Recreation or SMP Room

All requests must be in the form of a signed, written justification from the unit CO/I&I/OIC, and include the following information:
· Requests for Recreational/SMP Rooms may require a site visit from the MFR Semper Fit Director (SFD) or representative.

· Rec Room items must be broken into “like-item” categories (i.e. electronics, furniture, game tables, etc.).  Each category, then, needs to have (1) one GSA/CCR registered vendor identified that can service all items within each category.  A quote must be obtained for each category/vendor and attached to the request.
· A layout of the room to be used for the function requested, including square footage, must be obtained from Facilities prior to SFD site visit.
· All vendor quotes for items must be able to be paid via credit card, tax exempt, and not require a third party billing.

· Email request and supporting documentation to MFR Semper Fit Director                                                                    
Tenant/Co-located units:

The space must be dedicated to Marines sole use! If the space is used jointly, with Host Branch, they must fund or provide documentation (written on their letterhead) denying the funds and that Marines have priority access and management of space and all items within.
Authorized items include (not limited to):
· Pool/Foosball/Ping-Pong tables (all accessories included)
· TVs (size of TV determined by Sqft of room, but no more than 42”)
· DVD player (no movies authorized)
· X-Box, Playstation, Wii or similar (no addtl games authorized)
· Furniture: seating, end table, coffee table, lamps, etc.
· All other items will be determination of SFD

If total cost including shipping for each Like Item Category is more than $3,000, and once all required documentation is reviewed and authorized, MFR Semper Fit will create the PR Builder Request and submit to RCO for contracting.

If total cost including shipping for each Like Item Category is less than $3,000, MFR Semper Fit will make payment directly to the vendor, upon review and approval. No site visit will be required for requests under $3,000.  Units WILL NOT make payments out of their unit funds.







    

