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UNITED STATES AIR FORCE ACADEMY EVENT APPLICATION
USAFA 
USE ONLY
EVENT
APPROVED
YES
NO
DATE
USAFA EVENT NUMBER:  AFA-
Instructions:
1.  Every event must have a USAFA or AOG employee sponsor.
2.  Obtain reservation (tentative) with your venue location prior to submitting this application.
4.  Complete all blocks.  If an item does not apply, mark as N/A.
6.  Fundraisers at USAFA must be approved and comply with USAFAI51-902, Fundraising and On Base Solicitation.
NOTE:  Event Coordination is the responsibility of the requestor & sponsor.  Do not obligate funds for this event until you receive approval. For questions call 10 ABW/XP at (719) 333-8515/3934.
EVENT INFORMATION
TITLE OF EVENT
FUND RAISER
YES
NO
If yes, contact 10 FSS/FSR at 719-333-7106/2917 to obtain fundraising approval information.
TYPE OF EVENT (Sporting Event, Cadet Activity, Private Function, School Event, Boy/Girl Scout Event, Non-Profit Activity, etc.)
DATE(S) OF EVENT
PROPOSED LOCATION  (Requestor or Sponsor Must Coordinate with Facility Manager)
Facility Use License will be prepared by Civil Engineering granting temporary use of Real Property
DATE OF REQUEST
TIME(S)
I HAVE COORDINATED WITH FACILITY AND IT IS AVAILABLE
YES
NO
TOTAL NUMBER OF
EXPECTED ATTENDEES
CLASSIFIED
INFORMATION
NON-DOD ATTENDEES (Explain)
YES
WHY SHOULD USAFA SUPPORT THIS EVENT?  HAS THIS EVENT BEEN HELD ON USAFA BEFORE?  IF SO, WHEN?
REQUESTOR INFORMATION
LAST NAME
FIRST NAME
NAME OF ORGANIZATION
STREET ADDRESS
CITY
STATE
ZIP
PHONE NO.
FAX NO.
E-MAIL ADDRESS (Required)
USAFA SPONSOR INFORMATION
POC LAST NAME
FIRST NAME
RANK
ORGANIZATION
PHONE NO.
FAX NO.  (Optional)
E-MAIL ADDRESS
USAFA SENIOR STAFF INVOLVEMENT REQUIRED FOR THIS EVENT  (Contact each office directly to ensure availability.)
NAME
TITLE
DISTINGUISHED GUESTS ATTENDING
(Such as company CEO, high-level government or military officials, celebrities, etc.)
NAME
TITLE
USAFA FORM 29, 20131106
3.  Submit event form a minimum of 90 days before date of event.  Events may be disapproved if not submitted within required timeframe.
5.  E-mail application to 10ABW.XP.USAFAEVENTSPROGRAM@US.AF.MIL  Expect a response within 4-6 weeks.
Check the box for support you will need for your event.  This form does not constitute coordination for support; you must request any support on the required forms sent to the required agency.  Your sponsor can help you coordinate support for your event.  For military-related events, all support must be coordinated with the appropriate offices.  For non-military events, transportation, civil engineering and communications support is generally not available or requestor may be charged a fee.  Specify any support details in comment block below.
SUPPORT REQUIRED FOR YOUR EVENT
SUPPORT FOR YOUR EVENT  (Contact Agency for Coordination)
PROVIDED BY
PROVIDED BY
TRANSPORTATION
SECURITY
YES
NO
CIVIL ENGINEERING
Requestor
Requestor
USAFA
USAFA
Bus
Entrance Screening
Port-a-Potties
(qty
)
(qty
)
Surrey
Security Forces Escorts
Handicap Port-a-Potties
(qty
)
(qty
)
Van
Extend Visitor Hours
Direction Signs (specify below)
(qty
)
(qty
)
Sedan
Lighting/Light-Alls
NOTE: EAL required if entry after duty hours (0800-1800 each day)
COMMUNICATIONS
Requestor
USAFA
Barricades
Photographer
USAFA LODGING
YES
NO
Custodial Service
Public Address
Dormitory Rooms
Trash Containers
(qty
)
LMR/Cell Phones
Barracks Rooms
Dumpster
(qty
)
Data drop
Lodging Facility
Power (specify below)
(qty
)
Sprinkler deconflict (333-2537)
Phone drop
DV Suites
(qty
)
Other (specify below)
VQ
YES
NO
(qty
)
ADDITIONAL CONSIDERATIONS
AV SUPPORT
Requestor
USAFA
Will alcohol be served? (approval required)
TLF (1, 2 or 3 BR)
(qty
)
PowerPoint
Ambulance/First Aid Support
DVD
Pyrotechnics (Specify)
Other Medium
Entrance Marquee Announcement
COMMENTS/SUPPORT REQUIRED  (Continued)
SECURITY AND PARKING PLAN
Please indicate which gate your guests will enter, how they are getting on base, where they will park, who is managing the parking, who is handling traffic flow, etc.  Please be specific.  You may submit a separate presentation or document with your event request if desired.
EVENT AGENDA / SEQUENCE OF EVENTS
List your schedule of activities, including a detailed timeline that events begin and end.  You may submit a separate presentation or document with your event request if desired.
FUNDING REQUIREMENTS
Due to funding/contract restrictions, some or all support costs associated with the requested event may be the responsibility of requesting organization.
For funding/reimbursement, cost estimates will be provided upon event approval to the requesting organization.  If applicable, indicate the sources of
funding (e.g., O&M, ORF, SM&W, AFAAA, MWRF, Gift Funds).  Indicate how payment will be made (e.g., AF Form 9, Government Purchase Card).
Indicate whether the event will involve any unique funding issues (e.g. Invitational Orders, honorariums, fees for speakers).
USAFA FORM 29, 20131106  (REVERSE)
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