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      [Date]
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 FITNESS/GYM EQUIPMENT SUPPORT

Ref:   (a) MCO P1700.29

1.   Per the reference, request funding for unit fitness/gym equipment:

     a.  Unit Name:

     b.  RUC (DODAAC)/MCC:

     c.  Unit SFO: [name, email]
     d.  Unit SFO Commercial telephone number:  

     e.  Number on T/O: (AD/AR total)
         1)  AD:

         2)  AR:

     f.  Unit SFO confirmation:   (check box to confirm attached)
         1)  Completed Gym Floor plan/layout:      (SFD reviewed/approved)
         2)  Completed Quantity List worksheet:    (+ flooring; if applicable)
         3)  HITT course attended by Unit rep?:     Date:(insert date of course)  
         4)  No BRAC/FSRG w/in 2 yrs of request:   (CO confirmed)    
         5)  Host Branch Denial of Funds letter:   (if applicable; signed)                                                                                                                  
         6)  Total Cost: $[Equipment estimate] + [Flooring estimate] = $[total]
  (estimates found at bottom of Quantity List)
2.  Purpose. [Include why equipment is essential, negative impact if not obtained, specific use of equipment, etc.  If unit is a tenant on another Branch’s site, then documentation that Command could/would not fulfill this request must be provided in writing and signed by Host Branch CO.]
3.  The attached pricelist provides the documentation of fees for this request.  Once delivered to the specifications, the unit will update its CMR to reflect all items awarded.  SFO will email a signed/scanned copy and an Excel spreadsheet copy to MFR Semper Fit within 10 days of delivery, which will serve as an official acceptance of the purchase.  Unit understands that if an updated CMR is not received by Semper Fit as requested, then any and all future equipment requests will not be processed until Semper Fit has received both versions of the updated CMR via email.

     (CO SIGNATURE)



Print CO Rank, LName, FName
