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2016 Air Force Club Winter Membership
Appreciation Giveaway Implementation Guide


                                “Leap into a Jeep”
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Overview
Air Force Services Activity (AFSVA) will conduct two AF Club Membership Appreciation Giveaways in 2016; the first one will be in February (Winter Giveaway) and the second will be in August (Summer Giveaway). The prize structure for the winter giveaway is as follows: Each day in February ten (10) club members will be randomly selected to receive a prize; one member will win a $100 cash prize and the other nine (9) members will each win a $25 Force Support Squadron (FSS) gift card.  If your installations needs additional cards please submit a request via myPers. Winners will be notified through email.  Additionally, on the 10th, 17th, and 24th of February three (3) AF Club members will be drawn for a chance to win the grand prize--  a 2016  Military Wrapped Jeep Wrangler Rubicon. The second and third place winners will each receive a $2,500 check. All winners are randomly selected from the AF Club Membership database.
The giveaways are intended to show appreciation to AF Club members, to draw attention to the benefits of AF Club Membership, and to encourage local, complementary club offerings. As with all centrally funded Club programs, this is the perfect opportunity for bases to encourage membership through the membership drives and showcase the many benefits of membership at your local installation. 
This program is promoted AF-wide.  All AF Club members in good standing as of midnight, 25 January 2016 (CST) are eligible for the prizes and are automatically entered. All winners are determined through a random selection process governed by the Judge Advocate Office. Those individuals that sign up after the 25 Jan16 will have an opportunity to win prizes in the next summer membership appreciation program. 
Concept Development
AFSVA is overseeing the development, design, prizes and prize drawings. Anyone who is an Air Force Club member in good standing at the time of the respective giveaway drawings is eligible to win.
FSS and AF Clubs will promote both Membership Appreciation Giveaways across all activities.  
The giveaways are open to all eligible members listed in AFI 34-272, para 1.6.1 (refer to AFI 34-272, paragraph 1.6.1., Active Membership).

Questions concerning this program can be emailed to the NAF Food & Beverage branch program manager, dulce.rayos@us.af.mil or contact her at Comm: 210-395-7751 or DSN 969-7751 (during duty hours of 0700-1600, Monday thru Friday, CST). 

Rules of Engagement – Winter Giveaway
AFSVA will:
· Provide a list of all current club members as of 25 Jan 16 for random selection to, SVK who will run the random generator
· Provide and deploy program guide
· Provide a sample AAR to bases who request one and a link for installations to use for submitting After Action Reports (AAR), photos, and POC information (Use SVI portal)
· https://org1.eis.af.mil/sites/100002/Pages/AFClubsProgrammingReporting.aspx
· Load all marketing and promotional materials NLT 4 Jan 16 in Download Central for installations to use in their local marketing efforts
· www.usafservices.com>Managers>Marketing>Download Central 
· Ensure all members in good standing are automatically entered to win
· Send an email notification to the club manager or representative of winners assigned to their installations and also notify daily winners of their selection
· Fund and reimburse $100 cash and $25 FSS gift card prizes to the bases
· Fund and award one 2016 Jeep Wrangler Rubicon and two $2,500 check prizes
· All tax/title/licensing for vehicle and taxes for second & third prizes are the responsibility of the winners
· Vehicle is nontransferable and cannot be exchanged for cash
· All prizes will be awarded 29 Feb 16, but selection of grand prize winner will be 28 Feb 16 
· In the event that the grand prize winner elects NOT to take prize, an alternate will be selected

Installation (Club Management) will: 
· Load all requested information in the Clubs Program Reporting Tool (use SVI portal  
https://org1.eis.af.mil/sites/100002/Pages/AFClubsProgrammingReporting.aspx
· Schedule and host local promotional events supporting the giveaways
· Maximize local giveaways/commercial sponsorship
· Encourage club membership sign ups
· Ensure all rules and eligibility information are made available
· Locally print marketing materials and advertise giveaway
· Load all photos and AARs NLT 11 Mar 16
· Notify all winners at their installation  
· Award winners with $100 cash prizes and $25 FSS gift cards
· Ensure winner is a licensed driver and provide proof of insurance 
· Inform the winner of their responsibilities for all costs associated with winning the vehicle including but not limited to: local, state and federal income tax, title, vehicle registration, license fees and insurance for the vehicle
· Inform 2nd & 3rd place winners of their responsibility to report any winnings over $600


[bookmark: _Toc377386573]Goals
· Draw attention to the benefits of club membership (refer to AFI 34-272, paragraph 1.6.1., Active Membership).
· Retain and attract AF Club Members
· Promote AF Clubs and its programs
Program Timeline 
Winter Giveaway (1 Feb – 29 Feb 2016) 
· 4 Jan 16 – Marketing collateral loaded to download central
· 6 Jan 16 – Notify all installations of program and location of marketing collateral and implementation guide
· 25 Jan 16 – AFSVA generates eligible membership report using ClubWorks
· 1 Feb 16 – Appreciation Giveaway Promotion Begins
· 10 Feb 16 – Selection of first “possible” grand prize winner
· 17 Feb  16 – Selection of second “possible” grand prize winner
· 24 Feb  16 – Selection of third “possible” grand prize winner
· 29 Feb 16 – Selection of 3rd, 2nd, and Grand prize winners
· 29 Feb  16 – Appreciation Giveaway Promotion Ends
· 29 Feb  16 – Vehicle and cash prizes awarded to the winners 
· 7-11 Mar 16  – Follow-on publicity/social media of top three winners
· 11 Mar 16 – AARs are due to SVOFN via SVI portal 

Prizes
Appreciation Giveaway Prizes
· The Grand Prize 2016 Jeep Wrangler Rubicon will be awarded to an AF Club Member – the selection pool is made up of individuals who are members in good standing of an Air Force Club as of  25 Jan 16 (except as noted in “Not Eligible” section below). Those individuals will automatically be entered in the drawing to select three (3) finalists. 
· Selection and announcement of the three (3) finalists will be on the following dates:
· 1st Finalist : 10 Feb 16
· 2nd Finalist: 17 Feb 16
· 3Rd Finalist: 24 Feb 16
· Tax, title, and licensing will be the responsibility of the winner  
· Vehicle shipping arrangement (if required) will be the responsibility of AFSVA
· Twenty-nine (29) $100 cash winners and two hundred and sixty one (261) $25 FSS gift card winners will be selected from membership database NLT 26 Jan 16  
· Ten (10) winners will be selected and announced each day.
· One (1) $100 winner and nine (9) $25 FSS gift card winners
· Members can only win a $100 prize once
· Members can only win a $25 FSS gift card prize once
· $100 and $25 winners are included in the selection for the Grand Prize and second and third place prizes

All winners will be determined by a random drawing conducted at AFSVA using a random number generator – drawings will be supervised by a representative from the Judge Advocate Office
Accounting Instructions
Installations may receive reimbursement for FSS gift cards awarded to prize winners.  Report the FSS gift card prize giveaways on AF Form 1876, NAF Consolidated Cost Center Report, as a debit to GLAC 1140000, NAFI Receivable and a credit to GLAC 2490075, Other Payables-AF Gift Card (AF and all Bases). Ensure to include a note on the AF1876 that the FSS gift card payout is for the 2016 AF Winter Club Membership Appreciation.
 
To receive reimbursement, installations must provide receipt documentation in attachment 2. Submit attachment 2 with an expenditure report (attachment 1) form to Ms. Dulce “Candy” Rayos, AFSVA/SVO,dulce.rayos@us.af.mil. Maintain a copy of the documents at the local office of record (NAF AO). After review and verification of installation’s submission, AFSVA/SVO will process a cash transfer (CT) through NAFDIS. The reimbursement CT will be processed to the base MWRF and record the cash transfer to the balance sheet (0000) in GLAC 1140016. Upon receipt of the reimbursement, the NAF AO must process a GLAF to debit GLAC 1140016 and credit GLAC 1140000 to clear the receivable(s) posted for incurred expenses related to the event.
Eligibility/Non-Eligibility and Restrictions 
· Winners must meet the eligibility requirements of club membership in accordance with AFI 34-272, Air Force Club Program

· Anyone who is a club member on the date of the drawing and in good standing, i.e. (a) their account is currently “active”; (b) they are not currently on the Account Delinquency Report in Club Works; and (c) they are not on the “Not Eligible” list, is eligible.

· To win the 2016 Jeep Wrangler Rubicon, the winner must be a licensed driver and will be required to provide proof of insurance at the time of delivery. Winners are required to execute and return an Affidavit of Eligibility and Liability Release and where legal, a Publicity Release, within five (5) calendar days following the date of issuance of notification or the prize will be forfeited and awarded to an alternate winner (Alternate will be selected on the same day as the grand prize winner). In the event the winner is a deployed service member, the individual legally designated by the service member as power of attorney has the right to accept delivery of the 2016 Jeep Wrangler Rubicon on the winner’s behalf. Winner will pay costs of 2016 Jeep Wrangler Rubicon tax, title, and destination. Winner is also responsible for all other costs associated with winning the 2016 Jeep Wrangler Rubicon including but not limited to: local, state and federal income tax, title, vehicle registration, gasoline, maintenance, mileage, wear and tear, license fees and insurance for the 2016 Jeep Wrangler Rubicon, and any other expenses related to the acceptance and use of the 2016 Jeep Wrangler Rubicon not specified herein. The 2016 Jeep Wrangler Rubicon is nontransferable and cannot be exchanged for cash. The 2016 Jeep Wrangler Rubicon is not eligible for other incentives or any other type of new vehicle lease or financing offers. The 2016 Jeep Wrangler Rubicon awarded may differ from any vehicle shown in promotional materials.

· All winners’ eligibility will be validated before prizes are awarded. All prize claims are subject to verification. Void where prohibited by law.

· If at the time the top three prizes are actually awarded, the winning member’s “status” has changed from the time of the actual drawing, i.e. the account has become inactive, delinquent, or charged off, the individual’s status will no longer be deemed “in good standing” and the prize will be awarded to the next person on the prize winner list.

· Installations will formally notify winners in person or by registered mail. The prize winner must acknowledge acceptance or refusal of the top three prizes by email to the program manager, dulce.rayos@us.af.mil NLT 29 Feb 16 or be disqualified.

· If a response is not received by 29 Feb 16, the prize winner will be considered disqualified and the prize will be awarded to the next individual on the prize winner list.

· Prizes are not transferable

IMPORTANT NOTICE:  The following categories of personnel are NOT ELIGIBLE:
· HQ USAF:  Secretary of the Air Force, AF Chief of Staff; Vice Chief of Staff; Chief Master Sergeant of AF; Deputy Chief  and Assistant Deputy of Staff for Manpower, Personnel and Services; Director and Deputy of Air Force Services; AF Services Career Field Manager; AF Services Operations Chief; AF Services Operation Club Program Manager; their spouses and immediate family members. 

· Air Force Materiel Command (AFMC):  Commander, Executive Director, Command Chief; their spouses and immediate family members.

· Air Force Installation Mission Support Center (AFIMSC):  Commander, Vice Commander, Chief Enlisted Manager; their spouses and immediate family members.

· Air Force Services Activity (AFSVA):  Commander, Deputy Commander, Chief Enlisted Manager, Director of Operations, AF Food and Beverage Division Chief, the Program Manager; their spouses and immediate family members.

· Installation Level:   Installation Commanders, their Vice Commanders, Command Chiefs, their spouses and immediate family members. Base/Mission Support Commanders, their Deputies, spouses and immediate family members.  Force Support Squadron (FSS) Commanders and/or Directors, Deputy, Operations Officers, Chief Enlisted Manager, - First Sergeants, Flight Chiefs Club Manager; their spouses and immediate family members.
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Attachment 1-  Expenditure Report.xlsx


Attachment 1- Expenditure Report.xlsx
Base Name

		Expenditure Report

		Base:														As of:

						Purpose:		2016 AF Winter Club Membership Appreciation

		1		2		3		4		5		6		7		8		9

		Activity / Cost Center		Date		Item		GLAC 		Contract # or  Payment Document #		Vendor Name Paid		Date Received		Amt Paid		Date Paid



































																$0.00





		Resource Manager/Designee Certification



		Submitter:



		I certify that all transactions entered are valid and accurately recorded in the general ledger. Complete documentation is on file in the office of record. 



		Approved by:
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Attachment 2 - Gift  Card Prize documentation.xlsx


Attachment 2 - Gift Card Prize documentation.xlsx
Base Name

		Expenditure Report

		Base:																As of:

						Purpose:		2016 AF Club Winter Membership Appreciation

		1		2		3		4		5		6		7		8		9		10

		Activity / Cost Center		Date		Item		GLAC 		Obligated Amt		Contract # or  Payment Document #		Vendor Name Paid		Date Received		Amt Paid		Date Paid



































																		$0.00





		Resource Manager/Designee Certification



		Submitter:



		I certify that all transactions entered are valid and accurately recorded in the general ledger. Complete documentation is on file in the office of record. 



		Approved by:
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Sheet1

		All information is required for Winter Club Membship Appreciation reimbursement.

		This form is used as documentation for reimbursement.



		PRINT FORM BELOW, REQUEST WINNER SIGNATURE, ENTER REQUIRED DATA, SCAN AND EMAIL TO

		PROGRAM POC.





		Installation

		Facility name and address

		Name of prize winner(s)

		Signature of winner(s)

		Dollar amount of winner prize

		FSS Gift Card Number

		Security Code on back of FSS Gift Card

		Complete name and phone number of individual submitting reimbursement request






