UNITED STATES MARINE CORPS
MARINE CORPS BASE
QUANTICO, VIRGINIA 22134-5001 MCBO 7010.1

C 376/ p
3 Oct 89

From Commandi ng  Cener al
To: Distribution List

Subj : ESTABLI SHVENT AND OPERATI ON OF NONAPPRCOPRI ATED FUND
I NSTRUMENTALI TTES AND PRI VATE ORGAN ZATI ONS

Ref : (a) MCO P1710.17C (NOTAL)
(b) NAVSO P3519 (NOTAL)
(c) MCO 5760.4B (NOTAL)
(d) DoD Dir. 1330.9 (NOTAL)
Encl : (1) Authorized MCCDC Nonappropriated Fund

Instrunentalities (NAFI) and Private O ganizations
(2) Recertification Letter
(3) Sample Constitution and/or Bylaws
(4) Mninmum Audit Procedures Required of Audit Boards
for Private O ganizations
(5) Sanple Financial Report Format
(6) Sanple Report of Audit Format

1. Purpose. To publish instructions for the establishment and

operation of nonappropriated fund instrunmentalities (NAFI) and
private organizations at this Comand.

2. Cancel | ati on. MCCDCO 7010.1A.

3. | nf or nati on

a. The establishnent and operation of NAFI's, associations,
and social organizations to supplement the Mrale, Wlfare and
Recreation (MAR) program are authorized by references (a) and (b).

b. In recognition of the desirability of permtting such
activities, the NAFI's and private organizations listed IN enclo-
sure (1) have been authorized by the Conmmandi ng Ceneral -

4. Definitions

a. Nonappropriated Fund Instrunentalities (NAFI) . NAFlI is an
instrumentality of the Federal Government authorized by Conpetent
authority and is derived from a source other than an appropriation
by Congress. NAFI's within the Department of the Navy (DON) have
been classified into eight categories which are contained in
paragraph 103.5 of reference (b).
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b. Private Osanizations. A private organization is a
generally self-sustaining, non-Federal instrunentality,
incorporated or not, and constituted or established and operated on
a Departrment of Defense (DdD) installation with the witten consent
of the installation commander or higher authority, by individuals
acting exclusively outside the scope of any official capacity, as
officers, enployees, or agents of the Federal Government.

(1) Type 1 - Federally Sanctioned Private Organizations.
Type 1 private organizations are those which are recognized per
specific poD authority or by special authority granted at DoD
conponent | evel .

(2) Type 2 -~ Affiliated Private Osanizations. These are
private organizations which operate on a DoD installation wth the
witten approval of the installation commander. These may be [ocal
affiliations of chapters, lodges (fraternal or benevolent
organi zations), posts (veterans' organizations), or elenments of
national or state chartered organizations of the private sector.
They engage in activities of special interest to a voluntary
menpership or group of participants.

(3 Type 3 = Independent Private (Oganizations. These are
private organizations which are established, operated, and '
controlled 1locally by common interest groups, conducting specific
activities that fulfill <certain accepted needs or wants of sone
menbers of the pob famly, and have no formal connection or
affiliation with an organization outside of the installation.
These groups must also secure witten permssion from the
instal lation commander.

c. Activitv Head. An activity head is the president, QC
director, and other personnel in charge of a NAFI.

d. Constitution and/or Bvlaws. In general, the constitution
and/or bylaws of an organization is the docunent which contains its
own basic rules relating principallﬁ to itself as an organization.
In the ordinary case, it 1s now the recommended practice that all
of the rules t/)e conbined into a single instrument, wusually called
the »Bylaws,™ or the "Constitution and Bylaws,*' even when it is
only one docunent.

5. Policy

a. Authorization to FEstablish Private Qganizations. Marine
Corps Conbat Devel opnent Command (MOCDC) . private organi zations are
only authorized to be established, by witten approval by the
Conmanding Ceneral and subject to the requirements of reference
(c). Private organizations wll:

(1) MNot engage in activities which duplicate, conpete wth,
or conflict wth authorized nonappropriated fund (NAF) activities.
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(2) Be self-sustaining and receive no support in any form
from appropriated or nonappropriated funds except as provided in
reference (c).

(3) Conply with all Federal and state laws governing
conparable private sector activities.

(4) Not provide MMR services essential to the operation of
the Navy or the Marine Corps.

_ ~(5) Not conduct prograns and activities that ﬁrej udice or
discredit the mlitary services or other agencies of the US
Gover nment .

(6) Authorization for Type 3 organizations wll only be
granted for 12 nonths. Type 3 organizations who wsh to continue
operations, nust request ‘recertification in witing, using the
format contained in enclosure (2). Requests for — recertification
mist be submtted annually during the anniversary month of the
organi zati on. If the anniversary nonth has not been established,
requests for recertification wll be submtted wth the annual
financial statenent.

h. Conpliance wth this Oder. The Commanding General has the
authority to enforce conpliance wth the requirenents contained in
this Qder, to inquire into their activities, and to wthdraw
consent for their establishment and operation.

c. Assumption of Assets and (blisations of a Private
Orsanization. No activity head shall ¢laim the assets, assune any
obligation, or incur any obligation on behalf of any private
organization except that arising out of contractual relationships.

d. Menbership Discrimnation. Private organizations which
practice nenbership discrimnation based on race, color, or
national origin wll not be authorized. This does not prohibit the
establishnent of cultural or ethnic private organizations,
providing nenmbership is not restricted or discrimnatory on the
above basis. Private organizations whose nmenberships are
restricted on the basis of religion nmay be authorized provided that
they neet the requirements in reference (c).

e. lnsurance. If appropriate, adequate insurance wll be
purchased to provide funds to liquidate clains arising from
personal injury or property damage resulting from activities of the
organization or one or nore of its nenmbers. Proof of insurance
must be presented prior to granting authorization to establish a
private organization. Since there is no direct, vested interest of
the Federal Covernnent or any of its instrunentalities in the
assets of a private organization, the financial protection of
organi zational assets by insurance such as bonding or fire
insurance is the responsibility of each private organization.
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f. Employment Discrimnation. No NAF activity head or private
organi zation wll permt or practice discrimnation in enploynent
based on race, color, marital status, age, creed, national origin,
lawful political affiliation, |abor organization nenbership,
physi cal handicap, or sex. Applicable laws with respect to |abor

standards for enploynment wll be observed.

g. Informal Funds. The operation of small informal funds;
i.e., office coffee funds, flower funds, and simlar small infornal
activities and funds may be established and operated as determ ned
by the installation comrander. Smal | informal funds are defined as
any fund whose incone is less than $200 per nonth; i.e., office

cof fee nesses or plaque funds. Any activity generating incone in
excess of this anount needs specific authorization from the
Commandi ng Ceneral to operate aboard the command and nust conply
with all provisions of this Oder. Cof fee nesses are not
authorized to engage in the resale of food or other nerchandise.

h. Pr ohi bi ti ons

(1) Drect financial assistance to a private organization
froma NAF in any formis prohibited.

(2) The sale of alcoholic beverages, including beer and
ale, is prohibited unless specifically approved by the CMC One
time exceptions nay be approved by the Commandi ng Ceneral .

(3) The sale of nerchandi se, goods, or services or the
pursuit of any activity that duplicates, conflicts, or conpetes
with the business of the Marine Corps Exchange or other NAF's isS
prohi bited except that private organizations may engage in thrift
shop sales of used clothing and nerchandi se or occasional sales for
fund raising purposes. Only that nerchandise listed in reference
(d) will be offered during occasional sales, and in no case wll
occasi onal sales be on a continuing or frequent basis. Excepti ons
to the foregoing restrictions on occasional sales may be granted by
the Commandi ng Ceneral provided that the Marine Corps Exchange or
anot her NAFI cannot be responsive to the particular resale
requirenment: nerchandise is sold only to nenbers and the resale
requirenment is directly related to the purpose and function of the
private organization.

(4) Private organizations that conduct activities which
prejudice or discredit the mlitary services or any other agency of
the Federal Covernnent are prohibited.

6. Requests for Establishnent. Al requests for authorization to
establish and operate a private organization will be submtted in

witing to the Commanding CGeneral (C 37) and will contain a copy O
the constitution and/or bylaws in the format depicted in enclosure
(3) , which will at a mninum contain:
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a. The name of the organization, which wll not include the
name of this Command unless authorized by CMC per reference (c).

b. The objectives of the organization.
c. The criteria for nmenbership, which wll:

(1) Not discrimnate on the basis of race, color, or
nati onal origin.

- (2) Include a statement that menbership eligibility is
primarily for mlitary personnel to include retired nenbers and
those of reserve conponents and dependents of the foregoing.

(3) Limt civilian personnel nenbershi (excl udi ng
dependents of active duty, reserve, and retired mlitary personnel)
to not nore than one-third of the total mnenbership enrollment and
who nust reside in the vicinity of this installation. This
requirement does not apply to labor wunions, Marine Corps Federal
Oedit Union, Sovran Bank, the Anmerican Red Coss, and the Navy
Relief  Society.

(4) Procedures required to establish menbership and nethod
used to purge the rolls of inactive menbers.

d. Procedures for the election and relief of officers.

(1) The sole criteria for voting wll be nenbership.
(2) A sinple mgjority of the menbership present wll be
required for a quorum for regular neetings.

(3) Al board menbers and officers nust be elected by
direct vote of the nenbership.

_ (4) Unexpected vacancies nay be filled by the board for a
period not to exceed six months.

e. Frequency of regular meetings.

é. Procedures for establishment and operation of the Executive
Board.

| g. Mnimnum quidelines for parliamentary authority and/or
rul es.

~h. Procedures to amend the constitution and/or bylaws which
Wil require a mnimum of a two-thirds vote of the total
menber shi p.

i. Procedures for dissolution to include:

(1) A method for reaching a decision to dissolve.
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(2) The disposition of assets.

(3) A statenent that menbers could be held liable if assets
are insufficient to neet all debts.

7. Additional Reouirements. Wthin 30 days of the initia
meeting to elect officers, the Executive Board wll submt to the
Commanding General (C 37) the following information:

a. New organizations wll submt an estimate of menbership
stating the number of mlitary personnel, including active duty,
reserve, and retired personnel and dependents of the foregoing, and
the nunber of civilians, excluding dependents of nilitaa%
personnel . Established organizations wll submt a nenbership
listing in the same format as the new organizations followng their
annual meet i ng.

b. A statement of understanding that the organization nust be
a fully self-sustaining operation.

c. Any proposed affiliation wth state or nationa
organi zations.

d. The names, addresses, and work and hone telephone nunbers
of all incumbent officers.

e. The nane of the individual who is designated by the nenbers
as the sponsor and who wll be responsible to the Conmanding
CGeneral for nonitoring the activities of each organization and
ensuring that all regulations are conplied with.

f. A copy of the mnutes and a statenent of understanding that
a copy of the mnutes of future meetings of all general and
executive board neetings wll be forwarded to the commanding
CGeneral (C 37).

Designation of the officer (by title) accountable for
asset’s.

h. Procedures to conply wth audits required by this GCder.

8. Fi nanci al Reoui rement s

a.  Ascertain tax liabilities and conply wth all of the
applicable state and Federal laws including the submssion of
returns and reports.

b. Mintain fipnancial accounts and records or a bookkeeping

system or both per generally accepted accounting and business
practices. These accounts and records wll be Tretained at |east
four years.
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c. The president or executive board of each organization wll
appoint or the menbership wll elect an audit board which wll be
responsible for conducting a mninum annual audit as of
30 Septenber each year ?if ~required) per the procedures outlined in
enclosure (4). The professional services of a public or certified
public accountant nmay be required for certain organizations, the
cost of which is borne by the organization.

d. Al NAFI's and private organizations wll provide the
Commandi ng  CGeneral (C 37) and (C 184) with a copy of the annual
30 Septenber financial statements in the format depicted in
enclosure (5) which wll be signed by the treasurer as "submtted"
and by the president as "approved." It wll also be signed by the
audit board as "accounts audited and found to be correct" unless a
separate report of an audit is deemed necessary or required, in
which event the separate report nay be prepared in the fornat
depicted in enclosure (6)

e. The Mrine Corps Nonappropriated Fund Audit Service is not
responsible for auditing private organizations.

9. Action

a. Activity heads of nonappropriated funds |listed in enclosure
(1) wll conply wth the instructions contained in reference (d),
other directives, and the instructions contained herein.

b. Al private organizations authorized to operate aboard this
Command will conply wth the instructions contained herein.

c. Al Type 3 organizations authorized to operate aboard this
Command will request annual recertification in the format contained
in enclosure (2).

Deputy Commander for Support
DSTRRBUTION A
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(NAFL)

AND PR VATE  CRGAN ZATI ONS

TYPE |
Arerican Red Qoss
MB Cedit Uion
Marine Corps Association
Navy Relief Society

TYPE |1
Arerican Society of
Armed  Forces
Dunfries,

*% Boy Scout

x%% Boy Scout Troop 176

*x (Qub Scout Pack 176
Grl  Scouts
U S Feld Atillery
Wnen  Marines
National  Naval

TYPE 111

Canp Barrett
Chopawansi ¢
Enlisted Wves Qub
Friends of the Library
* latin American dub
I(\%Ja_ntmo Shooting dub
litary Bass Anglers
Gficers Wves Qub
Quantico Ladies Colf
Quantico Mn's ol f
Quantico Ridi n% d ub
* (uantico Sky vers Qdub
Quantico Westling Qub
*% Quantico Yacht ub
*%x Rosalind Rhyner Preschool
SNCO Wves Qub
** Thrift Shop
Youth Soccer League
Yout h Bovuln% League
Youth  Basketbal | eague
Youth  Basebal |
Oficer Wves Garden Qub
Quantico Instrumental Misi ¢
Aub, Inc.

~ Military
~ Communi cat i on
Triangle, Quantico
Troop 121

Little

~ Associ ation,
Associ ati on

Oficers Association

Running dub
Toast mast er s

Associ ati on

Associ ati on
Associ ation

_ _ Boosters
Nati onal  Soj ourners
Wodbridge Radio Control

League

Leat her neck

Conptrol lers
El ectronics

Associ ation
(Babe Ruth League)

Chapt er

QO gani zati on

ENCLGBURE (1)
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Quantico Dependents Swim Team
oCcs Oficers' Fund

NAFI

Cvilian Wlfare and Recreation Association
Interservice R fle Fund

Quantico Flying dub

Religious Oferings Fund

Rod and @Qun d ub

MAR RECREATI ON BRANCH

** Teen O ub

* Denotes inactive organizations
** Has sole use of a facility
*** Has designated sole use but another private organization

uses the building

ENCLOSURE (1)
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RECERTI FI CATI ON LETTER
7010
(originator's code)
(date)
From (originator)
To: Commandi ng Ceneral, Marine Corps Conbat Devel opnent
Command (C 37)
Subj : REQUEST FOR RECERTI FI CATION OF
Ref : (a) MCCDCO 7010.1A
Encl : (1) Listing of officers
1. Per the provisions contained in the reference, | certify this

organi zation is active, in conpliance with current regulations and
there are no changes to our constitution and bylaws that have not
previously been reported.

2. Accordingly, it is requested that this organization be
recertified.

(signature)

ENCLCSURE ( 2)
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SAWLE CONSTITUTION  AND'CR - BYLAVS

BYLAWS
G- THE
OF

ARTICLE |.

Name

* The name of this organization shall be

ARTICLE 11.
bj ective
* The objective of this organization shall be to — 7 tO
; and to ; etc.
ARTICLE 11,
Member s

Section 1. The nenbership of this organization shall be
limted to /or shall be open to; etc.

*  Section 2. Any shall be eligible for
menber shi p. (Qvilian nenbership may not be extended beyond the
general vicinity of Qantico, VA)

Section 3. The initiation fee shall be dollars,
and/or the annual dues shall be dolTars, payable in
advance on or before of each year. The Treasurer
shall notify nenbers months in arrears, and those
whose dues are not paid within thereafter shall be

automatically dropped from nenbership in the organization.
Section 4. Any nenber desiring to resign shall submt their

resignation in witing to the Corresponding Secretarl)r/é who shal |
present it to the Executive Board for action. NO nber” s

resignation shall be accepted until the nmnenber's dues are paid.

ARTICLE 1V.
Oficers

* Section 1. The officers of the organization shall be a
President, a First \Vice-President, a Secretary, a Treasurer, and

ENCLCBLRE  (3)
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Directors (mninum). These officers shall perform the duties
prescribed by these bylaws and by the parlianmentary authority
adopted by the organization.

Section 2. At the regular neeting held on the (day)
in (nmont h), a Nomnating Conmttee__of nenbers shall
be elected by the organization. It shall be the duty of this
commttee to nomnate candidates for the offices to be filled at
the annual neeting in . The Nomnating Commttee shall
report at the regular neeting in . Before the
election at the annual neeting in , additional

nom nations from the floor shall be permtted.

* Section 3. The officers shall be elected by the nenbership to
serve for one year or until their successors are elected, and their
term of office shall begin at the close of the annual neeting at
which they are elected.

* Section 4. No nmenber shall hold nore than one office at a
time, and no nenber shall be eligible to serve nore than two
consecutive terns in the sanme office.
ARTI CLE V.
Meet i ngs
* Section 1. The regular neetings shall be held on the

(day) of each nonth/quarter unless otherwi se ordered by the
organi zation or by the Executive Board.

*  Section 2. The regular neeting on the _ (day) in

(month) shall be known as the annual neeting and shall be for
the purpose of electing officers, receiving reports of officers and
commttees, and for any other business that may arise.

* Section 3. Special neetings can be called by the President or
by the Executive Board and shall be called upon by the witten
request of 10 menbers of the organization. The purpose of the
meeting shall be stated in the call. Except in cases of an
energency, at least three days' notice shall be given.

* Section 4. menber ship of the organization
shall constitute a quorum

ARTI CLE VI.
The Executive Board

* Section 1. The officers of the organization, including the
Directors, shall constitute the Executive Board.

ENCLOSURE ( 3)
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* Section 2. The Executive Board shall have general supervision
of affairs between its business neetings, fix the hour and place of
nmeetings, make recomendations to the organization, and shall
perform such other duties as are specified in these byl aws. The
Board shall be subject to the orders of the organization, and none
of its acts shall conflict with action taken by the organization.

* Section 3. Unl ess otherwi se ordered by the Board, regular

nmeetings of the Executive Board shall be held on the (day) of
(nont h). Special neetings of the Board can be called by

the President and shall be called by the President and shall be
called upon by the witten request of three nenbers of the Board.

ARTI CLE VI .
Comm tt ees
Section 1. A Conmttee conposed of the (officer) and
ot her nenbers shall be appointed by the President pronptly
after each annual neeting. It shall be the duty of this commttee
to prepar a for the fiscal year beginning the first day of
, and to submt it to the organization at its regular
meeting in . The Commttee can fromtine to tine

submt a supplenment to__the for the current fiscal year.

Section 2. Such other commttees, standing or special, shall
be appointed by the President or the Executive Board shall from
time to tinme deem necessary to carry on the work of the
or gani zat i on. The President shall be ex officio as a nenber of all
commttees except the Nomnating Commttee.

ARTI CLE VI11.
Parlianmentary Authority

The rules contained in the current edition of Robert's Rules of
Oder Newy Revised shall govern the organization in all cases to
which they are applicable and in which they are not inconsistent
with these bylaws and any special rules of order the organization
may adopt .

ARTI CLE I X

Arendrent of Byl aws

*

These bylaws can be anended at any regular neeting of the
Society by a two-thirds vote of the total menbership, provided that

ENCLOSURE ( 3)
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the anmendnent has been subnitted in witing at the previous
nmeet i ng.

regul ar

* Mandat ory

ENCLOSURE ( 3)
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MN MM AUDIT PROCEDURES REQU RED O AUDI T BQARDS
FOR PR VATE CORGAN ZATI ONS

1. An examnation of the accounts and records wll be conducted by
each audit board. As a mninum requirenent, each audit board wll:

a. Count cash on hand.

b. Reconcile the latest bank statenent to the cash account and
request a current statement from the bank if necessary.

c. Audit Checkbook. Exam ne cancel l ed check for payees'
endorsenents and dates: conmpare with check stubs; trace checks to
expense record; and age outstandi ng checks.

d. Audit Cash Incone Record. Exam ne receipts or
docunentati on of cash received and add increases and decreases.

e. Audit Expense Record. Add and classify various expense
items; trace business papers (vendors' bills, invoices, register
receipts, etc.); and verify support for entries to the expense
records.

f. Using the data developed in the above procedures, reconcile
cash receipts and disbursenents.

g. Conduct a physical inventory, if applicable, and conpare
its aggregate value with the anmount of inventory or property on
charge per records.

h. Age accounts payable and accounts receivable, if
appl i cabl e.

i Exam ne evidence of insurance for current status and
anounts and kinds of coverage for adequacy.

j. Determine tax status, and if applicable, check for
conpliance with state and Federal |aws.

k. Verify the accuracy of financial statements from the
general books presented for audit, or prepare a financial report.

1. Submt a report of audit to the president and furnish a
copy to the treasurer. Unl ess conditions or circunstances warrant
the submssion of a separate detailed report, this may be
acconplished by signing the typed notation "ACCOUNTS AUDI TED AND
FOUND TO BE CORRECT" on the bal ance sheet of the financial report.
A copy of the audit report, regardless of form wll be
furnished to the Drector, Mrale, Wlfare and Recreation D vision.

ENCLOSURE ( 4)
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SAWLE FINANCIAL REPCRT  FCRWAT
( HEADI NG)
BALANCE  SHEET (date)
ASSETS

Cash:

Petty Cash Fund $
Cash on Hand

Cash in Bank, Ceneral Account
Accounts Receivable
Merchandi se I nventory
Total  Assets $

LIABILITIES AND CAPITAL
Accounts Payabl e $
Taxes  Payable

Capital:

Qperatin Capital, (date) $

I ncrease/ Decrease  per  attached

Schedul e _

Qperating Capital, (date)

Total Liabilities and Capital $
Value of Property $
Subm tted: Approved:

ENCLCBURE  (5)
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SAWLE REPORT COF AUDIT FORVAT
(date)
From Senior Menber, Audit Board
To: Presi dent, (name of fund)
Subj: AT OF THE (NAME OF FUND)
Ref : (a) Appointnent/Election as Noted in the Mnutes of
the Meeting of (date)

Encl: (1) GCopy of Financial Report dated
1. Per the reference, an audit has been conducted of the accounts
and records of the subject fund by this Audit Board for the period

(dat e) to and including (date) .

2. (This paragraph should state briefly what was done.) Exanple:

The audit was conducted per the procedures outlined in
enclosure (2) to the reference, and included those tests of genera
books that we considered necessary in the circunstances. Our
examnation indicated that the accounting system and related
financial operations were accurate, reliable, and per the
constitution and bylaws of the subject fund. VW audited the
enclosure and find that it accurately portrays the financia
condition and the results of operation for the dates indicated.

3. (This paragraph should state the details which necessitate this
separate report.) Exanple:

The exceptions to paragraph 2 above are stated in the
follow ng discrepancies:

~a. The fund's constitution and bylaws require that the _
president countersign all checks. The stipulation was not conplied
with in that the treasurer was the only person signing the checks
issued during the audit period.
b.  (Subsequent subparagraphs may be used as required.)

4. (This paragraph may be used to comment on pertinent information
not included elsewhere in the report.)

(senior  nenber)

copy to :
Treasurer
Dr, MR

ENCLCBURE  (6)



