARINE CORPS INSTALLATION 

NATIONAL CAPTIAL REGION 
MARINE CORPS BASE, QUANTICO, VIRGINIA 

I am about to observe or participate in activities to be 
conducted under the direction of the [Name of non-federal 
entity], hereinafter the "Organization", on Marine Corps 
Installation National Capital Region-Marine Corps Base, 
Quantico (MCINCR-MCBQ) during the following dates and times: 
[Use the dates and times indicated in the non-federal entity's 

Memorandum of Agreement, Memorandum of Understanding, or real 
estate agreement (e.g., license)]. I understand that the 
organization is a non-federal entity and is not a Federal 
Government entity. I understand that the organization is 
operating and conducting events on MCINCR-MCBQ by permission 
of the Federal Government subject to certain terms and 
conditions. I understand that my observation and/or 
participation in the activities of organization will involve 
access to MCINCR-MCBQ, an active military base which consists 
of Marine Corps Base ranges and training areas. 

I understand the following three cautions with regard to 
MCINCR-MCBQ: 

1. All ranges and training areas, including recreational
fields, are designed for and used by the Marine Corps for
training its personnel in the deadly art of individual and
unit combat.

2. Ranges and training areas have been subject to countless
training exercises that may well have involved the use of
ammunition and placement of manmade or natural obstacles
which, if triggered or encountered by or during physical
presence on the ranges/training areas, could result in serious
bodily injury or death to me.

3. Range and training area conditions are often aggravated
by the weather such that extreme heat, humidity, cold, wind,
or wet will increase the likelihood of physical danger and
exposure to serious bodily injury, sickness, accident, or
death.
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MCINCR-MCBQO 5760.3B 

I understand that certain activities may cause injuries 
associated with physical fitness training like muscle sprains 
or strains, tendon pulls, dislocation of joints, broken 
bones, and injuries associated with physical contact with 
other participants, and injuries from playing conditions, to 
include field conditions and the inherent dangers associated 
with environmental conditions. 

I further understand that the organization will provide the 
following events or activities and I voluntarily assume the 
specific risks associated with observing or participating in 
these events or activities: 

[Include the following language if activities are water-related: 

Water-related activities: 

I understand that water-related activities involve accepting 
inherent risks including, but not limited to, electrocution, the 
possibility of drowning or near drowning, the unpredictability of 
weather and water conditions, the risk of injury resulting from 
being in and around a watercraft and/or a swimming pool, and 
injuries resulting from tripping, slipping or falling over 
obstacles (both seen and unseen) in and around the water. In 

addition, I understand that the injuries sustained from engaging 
in water-related activities could be serious or result in death. 
I acknowledge that water-related activities are high-risk and 
that engaging in these activities is inherently dangerous and 
could result in property damage as well as serious bodily injury 
or death to me or others. 

In spite of my full knowledge of the risks involved in 
observing and/or participating in the organization's 
activities and, in consideration of the privilege to 
participate in the organization's activities to be held aboard 
MCINCR-MCBQ, I do hereby freely and voluntarily, and intending 
to be legally bound, accept all risks associated with these 
activities and waive any and all rights to any claims or 
demands or any other actions whatsoever, including those 
attributable to negligence for damages due to accident, 
injury, or my death resulting from observation and/or 
participation in any of the organization's activities, for me, 
my spouse, my parents or guardians, my heirs, executors, 
administrators, or legal representatives of my estate, or 
anyone else on my behalf, w�ich I may have against any of the 
following: the United States of America, the Department of 
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Defense, the Department of the Navy, the United States Marine 
Corps, Marine Corps Combat Development 
Command, Marine Corps Base Quantico, or any and all individuals 
assigned to or employed by the United States, to include, but not 
limited to, the Secretary of the Navy, the Commandant of the 
Marine Corps, the Commanding General of the Marine Corps Combat 
Development Command, or the Commander of Marine Corps Base, 
Quantico, in both their official and personal capacities, or any 
medical personnel or their representatives, successors, and 
assigns designated thereto. 

I understand that the above language means I have abandoned 
any rights I may have or any rights anyone associated with me 
may have, through legal or friendship or family ties, to sue 
the Federal Government for any injury that I may sustain 
because of participation and/or observation in any of the 
organization's activities that result in any damage whatsoever 
to me, my property, or in my death. By signing this 
document, I acknowledge that the Federal Government, or any 
agency or employee thereof, is not liable for any injury I may 
sustain, to include death, as a result of participation in 
observation or attendance of the organization's activities. By 
signing this document, I effectively and completely assume all 
risk associated with the organization's activities. 

Lastly, I understand that should I decline to execute this 
Waiver of Liability, I will not be permitted to attend, 
observe or participate in the organization's activities or 
event(s) to be held aboard MCINCR-MCBQ. 

PLEASE READ CAREFULLY BEFORE SIGNING 

BY VIRTUE OF MY SIGNATURE, I ACKNOWLEDGE AND AGREE TO ALL 

TERMS AND CONDITIONS SET FORTH ON THIS DOCUMENT AND FURTHER 

ACKNOWLEDGE THAT I HAVE CAREFULLY READ THIS DOCUMENT IN 

WHOLE AND UNDERSTAND WHAT I AM SIGNING. 

Printed Name of Participant/Observer 

Signature of Participant/Observer Date 

Enclosure (4) 
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WAIVER OF LIABILITY 

for 

MCINCR-MCBQO 5760.3B 

PARTICIPANTS UNDER THE AGE OF 18 

IN ACTIVITIES AND OTHER EVENTS 

aboard 

MARINE CORPS BASE, QUANTICO, VIRGINIA 

We hereby request that our child, [Name of child], be permitted 

to take part in the [Name of non-federal entity], hereinafter 

the "Organization", events and activities to be held aboard 

Marine Corps Installation National Capital Region-Marine Corps 

Base, Quantico (MCINCR-MCBQ), Virginia, during the dates of 
[Insert days, month, year or, if applicable, use dates and 

times indicated in the non-federal entity's Memorandum of 
Agreement, Memorandum of Understanding, or license] under the 
direction of the organization. I understand that the 
organization is a non-federal entity and is not a Federal 
Government entity. I understand that the organization is 
operating and conducting events on MCINCR-MCBQ by permission of 
the Federal Government subject to certain terms and conditions. 
I understand that my child's observation and/or participation 
in the activities of organization will involve access to 

MCINCR-MCBQ, an active military base which consists of Marine 

Corps Base ranges and training areas. 

I understand the following three cautions with regard to 
MCICNR-MCBQ: 

1. All ranges and training areas, including recreational
fields, are designed for and used by the Marine Corps for
training its personnel in the deadly art of individual and
unit combat.

2. Ranges and training areas have been subject to countless
training exercises that may well have involved the use of
ammunition and placement of manmade or natural obstacles
which, if triggered or encountered by or during physical
presence on the ranges/training areas, could result in serious
bodily injury or death to my child.

3. Range and training area conditions are often aggravated
by the weather such that extreme heat, humidity, cold, wind,
or wet will increase the likelihood of physical danger and
exposure to serious bodily injury, sickness, accident, or
death.
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I understand that certain activities, including physical 
fitness or sport activities, may cause injuries associated with 
physical fitness training like muscle sprains or strains, 
tendon pulls, dislocation of joints, broken bones, and injuries 
associated with physical contact with other participants, and 
injuries from playing conditions, to include field conditions 
and the inherent dangers associated with environmental 
conditions. 

I further understand that the organization will provide the 
following events or activities and I voluntarily assume for me, 
and on behalf of my child, the specific risks associated with 
observing or participating in these types of events or 
activities: (Provide a description of the organization's 
activities that the child will participate in, include the 
following language if activities are water-related) 
Water-related activities: 

I understand that water-related activities involve accepting 
inherent risks including, but not limited to, electrocution, 
the possibility of drowning or near drowning, the 
unpredictability of weather and water conditions, the risk of 
injury resulting from being in and around a watercraft and/or a 
swimming pool, and injuries resulting from tripping, slipping 

or falling over obstacles (both seen and unseen) in and around 
the water. In addition, I understand that the injuries 
sustained from engaging in water-related activities could be 
serious or result in death. I acknowledge that water- related 
activities are high-risk and that engaging in these activities 
is inherently dangerous and could result in property damage as 
well as serious bodily injury or death to me or others. 

In spite of my full knowledge of the risks involved in 
allowing my child to observe and/or participate in the 
organization's activities and, in consideration of the 
privilege for my child to participate in the organization's 
activities to be held aboard MCINCR-MCBQ, I do hereby freely 
and voluntarily, and intending to be legally bound, accept all 
risks associated with these activities and waive any and all 

rights to any claims or demands or any other actions 
whatsoever, including those attributable to negligence for 
damages due to accident, injury, or death resulting from 

observation and/or participation of my child in any of the 

organization's activities, for me, my child, my spouse, my 
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heirs, executors, administrators, or legal representatives of 
me or my child's estate, or anyone else on mine or my child's 
behalf, which I or my child may have against any of the 
following: the United States of America, the Department of 
Defense, the Department of the Navy, the United States Marine 
Corps, Marine Corps Combat Development Command, Marine Corps 

Base, Quantico, or any and all individuals assigned to or 
employed by the United States, to include, but not limited to, 

the Secretary of the Navy, the Commandant of the Marine Corps, 
the Commanding General of the Marine Corps Combat Development 
Command, or the Commander of Marine Corps Base, Quantico, in 
both their official and personal capacities, or any medical 
personnel or their representatives, successors, or assigns 
designated thereto. 

I understand that the above language means I have abandoned 

any rights I may have or any rights anyone associated with me 
may have, through legal or friendship or family ties, to sue 
the Federal Government for any injury that my child may 
sustain because of participation and/or observation in any of 
the organization's activities that result in any damage 
whatsoever to my child, my child's property, or in my child's 
death. By signing this document, I acknowledge that the 
Federal Government, or any agency or employee thereof, is not 
liable for any injury I or my child may sustain, to include 
death, as a result of participation in, observation or 
attendance of the organization's activities. By signing this 
document, I effectively and completely assume all risk 
associated with the organization's activities. 

Lastly, I understand that should I decline to execute this 
Waiver of Liability, I or my child will not be permitted to 
attend, observe or participate in the organization's 
activities or event(s) to be held aboard MCINCR-MCBQ. 

Enclosure (4) 
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PLEASE READ CAREFULLY BEFORE SIGNING 

BY VIRTUE OF MY SIGNATURE, I ACKNOWLEDGE AND AGREE TO ALL 

TERMS AND CONDITIONS SET FORTH ON THIS DOCUMENT AND FURTHER 

ACKNOWLEDGE THAT I HAVE CAREFULLY READ THIS DOCUMENT IN 

WHOLE AND UNDERSTAND WHAT I AM SIGNING . 

. Signature of parent/guardian Date 

Printed Name of Mother/Father/Legal Guardian (please circle one] 

On behalf of 

Printed Name of Child 

Health Insurance Coverage (initial the 

appropriate line): We do not have health 

insurance coverage 
We gg, have health insurance coverage 

Name of Insurance Provider 

Unit Senior Representative Signature 

7

Date 

Policy# 

Date 
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AGREEMENT TO INDEMNIFY 

for 

MCINCR-MCBQO 5760.3B 

NON-FEDERAL ENTITY'S ORGNIZATION 1 S EVENTS AND ACTIVITIES 

aboard 
MARINE CORPS BASE, QUANTICO, VIRGINIA 

The signature at the bottom of this Agreement to Indemnify is a 
certification by the [Name of non-federal entity], hereinafter 
the "Organization", that every member, guest or participant 
covered by this agreement that is observing or participating in 
the activities of the organization has had his/her Waiver of 
Liability signed and, if a participant is under the age of 
eighteen (18), signed by his/her appropriate parent or legal 
guardian; and, that the organization representative has in his 
or her possession all individual participants' Waivers of 
Liability, available for inspection on demand. The 
organization understands that there are inherent risks involved 
in participation in activities aboard Marine Corps 
Installations National Capital Region-Marine Corps Base, 
Quantico (MCINCR-MCBQ), Virginia, and that injury or death 
could arise from, but is not limited to, physical contact with 
other participants, physical exertion or from playing 
conditions, to include field conditions. The organization 
understands that by signing this agreement, it expressly 
assumes any and all risks involved in the organization's 
activities held aboard MCINCR-MCBQ including, but not limited 
to, injury or death caused to participants, guests, volunteers, 
or spectators, and any damage to property. 

In consideration for the use of MCINCR-MCBQ facilities, 
including various open fields aboard MCINCR-MCBQ, for the 
conduct of the organization's activities during the period 
[days, month and year or, when applicable, the dates and times 

indicated in the non-federal entity's MOA or real estate 
agreement (e.g., license)], the organization agrees to 
indemnify the United States Government, the United States Navy, 
the United States Marine Corps, its officers, military 
personnel, employees and agents, and all agencies and 
instrumentalities thereof, against any and all claims whether 
for damage, loss, injury, or death, brought by any person, 
group, or organization, as a result of or in connection with 
the conduct of the organization's activities. 

SIGNATURE (organization's authorized representative) Date 

PRINTED NAME Phone Number 

Enclosure (4) 
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From: 

SAMPLE LETTER - REQUEST FOR RECERTIFICATION 

(Name of Non-Federal Entity) 

Date 

To: Commander, Marine Corps Installation National Capital 

Region-Marine Corps Base Quantico (MCINCR-MCBQ) (B 09), 

3250 Catlin Avenue, Quantico, VA 22134-5001 

Subj: REQUEST FOR RECERTIFICATION OF (Name of Non Federal 

Entity) 

Ref: (a) MCBO 5760.3B

Encl: (1) UPDATED DOCUMENTATION

1. The organization's purpose to operate aboard the

installation remains the same since establishment or

recertification. (If the non-federal entity's purpose has 

changed, please provide the new purpose). 

2. In accordance with the provisions contained in the

reference, I certify that [Name of non-federal entity

is active, in compliance with current regulations, and there

are no changes to the organization's Constitution and Bylaws

that have not previously been reported. (If the non-federal

entity did update its Constitution and Bylaws, please provide

an enclosure with the current version).

3. The organization's elected officials and primary point of

contact have not changed, and their contact information

remains the same. (If the non-federal entity's elected

officials or primary point of contact have changed, please

provide the new contact information).

4. The number of members of the organization: (Identify all

non-DoD related civilians by number and percentage of total

membership).

DoD Military: 

DoD Civilians: 

Non-DOD Members: 

Total: 
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5. The organization's individual responsible for Government
Assets, contact information, and list of assets remains the
same. (If the non-federal entity's asset list or responsible
individual have changed, please provide the new information).

6. I understand that there may be costs associated with
continued operations of [Name of non-federal entity
on MCINCR-MCBQ, including reimbursement for utilities and
other services provided.

7. I understand that the Commander, MCINCR-MCBQ, may revoke
permission/certification for [Name of non-federal entity]
to operate on MCINCR-MCBQ at any time.

8. This organization does not have any Government assets.
(If the non-federal entity does possess Government assets,
provide a listing as an attachment and identify the person
responsible for those assets.)

9. All members of this organization have resigned waivers of
liability and the organization has retained them in the event
that you, or a representative of your choice, would like to
review them.

10. Accordingly, it is requested that this organization be
recertified to continue operations on MCINCR-MCBQ, subject to
execution of the appropriate agreements.

Signature 

(Authorized Representative) 

Enclosure (5) 
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Date: 

From: 

SAMPLE LETTER FOR AUDIT 

VERIFICATION 

(Senior Member of the Audit Board) 

To: President, (NAME OF FUND) 

Subj: AUDIT OF THE (NAME OF FUND) 

Ref: {a) (NFE Name) Constitution and By-Laws. 

1. In accordance with reference (a), an audit has been

conducted of the accounts and records of the subject fund by

this Audit Board for the period (date) to and

including

2. (This paragraph should state briefly what was done.) Example:

The audit was conducted in accordance with the procedures 

outlined in reference (a), and included those tests of 

general books that we considered necessary in the 

circumstances. Our examination indicated that the 

accounting system and related financial operations were 

accurate, reliable, and in accordance with the constitution 

or bylaws of the subject fund. 

3. The exceptions to paragraph 2 above, if any, are

stated in the following discrepancies:

4. (This paragraph may be used to comment on pertinent

information not included elsewhere in the report.)

Senior Member 

Copy to Treasurer 

Director, P&I 
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RECOMMENDED AUDIT PROCEDURES REQUIRED OF AUDIT BOARDS FOR 

NON-FEDERAL ENTITIES 

1. An examination of the accounts and records will be

conducted by each audit board. As a minimum requirement, 
each audit board will: 

a. Count cash on hand.

b. Reconcile the latest bank statement to the cash account
and request a current statement from the bank if necessary. 

c. Audit Checkbook. Examine cancelled check for payees'
endorsements and dates; compare with check stubs; trace checks 
to expense record; and age outstanding checks. 

d. Audit Cash Income Record. Examine receipts or
documentation of cash received and add increases and decreases. 

e. Audit Expense Record. Add and classify various expense
items; trace business papers (vendors' bills, invoices, register 
receipts, etc.); and verify support for entries to the expense 
records. 

f. Using the data developed in the above procedures,
reconcile cash receipts and disbursements. 

g. Conduct a physical inventory, if applicable, and compare
its aggregate value with the amount of inventory or property on 
charge per records. 

h. Age accounts payable and accounts receivable, if
applicable. 

i. Examine evidence of insurance for current status and
amounts and kinds of coverage for adequacy. 

j. Determine tax status, and if applicable, check for
compliance with state and Federal laws. 

k. Verify the accuracy of financial statements from the
general books presented for audit, or prepare i financial 
report. 

2. Submit a report of audit to the president and furnish a copy
to the treasurer. Unless conditions or circumstances warrant
the submission of a separate detailed report, this may be
accomplished by signing the typed notation "ACCOUNTS AUDITED AND
FOUND TO BE CORRECT" on the balance sheet of the financial
report.
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SAMPLE 

NON FEDERAL ENTITY EVENT REQUEST FORM 

Date of Application: 

Non-Federal Entity Name and Address: 

EVENT INFORMATION 

1. Name of Event:

2. Proposed Event Date:

4. Event Point of Contact:

5. Primary and alternate phone #:

6. Non-Federal Entity or personal

7. NFE Mission Statement:

3. Event Time:

email: - ------------

8. Purpose of the Event and activities associated with the
event:

9. Requested location:

10. Estimated number of participants (members/non-members):

11. Please list what other base activities/facilities/services
are involved with this Event?
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12. Is this NFE an Authorized NFE to operate aboard MCINCR-MCBQ?

YES NO
---

13. Is this Event a Fundraiser? YES 

If YES, provide details? 

NO 

14. Are any VIPs (General/Flag Officers/SES, local or national

government elected officials and celebrities) attending the
event?

YES NO 

15. Will all participants pay their own costs for attending the

event?

YES NO If NO, provide details:

16. Will there be gambling or games of chance during the event?

YES NO If YES, provide details: 

17. Will awards/prizes/gifts be presented during the event?

YES NO If YES, provide details: 

18. Is the purpose of this Event to generate revenue?

YES NO

19. Will there be alcohol served/available during the event?

YES NO
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20. Does the NFE wish to advertise aboard the installation?

YES NO If YES, provide details:

21. I understand that if this request is approved, adequate

liability insurance must be secured unless specifically waived by

the Commander,

MCINCR-MCBQ. 

22. I understand that the NFE may be required to obtain an

appropriate real estate agreement if government properties,

including buildings, are required for the event.

23. I understand that there may be costs and fees associated

with this request 

24. I understand that all private organization documentation

must be up to date with MCINCR-MCBQ before this request will be

approved.

25. I understand that gambling of any kind is not permitted

aboard MCINCR-MCBQ.

26. I understand that all advertisements must carry the

disclaimer stated in paragraph 4.i. (1) of MCBO 5760.3B and that

no advertising may be conducted until receipt of approval letter

to conduct this event.

27. I understand that the decision to permit the organization to

conduct an event rests solely with the Commander, MCINCR-MCBQ.

Signature Date Printed Name 
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SAMPLE DISSOLUTION/DISESTABLISHMENT LETTER 

Non-federal entity Name 

Address 
Address 

DATE 

Commander (B09) 
Marine Corps Installations 
National Capital Region 
Marine Corps Base Quantico 
3250 Catlin Avenue 
Quantico, VA 22134 

Dear Base Commander 1 s Name, 

In compliance with the requirements identified in your base 
order MCBQ 5760.3B, this letter is your notification that 
Non-Federal Entity Name intends to discontinue all operations 
aboard MCINCR-MCBQ on DATE. 

The decision to disestablish operations is based on the 
initiative of the membership/your decision to have the 
organization discontinue operations/other reasons (including 
notification from Naval Facilities Engineering Command (NAVFAC) 
that your real estate agreement has expired or been terminated. 
If the organization is to continue operations in an off base 
location, so state and provide the new address/phone/etc. 

I understand that this organization owes you a 
disestablishment/dissolution procedure plan and will work with 
the Performance & Innovation office to ensure a workable plan is 
developed and implemented. 

The point of contact for this organization during this 
transition will be name, phone, email address. 

Sincerely, 

Your name here 
President, Non-federal entity Name 
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