UNIT LETTERHEAD











1700










MCCS










[Date]
From:  Commanding Officer/Inspector Instructor, [Unit Name]
To:    Marine Forces Reserve, Marine Corps Community Services, 

       Semper Fit Director, 4400 Dauphine St. New Orleans, LA 70146

Subj:  REQUEST FOR TEAM/UNIT UNIFORMS FOR SPORTS AND RECREATIONAL LEAGUES

Ref:   (a) MCO P1700.29

1. Per the reference, request funding for unit Intramural Sports or Recreational team uniforms:

    a.  Unit Name:

    b.  Unit POC:  (name, email, phone)
2. Vendor Information:

    a.  Vendor Name:  

    b.  Vendor POC:  (name, email, phone)
    c.  Documentation of Fees (on uniform company letterhead):

        1)  Cost per Uniform (size breakdown on quote):

        2)  Screen Printing(cost per item):

        3)  Screen Printing set up charges:      

        4)  If numbers being screen printed, correlate sizes.


  5)  Shipping cost:  


  6)  Estimated delivery date: 
        7)  Total Cost: 

    d.  Authorized screen printing (embroidery not authorized):

        1)  Team Name: (only unit name/nickname or “Marines”)


  2)  Numbers on front and/or back


  3)  No individual participant names authorized
    e.  All uniforms must be placed on unit’s CMR.  

3.  The attached quote provides the documentation of fees for this request. Unit POC has confirmed that the uniform company will accept credit cards over the phone/online, is tax exempt, and does not require third party billing (PayPal, phone fees, etc.).  Unit will update CMR once uniforms are delivered to specifications identified, and forward a copy to the MFR Semper Fit Director within 5 days of receipt/acceptance.







   


SIGNATURE








[Print CO/OIC Name]

