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MEMORANDUM FOR:   FORT MYER FITNESS CENTER FACILITY MANAGER

SUBJECT:
Reservation of Facility(ies)

1.
General:
When making reservations, the requester must take into consideration the priorities and mission of the Fitness Center and Sports Programs when making his/her request.   The granting of the request will utilize the following priority guidelines:


a.
Because of our mission to provide a facility to support fitness opportunities for the greater Military District of Washington, making these facilities available to those individuals is our priority.


b.
Scheduled leagues, tournaments and on-going programs are a high priority of the Ft Myer Fitness Center and Sports Office.


c.
Another priority of the Fort Myer Fitness Center and Sports Office is to maximize the usage of all facilities.  Therefore, when submitting your reservation be sure there is enough participation to support the event.
2.
Organizations may request indoor and/or outdoor facilities via memorandum through the Fort Myer Fitness Center and Sports Office.

3.
Name:________________________________
Grade: ______
Unit:____________________ 
Work Phone:______________________   Home Phone:_____________________
4.
Type of Function / Activity: 
5.
Date and Time of Activity:
6.
Supplies / Equipment or other support required of the Fitness and Sports Office:  
7.
Estimated number of participants:___________
8.

I __________________________ , the undersigned, acknowledge and agree to all policies pertaining to the use of the above facility(ies).   I also realize I have the responsibility of setting up, tearing down and the cleaning and removing all trash from the facility utilized by my organization when the activity completed.  While utilizing the gym floor only hand carried shoes will be authorized.
_____________________________                ________________

(Signature )                                                        (Date)
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Printed on                  Recycled Paper
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