
 

 



Special Event and Private Organization Fundraising  
Procedures at MCAS Iwakuni, Japan 

 
Ref:  (a) MCIPAC-MCBBO 5760.2 
 
Encl: (1) Request for Special Function/Fundraising Event 
  (2) DD Form 3977 (Deliberate Risk Assessment Worksheet) 
  (3) Food Event Application 
 
(Note: The reference and all enclosures are available on the 
private organization (PO) webpage at: https://iwakuni.usmc-
mccs.org/about/private-organizations).  
 
1.  Purpose.  To simplify fundraising procedures as much as 
possible and to assist event organizers through the special 
event and/or fundraising request process.  It is important to 
follow the procedures outlined in this guide to avoid delays due 
to incomplete/improperly completed forms. 
 
2.  Background 
 
    a.  The reference is the guiding directive for special 
events and fundraising at Marine Corps Air Station (MCAS) 
Iwakuni, Japan. 
 
    b.  Organizations authorized to fundraise on MCAS Iwakuni 
facilities and areas are limited to the following (see par. 1, 
chap. 2, enclosure (1) to the reference for more detailed 
information on each authorized organization): 
 
        (1) private organizations (POs) in a current reporting 
status;  
 
        (2) Department of Defense Educational Activity (DODEA) 
activities;  
 
    (3) units/Family Readiness Groups (FRGs) on MCAS Iwakuni 
facilities and areas; 
 
        (4) Unit, Personal, and Family Readiness Program (UPFRP) 
activities; 
 
    (5) The Combined Federal Campaign (CFC) and the Navy and 
Marine Corps Relief Society (NMCRS); 
 
    (6) Certain, one-time, annual activities; and 
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    (7) NFEs with specific statutory authority to operation 
on MCIPAC facilities and areas. 
 
    c.  Organizations are limited to two fundraising events per 
quarter for a total of eight events per calendar year. 
 
3.  Restrictions.  See the reference and the Private 
Organization Handbook for restrictions on fundraising.  Contact 
the MCCS Coordinator (CSC) at 253-4109, or the Staff Judge 
Advocate (SJA) at 253-5591, for any questions regarding 
restrictions on fundraising. 
 
4.  Fundraising at the Atago Sports Complex.  Although POs can 
hold fundraising events at the Atago Sports Complex, those 
requests will be thoroughly reviewed due to sensitivities 
associated with that venue and will be subject to additional 
restrictions (see par. 5b).  Additionally, events held at the 
Atago Sports Complex must be vetted through the Station S-7 once 
the fundraising event has been approved.   
 
    a.  Events conducted by POs are not considered official U.S. 
events. 
 
    b.  The Local Implementation Agreement between the air 
station and Iwakuni City states that Atago will be operated as a  
city park, and only official US or city events may permit vendor 
sales.  Therefore, fundraisers conducted by POs at Atago as an 
on-base event cannot be open to the general public.  There are, 
however, two options for POs to conduct fundraisers at Atago: 
 
        (1) Status of Forces Agreement (SOFA) Personnel Only 
Event 
 
    (a) Conduct the fundraiser as a normal on-base event 
with SJA approval and hold some/all of the event at Atago.  All 
monies must be collected on the main base, not at Atago.   
 
    (b) The event would be limited to SOFA personnel and 
bona fide guests (Japan Maritime Self Defense (JMSDF) personnel, 
Japanese base employees) and their guests.  Again, all monies 
would have to be collected on the main base, not at Atago, to 
avoid opening the event to the general public. 
 
        (2) General public event.  Request to hold a fundraiser 
at Atago through the City as any off-base organization would do.  
The PO must ensure that the request and any advertising makes it  
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clear that the fundraiser is not a U.S. sponsored event.  If 
approved by the city, the PO can open the event to the general 
public.  
 
    c.  Because events conducted by POs are not considered 
official events, reservations can be made up to 30 days in 
advance of the planned event date (MCASO 1710.2A refers). 
 
5.  Unit Fundraising.  Although this pamphlet specifically 
addresses fundraising by POs, the same rules and procedures 
apply to unit fundraising with the following exceptions: 
 
 a.  units may only fundraise on board the air station, 
and then only among DoD personnel (by our own, for our own), 
 
 b.  units may fundraise within their own spaces without 
submitting/routing a request, 
 
 c.  there is no limit to the number of fundraising events a 
unit may hold within their own spaces, and 
 
 d.  all funds generated through fundraising must be 
deposited in the unit’s UPFRP account maintained by MCCS. 
 
6.  Community Relations Events.  Off-base events and on-base 
events involving host nation personnel must be coordinated 
through the Station S-7/Government and External Affairs Office.  
For more information, please call 253-5724. 
 
7.  Timeline.  Requests should be submitted as far in advance of 
the planned event as possible, but no later than 21 days before 
the date of the planned activity.  Organizers should be aware 
that more complicated or unusual requests may take longer to 
review and should plan accordingly.  Submission of outdated, 
incomplete and/or improperly completed forms may result in 
disapproval due to insufficient time to staff and review the 
request. 
 
8.  Required Forms.  The below forms are required for 
fundraising requests (detailed instructions for completing the 
forms are included with the forms in the respective enclosures): 
 

 a.  request for Special Function/Fundraising Event 
(enclosure (1)) (required for all events) 
 
    b.  DRAW Sheet (enclosure (2)) (required for all events); 
and 
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     c.  Food Event Application (enclosure (3)) (required for 
all events involving food (including baked goods), drinks, 
snacks, etc.). 
 
9.  Procedures  
 
    a.  Contact the manager of the facility where the proposed 
fundraiser/special event is scheduled to take place to discuss 
the planned event and reserve the location. 

 
    b.  Fill out the forms following the directions provided in 
the enclosures.  
 
    c.  Submit the forms to the MCCS CSC at  
ombiwakuni.mccscoordinator@usmc-mccs.org, and include the name 
of the individual at the site (in most cases the facility 
manager) with whom the event was coordinated in the body of the 
email. 
 
    d.  After ensuring all required information is provided, the 
CSC will route the request as follows: 
 
    (1) facility manager, 
 
    (2) Station Safety, 
 
    (3) Provost Marshal (for events involving alcohol, 
traffic safety, etc), 
 
    (4) Fire Department, 
 
    (5) Preventive Medicine (for events involving food, 
drinks, or public health issues), 
 
    (6) Environmental (for events with known/unknown 
environmental impact), and 
 
    (7) SJA.  
 
    e.  Following review by the SJA, the request will be 
submitted to the Executive Officer, MCAS Iwakuni for final 
decision. 
 
10.  Additional Information.  If there are any questions about 
any of the information in this guide, the forms, or fundraising 
in general, please contact the MCCS CSC at 253-4109 or visit the 
MCCS Executive Office on the second deck of the Crossroads, 
building 410. 
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(See page 3 of this enclosure for instructions) 
 

 
 
           Enclosure (1) 
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Instructions 
 
Requesting Organization:  Enter the name of the entity 
sponsoring the event. 
 
Event Description:   

• Check the appropriate box. 
• Enter the date, time, and location of the event. 
• Enter the purpose (how funds raised are to be used). 
• List all of the items to be sold. 
• List any support being requested (use of any building, 

structure for signage, manpower, chairs/tables, etc.).  
Items to be listed do not include any rental equipment, 
outside spaces, etc. 

 
Alcohol to be consumed:  Check the appropriate box. 
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Enclosure (2) 
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Food Event Application 
 

 
 
 
 
 

Enclosure (3) 
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General Information 
 

• This form is required for all fundraising and special 
events involving food (e.g., baked goods, snacks, BBQs, 
etc.) or drinks. 

• Attention to detail and specificity are critical when 
completing this form to avoid delays in processing your 
request.   

• Any questions regarding this form should be directed to 
the Preventive Medicine Office at the Family Branch 
Health Clinic  

 
2.  Detailed Instructions 
 
    a.  Block 1, Event:  List the organization’s official name 
and the event. 
 
    b.  Block 2, Location:  List the event location as shown on 
the fundraising request. 
 
    c.  Block 3, Dates (Include Set Up): List the event dates 
and times as shown on the fundraising request. 
 
    d.  Block 4, Name(s) of Sponsoring Organization and 
Telephone Numbers:  List the name and telephone number of the 
sponsoring organization. 
 
    e.  Block 5:  List the name, telephone number, and email 
address of the organization’s point of contact for this 
particular event. 
 
    f.  Block 6:  List all of the foods to be served, including 
where the food will be prepared and who will prepare the items 
(see example).  If the fundraiser is a bake sale, and all goods 
will be prepared/pre-wrapped, it is not necessary to list each 
individual item. 
 
    g.  Block 7:  List the purchase source.  If baked items are 
involved, list where the ingredients will be purchased. 
 
    h.  Blocks 8 - 10:  Only applicable if time/temperature 
control for safety (TCS) food is involved (TCS must be kept HOT 
(135o or above or COLD 41o or below).  If TCS food is involved, 
be very specific about how the food will be transported, length 
of time in transport, and how the food will be kept hot or cold. 
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    i.  Block 11:  Describe location of any available 
handwashing facilities in relation to food preparation and 
service locations.  Also indicate if hand sanitizer will be 
available. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
           
 

4 


