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90TH MISSILE WING (AFGSC)


SM&W REQUEST TEMPLATE
MEMORANDUM FOR 90 FSS/FSR       

FROM:  (functional address symbol)                        

SUBJECT:  Request for Approval of Special Morale and Welfare Expenditure

1.  Request authorization for funds not to exceed $50.00 for the retirement ceremony of ______________________ (include rank, name, orgn/office symbol and duty title).
2.  Specifics:

     a.  Date and place of function:

     b.  Guest(s) of honor:
     c.  Attendance:  Military ______; Civilian _______

     d.  Itemize items to be purchased:  ______________________________________
Note 1:  $50.00 can be used in any combination for light refreshments; corsage or boutonniere for spouse (only); and memento NTE $20.00 (memento cost must be inclusive and can’t be comingled with other funds for use in other gift)

Note 2:  Light refreshments are defined as finger foods, snacks or desserts and nonalcoholic drinks, such as tea or coffee.  They do not include heavy hors d’oeuvres, buffets, smorgasbords or meat items (exceptions: meatballs, chicken wings/drummies).  Also, paper products (paper plates, cups, napkins, and plastic cutlery may be included as part of light refreshments cost)

     e.  Purchasing source(s):

     f.  Additional expenses (by item and amount):

     g.  Senior officer hosting the function: (rank, name, orgn/office symbol and duty title)
h.  Project officer and telephone number:

3.  The project officer has read the contents of the SM&W Guide and is aware of the requirement to turn in receipts within 5 working days after the event. We also understand that any expenditure(s) expressly prohibited by this guide will be disallowed.







 _____________________________________







 (name, grade & title of Squadron Commander)  

