[image: image1.png]



Distinguished

Educator

Tours


A guide to preparation,

performance and success

DISTINGUISHED EDUCATOR TOUR PROGRAM


This guide is intended to help squadrons plan and execute educator tours.  It is not meant to be enforced as policy or mandatory procedures by any higher headquarters or inspection team, unless duplicating material in AETCI 36-2002, or other official, related publications.

General Information
The OPR for educator tours is AFRS/Public Affairs.  Phone numbers are:

DSN 487-5993, Commercial (210) 652-5993

(Alternate, DSN 487-5745, Commercial (210) 652-5745)

Fax - DSN 487-6397, Commercial (210) 652-6397


These are the numbers to call during duty hours before, during and after a tour to get in touch with the tour guide, escorts or guests.  Public Affairs will provide each squadron with a 24-hour billeting desk or hotel phone number a few days before each tour.

Our mailing address is:
AFRS/PA


550 D STREET WEST STE 1


RANDOLPH AFB TX 78150-4527


AFRS/CC annually determines the scope of the tour program, including the number of tours and tour guests and dates of the tours.  Each group CC should select one squadron RCS/RSOM within the group to function as the lead squadron for their tour.  The lead squadron will coordinate travel arrangements with the other squadrons, prepare primary and alternate guest lists, prepare a post-tour report and act as the single point of contact with AFRS Public Affairs.

GUESTS

Invite guests who have not attended a previous Recruiting Service sponsored educator tour.  Limit guests to one representative per school or organization unless an exception is approved by AFRS/PA.  Consider our ROTC and minority recruiting responsibilities when selecting possible tour guests.  AFRS/CC directs special emphasis on "non-choir" members; that is, individuals who have not yet made a public commitment to supporting Air Force recruiting needs.  Participants should be bonafide influencers who have not yet committed publicly to support Air Force education and training opportunities.  Select individuals who are truly in a position to leverage our school access, i.e., a college dean, school superintendent, high school principal, or career guidance counselor.  Do not consider teachers or coaches.  Also, do not consider any influencers who have attended similar Air Force tours in the past five years.  Remember that tour participation is not to be used as a "reward" for past support.  Invite individuals who can best help your recruiting efforts.  Squadron commanders should carefully screen and select the most appropriate invitees.


Each group is authorized slots for a high school/post secondary/college educator tour.  Group/CC will decide how to divide the slots among the squadrons.  Some considerations may include geographical location of important schools, current emphasis (such as minority, mechanical, combat control/pararescue, engineering, ROTC, etc.) within goals, squadron success and scheduled squadron activities.  Again, the primary consideration should be that which could best help your recruiting efforts.


Task recruiters and squadron personnel to nominate tour guests.  Although educators may be contacted to determine their availability for a tour, do not promise anyone that they will be included.  A sample tasking letter is at L-13.  For a 40-guest tour, approximately 160 individuals should be nominated since there is usually a 75 percent regrets/cancellation rate.


The lead squadron and CC should also decide how to replace canceled primary nominees with alternate nominees.  Either the slot is offered to an alternate from the same nominating squadron, or the alternates are rank-ordered and moved into primary slots as they become available.  Use the method that best supports the group’s needs. When all nominations are received, the lead squadron should select the primaries and alternates.  This list is then reviewed and approved by Group/CC.  Once approved, each squadron RSS/RSOM will mail guest invitation letters to all primary and alternate nominees.  Sample invitations are at L-14 through L-16 of the checklist.  A release letter, sample of the checklist, is also sent to each nominee's supervisor.

ESCORTS


Each group commander will select two escorts as required by Public Affairs – one squadron commander and one squadron PA NCO.  The escorts are “working” members of the group, and will help during the tour.

SPOUSES

Spouses of tour guests may participate in the tour only if the spouse is also an educator and representing a different school.  We cannot offer the opportunity for participation by non-educator spouses of guests or escorts, even at their own expense, due to space limitations and liability factors. 

TOUR FUNDING

Each squadron must track all costs associated with this program, and request additional funding from HQ AFRS/RSSF if sufficient funding is not already available.

PUBLISHING INVITATIONAL TRAVEL ORDERS

Contact your RSSI/RSSF.  Guests travel on invitational travel orders; this works essentially the same way as normal TDY for active duty members.  Guests are entitled to airfare, billeting and per diem.  Guests are instructed to bring enough money to cover their meals and incidental expenses.  These items are then claimed for reimbursement on the DD Form 1351-2, Travel Voucher, following the tour.  NOTE: Billeting for guests is paid for by HQ AFRS, and will not be reimbursed.  Billeting for escorts will be paid by the traveler.


Follow instructions in AFI 65-103 and in the checklist on pages L-7 through L-11 of this guide.  Publish a separate set of orders for each guest.  Escorts are published on ordinary travel orders. 


Each guest must be given four copies of their orders--one to keep throughout the tour and three to file with their travel voucher.  The lead squadron should give two copies of each guest's orders to each escort officer.  The lead squadron should also send (mail or fax) a copy of each guest's orders to AFRS/PA before the tour start date.  If a recruiter or other squadron representative is picking up a guest’s plane ticket, four copies of the orders are needed (check local requirements).

TRAVEL

Military airlift for educator tours is not an option. Guests are nominated from locations group-wide; it is unlikely they could all travel on a single military flight.
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Your host base Scheduled Airlines Ticket Office can book flights for guests and escorts traveling on military orders.  (If you don't have a SATO, use your normal TDY travel procedures).  Work closely with Public Affairs to identify optimum arrival and departure times.  Schedule flights to arrive in San Antonio on Day 1 (Tuesday) between 1400 and 1600, and depart San Antonio after 1300 on Day 4 (Friday).  If a guest must depart Thursday, schedule the return flight after 6 p.m.  You may need to use a different carrier than the one contracted with your host base in order to meet the times requested by Public Affairs.  Follow your SATO's procedures.


When a primary guest changes, be sure to change the airline ticket as well.  The name on the guest's orders, plane ticket and travel voucher must all match.  Public Affairs will not accept changes within two duty days of a tour (after close of business the Friday preceding a Tuesday tour).  Be sure to cancel plane tickets of any primaries that cancel after this time.


You may wish to ask SATO for either “prepaid tickets” or “ticketless travel.”  We encourage you to work with SATO to arrange the most convenient and secure way of providing tickets for our guests.  Remember to place the ticket in the guest’s name, with your name or a recruiter’s name as a person authorized to pick up a prepaid ticket.  All guests must carry two forms of ID while traveling aboard commercial carriers.


If a guest lives within driving distance of San Antonio, the nominating squadron should transport the guest to Randolph AFB Billeting to arrive at the same time as the guests arriving at San Antonio airport.  Guests are prohibited from using their own cars for transportation during the tour.

BILLETING (Smoke Free)

Guests and escorts (regardless of rank) are normally billeted in the Randolph AFB Visiting Officers Quarters.  When the VOQ is unavailable, they are billeted off base in contract quarters.  Guests will not pay for their rooms (VOQ or hotel) upon checkout, other than incidental items (i.e. refreshment items and phone calls).  Billeting charges will be paid directly by AFRS.  Escorts will pay for their rooms, however, and will file a travel voucher for reimbursement.  It's important to provide guests with the billeting phone number so they can leave it with their families and offices.  If you use the Helpful Hints sheet, include it there.


We discourage you from bringing guests to a central location the night before a tour as this incurs additional travel and billeting expenses.  (An exception might be a guest from a remote location such as Alaska, Puerto Rico, or Hawaii).

MEALS

Guests and escorts pay (and receive approx. $34 per day reimbursement) for their own meals, except the second evening's COI dinner.  The COI dinner must be claimed as a deductible meal on their travel voucher.  Public Affairs will provide menu choices for the COI dinner several weeks prior to the tour and will fund the meal.  Do not plan a COI with tour guests the evening before a tour.  In addition, escorts must not provide meals to guests and claim them on their monthly out-of-pocket voucher, as the guests are receiving per diem.

OTHER EXPENSES
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Ensure that guests are aware of the items they can and can't claim as authorized expenditures during the tour.  Like a TDY traveler, a tour guest may claim POV mileage or commercial transportation to and from the home airport, and per diem.  Guests cannot claim exact meal expenditures, phone calls to their offices or homes, time lost from work, etc. Encourage guests to bring enough cash to cover personal expenditures as well, such as film, souvenirs, beverages, etc.

ATTIRE AND OTHER THINGS TO BRING

San Antonio weather is usually very hot in the summer, cool and rainy in the winter, and a combination of the two in the fall and spring.  Guests and escorts should bring a seasonal jacket and an umbrella (the umbrella is useful on hot, sunny days, too).  


Military:  Military wear service dress to the COI and to the basic military training graduation ceremony on Day 4, duty uniform (with or without tie/tab) for the rest of the tour, and casual civilian attire on the 
evening of Day 3, when the group tours the River Walk.


Civilians:  For the COI on Day 2, men wear coat and tie, and ladies wear equivalent (business) attire.  Guests should be encouraged to wear and bring comfortable, casual clothes for traveling and touring Lackland and downtown.  Shorts, slacks and jeans are appropriate.  Guests must also be encouraged to bring flat-heeled, comfortable walking shoes such as tennis shoes or loafers.  High heels, thongs, and sandals are not appropriate.

Here are some other items both guests and escorts may find helpful:

Sunglasses (all year round)

Sunscreen 

A camera and plenty of film

Business cards

Spare glasses (for people who wear contact lenses)

Medications, including allergy/asthma/bee sting kits, etc. for emergency treatment.


Many small things such as toothpaste, razor, aspirin and shaving cream are available at the VOQ or hotel desk.

MONEY

Guests and escorts should bring cash to cover meals and other expenses such as beverages, souvenirs, tips, and incidentals; $200 should be sufficient.

TRANSPORTATION

Public Affairs will arrange bus transportation for the entire tour.  PA will reserve a GOV van for escorts’ emergency use and official tour-related trips (such as picking up a late-arriving guest or going ahead to a briefing site).

PERSONAL VISITS

Occasionally, a guest wants to spend time visiting a friend or relative in the San Antonio area.  There is no time built into the schedule for personal visits.  Visits before or after the tour are up to the nominating group or squadron; however, they can become a hassle.  We are responsible for the guests until they return home.  Friends or relatives of guests or escorts are welcome to join the group downtown on Day 3.

ITINERARY

The number one objective of Distinguished Educator Tours is to show our guests that the Air Force is a viable career opportunity for their best students. We accomplish this by showing off our number one asset--Air Force people!  Educators are introduced to airmen, officers and NCOs.  They see how we recruit, train and employ active duty personnel.  Although we visit some impressive places and see some impressive hardware, the focus always remains on Air Force people.  All tours include a visit to some aspect of training, flying and educational programs, and one-on-one contact with lots of Air Force members, from basic trainees to general officers.

DISTINGUISHED EDUCATOR TOURS
Checklist

Each group will host one high school/post secondary/college educator tour.  Group CCs will assign a single lead squadron as the OPR for each tour; the group commanders have overall responsibility for decisions regarding tour guests and escorts.  Portions of the tour planning process may be delegated to individuals outside the lead squadron, especially squadron PAs and squadron commanders; however, the lead squadron must maintain overall quality control of the tour and act as a point of contact with AFRS/PA.


This checklist is intended to provide overall guidance and suggested actions for the planning of educator tours.  It is not intended to be enforced by higher headquarters or inspection teams as official policy, except when duplicating official publication.

Important phone numbers:
AFRS/PA (Public Affairs)

DSN 487-5993, Commercial (210) 652-5993

(Alternate DSN 487-5745, Commercial (210) 652-5745)
Fax - DSN 487-6397, Commercial (210) 652-6397

Our mailing address is:
AFRS/PA


550 D STREET WEST STE 1


RANDOLPH AFB TX 78150-4527

· In many cases, you may find it helpful to combine several of the steps below.  

· The number of days prior given for each step is merely a general guide.  You may find it better to accomplish some steps sooner than indicated here.

· We suggest you use the line to the left of each step to write in the date the step was actually accomplished.  Keep the list handy to help you with your next tour.

90 Days Prior
_____
Review this entire tour handbook.

_____
Contact Public Affairs for initial guidance.

_____
The group commander will select a lead squadron RCS/RSOM, decide how slots will be divided, what criteria will be used to select primary and alternate nominees, and how primaries who can't attend will be replaced with alternates.

_____
With group CC guidance, the lead squadron will task each squadron to nominate four times the target number of guests.  See page L-13 for a sample tasking letter.

45 Days Prior
_____
After receiving guest nominations, select primary and alternate nominees.  Use criteria that will best help your group meet its recruiting objectives.  Ensure guests are non-choir and have not attended a previous tour and that only one representative attends from each school.

_____
Notify nominating personnel to contact nominees and let them know their squadron RCS/RSSA will send a letter confirming their nomination and selection as either a primary or alternate attendee is being sent to their school, along with a letter informing their supervisor of their selection and tour dates.  Ensure nominating personnel are well informed; they should be able to explain the proposed itinerary, costs, etc., to the nominees.

_____
Squadron RCS/RSOM sends notification letters to nominees and their supervisors.  See pages L-14 through L-20 for examples.

30 Days Prior
_____
As primaries cancel, begin replacing them with alternates according to the group plan.  Send new notification letters as alternates become primaries.
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_____
Contact Public Affairs for preferred arrival and departure times for commercial flights.  Begin contacting SATO for possible flight information; however, do not book any guest flights this far ahead.  Ask if you can get better rates by booking 30 days in advance.  Guests are entitled to military fares.  Ensure flights can be changed or canceled without penalty, up to and including the day of travel.  When flight reservations are made, ensure guests are notified of their arrival and departure times, information on how they will be transported to and from the airport, and procedures to follow if they must cancel.  Don't give guests their tickets yet.

_____
Notify Public Affairs of escorts' names and duty titles.  Give escorts the helpful information in this package.  AFRS/PA will also call escorts a few days before the tour with current information.

_____
Contact your RSSI/RSSF for guidance on orders, funding, travel and travel vouchers.

_____
Make commercial flight reservations for escorts.

25 Days Prior
_____
Make commercial flight reservations for all guests and notify them of their arrival and departure times, information on how they will be transported to and from the airport and procedures to follow if they must cancel.

_____
Provide flight information to lead squadron RCS/RSOM; lead squadron RCS/RSOM 
will provide flight information to AFRS/PA.

20 Days Prior
_____
Send a worksheet for each primary attendee to AFRS/PA using the format shown on Page L-12.  The worksheet will contain all information requested to include flight information.  Do not modify this worksheet.

15 Days Prior
_____
Establish "contingency procedures" for problems that may arise; for example, weather delays departing flights, escort cannot attend, an incoming flight is canceled, etc.  Review emergency procedures and ensure escorts know them.

_____
Send guests and escorts the information letter and/or the Helpful Hints sheet shown on pages L-19 through L-22, a copy of the guest list, and any other necessary information.  Ensure squadron personnel stay in touch with guests.

_____
If you are bringing in any distant guests, i.e., from Hawaii or Alaska, arrange local overnight billeting, transportation and meals.  Contact your RSSF for current procedures.

5 Days or 3 Duty Days Prior
_____
Contact primary guests and escorts to confirm their travel plans and review Helpful Hints sheet.  Answer all questions.

_____
Give guests and escorts emergency phone numbers:  AFRS/PA - (210) 652-5993 or (210) 652-5745 (during duty hours) or the Billeting Desk - (210) 658-1844 (24 hours).

_____
Give name tags to guests not traveling with an escort (no required format), and request they wear them on their flight.  Other Air Force identifiable items (T-shirt, notebook, hat, AFRS bag tags, etc.) could also aid us in identifying tour guests.  Tell them an Air Force member in uniform will meet them at their gates or baggage claim area.  AFRS/PA will provide standard name tags to all guests upon their arrival.

7 to 10 Days Prior
_____
Prepare invitational travel orders for guests using the format on page L-23.  Use guests' home address to match departure locations on travel orders.  Give two copies of each to each escort and four copies to each guest, fax one copy to AFRS/PA, and make any other required internal distribution.

_____
Finalize all commercial airline tickets; you may wish to use ticketless procedures.  If not, deliver tickets to guests or squadron members who will transport guests, or arrange for ticket pickup at the airport.  Do not mail tickets.

_____
Double-check and finalize all lists, orders and travel arrangements.  After COB three duty days before the tour, do not make any more changes in the primary guest list.  Cancellations after this point will not be replaced.

Day of Tour
_____
Squadron personnel transport guests to airport or other departure point.

_____
Ensure guests and escorts have their orders, plane tickets (round trip) and Helpful 
Hints sheets.  Public Affairs will provide notebooks, paper, pens and other information to guests and escorts upon their arrival.

_____
Stay calm, handle contingencies as they arise and promptly notify AFRS/PA of any changes, cancellations, etc.

After the Tour
_____
Send news releases to each squadron RCS/RSOM on participating tour guests for release to local media (See sample release at L-24).  Squadron RCS/RSOM will provide Public Affairs a copy of the press clipping upon publication.

_____
Ensure all guest travel vouchers are completed and turned in to Travel Pay as quickly as possible, preferably within one week.  Guests should expect a reimbursement within two weeks from the date the voucher is turned in.

_____
Approximately four weeks following a tour, AFRS/PA will send souvenir photos to each participant with a letter from AFRS/CC.

_____
Ensure recruiters log tour guests into school folders, AETC Form 1339.

_____
Invite your guests to COI events and maintain contact with them.

_____
Within 30 days, SQ/RSOM will schedule a COI with tour participant.  Within 15 days, an after-action report will be sent to AFRS/PA detailing COI participation (audience size, comments).

DISTINGUISHED EDUCATOR TOURS
Circle one:  Primary/Alternate

Tour Date:


Squadron:

Personal Information
Last Name:______________________________________________________________

First Name:




(Go By:
 


)  MI:_______

Form of Address: Mr/Mrs/Miss/Ms/Dr


SSAN:_________________

Position/Title:







     Sex:  Male / Female

Name of School: (if applicable) _____________________________________________


Business Address




Home Address

_____________________________

__________________________________

_____________________________

__________________________________

_____________________________

__________________________________

_________________Zip_________

_____________________Zip__________

Business Phone: (    ) 



Home Phone: (    )___________________

Prior students at basic training (Graduation date if known):

__________________________


__________________________

__________________________

COI and Lodging Data
COI Menu Choice:  Filet Mignon/Boned Breast of Chicken

Any special requirements?: (Vegetarian, low sodium, etc.)  Yes / No


If Yes, specify:___________________________________________________ 

Flight Data

Arriving Flight *:  



Returning Flight *: 

Airline: ___________ #:________ 

Airline: ___________________ #:_______ Flight Arrival Time: ___________

Departure Time:_____________________

* Please include all intermediate stops and flight numbers.  Provide travel agency’s name and phone number that was used to make flight arrangements.

Local Recruiter's Rank & Name:__________________________________________________
SAMPLE TASKING LETTER
(Official Letterhead)

MEMORANDUM FOR RCS/CC

FROM:  RCG/CC

SUBJECT:  Nominating Educators for a Distinguished Educator Tour

(Suspense: ________________________)

1.  Our group will host a Distinguished Educator Tour on (DATES).  Your squadron is allocated ( # ) slots to nominate high school, post secondary, and college educators.  From these and other squadrons’ nominations, we will select 40 primary guests; the remainder will be alternates.

2.  AFRS/CC places special emphasis on attendance by “non-choir” guests.  These are individuals who have not yet expressed a commitment to supporting Air Force recruiting needs.  Remember that tour participation is not to be used as a “reward” for past support.  Your primary consideration should be to nominate individuals who can best help your recruiting efforts.

3.  Nominate individuals who meet the following criteria:


a.  Select a key person who can influence young men and women to enter the Air Force.  These include principals, school board members, counselors, deans, professors, career advisors, superintendents and university presidents.  Do not send two people from the same schools.


b.  Consider minority and ROTC emphasis.


c.  There will be no restrictions to race, creed, color, national origin or gender.


d.  Consider the physical condition of the nominees.  They must be able to handle lots of walking and hot weather.


e.  Nominees must not have attended a previous Recruiting Service-sponsored educator tour or any Air Force tour in the past five years.


f.  Active duty military personnel, Air Force reservists, and Air Force retirees (unless retired more than 10 years) are ineligible.

4.  You may allocate these nomination slots among your people as needed.  You may also find it helpful to modify this letter and use it as a tasking tool.  Send your nominations to lead squadron by (60 DAYS PRIOR TO TOUR).  (LEAD SQUADRON POINT OF CONTACT GIVEN ABOVE) will contact you as soon as selections are complete.


RCG/CC SIGNATURE BLOCK 

SAMPLE INVITATION LETTER TO PRIMARY NOMINEE

(Official Letterhead)

NAME

TITLE

SCHOOL NAME

SCHOOL ADDRESS

CITY, STATE, ZIP

Dear (Mr/Ms/Mrs/Dr LAST NAME)

I invite you to visit Air Force activities and meet Air Force people one-on-one at Randolph and Lackland Air Force Bases in San Antonio, Texas, on (DATES).  You’ll be part of a group of 40 distinguished area educators.  We’re very proud of the opportunities America’s Air Force offers, and we’d like you to meet some of the talented, dedicated young men and women who are the heart of the world’s greatest aerospace force.

We’ll provide transportation, lodging, and an evening banquet at no cost to you.  You’ll need funds to cover other meals and incidentals -- about $200.  After the tour, we’ll pay you “per diem” to help offset the cost of your meals (approx. $34 per day).  During the tour, you’ll enjoy informative and open interaction with fellow educators and Air Force members.  The experience is sure to be enlightening and unforgettable.

Please complete the attached response and return it in the enclosed envelope by (45 DAYS PRIOR TO TOUR).

I look forward to your reply and hope you will attend.


Sincerely


(GP/CC or SQ/CC SIGNATURE BLOCK)

Attachment:

Response Sheet and Envelope

SAMPLE PRIMARY RESPONSE LETTER
(Official Letterhead)

Please check the appropriate response.

(___)
I, ______________________________, ___________________________,




(NAME)



(TITLE)


_____________________________, _____________________________,



(SCHOOL)


  (SOCIAL SECURITY NUMBER)


accept your invitation to participate in the U.S. Air Force sponsored tour to 
Randolph and Lackland Air Force Bases from (DATES).


I understand my transportation and an evening banquet will be provided at no cost 
to me, and I can bring approximately $200 cash for other meals, and incidentals.  I will receive per diem (approximately $34 per day) following the tour.  In the event I cannot attend this tour, I will notify (NOMINATOR) at (COMMERCIAL 
PHONE # ) by (45 DAYS PRIOR TO TOUR).

(___)
I cannot accept your invitation to participate in the tour.


(GUEST’S SIGNATURE)


(Please return this response in the enclosed envelope by (45 DAYS PRIOR TO 
TOUR).

*Social Security Number needed for lodging reservations only.  

(NOTE:  Include an envelope addressed to the individual compiling all nominations.)

PERSONAL DATA

THIS DOCUMENT CONTAINS PERSONAL DATA SUBJECT TO PRIVACY 

ACT OF 1974, 10 U.S.C. 8012 & EO 9397.  REQUIRES SAFEGUARDING

AND DISCLOSURE ONLY AS AUTHORIZED IN AFI 37-132.

SAMPLE INVITATION LETTER TO ALTERNATE NOMINEES
(Official Letterhead)

NAME

TITLE

SCHOOL NAME

SCHOOL ADDRESS

CITY, STATE & ZIP

Dear (Mr/Ms/Dr LAST NAME)

You have been nominated to attend an Air Force sponsored tour of Randolph and Lackland Air Force Bases in San Antonio, Texas, on (DATES).

Unfortunately, the tour is full at this time, but we invite you to be an alternate on our guest list.  If a vacancy arises, you will be promptly notified of your selection.

We’ll provide transportation, lodging, and an evening banquet at no cost to you.  You’ll need funds to cover other meals and incidentals -- about $200.  After the tour, we’ll pay you “per diem” (approx. $34 per day) to help offset the cost of your meals.  During the tour, you’ll enjoy informative and open interaction with fellow educators and Air Force members.  The experience is sure to be enlightening and unforgettable.

If you would like to be an alternate for this tour, please complete the attached response and return it in the enclosed envelope by (45 DAYS PRIOR TO TOUR).

I look forward to your reply.


Sincerely


(RCG/CC or RCS/CC SIGNATURE BLOCK) 

Attachment:

Response Sheet & Envelope

SAMPLE ALTERNATE RESPONSE SHEET
(Official Letterhead)

Please check the appropriate response.

(___)
I, __________________________, ____________________________,




(NAME)


(TITLE)


_____________________________, _________________________________,



(SCHOOL)


    * (SOCIAL SECURITY NUMBER)


accept your invitation to be an alternate in the U.S. Air Force-sponsored tour to 
Randolph and Lackland Air Force Bases from (DATES).


In the event I am selected to participate, I understand I will be promptly notified of my selection and will be given further information at that time.

(___)
I cannot accept your invitation to be an alternate in the tour.


(GUEST’S SIGNATURE)


Please return this response in the enclosed envelope by (45 DAYS PRIOR TO 
TOUR).

* Social Security Number needed for lodging reservations only.

(Note:  Include an envelope addressed to the individual compiling all nominations.)


PERSONAL DATA

THIS DOCUMENT CONTAINS PERSONAL DATA SUBJECT TO PRIVACY 

ACT OF 1974, 10 U.S.C. 8012 & EO 9397.  REQUIRES SAFEGUARDING

AND DISCLOSURE ONLY AS AUTHORIZED IN AFI 37-132.

SAMPLE LETTER TO SUPERVISORS OF PRIMARY & ALTERNATE NOMINEES
(Official Letterhead)

NAME

TIME

SCHOOL NAME

SCHOOL ADDRESS

CITY, STATE & ZIP

Dear (Mr/Ms/Dr LAST NAME)

The U.S. Air Force sponsors a Distinguished Educator Tour Program to better inform the academic community of education and training opportunities available in the Air Force.

I would like to recommend (Mr/Ms/Dr FULL NAME) of your staff to participate (or to be an alternate participant) in our tour scheduled for (DATES) to Randolph and Lackland Air Force Bases in San Antonio, Texas.  I would appreciate your approval for (Mr/Ms LAST NAME) to participate in this tour.

If you have any questions, or if (Mr/Ms LAST NAME) is unable to attend, please call me at (Commercial Phone #).


Sincerely


(RCG/CC or RCS/CC SIGNATURE BLOCK)

Attachment: (optional)

Sample Itinerary

(SAMPLE INFORMATION LETTER)
(Send to all guests upon confirmation of their attendance)

(Official Letterhead)

NAME

TITLE

SCHOOL NAME

SCHOOL ADDRESS

CITY, STATE & ZIP

Dear (Mr/Ms LAST NAME)

We’re excited about your participation in our upcoming educator tour.  We’re proud of what we have to offer young people and look forward to showing you a small part of your Air Force.

You’ll be joined on the tour by 40 other high school, post secondary and college educators from (AREA).

All of our guests will arrive in San Antonio around 3 p.m.  The next days will be busy, interesting, and fun.  Besides seeing how we train new members, you’ll also have an opportunity to observe the quality of life we enjoy, tour some facilities, and see some of the operational Air Force.

The first afternoon will be for settling in to your rooms and a get-acquainted icebreaker.  The second day you’ll attend a mission briefing, tour Randolph Air Force Base, and have the opportunity to visit with first-term airmen.  That evening you’ll be hosted at an officers club banquet.  We’ll spend the third day at Lackland Air Force Base where Air Force recruits complete basic military training.  You’ll observe new airmen in training, and you’ll have a chance to talk with them one-on-one during lunch.  A casual evening will include a visit to the Alamo and dinner at San Antonio’s famous Riverwalk.

On the final day, you’ll be back at Lackland to watch a basic training graduation parade.  Those who can’t stay through Friday will depart San Antonio Thursday after 6 p.m.  All others will depart mid-day Friday.

You’ll have a private room either in the visiting officer’s quarters on Randolph Air Force Base or in a nearby hotel.  We’ll travel in a coach bus.  Casual, comfortable clothes are perfect for the entire tour.  You’ll especially appreciate a pair of comfortable walking shoes.  (For the second evening’s dinner, you’ll need a coat and tie or equivalent business attire).

You should bring approximately $200 to cover meals and incidentals.  We’ll provide your airfare, lodging and the banquet at the officers’ club.  We’ll also file a travel voucher after the tour to pay you a daily per diem to cover your meals.  You’ll have little free time, and unfortunately, the Air Force bases aren’t prepared for civilians to shop or cash checks.  Please bring everything you may need for the duration of the tour.  By all means, bring a camera and plenty of film.  An umbrella may come in handy too.

You’ll be out and about most of the time, but a daytime emergency phone number is (210) 652-5993.  AFRS/PA personnel can be reached during non duty hours via the Randolph Command Center at (210) 652-1859.

Again, thank you for accepting our invitation.  We hope you’re as excited about the tour as we are.  If you have any questions, please call (NAME and PHONE # of POINT OF CONTACT).


Sincerely


RCG/CC or RCS/CC SIGNATURE BLOCK

HELPFUL HINTS

FOR DISTINGUISHED EDUCATOR TOUR GUESTS AND ESCORTS
-
IN CASE OF EMERGENCY, family or co-workers may call:

Air Force Recruiting Service/Public Affairs Office

(210) 652-5993 or (210) 652-5745

between 7:30 a.m. and 5 p.m., Central Standard Time

Randolph Air Force Base Billeting Desk (Visiting Officers’ Quarters)

(210) 652-1844 - 24 hours per day

(to leave a message or ring a room)


--
CLOTHING:  Civilians need business attire for dinner on the second evening and to the BMT graduation at Lackland AFB.  The rest of the tour is quite casual.  Comfortable walking shoes (tennis shoes, loafers, etc.) are recommended.  Jeans and slacks are appropriate, especially for touring aircraft, the confidence course, etc.  San Antonio weather is unpredictable, so a seasonal jacket and umbrella are recommended year round.


Military wear service dress for dinner on the second evening and to the basic military training graduations at Lackland AFB.  The rest of the tour, wear your usual duty uniform, with or without tie/tab or seasonal jacket/coat.  Bring an umbrella and casual, comfortable civilian clothing for the third evening downtown.

NOTE (for all):  If possible, and especially if you are making a quick connection or changing airlines, please bring carry-on luggage only.


--
MONEY:  Bring enough CASH (check-cashing facilities are limited) to cover three breakfasts, four lunches, and two dinners, plus snacks, cocktails, taxes, tips, souvenirs and incidentals.  We generally “eat cheap,” so $200 should be sufficient.  Following the tour, you will receive a per diem check for approximately $34 per day for meals.  There’s no need to save meal receipts, however, save receipts for other expenses such as cab fares, airport parking, etc.  These are reimbursable expenses, so be sure to claim them on your travel voucher.


--
TRAVEL:  KEEP THIS SHEET WITH YOU until you are met at the San Antonio airport by a tour guide or escort.  If your flight is delayed, canceled, changed or missed:


---
If you’re at your original point of departure, contact the individual who nominated you or transported you to the airport.

                          (NAME)                                  (COMMERCIAL PHONE #)

---
If you’re enroute, call (210) 652-5993 or (210) 652-5745.  If calling before 7 a.m. or after 5 p.m., call AFRS/PA personnel via the Randolph Command Center.  (Claim this call on your voucher following the tour and you’ll be reimbursed.)  Let us know when you’ll arrive at the San Antonio airport, your airline and flight number.


---
Upon your arrival at San Antonio airport, if you are not met at your flight’s arrival gate or baggage claim area, please page “An Air Force Educator Tour Escort” from a white courtesy phone.  Or, you may go to the Military Reception Desk in Terminal 2 and call 652-5993 or 5745 for further instructions.

Check your ticket before leaving the San Antonio airport.  If you do not have a return flight ticket, tell the tour guide or a tour escort.


--
OTHER:  Bring a camera and film -- pictures are allowed and encouraged everywhere.  Bring an umbrella for both sunny and rainy weather.  Keep a copy of your “Special Orders” with you at all times during the tour.  And bring lots of questions, an open mind, and a smile.


We look forward to meeting you!

SAMPLE ORDERS FOR TOUR GUESTS

DEPARTMENT OF THE AIR FORCE

3__ RECRUITING SQUADRON/GROUP (AETC)

ADDRESS OF SQUADRON/GROUP WITH ZIP CODE
SPECIAL ORDER






(DATE OF ORDER)
T -

The following individuals are invited to proceed on or about (FIRST DAY OF TOUR) from location(s) indicated to San Antonio, Texas, for approximately four days for the purpose of participating in a Distinguished Educator Tour of Randolph and Lackland Air Force Bases, and upon completion return to proper location.  (MSN) (OTHER TRAVEL) per diem is authorized.  Travel by military conveyance and/or commercial aircraft, rail, or bus is authorized.  Travel is necessary in the public service.  Accounting classification is:  (INSERT SQUADRON OR GROUP FUND CITE AND COST FOR EEIC).  NOTE:  Billeting at Randolph will be paid by HQ AFRS.

CERTIFYING OFFICIAL:                                  .  AUTHORITY:  JTR VOL II, Para C6000; DOD Regulation 4515.13R.

(LIST FULL NAME, SSAN, AND HOME ADDRESS FOR EACH GUEST)
FOR THE COMMANDER




DISTRIBUTION









4 - each individual









2 - each escort officer









1 - AFRS/PA









1 - 3__ RCG or RCS/RSA









1 - 3__ RCG or RCS/RSRL









1 - 3__ RCG or RCS/RSRI









1 - 3__ RCG or RCS/RSSF

FILL IN THE BLANK NEWS RELEASE FOR EDUCATOR TOURS
(Official Letterhead)

AIR FORCE SPONSORS EDUCATOR TOUR

CITY, STATE -- (FULL NAME OF EDUCATOR), (POSITION HELD AND NAME OF SCHOOL), left (DATE OF DEPARTURE) for San Antonio on a four-day Air Force-sponsored distinguished educator tour.


“The tour is designed to acquaint area educators with the educational and training opportunities offered by the Air Force,” said (RANK AND FULL NAME OF SQUADRON REPRESENTATIVE OR RECRUITER), a local Air Force (POSITION).   During the tour, educators will visit (LIST SOME OF THE HIGH POINTS OF THE ITINERARY) at Randolph and Lackland Air Force Bases.


(INCLUDE ANY OTHER INTERESTING DETAILS ABOUT THE GUEST, SCHOOL TOUR, OR AIR FORCE’S RELATIONSHIP WITH THE SCHOOL.)
-30-
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