1 6 STEPS TO SUBMITTING A FUNDRAISER

REQUEST FOR APPROVAL

1. Gather all your information on what type of fundraiser you wish to conduct.

2. Go to the webpage: http://www.jberlife.com/ and select Private Organization
Files from the bottom left side of the page.

3. Choose the Fundraising Request Form
a. Fill out the form completely, be as specific as possible.

1) Ensure the facility manager (location of fundraiser) has initialed off on your
request. This requirement also pertains to AAFES and the Commissary.

b. Make sure your contact information is correct at the top of the page in case
there are any questions.

4. Once completed, the form and all other necessary documents (flyers, schedules,
Public Health form, or detailed explanations of events) are attached to an email and
submitted for approval/denial.

a. POC contact information for the Private Organizations and fundraiser requests
is listed on the webpage.

b. Click on POC name and an email message will pop up. Attach and send all your
documents that pertain to the fundraiser request.

5. If your fundraiser involves food preparation, you must visit the Public Health
Office in the Medical Clinic to have food handlers training.

a. Your signed Public Health Office form must be submitted along with your
fundraising request to a POC.

6. After your fundraiser has either been approved or denied by the 673 FSS/CC, you
will be emailed a copy of your request along with any additional instructions.

a. If your request has been approved, it is your responsibility to follow up with
the Base Exchange, Commissary, Building Manager, or other POC to lock in the
dates and times for your fundraising event.



