MWR INDOCTRINATION OUTLINE

A.  Staff Introduction  (Mr. Scheer)
1.  Including Others in CGES that Support MWR, HANDOUT: BROCHURE
2. Commandant Staff offices interface with MWR

B.  Role of Community Services Command (Mr. Scheer)

1.  CGES-Centralized

Quality Merchandise at Competitive Prices: Return to the MWR Program

2.  MWR-Policy, Assistance, and Oversight

C.   CGES/MWR Relationship (Mr. Scheer)

1. Both Vital Non-Pay Compensation Benefits for Military Members and Families!

2. Available Profits from CGES Drives MWR

3. Both Must be Successful to Support Those That Defend! 

D.   Mission of MWR:  Definition   (Mr. Scheer)         

1.  Not just distribution/expenditure of NAF funds for “parties!”

2.  Balance of APF/NAF Funding 

3.  Non-Pay Compensation Benefit

4.  Keys Are MISSION READINESS and RETENTION!
E.   MWR Category of Activities  (Mr. Scheer)

1. Levels of Importance for Supporting Health and Well-Being of Military Member and Family

2. Defines Levels of APF Authorized

3. Different Categories

F.  Use of Appropriated Funds (APF) (Mr. Ray)

 1.  Funds appropriated by Congress, HANDOUT: ENCL 5
2.  Authorized APF, for MWR purposes determined by unit

3.  Appropriate expenses in support of MWR activities

    4.  Use APF to fund 100% of cost for which they are authorized

G.  Sources of NAF Funding in MWR (Mr. Ray)

1. CGES Profits

2. MWR Revenues

3. Gifts, HANDOUT: GIFT POLICY, COMDTINST 5760.14
4. Commercial Sponsorships

5. Misc: Interest, Leisure Travel Programs, and Recycling 

H.  Audit / Oversight Program (Mr. Ray)

    1.  Primary responsibility rests with the Commanding officer

2. HQ may engage public accounting firms to perform 

    audit/reviews of selected unit MWR programs

3.  Audit submission schedule

I.  Common Discrepancies / Gigs  (Mr. Ray), HANDOUT: OVERSIGHT MSG
    1. Proper Segregation of Duties    

    2. Responsible Server Training

3. Timely submission of budget and reports

4. Acceptance of gifts 

    5. Audit of Morale Fund at least yearly

    6. MWR loans

7. Legal review for lotteries

    8. Written approval for Cat C Activities

    9. Proper procedure upon relief

    10. NAF Personnel Policies

    11. Safety inspections not conducted quarterly
J.  Customer Service (Mr. Davis) 

1. Our job is to serve the customer

2.  Identify who the customer is, what they want, and when they 

     want it

 3.  Provide requested services as much as possible and ask 

     patrons how you are doing-get feedback

 4.  Tools – surveys, comment cards, demographic info, Morale 

     Committee, target groups

  5.  Golden Rule

K.  Employee Recognition  (Mr. Davis) , HANDOUT: ALCOAST/ AWARDS
1. Show your appreciation – know their name, talk to them, 

    certificates, awards, tell others

2. Submit for awards – IMCEA, AFR, DHS, Unit, Division, outside 

    organizations – volunteer

3. Morale of our own employees is important if they are to 

    “uplift the spirits” of others

L.  Training (Mr. Davis) 


1.  Purpose

2.  Required and Professional Development

3.  Responsible Server Certification: 

TIPS - Training for Intervention Procedures 

       

1-800-438-8477

CARE – Controlling Alcohol Risks Effectively 
       
1-800-349-0299

BAR CODE – Through National Restaurant Association 
       
1-800-809-6032

LEARN2SERVE.COM – On Line Course

4.  Document

5.  Follow up


M.  Professional Certification/Affiliations (Mr. Davis), HANDOUT: 

(APPLICATIONS…IMCEA, NRPA)

1. We support professionalism and training

2. Alcohol Server Training

3. NRPA, IMCEA, others

4. Aerobics/Fitness Instructors

 5.  American Society of Military Comptrollers

6.  Check web sites for more information

N.  Sports Programs (CWO Butler), HANDOUT: ALCOAST/Application
1. Armed Forces Sports (NAVY/CISM)

2. Sports Council/Working Group

3. Process

· ALCOAST

· Application

· Selection

4. CISM

· Friendship through Sports


O.  Sports Grants(CWO Butler), HANDOUT: ALCOAST/MEMO Request 
1.  Purpose

2.  Define Grant types

· Local

· State

· National

· International

3. Process

· ALCAOST

· Application

· Due date

· Selection Process (first working day of new year)


P.  Athlete of the Year Program (CWO Butler), HANDOUT: ALCOAST/Memo Application
1.  Overview 

2.  Process

· Required information 

· Application Deadline (first working day of new year)

· Selection board

· Notification

· Banquet

Q.  Navy Motion Picture Service (CWO Butler)

1. Overview

2. Eligible Units

3. Safeguarding NMPS movies

4.  Funding – HQ or Unit

R.  Commercial Sponsorship (Mr. Davis)
 1.  It’s real, official, working

 2.  Details in MWR Manual (Ch. 5-21)

      3.  Follow rules. Not a gift: is an exchange of equal value

      4.  Solicited, unsolicited – no tobacco sponsors

      5.  Build around programs


  6.  If in doubt…ASK! 

S.  Financial Related Reports/Surveys (Mr. Ray/CWO Pfeiffer), HANDOUT: 
    ENCL 17 Pg 21
  1.  Morale Fund Financial Statement – quarterly

     2.  MWR Casualty/Liability Report – 30 March

     3.  Annual Audits – On or about 1 June

     4.  Annual Budgets – 30 November, HANDOUT: BUDGET MSG
     5.  MWR Program Safety Inspection – quarterly – unit retained

     6.  MWR Program Inspection Checklist – annually – unit retained

7.  MWR User Survey –every 3 years– unit retained
T.  Per Capita Distribution (CWO Pfeiffer) 
  1.  Funding source for NAF distribution.

  2.  Determining available profit for distribution

 3.  Redistribution of available profit (ISCs/HQUNITS)

 4.  Personnel not receiving per capita distributions

U.  Patron Eligibility (Mr. Scheer)

 1.  Materially Similar to DoD

      2.  Unlimited Patronage/Limited Patronage - Changing

      3.  Excess Capacity

      4.  Important to FOLLOW the POLICY!

V.   MWR Insurance Program (Mr. Scheer)

1.  Complexity

2.  Description and Coverage

3.  What’s Not Covered

4.  Oversight Responsibilities

5.  Who Pays

6.  Things to Remember

W.  MWR Personnel Directory (Mr. Ray)

      1.  Purpose
 2.  Updates
      
X.  Specific Issues Related to Command (All)
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