
DISTINGUISHED GUEST QUARTERS REQUEST
PRIVACY ACT STATEMENT 

  
Information contained on this form is maintained under the Systems of Records Notice T7Z290 Nonappropriated Fund Accounts Receivable System 
(September 1, 2005, 70 FR 52079).  AUTHORITY:  5 U.S.C. 5514; 26 U.S.C. 6103(m)(2); 31 U.S.C. 3511, 3512, 3513, 3514, 3701, 3711, 3716, and  
E.O. 9397 (SSN)  PRINCIPLE:  Persons using Post billeting facilities on a fee paid basis such as bachelor officer quarters, visitor officer quarters and  
guest house facilities. PURPOSE: To maintain current rosters as subsidiary records for accounts receivable and cash accountability control; to provide 
monthly statements to customers; to provide ledger balances for activity financial statements; to prepare aged listing of accounts receivable, 30, 60, and
90 days; to answer inquiries of members on account status and specific transactions; to permit collection of debts owed to a nonappropriated fund  
instrumentality.  ROUTINE USE:  In addition to those disclosures generally permitted under 5 U.S.C. 552a(b) of the Privacy Act, these records or  
information contained therein may specifically be disclosed outside the DoD as a routine use pursuant to 5 U.S.C. 552a(b)(3).  DISCLOSURE:   
mandatory for reservations.

GUEST INFORMATION

GUEST'S RANK: PLEASE CHOOSE RANK FROM THE APPROPRIATE  SERVICE CATEGORY

USMC USN USCG USA USAF DOD Civ Civilian

LAST NAME: FIRST NAME:

POSITION OR TITLE:

PARENT COMMAND:

ORGANIZATIONAL 
ADDRESS: ZIP CODE:

WORK 
NUMBER:

 CELL 
NUMBER:

HOME 
NUMBER: DSN:

ARRIVAL DATE: DEPARTURE DATE:

PURPOSE OF VISIT:

NUMBER OF GUESTS: SPOUSE / GUEST NAME:

REQUESTOR'S  INFORMATION

REQUESTOR'S NAME:

REQUESTOR'S ORGANIZATION / DEPARTMENT:

HOSTING ORGANIZATION / DEPARTMENT:

REQUESTOR'S PHONE: REQUESTOR'S E-MAIL:

FOR INTERNAL USE ONLY  FOR INTERNAL USE ONLY  FOR INTERNAL USE ONLY  FOR INTERNAL USE ONLY  FOR INTERNAL USE ONLY  FOR INTERNAL USE ONLY FOR INTERNAL USE ONLY

CREDIT CARD / PAYMENT INFORMATION

CREDIT CARD:

EXPIRATION DATE ON THE CARD:

CARDHOLDER NAME:

RESERVATION MADE BY:

DATE RESERVATION MADE:

ROOM NUMBER:

CONFIRMATION NUMBER:

RESERVATION CONFIRMED BY:

RESERVATION CONFIRMED WITH:

DATE RESERVATION CONFIRMED:

TIME RESERVATION CONFIRMED:

MCIEAST-MCB CAMLEJ/HQ/6            (4/13)                PREVIOUS EDITIONS ARE OBSOLETE                                                             ADOBE 9.0

CARD #:

ENTER THE DIGITS OF YOUR SECURITY CODE (Located on the back):
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E.O. 9397 (SSN)  PRINCIPLE:  Persons using Post billeting facilities on a fee paid basis such as bachelor officer quarters, visitor officer quarters and 
guest house facilities. PURPOSE: To maintain current rosters as subsidiary records for accounts receivable and cash accountability control; to provide monthly statements to customers; to provide ledger balances for activity financial statements; to prepare aged listing of accounts receivable, 30, 60, and 
90 days; to answer inquiries of members on account status and specific transactions; to permit collection of debts owed to a nonappropriated fund 
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