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From:  Commanding Officer/Inspector Instructor, Unit Name

To:    Marine Forces Reserve, Marine Corps Community Services, 
       Semper Fit Director, 2000 Opelousas Avenue New Orleans, LA 70146

Subj:  REQUEST FOR RECREATION ROOM
Ref:  (a) MCO P1700.29

1.  Purpose.  (Justification for Rec Room) Mention how having the Rec Room will have a positive impact on unit’s morale, stress levels and overall Quality of Life (QOL).  Note the negative impacts for not getting. 
2.  Quotes from (1) GSA/CCR registered vendor for each “like item” category has been identified below and are attached to this request. Unit POC has verified that all quotes are Tax Exempt and that it does not require third party billing (PayPal, Phone fees, etc.).

    a.  Unit Name:

    b.  RUC/MCC:

    c.  Unit POC: (name, email, phone)
    d.  Number on T/O: (total)
        1) Marines:

            a) AD:   

            b) AR:   

        2) Other Branch (i.e. USA, USN, USAF, USCG)
            a) AD:   

            b) AR:
    e.  “Like Item” Category: (electronics, game tables, furniture, etc)
        1)  Vendor name:
        2)  Valid Cage Code:
        3)  Vendor POC:  (name, email, phone)
        4)  Website: 
        5)  Total Cost: $

Subj:  REQUEST FOR RECREATION ROOM

    f.  “Like Item” Category: (electronics, game tables, furniture, etc)
        1)  Vendor name:
        2)  Valid Cage Code:
        3)  Vendor POC:  (name, email, phone)
        4)  Website: 
        5)  Total Cost: $
    g.  “Like Item” Category: (electronics, game tables, furniture, etc)
        1)  Vendor name:
        2)  Valid Cage Code:
        3)  Vendor POC:  (name, email, phone)
        4)  Website: 
        5)  Total Cost: $
(If more categories are needed, just copy and paste for as many as needed)

5. A layout of the room to be used for the function requested, including square footage, is attached.
6. The attached quote provides the documentation of fees for this request and for each Like Item Category Vendor. Unit POC has confirmed that the requested company(s) will accept credit cards over the phone/online, that it is tax exempt, and that it does not require third party billing (PayPal, Phone fees, etc.).  Once delivered to the specifications, the unit will update it’s CMR to reflect all items awarded, and will email a copy to MFR Semper Fit within 10 days of receipt.

7. By signing below, I represent the unit’s understanding that it WILL NOT make payment out of unit funds, and that the unit has not signed any agreements or contracts for requested services.







          (SIGNATURE)
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