OFFICE SYMBOL





MEMORANDUM FOR RECORD

SUBJECT: 
Example of memo for requesting use of Garcia Physical Fitness Center

1. This memorandum is being submitted as a request to use the above facility to conduct (name of event) on (date) from (start time—end time).  The requesting unit is (unit name).  

2. The unit will conduct the (name of event) for approximately (number of Soldiers).  The event will be conducted in an organized and orderly fashion with (supervision/POC name).
3. The unit will provide a 6-10 person detail for set up (laying mats down, bleachers pulled out) and tear down.  The detail will arrive at (time).  After the event is completed, the detail will be responsible for policing and cleaning of the gym/court floor to include sweeping, mopping, folding and storing of the floor mats.  

4. The unit requests that the areas of responsibilities are briefed to the NCOIC of the event prior to the scheduled date to ensure gym procedures are respected.
5.  Point of contact for this memorandum is ________________________..

6. In the event there is a manifest/deployment, that will take precedence over any other event previously scheduled in the facility.  

