2009 FITNESS PROMOTION

Implementation Guide

With ongoing sponsorship support from Gatorade, we are able to continue providing limited financial support to enhance or offset event budgets. The following outlines the program and the responsibilities that fall upon participating MAJCOMs/installations:          

1. Through sponsorship dollars, based on meeting 2008 requirements, installation fitness centers (via MAJCOMs) will be provided funds to help offset the cost of sponsor products.  Bases not eligible for funds in 2009 may submit an After Action Report by the deadline to be eligible for support in 2010 should they become available.
a. The Fitness representative at each MAJCOM will have the flexibility of setting up the process, distribution and set dollar values to be distributed to participating installations.
2. Feature one or more Gatorade products (& no competitive products) for at least one event during the remaining calendar year.
3. Hang banners (Fitness Centers should have existing Gatorade banners)
4. Utilize Gatorade coolers (Fitness Centers should have existing coolers)
5.  Include the Gatorade logo on all promotional materials.
a. Graphics available at https://mil.afsv.net/MKT/05downloads.htm
b. Include the “No federal endorsement of sponsor intended” disclaimer wherever the sponsor is mentioned.  
6. Submit year-end After Action Report (AAR) -- Installations receiving funds are required to complete the Program Evaluation Form and Financial Data Form (Attachments 1 and 2).
a. All expenditures associated with funds must be recorded and reported in the Financial Data Form.  
b. Installations must comply to expect fund support for future programs (assuming sponsor support continues).  
c. Complete forms and forward to your MAJCOM by 08 Jan 10. Any installation in receipt of funds that fails to hold the required event(s) or submit the Program Evaluation and Financial Data Form will not be eligible for following year support.  
d. MAJCOM submissions due to AFSVA NLT 26 Jan 10. Please submit electronically to: rita.blalack@randolph.af.mil.  
e. AFSVA AAR Standards are at: https://wwwd.my.af.mil/afknprod/ASPs/docman/DOCMain.asp?Tab=0&FolderID=OO-DP-AE-12-35-24-2-4&Filter=OO-DP-AE-12
MARKETING AND PROMOTION 
-- Promotion:  Fitness Centers and Marketing departments should work together to promote events to the fullest.  
-- Best Practices and Program Ideas: 
1. Employee Training:  Inform staff about each sponsored program. This should include a briefing about the sponsor (GATORADE) and reminding them of good sponsorship etiquette – i.e. not have a “competitors beverage” in a GATORADE cooler or cup or vice versa.  Keep sponsor refreshment table clean and replenished, banner hung and stored appropriately in between events.
2. Additional Sponsorship: Obtain additional local sponsorship for refreshments (other than beverages) or provide incentive items, to help make the event more enticing to program participants.  
3. Improve Relationships:  Contact the local Gatorade product distributor with an invitation to attend events; work in cooperation with DeCA and AAFES when Gatorade products are purchased.
4. Program Ideas / POCs from previous successful events:

a. Monthly Fitness Events
b. Running Clinics and Races
c. Volkssport Event:  Coordinate with your local Outdoor Recreation Program Director
d. Recee Challenge Adventure Series: Beale AFB, California; MSgt Vernon. FCD; DSN 368-2257
e. Aero-A-Thon: Langley AFB, Virginia; Mr. John Hickok. FCD; DSN 575-8165
f. Mini-Triathlon: Mountain Home AFB, Idaho; Mr. Holmes. FDC; DSN 728-3004
g. 3 Point Hot Shot Basketball Shoot-out: Sheppard AFB, Texas; Ms. Conn. FCD; DSN 736-0488
h. Ultimate Commando Challenge: Hurlburt Field, AFB, Florida; Mr. Proctor. FCD; DSN 579-6876
i. Squadron Fitness Team Challenge: Charleston AFB, South Carolina; Mr. Parrish. FCD; DSN 673-3348
j. Martial Arts EXPO: Kadena AB, Japan; MSgt Davis. FCD; DSN 634-7974
k. Warrior Classic Varsity Basketball International: Yokota AB, Japan: Mr. Coleman. FCD; DSN 225-8890
l. Iron Man Flight Challenge:  Klein Brogel AB, Belgium; MSgt Gory. FCD; DSN 358-9427  

MAJCOM RESPONSIBILITIES:

MARKETING 

-- Review and forward to installation level Marketing Directors.

   
-- Consolidate AARs and forward to AFSVA NLT 26 Jan 10. 


FITNESS AND FINANCE 
-- Fitness representatives will be asked to track programs and disburse funds, as they deem appropriate. 

-- In the 3rd Qtr CY09, AFSVA funds will be disbursed to MAJCOMs for distribution to participating installations.

-- MAJCOMs disburse funds to the installations meeting the criteria set up by the Command. 
Funds Distribution:  Funds will be distributed to MAJCOMS based on a pre-set 
distribution formula.  Each command will be informed of their amounts for 
re-distribution to the installations.

Accounting Instructions:  
MAJCOMs will account for the funds on their balance sheet as “Other Payables” in FAS GLAC 249 - shred as necessary / AFSFMS GLAC 2490000; and distribute the entire amount of funds to installations at their discretion, based on fitness center participation levels.  None of the funds are to remain at the MAJCOM level.  

Installations will record funds advanced by the MAJCOM in FAS GLAC 233 / AFSFMS GLAC 2330000, Unearned Income – Without Defined Periods, with the income pro-rated to match the revenue with expenses for the various events.   

Installations will record the revenue in FAS GLAC 833 / AFSFMS GLAC 8330000, Special Grants - Operating, in the cost center where the program expenses are incurred.  All funds must be transferred to income by the close of the 2009 Fitness promotion, 31 Dec 2009.
Note:  Use of Special Operating Grant GLAC 833 is restricted to only those funds received from the appropriate higher echelon for an Air Force or MAJCOM directed or sponsored event or program; and the funds are accompanied by written accounting instructions specifically authorizing the use of GLAC 833.  Do not use GLAC 833 for income from any other source.  

MAJCOM-level:

MAJCOMs deployed under the SSC: The Agency will process a CT GLAF, posting the cash transfer to MAJCOM GLAC 1140016 (CR).  Upon receipt of funds, the MAJCOM must either: process a CT GLAF to immediately transfer the entire funds to their installations; or process a GLAF to debit (DR) GLAC 1140016 and credit (CR) GLAC 2490000.  If not transferring the funds immediately upon receipt, MAJCOMs distribute the allocated funds at a later date of their choosing by uploading a CT GLAF to the SSC, debiting GLAC 2490000 and crediting the MAJCOM Cash-in-Bank GLAC 1010000.  When transferring funds to deployed installations only:  MAJCOMS will process the installation–level funds as a debit to the installations’ Cash-in-Bank GLAC 1010000 and a credit to either a MAJCOM designated installation-level clearing account or directly to GLAC 2330000.

Non-deployed MAJCOMs:  On receipt of the funds in your CMIP account, process the journal voucher to record the receipt of funds in Cash-in-Bank (DR GLAC 101 00 and CR GLAC 249 00(shred).  Record the cash transfer to the installations as a DR to GLAC 249 00 and a CR Cash-in-Bank GLAC 101 00.

Installation-Level:

Installations deployed under the SSC:  To coincide with program/event expenses, prepare and upload the appropriate GLAF to the SSC to transfer available funds from unearned income GLAC 2330000 (DR) to income GLAC 8330000 (CR) in the benefiting cost center, prorated to coincide with program expenses.  Ensure all funds are transferred to income by 31 Dec 2009 - to include any fitness funds remaining after all designated events have been held. 

Non-deployed Installations:  On receipt of the funds in CMIP, process a journal voucher to record the funds in unearned income (DR GLAC 101 00, CR GLAC 233 00).  Transfer funds to income GLAC 833 XX in the benefiting cost center as appropriate to coincide with program expenses (DR GLAC 233 00, CR GLAC 833 XX).  Ensure all funds are transferred to income by 31 Dec 2009 – to include any fitness funds remaining after all designated events have been held. 
Marketing Materials 

· Sample News Releases:  Included at attachment 3.
Attachment 1:  Program Evaluation Form

2009 FITNESS PROMOTION EVALUATION
Name of Installation:  _____________________________________________________

Fitness Center Director/DSN:  ____________________________________________________

Marketing Manager/DSN:  _____________________________________________________

Action Officer for Event/DSN: ____________________________________________________

Briefly describe the different types of events you conducted and the total number of participants at each event:

Quarterly Event(s) Description

_________________________________________________________________

_________________________________________________________________

Number of Participants: ____ Number of Spectators____

Advertising/Publicity, additional commercial sponsorship obtained/used.  Provide total value of cash or in-kind products received: ______________________________________________________

_________________________________________________________________

_________________________________________________________________

Other organization involvement (list): 

_________________________________
________________________________

_________________________________
________________________________

_________________________________
________________________________

FINANCIAL DATA – Please see Attachment 2
PROGRAM SUCCESSES AND LESSONS LEARNED

Please list processes that went well, recommendations for improvement, things to improve.

Attachment 2:  Financial Data Form
2009 FITNESS PROMOTION

* DO NOT report local sponsorship support on this form.  All local support should be reported in CSMS.

	Event
	Agency Funds Received
	Agency Sponsor Funds

Spent on Gatorade 
	Agency Sponsor Funds

Spent on Other

Expenses

	 EXAMPLE:
	 
	 
	

	Starting Balance
	$600.00
	
	

	Summer Fling 
	 
	$150.00 
	$50.00

	  Balance
	$400.00
	
	

	Mini-Triathlon 
	 
	$100.00 
	$100.00

	  Balance
	$200.00 
	 
	

	Additional Events
	 
	$150.00 
	$50.00

	  Ending Balance 
	$0 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	


Attachment 3:  Sample Press Releases
Press Release #1 
<Insert Installation Theme Here> 

In order to add interest to a routine fitness regimen, a special program <INSERT PROGRAM NAME> is being held at the fitness center on <INSERT DATE/TIME>.  “<INSERT PROGRAM NAME> is a way for our Air Force community to step outside their normal fitness routine and try something new and challenging,” said <NAME>.  Beverages sponsored by Gatorade* will be available.  For more information, contact the fitness center at <INSERT NUMBER>.
 *No Federal Endorsement of Sponsor Intended.

Press Release #2 

Fitness Center and Outdoor Recreation Host Mini-Triathlon  

Do you want to improve your run, swim, or cycling time? Is your goal to just complete a mini-triathlon? Do you just need to start “moving” for fitness and health, but need some help getting started? Find answers to your questions and get started on your fitness goals with help from your installation Fitness Center and Outdoor Rec staff at <PHONE NUMBER/LINK>.  Beverages sponsored by Gatorade* will be available.  

*No Federal Endorsement of Sponsor(s) Intended.
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2009 FITNESS PROMOTION TEAM:   

           Fitness Information:  Margaret Treland,  TSgt LaVonia Tonsall, DSN 487-7021


Commercial Sponsorship Information:  Rita Blalack, DSN 487-4945

