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UNITED STATES MARINE CORPS

MARINE CORPS BASE HAWAII

BOX 63002

KANEOHE BAY, HAWAII 96863-3002
        BaseO 7010.6A

    MWF

    6 FEB 1996

BASE ORDER 7010 6A
From:
Commanding General

To:
Distribution List

Subj:
OPERATING PROCEDURES FOR PARTY FUNDS

Ref:
(a) MOO P1700.27 of Chap 1, Par. 10608 and 10609

End:
(1) List of Direct Purchase Facilities within Marine Corps Base Hawaii (MCBH) Morale, Welfare and Recreation Department (MWR)

1.
Purpose.  In accordance with the reference, it is to promote social well being, camaraderie, and esprit de corps among military personnel stationed at MCBH.  The MWR Department furnishes funds from profits generated by various MWR activities to support unit parties.

2.
Cancellation.  BaseO 7010.6.

3.
Information
a.
During the month of January of each fiscal year, a request for total assigned strength report of Marine/Navy personnel will be accomplished by MWR to facilitate the party fund distribution.

b.
All units will receive a letter from the Commanding General stating the authorization for the fiscal year (1 February 3{January).  Units will furnish MCBH (Attn: MWR) with a current Letter of Appointment for the unit commander, designated to approve all party fund requests.  No request will be approved without prior endorsement from the Commanding Officer.

c.
Beer is the only authorized alcohol beverage that may be purchased.

4.
Procedures
a.
The unit must submit a written request to MCBH (Attn:

MWR) with an approved unit endorsement at least 2 weeks In advance of the unit party.  A separate request is required for each MWR facility/outside vendor.  The following information is needed:

I
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(1)
Unit having the party (i.e., Co B, 1st Radio Bn).

(2)
Purpose of the unit party (i.e., Christmas, Co party)

(3)
Date and place of the unit party.

(4)
Number of personnel attending.

(5)
Where you are shopping (i.e., Commissary, Package Store, etc.)

(6)
Itemized list of items, to include quantity, unit cost, and extended total cost.  Request for the commissary will need to include a 5% surcharge.

(7)
Name and phone number of the Point of Contact (POC).

b.
Although you are strongly recommended to shop on Base, (the enclosures) check requests are authorized if shopping off Base.  Provide the name of the individual the check will be made out to and the phone number to contact when the check is ready to be picked up.  Check requests must be done at least 2 weeks in advance.

C.
Rental of recreational equipment and supplies is authorized.  The type of equipment/supplies and the name of the activity/vendor who will be providing this service are required. Managers of MWR facilities must be notified 1 week in advance of the rental needs.

d.
It is the unit commander's responsibility to ensure that all receipts are submitted to the MWR Budget Officer within 3 workdays after purchases are made.

e.
Refunds/deposits to unit party fund's account can be made through the Main Exchange Cash Office.  It is important that each unit annotates its cost center number and account number on the refund check for proper deposit to your account.  A copy of the deposit receipt needs to be returned to MCBH MWR for proper credit to your account.

5. Purchases
a.
Effective 1 November 1995, merchandise purchased at the Commissary will be by check issued to Defense Finance and Accounting Service-Co (DFAS-Co).  Funds not used will be

BaseO 7010.6A

                                                            6 FEB 1996

deposited back into your party fund account by the responsible shopper, at the Main Exchange Cash Office.  Be sure you have your cost center/account number on the receipt document at the time of deposit.

b.
Receipts required for the MWR Budget Office
(1)
Cash register receipt from the Commissary.

Office.

(2)
Receipt of deposit from the Main Exchange Cash

c.
All approved requests are to be submitted to the Manager of the Commissary 5 days prior to the scheduled event.  This requirement is necessary for stockage of items requested.

6.  Deployment Requests
a.
Party funds may be withdrawn due to the deployment of units.  A letter must be submitted with the endorsement approval of the unit commander and the following information:

(1)
Unit having the party (i.e., Co B, 1st Radio Bn).

(2)
Check amount.

(3)
Place and date of deployment.

(4)
Number of personnel on deployment.

(5)
Name, rank, and social security of the authorized person to receive the check.

b.
It is the responsibility of the unit commander to furnish the MWR Budget Office with receipts upon return from deployment.

7.  Action by the MWR Budget Office. Once the letter is submitted to the MWR Budget Office, the following action will be taken:

a.
An endorsement approval is stamped on the original request as shown below:

BaseO 7010.6A 

6 FEB 1996 



ENDORSEMENT


From:
MWR-0910


To:
7-Day, Commissary, Package Store


Subj:
PARTY REQUEST

1.
Ret'd approved/disapproved.

2.
Forward.

This endorsement will be dated and signed by the appropriate official.

b.
The unit cost center number and account number will be written under the endorsement.  This is necessary so that the proper account is charged the units.

c.
A copy of the letter will be retained by the units and an estimated cost deducted from unit account.  An adjustment will be made upon receipt of the actual cost to your account.

8.  Any circumstances not covered by this Order may be directed to the MCBH MWR Budget Officer at 254-7546.

D. F. BICE

DISTRIBUTION:  A

Copy to:
MWR Budget Officer

               DECA Accounting Manager

Special Services Officers:

3d Mar

1st Rad Bn

MCAF

HQ Bn

CSSG-3

1st MAW ASE

MCSF Co. Pearl Harbor

CINCPAC

MARFORPAC

NTCC

JICPAC

HQSVCBN
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Marine Corps Base Hawaii (MCBH)

Morale, and Recreation Department (MWR)
List of MWR facilities and services.  These facilities will accept your properly endorsed, written requests directly (5 days before the event).

	Phone
	MWR Facility
	Merchandise/Services

	254-7645
	7-Day Store
	Soda, Beer, Food, Paper Products

	254-7671
	Package Store
	Soda, Beer, Miscellaneous

	254-7588
	Self Service
	Food, Soda, Paper Products

	254-7677
	Pacific Hideaway
	Party Platters, Buffet

	254-5481
	Pacific Hideaway
	Catering, Pupus, Lunches, Soda

	254-7650
	O’Club
	Party Set-ups, Pupus

	254-7660
	E-Club
	Private Rooms, Refreshments

	254-7663
	Bowling Center
	Food, Refreshment

	254-7636
	Recreation Div
	Reserving Picnic Area, Hale Koa Beach, etc.


ENCLOSURE (1)
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