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Communications and Information

SUPPORT PROCEDURES HANDBOOK

______________________________________________________________________________

This handbook was designed with the customer in mind.  It is intended to be a helpful guide for all members of the 367th Recruiting Squadron.  Refer to it when necessary to make your jobs more effective and efficient.  

Summary of Revisions:  Administrative changes have been made to most procedures in keeping with the times.
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367 Recruiting Squadron

Support Flight

“Making Life in the Field Easier and More Productive”

     The Support Flight is dedicated to helping the recruiter in the field 

     The 367 Recruiting Squadron is a team of fantastic individuals doing great things every day.  Our team is proof that the sum of the whole can be far greater than the sum of the parts.  Without any part of the entire team, the 367 Warriors would not be as successful as they are today.  With that in mind, this handbook is provided to every squadron member as a tool to show how the Support Flight assists them in their job and career.  The handbook is designed with three main purposes in mind:

1. Show what type of support you can receive from the Support Flight

2. Who to contact to receive more information or assistance on a given topic

3. Provide directions and instruction on performing routine tasks  

     The Support Flight is comprised of nine dedicated professionals doing the job associated with eight squadrons in a typical Air Force wing (comptrollers, contracting, supply, mission support, communications, transportation, civil engineering and, as it applies to recruiting, maintenance).  Additionally, the information manager and personnelist work with the First Sergeant to perform all the duties of an orderly room.  Being only nine individuals, we need everyone’s help to ensure we have the time to work the issues most important to the recruiters in the field.  Therefore, I ask every recruiter and flight chief to become familiar with this handbook and go to it for answers before calling the Support Flight.  Not only will this allow the Support Flight more time to work on other key issues, it will also reduce the time spent in researching and accomplishing routing tasks.

     I hope this handbook proves useful and even invaluable to those that take the time to read and use it.  With that said, the handbook is not intended to restrict anyone from calling members of the Support Flight if the handbook does not answer their questions or their issue is not covered in the handbook.  Furthermore, I would encourage everyone to call or e-mail me if they feel they are not getting the support they need from the Support Flight.  Although I would ask for everyone to notify their supervisor prior to contacting me, I want to do everything in my power to ensure every member of our team receives the support they deserve.  Feedback, positive as well as negative, is always appreciated.

Thank you,


JEFFERY GIBSON, CAPT, USAF


Flight Commander, Support Flight

367 Recruiting Squadron

Duties, Responsibilities, and Points of Contact
     The Support Flight maintains the following list, by office, of support functions.  The alternate for each function is listed below the functions.  Our goal is to ensure that someone is available to help you at all times.  To avoid this document becoming out of date as quickly, points of contact are listed by position rather than by name.  Because Personnel and Logistics are each authorized two individuals, they act as the primary and alternate points of contact for all their respective programs.  If, at any time, the primary or alternate for a program is unavailable, please contact the Support Flight Commander for assistance.  Although phone and fax may be used for any item, the preferred method of contact is e-mail.  This allows for easier tracking and follow-up.  Any e-mails sent to a primary function manager for action can also be courtesy copied to the Support Flight Commander.

RSS (Flight Commander) Primary Functions

· Oversight of All Support Sections

Alternate: Logistics NCOIC

· Review and Approval of TDYs

Alternate: RSSI

· Prepare Staff Meeting Slides

Alternate: RSSI

· Civilian Personnel Program

Alternate: RSSP

· Squadron Suspenses and Suspense Listings

Alternate: RSO

· Isolated Unit Fund Monitor

Alternate: RSO

· Vehicle Control Officer

Alternate: RSSL

· Telephone Control Officer (including cellular phones)

Alternate: RSSL

· Non-Recruiting Award Nominations

Alternate: CCF

· National Voter Registration Act (NVRA) Reporting 

(Training is responsible for recruiter implementation, forms and other guidance on this program)

Alternate: RST

· Squadron Level Meeting and Conference Planning

Alternate: RST

· Government Purchase Card (IMPAC) Approving Official

Alternate: RSSF

RSSF Primary Functions

· Travel Vouchers

Alternate: RSS

· Out-of-Pocket Program

Alternate: RSS

· Finance Problems and Resolution

Alternate: RSS

· Civilian Pay

Alternate: RSS

· Military Pay

Alternate: RSS

· Budget

Alternate: RSS

· Contract Bills

Alternate: RSS

· Financial Management

Alternate: RSS

· Government Travel Cards

Alternate: RSS

· Government Purchase Cards

Alternate: RSS

RSSI Primary Functions 

· TDY Orders

Alternate: RSSF

· Postal Program

Alternate: RSS

· Distribution In and Out

Alternate: CCE

· Workgroup Management

Alternate: RSSS

· Webpage Maintenance

Alternate: RSSS

· Express Mail Program

Alternate: RSS

· Records Management

Alternate: CCE

· SATE Program

Alternate: RSSS

· Freedom of Information and Privacy Act Program

Alternate: CCE

· Secretary Training

Alternate: CCE

· Leave/TDY Slides (For staff meeting)

Alternate: RSS

RSSS Primary Functions

· Trouble Reports - Hardware, System, & Network Problems

Alternate: RSSI

· Computer Related Research and Purchases

Alternate: RSSL

· ADPE Inventory 

Alternate: RSSI

· Internet Connectivity Installs and Issues

Alternate: RSSI

· Computer System and Peripheral Installation

Alternate: RSSI

CCE Primary Functions

· CC Appointments/Schedule/Gatekeeper

Alternate: RSS

· Recruiter Assistance Program (RAP)

Alternate: RSS

RSSL Primary Functions

· Vehicle Control/Management

· Telecommunications Control/Management 

· Cellular and Landlines

· Applicant Transportation 

· Real Estate

· Leased Family/Unaccompanied Housing

· Supplies/Equipment/Furniture Purchases and Installs

· Reports of Survey

· HQ Building Custodian

RSSP Primary Functions
· WAPS Scheduling/Testing

· PC-III Products

· Special Duty Pay

· Statement of Service

· Change of Address/Telephone

· Letter of Intent Worksheets

· Manning Reports (Civilian and Military)

· Reenlistment/Extension/Retirement actions 

· Inprocessing/Outprocessing

· Leave Program

· Fitness Testing

· Relief Actions

· Weight Management Program

· EPRs/OPRs/Decorations
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Civilian Personnel Folder Checklist

	ITEM
	YES
	NO
	N/A

	Does the supervisor use a six-part folder to maintain all personnel information for each civilian employee assigned to them?
	
	
	

	Are the appropriate AFRS cover sheets used for each section of the six-part civilian personnel folder?
	
	
	

	SECTION I
	
	
	

	Is the AF Form 971 current (less than two-years old)?

· If the 971 is not current, contact the servicing Civilian Personnel Office for a new one.
	
	
	

	Is the personal and emergency data completed on the 971 in pencil?
	
	
	

	Are all personnel actions recorded on Part B of the 971 (bond paper can be used if Part B is filled)?
	
	
	

	If there are any negative entries in Part B of the 971, are they initialed by both the rater and ratee?
	
	
	

	If there are any negative entries in Part B of the 971, are they removed after one year?
	
	
	

	SECTION II
	
	
	

	Does this section contain either an AF Form 1003 Core Document?
	
	
	

	Is the AF Form 1003 signed by a Civilian Personnel Office Classifier? 
	
	
	

	Has the AF Form 1003 been certified annually by the employee, the supervisor, and the reviewer (the rater’s rater)?     

Date last certified: _________________
	
	
	

	SECTION III
	
	
	

	Are copies of all Standard Forms 50 and 52 filed in this section?  Are the originals of these forms provided to the employee?

(Reminder: the receipt of a SF 50 or 52 indicates a personnel action that must be recorded on the AF Form 971 in Section I of the folder)
	
	
	

	Are Standard Forms 50 and 52 older than two years from effective date removed from the folder and returned to the employee?
	
	
	

	Are copies of any training records and certificates maintained in this section of the employee’s records (originals should be given to the employee)
	
	
	


	SECTION IV
	
	
	

	Are copies of the last four appraisals maintained in this section?  (Any appraisals older than four years should be returned to the employee)
	
	
	

	SECTION V
	
	
	

	If there are any disciplinary actions, are they filed here?
	
	
	

	SECTION VI
	
	
	

	Is a current fiscal year leave projection sheet filed in this section?
	
	
	

	For B, G and H Flights, is a copy of the labor union agreement filed here?
	
	
	

	Is a blank timecard (blank except for employee’s signature) filed in this section for emergency use?
	
	
	

	Is feedback documentation for the current appraisal cycle filed in this section? (Feedback should be done a minimum of twice a year and feedback is required to be done within the first 30 days of the new appraisal cycle; appraisal cycle starts on 1 Apr of each year)
	
	
	

	Is feedback documentation from previous appraisal cycles removed and returned to the employee?
	
	
	

	Miscellaneous
	
	
	

	Are there timecards filed anywhere within the folder? (No timecards should be filed anywhere in the personnel folder)
	
	
	


If you have any questions regarding your employees folder or any other civilian personnel issues, please contact the Support Flight Commander or the servicing Civilian Personnel Office (CPO).   Listed below is the CPO contact information for each of the flights:

	Flight
	Phone
	Fax

	RSS
	(719) 556-9231
	(719) 556-7498

	RSC
	(719) 556-9231
	(719) 556-7498

	RSO
	(719) 556-9231
	(719) 556-7498

	A
	(303) 677-6379
	(303) 677-6383

	B
	(307) 773-2344
	(307) 773-2075

	C
	(719) 556-9231
	(719) 556-7498

	D
	(505) 853-8079
	(505) 853-0699

	E
	(940) 676-4644
	(940) 676-2219

	F 
	(303) 677-6379
	(303) 677-6383

	G
	(505) 475-7208
	(505) 475-5474

	H
	(505) 475-7208
	(505) 475-5474
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National Voter Registration Act
National Voter Registration Act (NVRA) is a national program to assist applicants in registering to vote.  It applies to both enlisted accession and officer accession recruiters.  The training and implementation of this program are the responsibility of the squadron trainers and the flight chiefs.  Requests for NVRA materials such as books or forms should be sent to squadron training.

NVRA Reporting must be done at least quarterly (some flights prefer to have recruiters report information monthly)

- Reporting within the squadron occurs at three levels

-- Air Force Recruiting Offices gather quarterly totals for the following data and forward to their Flight Offices no later than the first duty day following the end of each quarter (Jan-Mar, Apr-Jun, Jul-Sep, and Oct-Dec) 

	Total Persons Assisted for RS
	Total Persons Assisted for Voter Registration Applications
	Total DD Forms 2644 Completed in Office
	Total DD Forms 2644 Not Completed in Office
	Total DD Forms 2645 Completed


-- Flight Offices compile quarterly totals from AFROs and forward to 367 RCS/RSS no later than the third duty day following the end of each quarter (although not required, the attached report format may be used provide NVRA information to the Support Flight Commander)

-- The Support Flight Commander compiles quarterly totals from flights and forwards to 372 RCG/RSO by the fifth duty day following the end of each quarter

If you have any questions regarding reporting of NVRA information, please contact the Support Flight Commander.  Questions concerning the implementation of NVRA should be addressed to your flight chief or squadron training.
	NVRA Report –         Flight                
	Period:          Quarter, FY 02

	State
	Total Persons Assisted for RS
	Total Persons Assisted for Voter Registration Applications
	Total DD Forms 2644 Completed in Office
	Total DD Forms 2644 Not Completed in Office
	Total DD Forms 2645 Completed

	Texas
	
	
	
	
	

	Oklahoma
	
	
	
	
	

	New Mexico
	
	
	
	
	

	Colorado
	
	
	
	
	

	Kansas
	
	
	
	
	

	Wyoming
	
	
	
	
	

	Nebraska
	
	
	
	
	

	Arizona
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Suspenses
Suspenses exist in two distinct types: internal and external.  External suspenses are those specifically tasked to the squadron by any organization outside the squadron, i.e. group or AFRS.  Internal suspenses are those suspenses assigned from within the squadron.  Often times they suspenses are created to provide the best possible support and service to the flights and the recruiters in the field.  However, sometimes an internal suspense is created to gather the necessary information to meet an external suspense.  Therefore, it is vital for the continued success and reputation of the squadron for all suspenses to be met in a timely manner.

- The Support Flight Commander is the squadron’s primary point of contact for assigning and clearing suspenses.  However, the following sections take responsibility for all of their own tasks, assigning and clearing:


-- Personnel Section


-- Marketing and Training Flight

- E-mail is the primary means for assigning and completing suspenses (if e-mail is down, suspenses should be faxed)

-- Completed suspenses should be e-mailed to the individual or section that assigned the task with a courtesy copy to the Support Flight Commander

- Suspense listings are sent out routinely documenting any late suspenses and any suspenses due within two weeks

- The following suspenses are due monthly:

-- Vehicle Mileage Report  (OPR: RSSL)

-- Domicile to Duty reports - AF Form 1400  (OPR: RSSL)

    (Originals with Flight Chief signatures required by regulations)

-- Above and Beyond Award (OPR: RSS)

-- Safety Report (OPR: Safety NCO)

-- DEP EAD Validation (OPR: RSO)

-- DEPPER Spreadsheet (OPR: RSO)

-- TDY Projections (OPR: RSSF)

-- Fitness Charts (OPR: RSSP)


(Only applicable to those in Fitness Program)

-- PJ/CCT Report (OPR: RSO)

-- Risk Management Report (OPR: CCF)

-- Unfunded Requirements (OPR: RSS)

--  Stamp inventories and orders (OPR: RSSI)

- The following suspenses are due quarterly:

-- National Voter Registration Act (NVRA) report  (OPR: RSS)

-- Quarterly personnel leave projections  (OPR: RSSP)

-- Quarterly Award Nominations (OPR: RSS)

-- Vehicle Inspections (OPR: RSSL)

-- WEAR Nominations (OPR: RSOM)

- The following suspenses are due bi-annually:


-- American Spirit and Commander’s Achievement Awards (OPR: RSOM)

- The following suspenses are due annually:

-- Annual Recruiting Awards  (OPR: RSO)

-- 12 Outstanding Airman Award (OPR: RSS)

-- Civilian of the Year Award (OPR: RSS)

-- Blue Suit Nominations (OPR: CCU)

-- Civilian Employee Appraisals (OPR: RSS)

-- Educator Tour Nominees (OPR: RSOM)

-- Market Surveys (OPR: RSO)

-- Lance P. Sijan Leadership Award (OPR: RSS)

-- SATE Training (OPR: RSSI)

- The following are due to the headquarters on as "as suspensed" basis

-- Vehicle oil change verifications (OPR: RSSL)

-- Vehicle safety inspections (OPR: RSSL)


-- Computer inventories (OPR: RSSS)


-- EPRs/OPRs/Decorations (OPR: RSSP)


-- Feedback (OPR: RSSP)


-- Ergo Testing (OPR: RSSP)


-- Medical and Dental Appointments (OPR: RSSP)


-- Immunizations (OPR: RSSP)


-- Telephone Verifications (OPR: RSSL)


-- Regulation and Instructions Reviews (OPR: RSSI)

-- Other miscellaneous suspenses
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Isolated Unit Fund
The purpose of the isolated unit fund (IUF) is to provide Services benefits to those individuals assigned to a location without convenient access to on-base Service activities and programs.

To qualify to receive IUF money, the actual duty location of an individual must be 15 or more miles from a military installation.  The discriminator is assigned duty location, not place of residence.  Listed below is a listing of offices that qualify for IUF money as of 1 May 02.

	Office
	City
	State 

	67AD
	Thornton
	CO

	67AF
	Fort Collins
	CO

	67AG
	Greeley
	CO

	67AI
	Colby
	KS

	67BB
	Casper
	WY

	67BE
	Scottsbluff
	NE

	67BG
	Cody
	WY

	67CB
	Pueblo
	CO

	67CE
	Garden City
	KS

	67DB
	Santa Fe
	NM

	67DC
	Farmington
	NM

	67EO
	Lubbock
	TX

	67EA
	Lubbock
	TX

	67EB
	Plainview
	TX

	67EC
	Amarillo
	TX

	67EF
	Dumas
	TX

	67FO
	Golden 
	CO

	67FA
	Golden 
	CO

	67FB
	Lakewood
	CO

	67FC
	Littleton
	CO

	67FD
	Grand Junction
	CO

	67FE
	Castle Rock
	CO

	67FF
	Craig
	CO

	67GB
	Las Cruces
	NM

	67HB
	Roswell
	NM

	67HD
	Odessa
	TX

	67HE
	Hobbs
	NM

	67HF
	Midland
	TX

	67XF
	Lubbock
	TX

	67XC
	Amarillo TX
	NM


IUF money is increased by $3 per month for each assigned individual in a qualified location.  The money is associated with the filled position and not the particular individual.  This means, when an individual moves from an position with IUF money, the money does not move with the individual.  Any money left in the fund for this person, remains in an account for that position and is inherited by the next person moving into the IUF position.  Also, an IUF qualified position that is not manned does not continue to receive additional IUF money while it remains unfilled.

The spending of IUF money is at the discretion of the individual in the IUF qualified position.  Supervisors and chain of command should not influence the spending of this money in any way.  If an individual feels they are being pressured to spend their IUF money by their supervisor or any member of their chain of command, they should notify the IUF custodian (the Support Flight Commander) immediately.

To use IUF money, an individual in an assigned position must request use of the funds prior to the actual expenditure of any money.  No specific format is required to request the use of funds.  However, every request must include, at a minimum, the following information:


Name


Office


Purpose


Date money is to be spent


Total cost estimate


Statement of understanding concerning authorized versus unauthorized expenditures

Although requests can be sent via fax or mail, sending the request through e-mail will provide the fastest possible service.  Once the request is received, the IUF custodian will review it.  The custodian will then provide a written reply either approving or disapproving the request.  Funds cannot be spent until formal approval is received.  If a request is denied, an explanation for the disapproval will accompany the disapproval.  Again, for fastest service, send the request via e-mail and your approval will be returned through e-mail.

Air Force Instruction 34-210 and AETC Supplement 1 provide a complete listing of authorized (and unauthorized) expenditure of IUF money.  Listed below are a sample of both authorized and unauthorized expenditures.

	
Authorized


Movie Tickets


Sporting Event Tickets


Picnic Items


Fees for Events such as Bowling or 

             Horseback Riding


Parks and Recreation Type Fees


Hunting and Fishing Licenses


Recreation Supplies
	
Unauthorized

Meals in Restaurants (prepared meals)

Gym Memberships

Alcohol 




A quarterly e-mail is sent out to all individuals reminding them of the IUF and providing the balances of all IUF accounts.  Also look for information on IUF in the Warrior Wire.
Any questions concerning the use of IUF money, how to request IUF money, or the current amount in a specific IUF account should be addressed to the IUF Custodian.
TALKING PAPER
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COMPUTER SUPPORT PROCEDURES

- Computer problem reporting procedures

  -- Recruiters will report all problems directly to their flight chiefs using the computer problem 

      report worksheet

     --- Recruiters will first attempt to research and, if possible, repair the problem prior to submitting a problem report

  -- Flight chiefs will initial that they have reviewed and concur with the recommended job

     priority the recruiter assigned (or have changed the priority).  Initials also indicate the Flight

     Chief has ensured that the recruiter has tried to remedy the problem (i.e. calling the help desk to have account unlocked).

     --- Worksheets may be faxed to the Support Flight Commander at anytime.  Recommend

          the supervisor or party sending the fax follow up with a phone call to ensure receipt

-- Systems Administrator will review job and priority assigned.  If priority is questionable, the Systems Administrator will seek approval of the Support Flight Commander.

  -- Flight chiefs will be notified of the status and final priority as follows:  Priority A - by

      end of the day that worksheet was received, Other Priorities – case by case

  -- Headquarters squadron personnel will follow the same procedures without flight chief

      intervention; deliver problem reports directly to RSS or RSSI

- Guidelines for assigning priorities

  -- Priority A should be assigned to all problems that completely prevent mission 

     accomplishment

     --- Lost or missing casefiles

     --- Problems that will delay an applicant from processing as scheduled

     --- Computer system completely inoperable; i.e., no power, hard drive crashed

  -- Priority B should be assigned to all problems that significantly impair mission 

     accomplishment

     --- One terminal (in multi-user offices) inoperable

     --- Application not working, i.e., Word, Excel, Access, etc

     --- New recruiter needing to be loaded into system

     --- Printer problems, can’t print at all

     --- Network, E-mail problems

     --- Not able to receive leads

  -- C Priority should be assigned for any other type computer problems

     --- Tape backup drive broken, unable to backup

     --- Printer problems, i.e., printer jamming

     --- Intermittent problems

- Priority time frames

  -- Priority A - RSSS will make every effort to fix the problem within 24 hours

  -- Priority B - RSSS will make every effort to fix the problem within 72 hours

  -- Priority C - RSSS will attempt to fix the problem as schedule permits

  -- Lower priority jobs will be upgraded to the next higher priority for every 30 days that the job

      remains open; thus, a priority C job will be upgraded to priority A after 60 days

- Closing jobs

  -- The Systems Administrator will “close” the  job

     --- Recruiters should notify their flight chiefs when repair is completed 

     --- Flight chiefs will notify the Support Flight Commander via fax or phone to close a job

     --- Headquarters squadron personnel will follow the same procedure without flight chief 

          intervention

- Feedback

  --  RSSS will provide Support Flight CC of status of jobs
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ADMINISTRATIVE TRAINING FOR NEW RECRUITERS

1.  Initial Training

1.1.  The flight secretary must train each recruiter within 60 days of assignment.  

1.2.  Training will include Records Management, Mail Management, Publications Management, Forms Management, Privacy Act and Freedom of Information Act Policies, Official Correspondence, Business Cards, and TDY request procedures.  Secretaries can use the following format to ensure all requirements are met.

1.2.1.  Records Management
1.2.1.1.  References

1.2.1.1.1  AFI 33-322, AF Records Management Program

1.2.1.1.2.  AFI 37-138, Records Disposition - Procedures and Responsibilities

1.2.1.2.  Need for Orientation and Training.  Air Force personnel must maintain and dispose of records properly in order to carry out the Air Force mission and programs successfully.  Preserving vital or permanent records is essential, as is reducing the volume of holdings and controlling costs and space.

1.2.1.3.  Air Force personnel will not destroy any records unless by their description, content, and function fall within one of the authorizations covered in AFMAN 37-139, Records Disposition Schedule, and their retention period has expired.  Air Force personnel will not destroy records on the basis of individual opinion that the records have for value.

1.2.1.4.   Records.   Records include all books, papers, maps, photographs, machine-readable materials, or other documentary materials, regardless of physical form or characteristic.  These records are made or received by a US Government agency under Federal Law or in connection with transacting public business and preserved by the agency or as evidence of the organization, its functions, policies, decisions, procedures, operations, or other activities.

1.2.1.5.  Personal Papers.  These papers are of a private or nonofficial character that pertain to an individual’s personal affairs only and are kept in an office.  The individual designates these papers as nonofficial and files them separately from the official records of the office.  When the individual receives private, personal correspondence that requires transacting official business, 

he or she extracts the portion of the correspondence that pertains to official business and makes it a part of the official files.

1.2.1.6.  Files Maintenance and Disposition Plan:

1.2.1.6.1.  The files plan is current until it becomes superseded - a new one is not necessarily prepared each year.  All official records on hand must appear on the files plan.  Records series are arranged in the file drawer(s) in the same sequence as listed on the files plan.  Contact IM if changes to the files plan are needed.  Secretaries will review each record series on the files plan with the recruiter and discuss what is to be filed in each item.

1.2.1.6.2.  The files plan provides a road map of the files and is filed as the first item in the file drawer.  The secretaries will briefly describe the responsibilities the Chief of an Office of Record (COR), the Records Technician (RT), and the Functional Area Records Manager (FARM).

1.2.1.6.3.   Secretaries will talk about the filing arrangement of each series.  Filing arrangement is determined by the items in that series and is usually chronological, with the latest date on top.  Any files kept somewhere other than the file drawer should be annotated on the files plan or OF 21 as to its whereabouts.

1.2.1.7.  Transitory Files.  This file consists of four folders designed so that the correspondence in each folder is destroyed every 90 days.  The current month is found at the front of that file series.  At the end of the month, place the folder behind the other transitory folders and begin filing items in the next month’s folder.  Destroy or refile items found in the folder from four months previous.

1.2.1.8.  Preparing Records for Filing.  Secretaries will explain the proper procedures to prepare records for filing.  Remove any control forms, receipts, memos, etc that doesn’t have any significant value to the record.  Each record must contain the word “file,” the filer’s initials, and the file number or letter from the file plan in the upper right-hand corner of the document.

1.2.1.9.   Records Disposition.

1.2.1.9.1.  Each active and inactive record series of the files plan has a disposition label.  This includes records that are maintained away from the file drawer.

1.2.1.9.1.1.  Review the cutoff instructions on each of the disposition labels.  Secretaries will discuss how long records are held after the cutoff dates in accordance with the instructions.

1.2.1.9.1.2.  Review the cutoff instructions for files that do not have a definite cutoff date, i.e., “destroy when superseded, obsolete, or no longer needed, whichever is sooner.”  These files are perpetual and need to be reviewed periodically to remove outdated records that are no longer required or current.

1.2.1.9.2.   All records that are cutoff on a certain date (usually 30 Sep in our case) must include the appropriate year on the file folder label. Records not cutoff on a certain date are perpetual and the year is not included on the file folder label.  Don't label the disposition label--only the file folder label.

1.2.1.9.3.  At the end of each fiscal year, all records that are cutoff on 30 Sep must be placed in the inactive file for the specified length of time.  Any previous fiscal year records eligible for destruction must be destroyed.

1.2.1.9.4.  Records containing personal data or “FOR OFFICIAL USE ONLY” are destroyed by tearing them up or shredding.

1.2.1.10.  File Drawer Labels.  File drawers must be labeled to show the contents.  File drawers must be labeled “Active Files” and “Inactive Files”.  Placing the fiscal year on the labels is optional.  Privacy Act (PA) stickers (AFVA 33-276) must be placed on the files drawers when PA information is filed.  These labels must also be placed on computer monitors when PA data is kept on computers.  This includes laptop computers and desktop computers.

1.2.1.11.  Appointing and Training Record Technicians.  The chief of the office of records must appoint one records technician in each office using AETC Form 67, Designation of Records Management Personnel.  The secretary will train the technician within 30 days of assignment.  A records management training programmed text is available for effective training.

1.2.2.  Mail Management

1.2.2.1.  References:

1.2.2.1.1.  DODM 4525.8-M/AF Supplement 1, Official Mail Manual

1.2.2.2.  Commercial postage stamps

1.2.2.2.1.  Commercial postage stamps are provided by squadron funds and are for official business only.  Stamps must be secured when not in use. 

1.2.2.2.2.  Secretaries will review the procedures for maintaining stamp inventories.  The secretary consolidates quarterly stamp requisitions for all recruiters in the flight and reports them to IM no later than the fifth working day of each new quarter.  Recruiters will need to contact the secretary prior to this date in order to meet the suspense to IM.  All stamp inventories must be turned in with stamp orders.

1.2.2.2.3.  Secretaries will use the Microsoft® Excel electronic postal spreadsheet to track and report postage use.  Procedures for accounting for stamps internally within flights are at the discretion of the Flight Chief.

1.2.2.3.  Mailing Techniques.  It is cheaper to mail items in appropriate size envelopes and to consolidate and hand carry mailings when possible.  Each office has a postal scale to determine the correct postage.  The scale is easily adjusted for weight accuracy by turning the screw on top of the scale housing.  IM provides templates when postal rates change.

1.2.2.4.  Mail Security.  All incoming and outgoing mail needs to be protected against unauthorized tampering/theft.  Ensure that both incoming and outgoing mail locations are not where someone walking by could pick it up and carry it off.

1.2.3.  Publications Management      

1.2.3.1.  References:

1.2.3.1.1.  AFI-160, Vol 7, The Air Force Publications and Forms Management Programs -- Publications Libraries and Sets

1.2.3.2.  General:  Publications are developed at different levels of command (i.e., AF, AETC, Group, Squadron) and they are numbered for control and easy identification.  

1.2.3.3.  Currency:  Review the publications listing on the squadron web site periodically (http://www.spacecom.af.mil/recruit/support/sqpubs.htm).  Any publication available electronically doesn’t have to be physically filed in publications sets.  Visit the squadron web page for links to other electronic publications.  IM will notify the flight offices via e-mail when new publications are created.

1.2.3.4.  Publications Listing.  Secretaries will review the procedures for using the web-based publications listing.  Point out that recruiters should notify the secretary and the secretary should notify IM anytime a publication not available electronically is missing, incomplete, or outdated so it can be ordered.

1.2.3.5.  Posting.  When using paper publications, secretaries will show how to post page changes, write-in changes, and supplements.  Changes and supplements are posted in pencil.  Explain the basic change procedures.

1.2.3.5.1.  Each change must identify the authority for making the change (i.e., C1, IMC 89-1).  Secretaries will emphasize the importance of checking removed pages for any supplemented material and to post the appropriate paragraphs again.  Discuss that the supplements are retained when a new basic publication is received.  Don’t post the supplement, but file it behind the new publication and write “see supplement.”

1.2.3.6.  Filing.  Secretaries will talk about the sequence to file publications when not available via the Internet.  They are first filed in order of command starting with Air Force and ending up, probably with flight operating instructions.  Secondly, individual publications are filed in the following sequence: basic, formal changes, interim message changes, supplements (in command order), and finally, changes to the supplements.

1.2.3.8.  Labeling Binders.  When using publication binders, they must be labeled to indicate their contents.  Use AETC Forms 655, 656, 657, and 658 to label binders.  Point out that permanent stenciling or labeling of the binders is not authorized.

1.2.4.  Forms Management
1.2.4.1.  References:
1.2.4.1.1.  AFI 37-160 Vol 8, The Air Force Publications and Forms Management Program -- 

Developing and Processing Forms

1.2.4.1.2. AFI 37-161, Distribution Management

1.2.4.2.  General.  Forms are developed at different levels of command (i.e., AF, DD, AETC, etc.) and that they are numbered for control and easy identification.

1.2.4.3.  Currency.  Secretaries will review the forms listing provided on the squadron web site (http://www.spacecom.af.mil/recruit/support/sqforms.htm).  All forms on hand should be checked periodically for currency and to notify IM if any problems are found.  The squadron web site forms listing indicates the current edition of each form.  If a previous edition of the form may be used it will be followed by an asterisk (*).  IM will notify the flight offices via e-mail when forms are updated or created.

1.2.4.4.  Stocking.  Explain that no more than a 90 day supply of forms should be stock in each office.  Printing forms as needed is encouraged.

1.2.4.5.  Ordering.  Forms that are not available electronically should be ordered quarterly.  The secretary will order for the entire flight and all ordered forms are given to the secretary for distribution to the recruiting offices.

1.2.4.6.  Safeguarding.  Offices that maintain any forms requiring safeguarding (i.e DD1AF, Commissioning Certificate), must lock up these forms when not in use.

1.2.4.7.  Developing.  Explain that we cannot design forms and use them without proper approval.  Forms can be approved by submitting them to IM for a control number.

	1.2.4.8.  Justification. Analyze your correspondence for a 2-week period and group memorandums that are similar in meaning and purpose. Count the number of individually typed memorandums for each group. A form memorandum is justified if:

	The line count (text) of a repetitive

memorandum is:

5

10

15
	And the number of similar memorandums

written each month is:

30 or more

15 or more

10 or more


1.2.4.9.  Using General Purpose Forms.  Use general-purpose forms instead of designing your own when possible.  General-purpose forms may be modified to suit your needs.  If several of these modified forms are needed, contact IM to have them overprinted at Peterson print shop.

1.2.5.  Air Force Privacy Act Program:

1.2.5.1.  References:

1.2.5.1.1.  AFI 37-132, AF Privacy Act Program

1.2.5.1.2. Freedom Information Act, Privacy Act Guide, For Official Use Only Guide Book

1.2.5.2.  Act Requirements.  Secretaries will discuss the basic requirements of the act.  AF Form 883 Privacy Act Statement - US Air Force Application Records, is the primary Privacy Act notice that we use within AF Recruiting Service.  This form must be provided to each applicant prior to requesting any personal information.  The applicant must sign and date the form, and it will be filed in the applicant’s package.  

1.2.5.3.  Protection of Material.  Protect personal information that has been collected.  Its disclosure is limited to only personnel that have an official need-to-know.

1.2.5.4.  Destruction of Material.  Destroy Privacy Act material in a timely and appropriate manner.  Be very careful not to put records in the trash as whole records - shred or tear them up to destroy the record content.

1.2.5.5.  Requests for Information.  Individuals have the right to look at, make copies, and correct information maintained on them under the Privacy Act.  These requests must be in writing and state the Privacy Act as an authority to have access to such records.  Notify squadron IM immediately of any requests.  Time is of the essence when dealing with Privacy Act requests.

1.2.5.6.  Transmitting PA Information.  Never send information covered under the Privacy Act of 1974 in a "Holey Joe".   Mail PA information in a sealed envelope and mark "Privacy Act of 1974 applies" or "To be opened by addressee only".  When sending personal information subject to the Privacy Act of 1974 over e-mail include a statement indicating its contents.  For example, "This e-mail contains information protected under the Privacy Act of 1974".  Do not automatically put this statement on all e-mails.

1.2.6.  Freedom of Information Act
1.2.6.1.  References

1.2.6.1.1.  AFI 37-131, Freedom of Information Act Program

1.2.6.1.2.  Freedom of Information Act, Privacy Act, For Official Use Only Guide Book

1.2.6.2.  Act Requirements.  Secretaries will discuss the basic requirements of the act and that government records are available for review unless specifically exempt under one of the nine legal exemptions as listed in AFI 37-131.

1.2.6.3.  In general, any person has a right to access federal records unless the records are protected from disclosure by a specific exemption.  Notify squadron IM immediately of any requests.  FOIA requests are extremely time sensitive

1.2.7.  Official Correspondence

1.2.7.1.  References

1.2.7.1.1.  AFMAN 37-126, Preparing Official Communications

1.2.7.1.2.  AFH 33-337, The Tongue and Quill

1.2.7.2.  Stationary Use.  Blue HRS letterhead is available in IM.  Order it with your forms.

1.2.7.3.  AFRS (Blue) blue letterhead is required for correspondence to organizations outside the DOD.  Computer-generated letterhead should be used for all correspondence within the DOD.  The AFRS computer-generated letterhead is available on the squadron web site.

1.2.7.4.  Preparation.  Show figures in either reference and point out the correct format for official memorandums, personal letters, trip reports, talking papers, etc. 

1.2.7.5.  Form Letters.  Explain that all form letters must be submitted to IM for approval prior to use (see directions for developing forms, para 1.2.4.7.)  This form letter will be reviewed quarterly.

1.2.7.6.  Administrative Forms.  Review the use of some of the administrative forms available for use, i.e.; AF Form 388, Communications Control Record; SF 63, Memorandum of Call;  OF 21, United States Government 2-Way Memo; and OF 41, Routing and Transmittal Slip.

1.2.8.  Business Cards
1.2.8.1.  References

1.2.8.1.1.  AF Supplement, DoDD 5330-3, Defense Automated Printing Service

1.2.8.2.  An initial supply of cards for authorized members is ordered by IM when members in process the squadron.  The cards will be delivered to the member's business address in two to three weeks.  Whenever cards are needed members should fax RSOM-IM a copy of their card with any corrections or changes noted.  Business cards cannot be used in mail-outs.

1.2.9.  TDY Request Procedures

1.2.9.1.  References

1.2.9.1.1.  AFI 65-103, Temporary Duty Orders

1.2.9.1.2.  367 RCSH 33-100, Temporary Duty Orders

1.2.9.2.  Requests for TDYs.  Requests for TDY will be submitted on the most current electronic Sq Form Ltr 1 by the traveler.  The traveler should e-mail the request to their supervisor.  In turn, the supervisor should review the request, then forward the request (“Approved” in the body of the forwarded e-mail [if approved] with their signature block) to the flight secretary.  The flight secretary can use the request to fill out the DD 1610.  Once the DD 1610 is complete, the flight secretary should forward the fight chief’s approval and completed DD1610 NLT 7 days prior to travel.

1.2.9.3.  Orders.  IM will publish TDY orders as long as the flight chief has approved the request.    This process will be accomplished at least 5 days prior to travel as long as the request is received in a timely manner.  The published TDY order will be faxed to the flight offices for distribution to travelers.

1.2.9.4.  It is imperative travelers inform their supervisors or flight secretaries when a TDY is canceled or changed so secretaries can complete a recission/revocation (AF 973) and forward to IM to publish.

1.3.  Documentation of Training.  Training will be recorded on AF Form 623a, On-The-Job Training Continuation Sheet.  File it in the individual’s AF Form 623, On-The- Job Training Record, which the supervisor maintains.  Forward to RST (Training) and send a trip to IM.

TALKING PAPER

ON

POSTAGE INVENTORIES

- Commercial postage stamps are provided by squadron funds and are for official business only

- Stamps will be accounted for on a monthly basis and reported to Information Management  monthly using the Microsoft® Excel electronic postage stamp inventory

  -- Inventories must be reviewed by flight chiefs monthly to ensure appropriate number of stamps were utilized against the RGM goal given to recruiters for each month.  Use of postage should match RGM reports.

  -- Following flight chief review, secretaries will e-mail postal inventories to RSSI NLT the 5th of each month.

- Postage spot checks.  

  -- Quarterly.  Flight chiefs will randomly select an office and complete a spot check (inventory) of that offices postage on hand (a different office should be inventoried each quarter).  Afterwards, check the actual on-hand against submitted electronic postal inventories.  If there are no major discrepancies, e-mail to RSSI:  "A random spot check of 367 RCS/(office name) postage inventory was completed by (flight chief rank name) on (date).  The last monthly stamp inventory closely reflects the actual number of stamps on hand."

  -- Annually.  First quarter (Oct-Nov) Flight secretaries will complete inventories on each office they are responsible for.  If there are no major discrepancies, include in the trip report:  "An annual inventory of 367 RCS/(office name) postage was completed by (name) on (date).  The last monthly stamp inventory closely reflects the actual number of stamps on hand."

- Inventory Procedures:

   --  Prior to the beginning of each fiscal year, electronic inventories for appropriate offices are 

        completed by RSSI and sent to flight offices

   -- Each recruiting and flight office must track their postal activity monthly and report it 

       monthly.  Flight Secretaries are responsible for providing IM with one inventory from each 

       office and one order for the entire flight

        --- Internal procedures are at the flight secretary’s or chief’s discretion as long as IM's 

             requirements are met

       --- Requests for postage and monthly inventories are due the 5th day of each new quarter

       --- Stamp denominations are listed at the top of the form. Contact IM of you have other type 

            stamps than those listed

       --- Quantities are listed as EACH.  For example, if you have one roll of $.34 stamps, 

            annotate that you have 100 stamps

               ( Top of Page (Office) Quarterly Inventory - This portion automatically calculates and 

                  totals inputs from  monthly sections.  There are NO fillable fields on this tab.

               ( Monthly Sections…

               ( Monthly Starting Balance - This figure is automatically carried over from the 

                  previous month’s ending balance.  This number cannot be changed without assistance

                  from flight secretaries or IM

               ( Number of Stamps Requested for Month/Quarter - Input the number of stamps 

                  required to send mail/RGM, projected for the quarter.  This feature is available 

                  monthly if additional postage is needed (i.e. postal blitz's, etc.)

               ( Number of Stamps Received - Annotate the number of stamps you get during the

                  month

               ( Subtotal - Automatically calculates the monthly starting balance plus the 

                  number of stamps received throughout the month

              ( Number of Stamps Given Away - This is the amount of any stamps not used on

                  postage.  Generally used only by flight secretaries.  You may insert comments as 

                  needed. 

               ( Subtotal - Automatically figured by subtracting the number of stamps given away

                  from the previous subtotal

               ( Monthly Ending Balance - Enter the number of stamps you have left at the end of the

                  month

               ( Total postage used for month - Automatically calculated, this number indicates

                  how many stamps were used in a month

         --- Monthly.  AFROs will provide postage stamp inventories for the previous month to their secretaries NLT the 1st of each month to consolidate.  Secretaries will forward the inventories to the flight chief for review.  The flight chief must review to ensure proper use of RGM for each month, then e-mail the inventories to RSSI. 

- Ordering Procedures:

   -- Requests for postage must be completed at the beginning of each quarter.  Use the provided Excel spreadsheets to complete orders.

        ---  Stamp denominations are listed at the top of the form. 

        ---  Quantities will be requested as EACH.  For example, if you want to order one roll of 

               $.34 stamps, annotate that you want 100 stamps

        ---  For each quarter, the following instructions apply:

              (  On the Oct, Jan, Apr, or Jul sections, each office should input the number of stamps required for the quarter.  The top portion on each spreadsheet will automatically calculate what is input on the monthly sections (on a quarterly basis).  The flight office spreadsheet automatically calculates inputs from flight office monthly/quarterly inputs and all other recruiting office spreadsheet inputs.  The Entire Flight Order tab will be utilized by RSSI to order the postage for that flight.

              ( The Entire Flight Order/Office Order Section.  Calculations only--inputs cannot be made to this worksheet.  These are great management tools to review quarterly usage.

              ( MONTH Ending Balance - Automatically carried from the quarter’s last month balance.  For “flight orders,” this number reflects how many stamps are available throughout a flight as a whole.

              ( QUARTER Requested - Automatically calculates inputs from monthly tabs.  Keep the current RGM policy (generally eight to 10 per day) in mind as the postal budget is not bottomless.

              ( QUARTER Received - Automatically calculates inputs from monthly tabs

      --- NLT the 5th day of each new quarter secretaries will e-mail one “flight order” for 

           stamps required by their areas of responsibility.  Include inventories of that quarter

           from each office when sending orders 

      --- AFROs will submit inventories showing balances NLT a date determined by the flight 

           chief or secretary

- Historical Data.  Information Management tracks stamp use and forwards the data to flights for 

  information and use.  IM fills stamp orders based on a combination of historical data and 

  current RGM policy.  For example:  if an office has 200 $.34 stamps at the end of a quarter,   

  RSSI will only fill a quarterly supply minus the stamps on hand.

- Security and Accountability Procedures:

-- Postage sent to flight offices and AFROs must be signed for.  An invoice comes with all postage ordered on-line.  The receiver must match the postage received against the invoice; annotate on the invoice "Received"; print, sign and date the invoice; then fax the invoice to RSSI.  If no invoice comes with the stamps, contact RSSI ASAP to get a receipt for signature.

   -- Postage should be distributed within a flight should be hand to hand when possible.  If this isn’t practical, postage will be sent via a trackable type mail (i.e. Fed Ex).  Whichever method is used, each transaction must be accounted for.  The secretary should utilize the AF Form 1297 for receivers to sign for postage.  Other types of receipts are acceptable as long as they indicate denominations and totals for the postage.  The fight office will maintain receipts for 2 fiscal years.  Any internal transactions must be input into flight office and/or AFRO postal spreadsheet logs.

   -- Postage stamps must be stored in a locked cabinet or drawer when not in use.
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TALKING PAPER

ON

RECORDS MANAGEMENT

- Definitions

  -- Records Manager (RM):  Group Information Manager administers the program within the 

      Group providing assistance and managing the training program

  -- Functional Area Records Manager (FARM):  Squadron Information Manager manages the 

      squadron’s records program and monitors special programs.  Many responsibilities of the

      FARM are performed by Flight Secretaries for their AFROs

  -- Chief of an Office of Record (COR):  Flight chiefs responsible for the records in their 

      flights

   -- Records Technician (RT):  Members who maintain files in their offices

- AETC Form 67, Designation of Records Management Personnel

   -- Used to designate an RT for each office and annotate training

   -- Forward original to Information Management

   -- Secretaries will ensure an AETC 67 is accomplished when a new recruiter who will be

      performing duties as a records technician arrives for duty

- AETC Form 132, Report of Records Management Staff Assistance Visit (SAV)

   -- Document SAVs on AETC Form 132

   -- Note any repeat discrepancies and discuss them with the COR

   -- Secretaries will ensure offices of records within their flights receive a SAV at least every 24 

      months and original is forwarded to the FARM

   -- Destroy AETC Form 132, on completion of the next comparable visit

- Files Maintenance and Disposition Plan (the files plan)

   -- Identifies all documentation that the office is responsible for

   -- All AFROs within a flight are identical

   -- Flights have more flexibility when changing files plans.  Changes must be forwarded to 

       Information Management using AETC Form 43, Request for RIMS Files Maintenance and 

       Disposition Plan Changes/Labels 

   -- Plan reaccomplished when write-in changes become too numerous

   -- Files plans produced via the RIMS program in Information Management

   -- Must be maintained in file 1

- Files Disposition Control Labels

   -- One for each record series listed on the files plan

   -- Affixed to guide cards for files physically in the file cabinet.  Affixed to binders, file boxes, 

       etc, for items filed away from the cabinet

   -- For offices using labels from older versions of RIMS:  Ensure the right cutoff is circled; MO 

      for monthly, 31 Dec for Calendar Year, 30  Sep for Fiscal Year, and N/A if given a choice 

      (i.e., superseded or no longer needed)

     --- RIMS 2.0 generates labels with the correct cut-off printed

   -- Labels reaccomplished when changes occur or when they become soiled or unserviceable

   -- Files disposition control labels produced via RIMS in Information Management

- File Folder Labels

   -- Used to indicate the contents of the folder

   -- All records that are cutoff on a certain date (30 Sep, 31 Dec) must include the appropriate 

       year marked on the label (“CY0_” or “FY0_”)

   -- Position folder labels consistently throughout the files

   -- Folder labels should be reaccomplished when changes occur or when they become soiled or 

       unserviceable

   -- File folder labels produced via RIMS in Information Management

- Active and Inactive Files

   -- Files with specific disposition dates must be separated from the active files on the cutoff date

   -- Inactive files will contain only those files with a specific cutoff date and only kept for the 

       period of time specified

- References

   -- AFI 33-322, Records Management Program

      --- Assigns responsibilities and sets rules for managing the program

   -- AFMAN 37-123, Management of Records

      --- Establishes the procedures for managing records

      --- Good training tool

   -- Records Management Training Programmed Text

       --- Maintained by IM

       --- Use for training
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TALKING PAPER

ON

PUBLICATIONS

- Semi-Annual Publications Listing

   -- Periodically review the squadron web site listing to ensure you have access to all the 

       required pubs and they are current.  The squadron publications listing and squadron 

       publications are available for review on the web at:

       http://www.spacecom.af.mil/recruit/support/sqpubs.htm 

   -- Notify IM if a publication is not available electronically, is missing, incomplete, or 

       outdated so it can be posted to the web site

- Publications sets

   -- File required publications not available electronically in binders by order of command

       starting with Air Force and ending with flight operating instructions

   -- Label publication binders using AETC Forms 655, 656, 657, and 658 to indicate their 

       contents

- Operating Instructions

   -- Flight operating instructions must be approved by 367 RCS/RSO and a file copy sent to 

       RSO after approval

   -- Review operating instructions every two years or as directed by RSO during the anniversary

       month
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TALKING PAPER

ON

TDY REQUESTS

- When a member needs to go TDY, accomplish the following procedures via e-mail

  -- Member requests the TDY on the electronic Squadron Form Letter 1, Request for TDY, and e-mails the completed form to their supervisor NLT ten days prior to scheduled TDY for approval

  -- The supervisor must review the TDY request.  If approved, the supervisor forwards the attachment (with the text "approved" and a signature block in the body of the e-mail) to the flight secretary

  -- The secretary completes the DD Form 1610 (per the traveler's request) then forwards the supervisor’s e-mail with original request and DD Form 1610 to RSSI NLT 7 days prior to travel

      --- If TDY orders are necessary for civilians or other active duty members who aren't

           assigned to our squadron, provide Information Management (IM) with SSN, security

          clearance, unit, and base of the individual(s).

      --- If invitational orders are needed, provide IM with full name, SSN, and home address of 

           the individual(s)

  -- When travel is to a location near a military installation, members will attempt to lodge at 

      billeting.  If billeting isn’t available members will get a nonavailability statement or number

  -- If special authorizations (rental car, private auto, etc.) are required, member provides justification along with the TDY request

  -- RSSI will review the TDY requests and DD1610, print the DD1610, then route the order to RSSF

  -- RSSF will input an estimated cost for the TDY, sign as fund certifying official, then forward to RSSI for publication

  -- RSSI will publish TDY orders and forward them to flight offices for distribution prior to travel when received in a timely manner
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TDY REQUEST PROCEDURES

[image: image1.wmf]    367TH RECRUITING SQUADRON TDY REQUEST FORM

Date of Request:

MEMORANDUM FOR:

SUPERVISOR (See item 10)

FLIGHT SECRETARY (See item 11)

367 RCS/RSSI

IN TURN

.

FROM:

367 RCS/

(Office Symbol)

SUBJECT:  Request for TDY Orders

1.

Traveler's Last Name

Traveler's Grade

2.  Is traveller under 26 years old? ("YES" or "NO")

     

NO

|

|

3.  Billeting nonavailability

     number:

(provide this number if your destination is at or near a base,

but are being billeted off base)

You 

MUST

 attempt to secure lodging at nearby military installations)

4.  Itinerary (Only 

One

 TDY Per Request):

Departure 

Date

Departure 

Time

From Where

To What Base or 

City, 

and

 State

Working 

on or off 

Base?

Mode of 

Trans

# of Nights 

at Location

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.  Purpose:

6.  Total # Days TDY:

1

7.  Air Travel Cost:

8.  Is traveler attending

    a COI? ("YES" OR "NO")

NO

|

9.  TRAVELER - When complete, save and send this file to your supervisor via E-MAIL

(Subject: "TDY Request - 

LASTNAME

")

10.  SUPERVISOR - When done reviewing this request, type APPROVED in your e-mail

and forward to your flight secretary via E-MAIL.

11.  SECRETARY - forward this request with a copy of the DD 1610 to RSSI (cc: to RSS) via E-MAIL

|

|


     Member needs

        to go TDY

[image: image2.wmf]    367TH RECRUITING SQUADRON TDY REQUEST FORM

Date of Request:

MEMORANDUM FOR:

SUPERVISOR (See item 10)

FLIGHT SECRETARY (See item 11)

367 RCS/RSSI

IN TURN

.

FROM:

367 RCS/

(Office Symbol)

SUBJECT:  Request for TDY Orders

1.

Traveler's Last Name

Traveler's Grade

2.  Is traveller under 26 years old? ("YES" or "NO")

     

NO

|

|

3.  Billeting nonavailability

     number:

(provide this number if your destination is at or near a base,

but are being billeted off base)

You 

MUST

 attempt to secure lodging at nearby military installations)

4.  Itinerary (Only 

One

 TDY Per Request):

Departure 

Date

Departure 

Time

From Where

To What Base or 

City, 

and

 State

Working 

on or off 

Base?

Mode of 

Trans

# of Nights 

at Location

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.  Purpose:

6.  Total # Days TDY:

1

7.  Air Travel Cost:

8.  Is traveler attending

    a COI? ("YES" OR "NO")

NO

|

9.  TRAVELER - When complete, save and send this file to your supervisor via E-MAIL

(Subject: "TDY Request - 

LASTNAME

")

10.  SUPERVISOR - When done reviewing this request, type APPROVED in your e-mail

and forward to your flight secretary via E-MAIL.

11.  SECRETARY - forward this request with a copy of the DD 1610 to RSSI (cc: to RSS) via E-MAIL

|

|
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TALKING PAPER

ON

PRIVACY ACT PROGRAM

- Overview

  -- The Privacy Act applies to information in Air Force systems of record on living US citizens

      and permanent resident aliens

      --- Pertains to any paper or electronic records containing personal information and retrieved 

           by name or personal identifier in approved systems such as an official files plan

      --- The PA does not apply to notes on individuals used as memory aids for supervisors to 

           perform official functions that aren’t shared with others as long as an Air Force directive         

           doesn’t require their maintenance            

  -- Responsibilities

      --- NCOIC, Information Management works with the system manager at Group managing the           

           system, training personnel on PA requirements, and referring PA requests

      --- Flight secretaries are PA monitors acting as focal point for their functional areas for

           general PA questions, training, and correspondence

- Collecting Personal Information

   -- Privacy Act Statements

       --- Given in writing to anyone from whom you are collecting data that will be put in a

            system of record

       --- Whenever you ask someone for his or her SSN

- Giving access to PA records

   -- Forward all requests to NCOIC, Information Management

- Disclosing Records to Third Parties

   -- Before including personal information such as home addresses, home phones, and similar 

       information on such things as social rosters, you must have written consent statements

        --- Home telephone numbers of military may be used to compile a recall roster

    -- AFI 37-132, Air Force Privacy Act Program, lists items which may be disclosed without 

        consent

- Protecting and Disposing of Records

   -- Most information in systems of records are for official use only; consider the personal 

       sensitivity of the information and protect it accordingly

   -- Dispose of records according to records retention schedules

       --- Destroy by any method that prevents compromise, such as tearing, or shredding

-- Privacy Act (PA) stickers (AFVA33-276) must be placed on the file drawers where PA information is kept.  These labels must also be placed on computer monitors when PA data is kept on computers.  This includes both laptop and desktop computers.
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BUSINESS CARD PROCESS



       Member needs



       business cards





        Member makes



        copy of card &



      annotates changes



      Member faxes copy

       of card to RSOM


      

  

                RSOM

              forwards



       request to vendor




                RSOM

   

         recruiter receipt




   of order





     Vendorsends RSOM



        receipt of order









       
  Member



        receives cards in




 3-4 weeks
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TALKING PAPER

ON

FEDERAL EXPRESS PROCEDURES
- When you have a package that must go via Federal Express, adhere to the following procedures

-- Ensure block 4a on the airbill is marked either “FedEx Standard Overnight” or “FedEx 2 Day”.  “FedEx First Overnight” is not an option in this squadron.  "FedEx Priority Overnight" is approved only in extreme circumstances.

-- Get approval to use Federal Express by contacting the squadron.  All requests must go through your flight chief/secretary.  Flight chiefs/secretaries contact 367 RCS CC, RSS, and RSSI are the only individuals with authority to approve Federal Express mailings.  Call RSSI first for approval.  If RSSI is not available, call RSS, then CC (in that order)

--- Provide RSSI with the send date, sender name, receiver name, what the item is and why it must be fed ex'd.  In turn RSSI personnel will give you an internal billing reference/control number.  The control number (i.e., 00123X) must appear in block 2 of the Federal Express airbill next to “Your internal billing reference”.

       ---  If you don’t have the squadron’s Federal Express account number, ask for it at this time

  -- Do not send packages on days before weekends or holidays unless you verify the receiver will be available to sign for you package.

-- The sender is responsible to contact Federal Express at 1-800-463-3339 to have their package picked up or deliver to the nearest Federal Express drop off point.  Headquarters personnel will use the on-line service that is set up for the headquarters only

  -- The sender is responsible to ensure package is received at it’s destination when it’s supposed to
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TALKING PAPER

ON

FORMS

-  Squadron Form Memorandum Listing

-- Periodically review the listing provided by Information Management (IM) to ensure your forms are current.  The listing is available for review on the web at http://www.spacecom.af.mil/recruit/support/sqforms.htm 

- Stocking Forms

  -- It isn’t necessary to maintain a supply of forms that are available electronically

-- If printed in bulk, no more than a 90 day supply of forms is authorized

- Ordering Forms

-- Secretaries will make forms requests as needed.  Send requests via e-mail to IM.  Any format  is acceptable as long as forms are completely identified.  Ensure you are ordering only those forms that are not available electronically.

-  Electronic forms

   -- Access electronic forms the Internet

-- Request large quantities of an electronic form through IM at the same time paper forms are ordered

- Safeguard any forms requiring an extra level of protection, (i.e DD1AF, Commissioning Certificate) by keeping them locked up.

-  Forms designed in any office must be approved by IM

   -- Use of general purpose forms is encouraged and can be modified to suit your needs

TSgt Harvey/367 RCS/RSSI/554-1258/mch/10 Feb 02

TALKING PAPER

ON

MAIL

- Weigh each item that is larger than a business size envelope

-- If you use a large envelope for an item that you don't want to fold and it weighs less than one ounce, it's considered oversized and a surcharge of 11 cents is assessed

  -- Ensure you have enough postage on an envelope

  -- Consider hand carrying items when you're visiting other offices within the squadron

-- Any item that weighs more than 13 ounces and sent first class is considered a priority item and must have the word “priority” stamped or written on it

-- Any first class mail weighing less 13 ounces or less and not in a business size envelope must have the words “first-class” stamped or written on it

-  If you have large packages to be mailed use the "standard" class rate 

- Web links to the most up-to-date postal rates and postal calculators can be found on the squadron web site

- Electronic Mail (E-Mail)

-- E-mail is used to supplement or replace traditional mail, facsimile, telephone, and other messaging systems.  E-mail is official communication and can be used to transmit formal and informal correspondence

     --- Personal Use

---- Limited personal use of e-mail is acceptable as long as it doesn't adversely affect the performance of official duties, is of reasonable duration and frequency, and doesn't overburden the communications system

     --- The basic standards for using e-mail are common sense, common decency, and civility
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TALKING PAPER

ON

VEHICLES

-  Authorized for official use only IAW AFI 24-301, Vehicle Operations



-  Any deviation of the procedure requires approval from supervisor and must be justified and

    documented on AETC Form 1400, Domicile-to-Duty Transportation Record

-  Park vehicles in designated parking spaces over night

-  Call in the monthly odometer readings to applicable flight secretary on the last day of 

    the month or prior to going on leave especially if leave ends at end of month.

-  If a citation is given to a GOV while parked in a metered zone, the driver is required to pay 

   fines without reimbursement

- If you are given a citation by the police for any reason, you are responsible to pay the fine

  without reimbursement from the government

-  Under no circumstances will decals be put on any vehicle

-  Never leave your GOV credit card (SF 149) unattended in the vehicle; if credit card is lost or 

   stolen, submit a letter to Logistics stating all circumstances

-  Driving a government vehicle is prohibited within eight hours after consuming alcohol or any

    drug (prescription or non prescription)

-  Report any accident (no matter how small) to the police, flight chief, Logistics, and 

   squadron safety representative within 24 hours in writing

-  Report any acts of vandalism to the police, flight chief, Logistics, and squadron safety 

   representative with a statement of facts

-  Before filling the vehicle with gasoline, ask if the station accepts credit card

-  Use only self service gasoline pumps (lowest unleaded grade)

-  You will receive notice of periodic inspections due with a suspense date; ensure these are 

    completed as required.  Failure to do this will ground your vehicle

- Two standard car washes are permitted each month and are authorized on the GOV credit card

- Vehicle problems:  Call the 800 number on the back of the gasoline card; you don’t need

  authorization from Logistics (two listed; under $50 and over $50)

- Recruiter may obtain a rider insurance policy from a private insurance company; this will 

   provide coverage for the GOV

- Do not speak or use cell phones while driving.  Pull aside to accept calls
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TALKING PAPER

ON

VEHICLE ASSIGNMENT

- Recruiter is notified by Logistics personnel that new vehicle is ready for pickup from GSA

    -- Recruiter removes flashlight, highway kit, and tire gauge from vehicle to be turned in

    -- Recruiter signs for new GSA vehicle

         --- Recruiter inspects new vehicle for damages prior to departing GSA lot

    -- Recruiter forwards a copy of assignment sheet to Logistics for filing

- Logistics personnel completes an AETC Form 1379, Vehicle Assignment Record, recruiter

   signs and dates the AETC Form 1379

- Recruiter forwards signed and dated AETC Form 1379 to Logistics where it is filed in

   vehicle jacket file folder
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TALKING PAPER

ON

VEHICLE INSPECTIONS

-  Recruiter does weekly inspections on GSA leased vehicles using the items on AF Form

   1800, Operator’s Inspection Guide and Trouble Report

-  Recruiter signs the AF Form 1800 weekly (one card has 26 weeks worth of inspections)

   -- File completed AF 1800 in transitory file

-  Recruiter identifies any discrepancies on the 1800

-  Recruiter calls maintenance control 800 number located on the back of the gasoline card with

   any safety concerns, i.e., cracked windshield; GSA will direct recruiter to a repair shop

-  Recruiter identifies vehicle problems 

    -- Recruiter calls maintenance control 800 number located on the back of the gasoline card for authorization and local repair shop (do not call Logistics for authorization)

    -- Recruiter takes vehicle for repair to authorized repair shop

    -- Vehicle is repaired and recruiter faxes then sends all paperwork to Logisitcs.
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TALKING PAPER 

ON

VEHICLE MILEAGE REPORT

-  On the last day of every month, recruiters are required to check the odometer reading on

    their vehicle and report mileage to the flight office.  Do not give an estimate!

    -- The flight office will compile each recruiter’s information by the 1st working day of every

         month and e-mail or fax to RSSL by the 3rd workday of every month.

     -- The mileage for the current month should be compared against last months mileage to be

          sure that negative mileage is not reported.

     -- Mileage reports should list the following information:


AFRO
      DRIVER
   LICENSE #
    PREVIOUS MILES       CURRENT MILES

     -- Each flight is responsible for providing the correct information pertaining to license #,

        driver, mileage, etc

-  Each flight is required to submit a complete report--every vehicle in each flight must be

   accounted for- DO NOT SUBMIT AN INCOMPLETE REPORT TO LOGISTICS.
-  It is each flight chief's responsibility to track vehicle(s) on loan, being repaired, or out of town

at the end of each month- LOGISTICS WILL NOT TRACK DOWN VEHICLES FOR    MILEAGE.
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TALKING PAPER

ON

VEHICLES PREVENTIVE MAINTENANCE SERVICE (PMS)

- Logistics receives PMS notice from GSA

- Logistics logs notice and assigns suspense date in maintenance data base

- Logistics attaches cover letter to PMS notice with instructions and suspense date

- Logistics mails PMS notice to flight office and flight office will send to AFRO

- Recruiter ensures maintenance has been completed within suspense date.  Commander will be

  notified of all late suspenses.

- Recruiter forwards cover letter to Logistics with completion date and miles annotated

- Logistics clears suspense

- FOR ANY OTHER MAINTENANCE NEEDED

- IT IS NOT NECESSARY TO CALL LOGISTICS-LOOK ON THE BACK OF YOUR GAS CARD AND CALL THE 800 NUMBER AND GSA WILL GIVE YOU INSTRUCTIONS.  SEND ALL PAPERWORK TO LOGISTICS.
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TALKING PAPER

ON

REPORTING ACCIDENTS

(GOVERNMENT LEASED VEHICLES)

-  Recruiter is involved in an accident involving a GSA leased vehicle

   --  Recruiter evaluates the situation, offers assistance to injured if possible, notifies

        police, Logistics, and Flight chief.  Recruiter does not admit guilt.

   --  Recruiter completes the Accident Report form located in the GSA black binder in

       the car (SF 91) and informs supervisor to fill-out AETC Form 435 and forward to Safety  

       NCO

   --  Recruiter obtains copy of police report

   --  Recruiter submits completed accident report form, police report, and estimate of repair to 

       Logistics personnel within 24 hours

        --- Follow all instructions in the black binder

-  Logistics personnel initiate Report of Survey for damages to vehicle

-  Report of Survey investigating officer will recommend whether liability will be     

   assessed

-  Completed report of survey will be filed in Logistics for three years
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TALKING PAPER

ON

REPORTING REAL ESTATE PROBLEMS

- Recruiter experiences a problem with the building (AC not working, roof leaking, etc)

   -- Recruiter calls Logistics personnel and identifies the problem

- Logistics personnel contacts the property manager or Army Corps of Engineers,

  depending on the problem

  -- Logistics personnel is given an estimated date of completion

  -- Logistics personnel will give the recruiter the estimated date of completion

  -- Logistics personnel follow up with recruiter to ensure problem has been corrected
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TALKING PAPER

ON

TELEPHONE & CELL PHONE DO’S AND DON’Ts

DO’s

-  Recruiter calls Logistics personnel with all telephone or cell phone requests

-  Recruiter can make official long distance calls within the squadron boundaries

-  Recruiter can accept official collect phone calls within the recruiter’s area code

   -- Applicant’s traveling on leave outside the squadron boundaries may call the recruiter’s

       office collect to check in

-  Recruiter may call outside the squadron boundaries with justification

   -- Recruiter must annotate his/her daily planner with applicant’s name and reason for call

- Recruiter must justify all calls costing in excess of $4.00 or calls made between 2200 and 0500

   hours

- When calling the squadron, dial 1-800-772-2364 then dial the extension 4-xxxx (free call)

- When calling outside of the local area, except squadron HQ, dial 10-10-FTS-1 then the area
  code and number you’re calling (lower rate per call)

DON’Ts

-  Recruiter may not make unofficial calls

    --  Recruiter may not contract with any telephone company for any services or repairs (call

             Logistics personnel)

        --  Recruiter may not obligate government funds

- Recruiter may not make third party calls or use *69 (last return call)

- Recruiter is liable to reimburse the government for any unofficial calls

- Do not use cell phone when you are within reach of your office phone and do not use 

  cell phone to place or receive calls while driving.
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TALKING PAPER

ON

ORDERING BUS AND AIRLINE TICKETS

-  Recruiter will fill out Ticket Request Sheet and fax it to Logistics

   --  Recruiter will not request more than a 60 day supply of tickets per request

   --  Recruiter should confirm with Logistics that the request has been received within three days

   --  Recruiter will be prepared to answer questions about ticket request, if necessary

        --- After confirming the ticket request is valid, Logistics will immediately place ticket order

        --- If recruiter has tickets that are about to expire, the recruiter will keep the old tickets until

             new tickets have been received

- Recruiters will not give DEP tickets to NPS applicants or NPS tickets to DEP enlistees

- When ordering airline tickets:

  -- B Flight personnel is currently using their flight secretary as the point of contact

  -- All other flights will contact Logistics
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TALKING PAPER

ON

AF FORM 213

WHEN RECEIVING BUS TICKETS

- Block 1:  Enter squadron and office symbol

- Block 2:  Enter date tickets were received

- Block 3:  Enter your grade/duty title/print name

- Block 4:  Signature

- Send the original (card copy) to Logistics

- Keep the third copy for your transitory file
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  TALKING PAPER

ON

AETC FORM 1336

- All areas with the * are already filled out by the issuing agency (Transcor)

  -- Block 1:  Date Issued--this should be the date the ticket was issued to the applicant

  -- Block 2:  Signature of Traveler--the traveler is the applicant.  He/she must sign this block and print their full name.  The applicant, not the recruiter, must do this.  Recruiters are only authorized to sign for tickets on the initial issuing to the organization

  -- Block 3:  Authority/Enlistment Category--this is whether the applicant is DEP/NPS.  This is also located in the mode of travel block on the 1336.  Use DEP tickets for DEP applicants and NPS tickets for NPS applicants

  -- Block 4:  Date to Report to MEPS--this is the actual date the applicant is at the MEPS.  Do not fill this in with the day the ticket was issued assuming the applicant is going to the MEPS on that day, i.e., it may be the weekend and the applicant may not be going to MEPS until the following Monday

  -- Block 5:  Audit Column--this number can be taken from the Daily Bulletin.  It is also the day the applicant or DEP enlistee is to report to the examining station.  Ninety percent of the time this is the same date the applicant reported to the MEPS, but don’t assume it’s the same.  This is the most important block on the 1336 because it verifies that the applicant was on the floor; so we know the ticket was used and we no longer have to track it.  If this number isn’t filled in we will assume that the applicant didn’t report to the MEPS and you will be accountable for the ticket that he/she signed for.

- If you have any questions about this form, refer to AETC 24-101, Transportation of Personnel, page 31-32.  Of course, you may also ask Training or Logistics personnel for assistance

- The recruiter is responsible for all tickets issued to the office.  For instance, if a recruiter has an applicant that is a “no show,” the recruiter must retrieve the unused ticket so it may be issued to another applicant.  If the ticket cannot be retrieved, contact Logistics

- Recruiters need to be aware that tickets are only good for six months.  Once a ticket expires, write the word “cancel” on the ticket and mail it along with the 1336 back to the squadron.   Before mailing expired tickets, ensure that you have requested new tickets so that you do not go without.
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CHECKLIST

QUALIFYING FOR

LEASED GOVERNMENT FAMILY HOUSING

__ Does rent in your housing area cost more than your BAH? 

__ Is closest base more than one hour travel time during rush-hour traffic from your office?

__ Do you have 12 months or more retention on your assignment

If you answered yes to ALL above question’s you may qualify to enroll into program.  Call your Logistics NCOIC to sign-up for this program.  You will be required to fill-out an application and sign a Statement of Understanding.  Here are a few things to know;

· Number of bedrooms authorized depends on number of dependants, gender, and age.

· Apartments or town homes will be considered prior to homes.

· Army Corps of Engineers will look for housing units within one hour commute of office.

· You are required to pay for cable and phone/data/computer lines.

· Failure to accept space found will result in disqualifying you from program.
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TALKING PAPER

ON

RECYCLING CARTRIDGES

- Keep the original box the cartridge came in

- Once a recruiter notices the cartridge “low” light is on, contact your secretary and order a 

replacement cartridge through your flight secretary

- Place the old cartridge in the original box and put a mailing sticker on it (NORCAL, JETEX, 

  Jet Co Products, or local vendor)  NOTE:  GSA cartridges normally have paid postage.

- A replacement cartridge should be received within a couple of days

- Make sure you always have a spare cartridge for every machine (fax, copier, or printer)

- Address for NORCAL:




Address for JETEX:

NOR CAL LASER PRODUCTS INC


JETEX

ATTN: Mike Or Mary




21 North Circle

214 Douglas Blvd





Colorado Springs CO 80909

Roseville CA 95678





(719) 578-5533

(916) 773-1209
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TALKING PAPER

ON 

OUT-OF-POCKET PROGRAM

- The approving authority is the squadron/group commander or designee, in the commander’s

absence

- Authorized expenses are as follows:

- Meals purchased should not exceed the following:

   --$8.00 for non-prior service and their immediate families

   --$16.00 for influencers, nurse, or OTS candidates

   --$30.00 for physician or engineer applicants and spouses

- Government travel card automated teller machine (ATM) cash advances

Are authorized for recruiting expenses

-- Reimbursement of the administrative fee charge, presently is 3.0% of the total amount of the advance is reimbursable on the monthly voucher submission

-- If member draws an advance of $70.00 (admin fee - $2.10) and incurs expenses of $56.50, The member will be reimbursed only $2.10.  Total expenses are rounded up to the nearest ten Dollars, $60.00, and then multiplied by 3.0% or $2.10

- DEP Commanders’ Calls

   -- Receipts are required for claims greater than $75.00

   -- Provide a list of attendees and their status

   -- Ensure only authorized guests are provided meals at DEP Commanders calls

       --- Food consumed by the recruiter cannot be claimed and must be subtracted from the the 

       total bill

        ---- If the recruiter did not eat, we suggest he/she so state on the voucher

               ----- Military members receive basic allowance for subsistence (BAS) or subsistence 

                       in kind, and are expected to cover the cost of their meals

     -- Recruiters should be reimbursed for the costs for their applicants only

     -- Occasional but not frequent meals are authorized for DEP personnel

-- It is up to the discretion of the commander to establish the criteria for “occasional but not frequent meals”

-- Utilization of the DEP commander calls to the fullest might alleviate excessive claims for for DEP personnel

- A meal procured when it is part of a non-government event in which the recruiter is a approved participant, i.e., civic organization dinner, chamber of commerce event, etc. is reimbursable

  - Reimbursement for donuts and snack trays for media, counselors, and influence is authorized

-- Recruiters can drop off the items on the way to work without having to get a list of attendees who consumed the food?

-- Care should be taken to ensure that this process is not abused.  This program is not to provide a “reward” for past performance but to assist in future endeavors

-- If an Air Force presentation is given when these items are provided, out-of-pocket reimbursement is inappropriate.  COI funds should be utilized and documentation processed per established COI guideline

- Meals and snacks provided for commissioning ceremonies are authorized either before or after 

the actual ceremony

  -- The commissioned member is considered an applicant until EAD

  -- The claim should state who ate and their status:

- Out-of-pocket usage for a prospective applicant/influencer on a tour where a COI event is Planned is inappropriate.  Simply put-when a COI is planned for any tour (i.e. educator, nurse, OTS, HP, etc.) Use of OPE funds to purchase a meal is prohibited

   -- Snacks of a nominal value can be purchased and reimbursed

   -- Items such as box lunches, deli trays, etc., will not be reimbursed

-- Reimbursement for snacks for influencers on an AFRS-sponsored “Distinguished Educator Tour” is not authorized.  These individuals are already receiving per diem

- Bulk purchase items for AFRO (list of individuals not required)

  -- Coffee and coffee supplies-must show percentage purchased for applicant consumption

-- Sodas and other non-alcoholic beverages-must show percentage purchased for applicant Consumption

- It is the applicant’s responsibility to furnish required substantiating documents in an original

or notarized form

-- Obtaining certified copies of birth certificates for Vital Statistics is authorized if the applicant is unable to provide required documentation

      --- This does not give recruiters blanket authority to pay for all required documentation

      --- Reimbursement is on case-by-case basis and should be the “exception” and not the

           rule

- Officer Accessions (OA) recruiters are authorized reimbursement for obtaining certified or “Raised seal” copies of school transcripts for HP applicants

- Reimbursement for valid fax expenses is authorized

- Police Record Check, DD Form 369, is authorized IAW AETCR 33-2, Vol II, and Para 1-12g

-- If an applicant discloses disqualifying offenses and requests to submit a waiver, he/she must bear all expenses incurred for police record checks

-- In all other cases, reimbursement is authorized when the agency charges a fee for release of the information

  -- Parking fees, parking meter fees, and road tolls for government vehicles are reimbursable

  -- Ensure that GOV, actual location, and reason for stop are annotated

-- Reimbursement for GOV parking at the MEPS does not give the recruiters blanket authority for transporting applicants to the MEPS for processing

-- Reimbursement for privately owned conveyance (POV) parking fees, parking meter fees, and road tolls are not authorized

- Applicant parking fees incident to application processing are reimbursable.  Miscellaneous reimbursable expenses incurred by an applicant incident to processing into the Air Force are reimbursable

- Phone calls and reimbursement for official outgoing calls made from the recruiters residence

  are authorized 

  -- A copy of the itemized bill must accompany the claim for reimbursement

- Unauthorized Expenses

-- Reimbursement of meals provided to military members who assist in the recruitment of a prospective applicant is not authorized

   -- Purchase of alcoholic beverages

   -- Gas and parking for applicant’s vehicle and their families

   -- Parking tickets or towing fees for government vehicles

   -- Locksmith fees when locked out of government vehicle

   -- Items purchased for COI events, i.e. paper plates, napkins, cutlery, sodas, etc.

   -- Promotional or incentive gifts IAW AFI 65-601, Vol 1, and Para 4.29

       --- The Comptroller General considers these items personal gifts

       --- Existing statutes do not permit the purchase of such items with appropriated funds for use 

            as incentives

            --- This does not apply to “ merchandise-type” items, such as coffee mugs, key chains,

                 Etc. procured through the Air Force Recruiting Advertising Program

   -- Purchase or mailing of seasonal greeting cards

   -- Printing or engraving of calling or greeting cards is a personal expense

    -- Rental of facilities or hiring of personnel

-- Recreational activities such as bowling, skating, miniature golf, or movies, or rental of recreational equipment, such as bowling shoes, roller skates, and ice skates

-- Purchase and/or maintenance of cellular phones to include special fixed fees calling plan charges or incoming calls

-- Rank insignia for presentation at commissioning ceremonies to the individual is not authorized

- The following are not authorized to be reimbursed under the OPE program. However, there are other avenues available to procure these items

   -- Hotel rooms for applicants

        --- Meals and lodging program already established for this purpose

   -- Transportation cost for applicants

       --- Exceptions based on AETCI 24-101, Transportation of Personnel

   -- Rubber stamps

       -- Should be procured with RSSL coordination through routine supply channels

   -- Office keys for AFROs

       --- Should be provided by lessor

        --- Personnel reimbursement procedures may be utilized

   -- Gas for government vehicles

       --- Contract RSSL for established GSA reimbursement procedures

   -- Car wash for government vehicles

       --- Should be procured using government credit card issued with the vehicle

       --- GSA monthly rental fee includes a minimum of one car wash per month

   -- Lead lists in excess of $25.00

       --- Use International Merchants Purchase Agreement Card  (IMPAC)

       --- Personnel reimbursement procedures may be utilized

   -- Business cards

       --- Request through squadron RSOM
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TALKING PAPER

ON

LETTER OF INTENT (LOI) AND SECOND TIER ASSIGNMENT PROCESS

· All Recruiting Service assignments are controlled by AETC.  Exception:  AFRS/CC retains by-name authority for selecting all squadron & group CCUs and HQ AFRS positions. 

· Letter of Intent (LOI) is the trigger that starts the process for members to indicate their desire to remain in Air Force Recruiting Service or return to “Return to Force” (return to PAFSC).

· For Enlisted Accessions Recruiters on their initial 4-year assignment must complete LOI 18 months prior to Date of Availability (DOA)…30 months into assignment.

· Recruiters on 3-year assignment must complete LOI 9 months prior to Date of Availability (27 months into assignment)

· Personnel office will send fax/email to recruiters and their flight chief once within LOI window.

· Flight Chief will mentor recruiter on their recommendation for future AFRS assignment, AFRS assignment priorities, LOI and assignment process.

· AFRS assignment priorities:

· Priority 1 (100% fill) – Flight Chief

· Priority 2 (100% fill) – OA Recruiter

· Priority 3 – Squadron Trainer

· Priority 4 – All others….MEPS MLS and LNCO, Ops, Marketing, Instructor

· Review the7-minutes narrated PowerPoint briefing entitled “5 Steps to Getting a Second Tier Assignment” at http://www.rs.af.mil/second_tier/secondtier.pps
· Fill-out the Letter of Intent.  Fax to Flight Chief for coordinate and then to RSSP (719-554-1269) by established suspense date.

· Member declares intent to:   

· No  -  member will be “Returned to Force” at expiration of current tour (DOA)  

· Yes  -  member desires to remain in AFRS and consents to another assignment  

· Request 1-year extension at current assignment/location.

· RSSP will complete coordination of LOI ….superintendent and commander make assignment recommendations to the Group; LOI is forward to Group

· Complete LOI is forwarded to AETC and AFPC.  AFPC has finally approval/disapproval on LOIs.  Depending on the member’s current worldwide manning in PAFSC, AFPC may not release member back to AFRS.  In that situation, member must “Return to Force” in PAFSC at expiration of current assignment.

· Once completed, RSSP will provide feedback (by fax or email) of positions the commander/Group approved and the member may apply.

· Member’s with approved LOIs can then volunteer for an assignment.  Phase I and Phase II cycles run in alternating months.  Phase II assignments will be advertised in February, April, June, August, October, December

· Apply for assignments at the AETC website:  www.aetc.randolph.af.mil/dp/recruiter/2ndtier_assign.htm


- Complete Second Tier Recruiter Application….you may request up to 8 choices

· Assignment selections are made by AETC by racking-n-stacking considering AFRS requirements, PCS eligibility, member’s qualifications conveyed by Group via the LOI, any position(s) member volunteers for.  

· Three step Process:  determine total pool of LOI-qualified recruiters; assign most PCS eligible qualified vols; assign most PCS eligible qualified non-vols.

· Once assignments have been released, RSSP will send a “Recruiting Assignment Validation” letter to all assignment selectees.  Member will indicate his/her choice to either accept or decline the assignment.  

· Member can decline an assignment, but declination results in member being coded for  “Returned to Force” at expiration of current tour.

If member has not matched to a new assignment (either by volunteering or being selected) by 6 months prior to DOA, then AETC will release member to AFPC for “Return to Force”
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TALKING PAPER

ON

CHANGE OF ADDRESS AND TELEPHONE NUMBER

-  Complete AF Form 1745, Address Change Form

-  Complete Section I, to include new mailing address and home telephone number

    --  Be sure to sign and date at the bottom of the form

-  Fax to Squadron Personnel office at (719) 554-1269

    --  RSSP will update the Personnel Data System (PDS) and forward to RSSI for update

         of the Recall Roster and RSSLF to update LES
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TALKING PAPER

 ON 

ERGOMETRY TESTING AND FITNESS IMPROVEMENT PROGRAM

· Members are tested on a 12-month calendar.  Members need to test prior to their last passing test.

· RSSP will fax/email the member an appointment letter with a suspense date to call and make an appointment with the closest HAWC.  Except for members near Kirtland AFB (a recruiter in the area will accomplish those tests) and in the Colorado Springs area (RSSP will test them).

· Once the appointment, member must fax notification letter to RSSP with the 1st  indorsement completed (this notifies RSSP of the appointment)

· Within 24 hours of completion of the appointment, the member must fax the results to RSSP.

· If the member passes, the member is good until the following year.

· IMPORTANT:  If the member fails or the test terminates, then it is the member’s responsibility to schedule a retest within 7 days.

· If the member passes the retest the member is good until the following year.  The results must be faxed to RSSP (719) 554-1269.

· If the member fails the retest, the member is entered on the Self-Directed Fitness Program (SFIP) for six months.  The results must be faxed to RSSP (719) 554-1269.  

· If the member is in the Colorado Springs area, they will be required to attend a briefing at the Peterson HAWC.

· If the member is not in the local area – the briefing slides will be faxed/e-mailed to the member.  Member is required to sign acknowledgement letter and fax to RSSP.

-   While enrolled in the SFIP, members are required to aerobics exercise a   

     minimum of three times a week for at least 30 minutes.

· Once a member is enrolled in the SFIP, the member is required to fax fitness charts to RSSP by the 5th of every month. (719-554-1269)

· In six months the member retests.

· If the member passes the SFIP test then the member is good until the following year.

· If the member fails the SFIP test then the member is entered into the Monitored Fitness Improvement Program (MFIP) for six months.

· For members located outside of the Colorado Springs area, Cindy White at Peterson AFB HAWC will contact them to brief them on the MFIP program.

· The members in the local area will personally meet with Cindy White for this briefing.  RSSP will schedule this appointment for you.

-  While enrolled in the MFIP, members are required to aerobic exercise a    

    minimum of three times a week for at least 30 minutes.

· It is required while enrolled in this program need to attend spinning classes at least once a week.

· Members will still be required to fax (719-554-1269) fitness charts to RSSP by the 5th of every month.

· Member will be retested in six months

· If the member fails the test the Installation Fitness Program Monitor and the Commander will evaluate and decide if a Commander’s Exemption is needed.

· If a Commander’s Exemption is determined to be needed, the member will retest in one year.

· While enrolled in the Commander’s Exemption program the member is required to fax the fitness charts to RSSP by the 5th of every month.
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TALKING PAPER

ON

THE LEAVE PROGRAM

The following guidelines apply when requesting leave

-  Leave numbers cannot be given out more than 14 days prior to the first day of leave

-  Recruiter faxes part I of AF Form 988 to supervisor and keeps parts II and III

    --  Supervisor approvals leave by completing blocks 22-25

--  Supervisor or Flight Secretary faxes the Part I to RSSP (may call for short notice leave) for 

    leave number 

-  RSSP will assign the next leave number and fax Part I back to the Supervisor

    --  Supervisor faxes Part I to the member

-  If need to call-in for a leave number:

    --  Supervisor or Flight Secretary call RSSP for leave number

    --  RSSP will assign the next leave number

         --- Supervisor writes the leave number in block 10 of the AF Form 988

--- The supervisor faxes the signed and numbered Part I of the 988 to RSSP and the

     member

-  Upon completion of the leave, the recruiter completes Part III NLT one workdays upon return from leave and faxes to supervisor  

-  SUPERVISOR completes Part III and faxes it to the leave monitor  (SSgt Boswell/RSSP) for final disposition

NOTE 1:  Leave numbers are only given out PRIOR to leave start date

NOTE 2:  Faxed Part III must be back to leave monitor NLT one work day after leave ends.

SSgt Boswell/367 RCS/RSSP/cb/6 Apr 02

TALKING PAPER

ON

MEDICAL APPOINTMENTS FOR RECRUITERS

DENTAL APPOINTMENTS:

· Dental exams are required once a year.

· A letter will be faxed to the member when an exam is due.

· The member must make an appointment by the suspense date noted on the letter and fax back to RSSP with the 1st endorsement completed.

· After the exam the member needs to have the dental technician complete the 2nd endorsement and fax back to RSSP to be cleared from the suspense.

· If a dental exam has been completed within the last twelve months, the member must have the clinic verify and complete the 2nd endorsement and fax back to RSSP.

· The letter must be received to clear the member from the suspense.

IMMUNIZATION APPOINTMENTS:

· A letter will be faxed to the member when immunizations are due according to Peterson AFB’s clinic.

· The member must make an appointment by the suspense date noted on the letter and fax back to RSSP with the 1st endorsement completed.

· Report to the appointment with shot records.  The Immunization Clinic will determine which immunization shots are required.

· After the immunizations are received the member needs to have the technician complete the 2nd endorsement and fax back to RSSP to be cleared from the suspense.

· If these immunizations are not given at an Air Force installation the member must also fax a copy of their shot records so that Peterson AFB can update their database.

· If at any time a member thinks that they have received a letter stating that immunizations are due in error, the member must verify that no immunizations are needed with the nearest clinic or fax a copy of their shot records for Peterson AFB to verify.

· If you are not located near an Air Force installation it is important that you ensure your shot records are always keep up to date, otherwise the immunizations will have to be reaccomplished.

· The letter must be received to clear the member from the suspense.
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TALKING PAPER

ON

PC-III REQUEST WORKSHEET AND VIRTUAL MPF (vMPF)

-  Various actions can be requested/completed on this worksheet

    -- Record Review Listing

    --  Request list of decorations

    --  Request Statement of Service

    --  Request copies of EPRs

-  Complete worksheet, fax to Squadron/Personnel Office at (719) 554-1269

· Requested item(s) will be completed and forwarded to member within 48 hours.

VIRTUAL MPF (vMPF)

· Many of the above actions can also be completed by visiting the Virtual MPF (vMPF). 

· The website is: http://www.afpc.randolph.af.mil/km/vMPF_Portal/vMPF_Portal.htm
· A personal log-in will have to be created

· In addition to the above actions you will also be able to:

· View your WAPS test scores
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TALKING PAPER

ON

SPONSOR PROGRAM

· The Sponsor Program is something that should not be taken lightly.  As a sponsor, you have the opportunity to make the newcomer and his/her family feel welcomed to our recruiting family and make their transition to a new job and location much easier.

· You have been appointed as a sponsor.

· Squadron Personnel Office will forward a notification letter, instruction letter, and checklist to the sponsor

· The sponsor will make initial contact with the newcomer by telephone within 2 days of

· notification

· Assess the needs of the newcomer and his/her family.  It's not good enough to just say "let me know  

       what you need" . . . ask questions and be proactive

· Be a sponsor to the entire family -- ask questions about the newcomer's family and their background, get your spouse and children involved by speaking and writing to them 

· Sponsor will prepare a package based on the newcomers needs; the package should include, as a minimum, the following items:

· Sponsor Welcome Letter

· Provide the newcomer with a mail forwarding address

· Map of the local area (indicate where the newcomer's office is)

· Local housing information (rental/sale) and/or base housing information

· Provide child-care information (if applicable)

· Provide pet-care arrangements, kennel (if applicable)

· Provide information on local schools (if applicable)

· Make billeting arrangements (local and in Colo Spgs during in processing)

· Any other information the newcomer requested during the initial contact

· Confirm transportation and lodging arrangement

· Notify the Squadron Personnel Office as to when the member plans on in processing at                            the Squadron Headquarters

· The Newcomer's Arrival / Assist with the settling-in process

· Personally meet the newcomer upon arrival in the area

· Ensure they understand in processing procedures; accompany the newcomer, if possible

· Assist in securing housing

· Provide a tour of the office/zone, and familiarize the newcomer/family with the local area

· Follow-up with a phone call to see if the new member needs any additional assistance!

· Remember, the sponsor's job is not done until the newcomer and his/her family are settled in!!!
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TALKING PAPER

ON

WAPS TESTING

- WAPS testing for E8/9 is conducted during the month of September each year

- WAPS testing for E6/7 is conducted during the months of February through March

- WAPS testing for E5 is conducted during the months of April through June

- Members will test at the closest Air Force military installation to their office

- The Squadron Personnel Office will contact each Air Force installation and establish testing

   dates for all squadron personnel who are eligible to test

   -- Squadron members DO NOT call the base to schedule testing or change a testing date

- If mission requirements arise that require a testing date to be changed:

   -- DO NOT call the base to change a testing date

   --  Member requests change of testing date in writing to the commander; request must be

        routed through the Flight Chief to the Squadron Personnel Office

- Squadron Personnel Office will forward the WAPS testing RIP and Data Verification RIP to

  the member with a cover letter and instructions

- Reminder:  WAPS testing is an official military appointment.  Plan your work schedule

  ahead so that you do not have conflicts with your WAPS testing date
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367 RCS TDY Request Form

						367TH RECRUITING SQUADRON TDY REQUEST FORM

		Date of Request:

		MEMORANDUM FOR:				SUPERVISOR (See item 10)

						FLIGHT SECRETARY (See item 11)

						367 RCS/RSSI

						IN TURN

						.

		FROM:		367 RCS/				(Office Symbol)

		SUBJECT:  Request for TDY Orders

		1.

				Traveler's Last Name				Traveler's Grade

		2.  Is traveller under 26 years old? ("YES" or "NO")

				NO		|

						|

		3.  Billeting nonavailability

		number:				(provide this number if your destination is at or near a base,

						but are being billeted off base)

						You MUST attempt to secure lodging at nearby military installations)

		4.  Itinerary (Only One TDY Per Request):

		Departure Date		Departure Time		From Where		To What Base or City, and State		Working on or off Base?		Mode of Trans		# of Nights at Location

		5.  Purpose:

		6.  Total # Days TDY:				1

		7.  Air Travel Cost:

		8.  Is traveler attending

		a COI? ("YES" OR "NO")				NO		|

		9.  TRAVELER - When complete, save and send this file to your supervisor via E-MAIL

		(Subject: "TDY Request - LASTNAME")

		10.  SUPERVISOR - When done reviewing this request, type APPROVED in your e-mail

		and forward to your flight secretary via E-MAIL.

		11.  SECRETARY - forward this request with a copy of the DD 1610 to RSSI (cc: to RSS) via E-MAIL

		|

		|

		SQ FM LTR 1 (EF), 20011128, previous editions obsolete



"YES" or "NO"
- Is the traveler attending a COI?

Total Cost of Air Fare per Professional Travel Office

By what means are you
traveling?
GOV - Government Veh
AIR - Commercial Air
           (*Fill in item 7)
POV - Private Auto

How many NIGHTS will you stay at this location?

Date you are departing your duty station or TDY location.

Time of day you are departing your duty station or TDY location.

Where are you traveling from?

Where are you traveling to?

"ON" or "OFF"
Are you working on or off base (if TDY near a military installation)

Total number of days TDY are automatically calculated per number of nights at TDY location(s).

Your office symbol (I.e. FO, GA, CA, etc.)

Todays Date.

Reason you are going TDY.



E-Mail Attachment Instructions

		Attaching files in Outlook 2000, Outlook Express, and Outlook Web Access

		1.		When you are done filling in the TDY form, save the

				file in "My Documents" as "fmltr01.xls" (default file name)

		2.		Close Excel

		3.a.		In Outlook or Outlook Express:

				3.a.1.		Compose a new e-mail

				3.a.2.		Click the attach button in your toolbar (Usually a paper clip symbol)

						or click the "Insert" menu item, then click "File (as attachment)

				3.a.3.		"Look in" location of file to "My Documents"

				3.a.4.		Double click on the "fmltr01.xls" file

				3.a.5.		The "fmltr.xls" file will show in the bottom of the composed message

		3.b.		Using Outlook Web Access:

				3.b.1.		Compose a new e-mail

				3.b.2.		Click the Attachment Tab

				3.b.3.		Click the Browse button

				3.b.4.		"Look in" location of file to "My Documents"

				3.b.5.		Change "Files of Type" to "All *.*"

				3.b.6.		Double click on the "fmltr01.xls" file

				3.b.7.		Click the "Add Attachments Now" button



"YES" or "NO"
- Is the traveler attending a COI?

Total Cost of Air Fare per Professional Travel Office

Total number of days TDY are automatically calculated per number of nights at TDY location(s).

Reason you are going TDY.




