
DEPARTMENT OF THE AIR FORCE
42D AIR BASE WING (AETC)
MAXWELL AIR FORCE BASE ALABAMA



DATE

MEMORANDUM FOR  42 FSS/FSWU

FROM:               /CC
FROM:  
SUBJECT:  Squadron Unite Program Point of Contact (POC) Letter of Appointment
SUBJECT:  
1.  The following personnel are appointed as the Unite Program POC (Primary and Alternate):

	Grade
	Name
	Office Symbol
	Duty Phone

	
	
	
	

	
	
	
	



2.  The POC will agree to comply with the following requirements:

a. Contact the installation Community Cohesion Coordinator (C3) – Ms. Sherita Baker at 334-953-3662 office or 334-303-2026 mobile, to discuss the proposed event and authorized expenses. 

b. Complete and sign UNITE Event Proposal.  POC may sign in lieu of commander’s acknowledgment/signature.  Forward to C3 to submit for AFSVA approval NLT 2 weeks prior to proposed event date. 

c. Confirm event date, time, location, and provide final attendee count NLT 24 hours prior for on base events and at least 48 hours for off base events.

d. Ensure budget limits are always maintained (food and beverage = $6/person and program costs up to $15 per person.  

e. Provide C3 with After Action Report information within 2 business days after every event, including group photos with as many members as possible. 

f. Comply with all UNITE Program rules and regulations as defined by UNITE Guide. 

g. Submit CY26 UNITE requests NLT 31 October,2026. Events must be closed out with photos and AARs by the second Friday in December.
*UNITE IS NOT authorized for holiday parties.
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