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Welcome from SAF/AQX

Deputy Assistant Secretary

(Management Policy & Program Integration)
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Welcome to the SAF/AQ Program!

As a part of the Secretariat, we welcome you as a vital element of the SAF/AQ mission.  As a reserve member in this organization, you are an integral part and will be responsible for many programs and activities in the area, in which you reside and have been selected to serve.

This handbook will help you to get your feet on the ground in the program.  The Reserve Advisor and the AQXOP Division are ready to provide you with quality service and support.  

We view our program as a critical part of the success of Air Force support to our warfighters as we work modernization programs and budget issues for the Secretariat.

We look forward to a long working relationship with you.  SAF/AQ has the best IMA program in the National Capital Region and we’re proud to have you a part of our organization!

BLAISE J. DURANTE








Deputy Assistant Secretary








Management Policy & Program Integration
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OVERVIEW OF THE SAF/AQ RESERVE PROGRAM


Welcome to the SAF/AQ Reserve Program.  This is a brief overview of the mission of SAF/AQ and how and where you, as an IMA will function. The manual is divided into four sections.  Section A is generic in nature and provides a broad overview of the SAF/AQ program. This section will provide new IMAs with a baseline overview of their roles and responsibilities and provide veteran IMAs with a good review and any recent changes to the program.  Section B outlines IMA duties and responsibilities.  Section C covers Reserve Personnel and Administrative Actions.  Section D contains relevant additional information such as SAF/AQ policies and telephone contacts.

RENT-A-PEM and NEW PERSON INFORMATION QUICK TIPS

Action Officer Course:  available periodically
Address:  Physical:  1500 Wilson Blvd., Rosslyn VA. 22209-2404 (up hill from the ORANGE line Rosslyn Metro Stop)

Organization:  SAF/AQ, 1060 Pentagon, Arlington, Virginia  20330-1060

Badge:  see NCOIC, Admin, for visitor badge

Bathrooms:  located outside the secured area adjacent to the elevators;  press 2 & 4 simultaneously, then 3

Bus Schedules:  Shuttle Bus leaves for Pentagon every ten minutes except during lunch when it’s every 20 minutes.  The contractor bus leaves for Crystal City at 15 and 45 of each hour.  Exact schedules, start/stop times are on the web page

Computer HelpDesk:  588-8328/5329

Crystal City Shuttle Bus: The contractor bus leaves for Crystal City at 15 and 45 of each hour. Exact schedules, start/stop times are on the web page.

Email Address:  [first name].[last name]@pentagon.af.mil

Exit (rear):  push “1” on the elevator, exit opposite double doors

Hotels:  Residence Inn( if rooms available at per deim rate):  800-331-3131   1-Arlington/Rosslyn   2-Pentagon City  3-Thomas Circle  (several other hotels are in the area)

Jogging/Exercise:  Lockers and showers are located in the 7th floor men’s room. press 2 & 4 simultaneously, then 3.  It takes a quarter (returned) to lock the lockers.  Gold’s Gym is nearby.

1)  Iwo Jima Memorial, Lincoln Memorial:  turn right when leaving building and jog down Wilson to Ft Myers Dr.  Turn right, jog to the Iwo Jima Memorial.   Immediately past the memorial, on the left, is a bike path.  Take the path along Arlington Cemetery.  Cross the bridge and head toward Lincoln Memorial/Mall area.

2)  Theodore Roosevelt Island

3)  Georgetown canal

4)  trail along the Potomac

Library:  Pentagon (duty hours only);  Arlington-near VA SQ and Clarendon ORANGE line stops

Local Restaurants:  SoHo; Jefferson Café; Oak St Café; Safeway (groceries); Subway; Chinese; vietnamese soup; most fast food; Ruby Tuesday; metro mall eatery; Spice of Life; Tivoli (at Metro) $$$; Santa Fe Café (in bldg: push “1”, exit opposite double doors)

Military Specific Templates:  appear when you open a new word document

Org Charts (+names/numbers):  

AQ-http\www.safaq.hq.af.mil/organization

Parking:  drive in to Clarendon side of building;  $5; you may find it easier to get weekly receipts

Pentagon Barber Shop:  (703) 521-0271;  7am-4pm, M-F

Pentagon Shuttle Bus: leaves for Pentagon every ten minutes except during lunch when it’s every 20 minutes. Exact schedules, start/stop times are on the web page.  Drops at Corrider 2.

Phones:

Incoming:

DSN: 425-

Commercial:  (703) 588-
  

Outgoing:

For a DSN call, dial 94

For a commercial call, or an 800 call, dial 99 1 area code, number

Many local numbers also require an area code.  Pentagon/1500 Wilson do not.

Voice Mail:  696-8383; then dial the code for your phone

Room Number/Cubicle Number: each cubicle has a number posted just on the outside aisle (example:  14-309)

Smoking:  Elevator-push “1”,  exit double doors

Supplies: Check with your division

Tasking System:  e-tasking;  late afternoon, quick turn around suspenses are not uncommon

Weekend Work/working late or early:  Building closes during certain hours, so it’s best to come in when you know some else will be here to open up.  Otherwise see NCOIC, Admin for opening/closing procedures


Chapter 1

IMA GENERAL DUTIES AND RESPONSIBILITIES
1.1.  IMA Duties.

The IMA program is a distinctive and unique opportunity to serve the US Air Force.  The program provides a great level of flexibility for the member to perform their duty in a multitude of ways.  Each IMA has a minimum set of standards that must be met in order to stay in compliance with Air Force Reserve requirements.

1.1.1  All IMAs must be familiar with the IMA Individual Reserve Guide, produced by HQ ARPC.  For newly assigned members, this document, along with the SAF/AQ handbook, will be your references for most of your questions.  You should review these documents and keep them handy for future reference.  If you have come from active duty or a reserve/ANG unit program, these handbooks are a must read once you enter the IMA world.

1.1.2.   A second document of critical importance is AFI 36-8001, Reserve Personnel Participation and Training Procedures.   All IMAs should be familiar with its contents and adhere to the requirements spelled out regarding AF Standards, Training and Participation Requirements.

1.2. IMA Responsibilities.

1.2.1 IMAs assigned to AQ are required to in-process  through the 11th WG Reserve Personnel Support Office.  This is usually done during your first time on duty with AQ.  

1.2.2.  Many of the actions that you will require to get settled in will be performed within your directorate.  They include and are not exclusive:  Security Badge, Computer account, assignment of work area, initial meeting with new supervisor, gov’t credit card (initial issue or transfer).  You are responsible to initiate these actions once assigned.  

1.2.3.  IMAs must become familiar with their peacetime and wartime duties.  You should ascertain whether a current Position description is in place for your billet and become familiar with it.  Should there not be one available, this can become a project for you to work with your supervisor’s and senior IMA’s assistance.

1.2.4.  Becoming familiar with the SAF/AQ reading list included in this handbook will help answer many of the questions you may have regarding the IMA program.  

1.2.5.  As with any new reserve assignment, you may need a close-out OPR from your losing organization.  You need to take charge of that task and ensure your old supervisor makes that happen.  Additionally, be pro-active in getting both your initial and 6 month performance feedback sessions scheduled with your new supervisor.

1.2.6.  The “I” in IMA stands for individual- that means you have to look out for yourself a lot more than you were accustomed to in a unit program.  Another heard slang for IMA is “I’m alone”.  We hope that is not the case in SAF/AQ.  You are not alone and we will work hard to make your tour with us an enjoyable one.  But we will expect you to do your share of responsibilities to ensure you are successful while with us.

1.3. Administrative Communications

1.3.1.
Send applications for annual tour, mandays, or schools (AF Form 1289) to arrive at the SAF/AQX Reserve 

Program Office not later than 45 days prior to tour start date.

1.3.2.  Provide update of key personnel changes as soon as possible, to include the AQXOP, your supervisor and HQ 

ARPC.  Report changes to duty location addresses and phone numbers as well.

1.3.3. The completed AF Forms 40a and tour order certifications must be submitted to the appropriate reserve payroll office immediately following each training period or active duty tour.  This will allow for proper participation credit and payment.  Failure to have participation documented can result in reassignment to standby reserve status.  Do not delay submitting these training documents to avoid reassignment from the SAF/AQ program.  It is imperative that IMAs meet fiscal year training requirements and also complete satisfactory service years for retirement purposes.

Chapter 2

GENERAL INFORMATION

2.1.  General.  

This section has been designed and developed for use by SAF/AQ IMAs.  It is to serve as a reliable and accessible resource for the IMA.  It is not all-inclusive but offers key information to assist the IMA in meeting program and reserve requirements.  The HQ ARPC Individual Reserve Guide provides a wealth of additional information and should be referenced often.  Familiarity with the contents of both of these publications is critical to an IMA’s success in the SAF/AQ and IMA programs. 

2.2.  Channels of Communication.  

Close communication with your Directorate is encouraged. For Reserve related matters your points of contact within SAF/AQ are MSgt Traci Johnson, Reserve Program Superintendent, AQXOP, 703-588-7125 and Col Kevin Bushey, Assistant for Reserve Program Integration, AQX, 703-588-7202. The Reserve Personnel Support Office, 11th WG/CCVR , 703-601-4664 or toll free, 1-877-520-2799 supports personnel actions and questions.  The Air Reserve Personnel Center (ARPC) will answer additional questions regarding the Reserve member’s career.  Any correspondence from ARPC requiring response should receive immediate attention since it may affect one’s career.  The toll free number for ARPC is 1-800-525-0102. 

2.2.1. The SAF/AQ Reserve Program Office will keep IMAs informed of the latest policies and procedures through its website located at www.safaq.hq.af.mil. Email correspondence is the most utilized method to keep IMAs posted on upcoming events, issues, call for training, etc.  Please ensure that any email changes and address changes are forwarded to both your supervisor and the Superintendent. 

2.2.2  Supplies.  

All administrative supplies should be provided by your directorate.  Most AF/DoD forms and pubs are available via the internet at http://afpubs.hq.af.mil/pubs/majcom.asp.

2.3. Personnel File.  

Each IMA should create and maintain a multi-part file folder which contains all relative personnel documents relative to their assignment to the program, copies of all training and participation documents, pay statements, IMA position description, performance feedback worksheets, copies of Officer Performance Reports (OPRs), computer generated personnel data products received from HQ ARPC as well as any other reserve personnel source documents. It is important this file be current at all times and obsolete or outdated documents be removed.  

Chapter 3

VOLUNTEERISM/RECALL/MOBILIZATION

3.1.  General.

SAF/AQ IMAs are assigned as IMAs which are subject to recall or mobilization under the provisions of Title 10 USC and subordinate DOD and Air Force directives.  In the event of the need for such action, the IMA needs to be familiar with the requirements and procedures associated with telephone alert, recall and mobilization.  

3.2.  Telephone Alert.

IMAs must ensure that SAF/AQ is advised of any phone number or address changes.  SAF/AQ must be able to contact IMAs during any recall actions or notifications.  Verify IMA contact data and indicate each individual’s readiness to respond to wartime mobilization when required.  Input provided by the IMAs may now include home and business phone numbers but also FAX, E-mail, or any other communication channel through which SAF/AQ may contact you.   You are also required to provide the same to HQ ARPC.

3.2.1.  In the event of actual involuntary recall or mobilization due to national emergency, the following message would be heard by each IMA:

3.2.1.1.  “This is NAME.  This is an actual mobilization/recall (specify one) notification.  You are hereby notified to report for duty to Specify location within 24 hours of this phone call.  You will not take any family members at this time.  You will contact your SAF/AQ Reserve Program Office upon arrival at the duty station.  Orders will follow.  Repeat.  This is an actual mobilization/recall (Specify one) notification.  Please acknowledge.

3.4.  Recall.

SAF/AQ IMAs are normally not subject to the 200,000 reserves call-up as authorized by specific federal statutes (10 USC).  The SAF/AQ mission does not include duty in which mobility team participation or IMA deployment would be required or authorized.  

3.4.1. In the event of an actual Presidentially declared recall, and due to the wide array of career fields in which IMAs were proficient prior to the SAF/AQ assignment, it is possible for SAF/AQ IMAs to voluntarily back-fill CONUS based active duty billets elsewhere within the Headquarters Air Force (HAF).

3.4.2.  In the event the incumbents of various HAF positions (external to SAF/AQ) are deployed to specific areas of responsibility, SAF/AQ IMAs may volunteer to be included as a part of a resource pool to back-fill the active duty positions for short MPA manday tours.  However, this does not preclude the IMAs’ primary obligation to the SAF/AQ program and its’ mission needs during these periods.  IMAs who volunteer are only authorized to do so with advanced SAF/AQ Supervisor approval.

3.4.3.  If an IMA is voluntarily recalled, the member will generally report without written orders on verbal orders of the commander (VOCO by SAF/AQ ).  Orders for these contingencies will follow the member to the training location.  Order request procedures will vary.  In some cases, IMAs may be asked to initially utilize remaining AT days instead of MPA days.  Following the expiration of authorized AT days, the IMA will then be issued MPA manday orders.

3.4.4.  Travel may commence within 24 hours of notice of selection for voluntary recall.

3.4.5.  Upon arrival at the recall site, the IMA is required to contact SAF/AQXOP and provide phone numbers, FAX numbers, addresses and any other available contact information in addition to your own division’s recall person.

3.4.6.  IMAs are not required to in-process through a military processing line when recalled.  Periods of recall are actually reserve tours of duty.  All records remain in the reserve system (paper copies and computerized personnel data).  HQ ARPC remains as your military personnel flight (MPF), SAF/AQ remains as your program management.

3.5.  Mobilization.

Notification and reporting procedures are critical.  The IMA must respond within 24 hours.  Delays or deferments must be pre-approved by the SAF/AQ Reserve Advisor.  Requests for complete exemptions could result in involuntary discharge.

3.5.1.  SAF/AQ IMAs could be involved in a partial mobilization under a specific portion of 10 USC which generally only impacts reserve units and/or ANG.  Complete unit configurations exist to augment the active duty force.  However, select IMAs may possess critical skills, which could result in individual mobilization.  Rapid Response  Processing is one example of where reservists might be called in to support.

3.5.2.  SAF/AQ IMAs are most susceptible to only full or total mobilization.  Both of these mobilization categories represent an escalation of the seriousness of a specific event or situation and are only ordered by Congress and impacts varying categories of military personnel.  Full mobilization applies to all ready (unit, ANG and IMAs) and standby reserve members.  Total mobilization can involve other additional categories.

3.5.3.  Family members must not travel with the IMA to the designated mobilization site.  Depending upon the situation, family members may be moved at government expense at a future time.  Family members will be entitled to full active duty dependent entitlements during periods which the IMA is performing duty as a result of mobilization.  This includes an active duty dependent identification card and full medical benefits for all qualified dependents.

3.6.  Mobility and Deployment.  

IMAs will normally not participate in deployment or as a part of mobility teams.  IMAs are not subject to these programs to meet SAF/AQ mission requirements.  However, select individuals may possess skills (AFSCs) which are critical to the Air Force mission.  These individuals may be considered worldwide assets for involuntary mobilization backfill or possibly on-scene mobility or deployment. 

3.6.1.  In the event of total mobilization, all military assets are subject to any action in order to meet the needs of the Air Force.  This mobilization category includes all retired reserve members who are awaiting age 60 retirement pay as well as active duty retirees.

3.6.2.  Upon entry into SAF/AQ program, IMAs will be advised of their Air Force active duty base mobilization in-processing location designated for their normal training location.  The normal training location will most likely be their mobilization site.  The designated in-processing location will be the nearest Air Force installation.

3.6.3.  Orders will follow the member to the mobilization site.  After receiving orders, the member must make arrangements to in-process, relocate family members (if appropriate/authorized), establish active duty pay account, etc., at the designated in-processing location through the active duty military personnel flight (MPF) and other base support activities to include the transportation management office, finance, etc.  

3.6.4.  At many AF installations, there will be a Base IMA Administrator (BIMAA) who can assist the IMA with all in-processing requirements.  It is recommended that all IMAs pre-identify this individual who can be of invaluable assistance as they transition to active duty for the duration of the mobilization period.

3.6.5.  When mobilized, IMAs will become active duty resources of SAF/AQ and HAF.  Your records (personnel, medical and dental) will be sent from HQ ARPC to the pre-designated in-processing location base MPF. 

3.6.7.  Upon termination of the mobilization period, the IMA will return to selected reserve status and all records will be returned to HQ ARPC.  Your personnel and pay records will also be converted back to the reserve computer file.

3.7.  Preparation Tips.  

SAF/AQ IMAs are encouraged to maintain readiness at all times.  In addition to maintaining current contact information on the SAF/AQ file, IMAs have other personal and professional responsibilities to avoid crisis at the time of recall or mobilization.  These responsibilities include the following:

3.7.1.  Return all phone calls from the SAF/AQX Reserve Program Office as soon as possible.  In the event of recall or mobilization, your response time is critical.

3.7.2.  Keep abreast of military events or national emergency situations, which may require IMA, support.  As has been demonstrated in previous instances, IMAs may be asked to support regional contingencies outside the normal area of training. Program wide involvement may be needed.  

3.7.3.  Comply with all Air Force standards to include dress and appearance by maintaining a complete complement of uniform items, which are serviceable and current.

3.7.4.  Ensure currency of the DD Form 93, Emergency Data Card and the Serviceman’s Group Life Insurance Election Form on file at HQ ARPC.

3.7.5.  Make any necessary arrangements for short notice dependent care  (if applicable).

3.7.6.  Enroll dependents in Defense Enrollment and Eligibility Reporting System (DEERS).

3.7.7.  Ensure all eligible dependents possess the Uniformed Services Reserve Dependent Identification Card. 

3.7.8.  Prepare a will and keep it current.

3.7.9.  Conduct at least annual legal status checkups and arrange for financial stability of family members in your absence.  (Recall or mobilization may result in a change to standard level of income for an indefinite period).

3.7.10.  Obtain and renew limited power of attorney for family member or trusted agent.  Also ensure that important financial or other documents can be accessed by these same individual(s) in your absence if necessary.

3.7.11.  IMAs should ensure family members are aware of their benefits and entitlements in the event of reserve recall or mobilization.  This should also include insurance coverage, death gratuities, etc.

3.7.12.  Keep immunization record available.  Ensure current periodic physical or other required medical screenings/tests are completed in a timely manner.

3.7.13.  IMAs must obtain the government issued Credit Card in order to defer costs of lodging, meals, and sometimes travel costs until orders can be published and forwarded to the training location by SAF/AQ.  HQ ARPC will not send orders to the location where the member has been recalled or mobilized.   

3.7.14.  Provide family members or trusted agents a copy of recall/mobilization orders upon receipt.  Also ensure they are provided contact information in the event of emergency.

3.7.15.  HQ ARPC Individual Reserve Guide, Chapter 2, contains additional information with which IMAs should be familiar.  This includes a listing of important documents, which you should have with you upon reporting due to recall or mobilization.  Critical civilian job re-employment rights are addressed and should be reviewed with your civilian employer.  

Chapter 4

IMA INFORMATION

4.1.  GENERAL.

The SAF/AQX office is responsible for IMA program and reserve management.  It also serves as the primary point of contact for general questions and provides assistance regarding reserve personnel matters and operational mission related inquiries.

4.2.  IMA MANAGEMENT FOLDER. 

The active duty supervisor is responsible to maintain an IMA management folder for each member assigned as required in AFI 36-8001, Reserve Personnel Participation and Training Procedures.  This is a six-section folder contains, but is not limited to, the following information:

 4.2.1. Section I:  SAF/AQ IMA Job Description.

 4.2.2. Section II:  Assignment Information and Personnel Actions.

 4.2.3. Section III:  Participation Schedule Worksheet (AF Form 1561-optional).

 4.2.4. Section IV:  AF Forms 40A, Record of Individual Inactive Duty Training.

 4.2.5. Section V:  AF Form 1289, Application for Active Duty Training and AF Form 938, Request and Authorization for AD Training, End of Tour reports.

.

4.2.6. Section VI:  Miscellaneous. (This is a good place to keep bullet statements of work performed and impact statements for use in OPRS, PRFs and Awards/Decs.

4.3.   BIOGRAPHICAL DATA. 

The SAF/AQX Reserve Program Office may periodically require assistance from IMAs on special projects.  The sample form below provides specific information not otherwise contained in official records.  Each IMA should prepare/maintain a copy of current information in his/her personal records and provide a copy to AQXOP. Information may be added, deleted or changed as necessary.

BIOGRAPHICAL DATA



I.  BASIC PERSONNEL INFORMATION

GRADE:                  
COLONEL
DATE OF RANK:

6 MARCH 1993

BIRTH DATE:

31 DEC 1945
PLACE OF BIRTH:

SPRINGFIELD, IL

MARITAL STATUS:
MARRIED
RETIREMENT DATE:

6 MARCH 1999

II.  CIVILIAN OCCUPATION (Be specific, indicate position title, company name and location, etc.)

Environmental Test Engineer

Houston Brothers Lab

333 El Diable Way

San Antonio TX 



III. ACADEMIC EDUCATION(List all degrees, certificates, etc.  Indicate year of completion and institution name and location)

BS - Chemical Engineering, University of Tennessee, 1964

MS - Environmental Processing, University of Tennessee, 1966



IV. MILITARY EDUCATION (Show all professional military education courses, year, and method of completion)

SOS - In residence, 1967

ACSC - Correspondence/Seminar, 1974

AWC - Correspondence, 1986

DISASTER PREPAREDNESS OFFICER COURSE, 1992


V. MILITARY BACKGROUND (List all assignments, duty titles, AFSCs held, locations and dates of duty.  List in chronological order beginning with current job)

197, IMA, ACC AOS OL-A, Ft McPherson, GA; 1990 to PRESENT

057, Dis Prep Off, 10th AF AF Bergstrom AFB, TX; 1983 to 1990

0524, Base Disaster Preparedness Officer, Bergstrom AFB, TX; 1975 to 1983

0524, Chief, Base Disaster Preparedness, Ellsworth AFB, SD; 1971 to 1975

0524, Disaster Preparedness Team Chief, Ramstein AB GE; 1967 to 1971



Name
Position
Date

Chapter 5

WEIGHT STANDARDS, UNIFORMS, PHYSICAL EXAMS AND PHYSICAL FITNESS

5.1.  General.

SAF/AQ IMAs are required to meet all Air Force standards.  This includes weight standards, dress and appearance standards, physical examination requirements and physical standards.

5.2.  Weight Standards.

IMAs are also expected to meet Air Force Weight Standards.  AFI 40-502, The Weight Management Program (WMP), provides the guidance for these standards.  As the sole Air Force representative in many locations, it is the IMA’s responsibility to properly represent the Air Force. All officers must be weighed annually and meet the standards of AFI 40-502.  Officers who exceed maximum weight standards and do not meet body fat measurement standards will be entered into the WMP.  IMAs are encouraged to establish a personal weight control program to avoid exceeding the standard.  Remember, the emphasis is on personal appearance.

5.3.  Uniforms.

It is the IMA’s responsibility to maintain familiarity with Air Force uniform requirements and any changes.  All uniform articles should be serviceable and current in accordance with the Air Force governing instruction and policy guidance.  Refer to AFI 36-2903, Dress and Appearance of Air Force Personnel.  IMAs are at a disadvantage in keeping abreast of uniform changes.  IMAs should read the Air Reserve Personnel Center’s periodic publication, the Update and Individual Reserve Guide to maintain information about current uniform and other dress and appearance requirements.

5.3.1.  In consideration of the geographical separation of many SAF/AQ IMAs from an Air Force Military Clothing Sales Store (MCCS) , it may be necessary to mail order uniform items from an Air Force MCSS.  You can contact exchange catalog sales representatives by telephone or telefax 24 hours a day.  The toll-free phone number in the 50 states and Puerto Rico is 1-800-527-2345, and the fax number is 1-800-446-0163.  Customers can also write to Exchange Catalog Sales, P.O. Box 660211, Dallas, Texas 75266-0211.  You can pay for their catalog orders by check, money order, Visa, MasterCard, American Express, Discover, Deferred Payment Plan or Uniform Clothing DPP. 

5.4.  Physical Examinations.

All individual reservists must complete periodic routine physical examinations.  A member who completes a routine physical examination during other than regularly scheduled IDT will earn one non-pay point. 

5.5.  Physical Fitness.

IMAs assigned to the SAF/AQ program must maintain physical fitness standards and eligibility for worldwide assignment as an Air Force personnel resource.  When possible, IMAs are encouraged to participate in personnel fitness programs to ensure continued and maximum fitness.

Chapter 6

PARTICIPATION AND TRAINING

6.1.  General.

Participation and training is the focus of reserve membership.  Air Force instructions and handbooks contain specific training and participation guidance for all reserve members.  SAF/AQ supplements this by additional training requirements and expectations.  Participation planning, scheduling and execution is paramount to a successful Air Force Reserve career.  Its rewards are both immediate and long-range.  Reservists are advised to continually monitor their training to ensure Air Force and SAF/AQ requirements are met as specified.

6.2.  Retention-Retirement (R/R) Year.  

Every IMA has a specific retention-retirement (R/R) date on which is based the individual accrual of participation credit for satisfactory service years for retirement and retention purposes.  This date is normally the date a member is originally assigned to a reserve program either participating or non-participating.  For those individuals who spent only initial terms of enlistment or fulfilled basic active duty commissioning commitments, the date would be the day following their separation or release from active duty.  For those IMAs who were never members of the active duty Air Force, the R/R date is the date of original entry into a reserve or air national guard program.  The date remains unchanged throughout one’s career unless a civilian break is incurred.  During this R/R year, a satisfactory service year is only credited if a member earns a combined total of 50 points through the performance of reserve training, extension course institute (ECI) course completion, and membership points.  All IMAs are granted 15 membership points per R/R year.  The remaining points needed for a satisfactory service year is 35.  These points may be a combination of annual tours, special tours, mandays, or inactive duty training (paid or non-paid).  There is no requirement for an annual tour or for a specific number of IDTS during any one R/R year.  This is a fiscal year requirement only.  Only a combined total of 90 points, which consists of membership, IDT (paid or non-paid) and ECI participation, may be credited to retirement during any R/R year.  All points earned through active duty tours (annual, special, MPA or school) are credited to the retirement point total for a given R/R.  IMAs are encouraged to monitor their individual R/R participation to ensure the proper crediting of points and the accrual of satisfactory service years.  R/R years credited as satisfactory should not be confused with total years of service either in the reserves or a combination of active and reserve service for promotion eligibility determination.

6.2.1.  Approximately 60 - 90 days following the end of each R/R year, HQ ARPC will send each IMA the AF Form 526, ANG/USAFR Point Credit Summary.  This product is a point-by-point report of all points earned the previous R/R and includes the dates of all training, the type of duty performed (including ECI points), and the number of points earned.  It will also contain a career history of all points accrued showing total career points and satisfactory service years.  The IMA should use this product to review all training documents to show proper credit for the previous year.  Any corrections, changes, deletions, or additions should be sent to HQ ARPC immediately.

6.3.  Unsatisfactory Participation.

Unsatisfactory reserve participation is defined as the failure to meet fiscal year reserve training requirements as defined for a particular reserve training and pay category.  All SAF/AQ IMAs are required to perform 24 IDTs and a 12-14 day annual tour each fiscal year.  This requirement does not apply for the fiscal year in which an IMA is assigned to SAF/AQ on 1 April or later from a reserve category with a smaller IDT requirement.  Any IMA who fails to meet the fiscal year requirement is identified through ARPC to SAF/AQ.  A justification for retention is required for each IMA who is identified.  A second failure to meet these fiscal year requirements can result in immediate reassignment into a non-participating reserve status.

6.3.1.  A second consideration, which requires scheduling of participation to avoid unsatisfactory participation, is the necessity for continuous performance of duty resulting in the crediting of satisfactory service years for individual reserve members.  Any IMA who has accrued at least 20 satisfactory service years must have continuous satisfactory service each R/R or will be reassigned to non-participating status and cannot return to a participating assignment.  This is an Air Force wide requirement, which applies to all SAF/AQ IMAs since all have at least 20 years satisfactory service for reserve retirement purposes.

6.4.   SAF/AQ IMA Reading List.  

This form lists the suggested reading and material necessary to accomplish IMA requirements.  IMA should have a working knowledge of the regulations, plans, etc. on the reading list.  Review this list on an as needed basis.  SAF/AQ will update necessary.

PUBLICATIONS



SAF/AQ IMA Handbook

The Individual Reserve Guide (HQ ARPC website)

AFI 36-8001, Reserve Personnel Participation and Training Procedures

AFPAM 36-2404, USAF Officer’s Guide to the Officer Evaluation System (OES)

AFI 36-2406, Officer and Enlisted Promotions Systems

AFI 36-2504, Officer Promotions and Selective Continuation

AFI 36-2611, Officer Professional Development

AFI 36-2629, IMA Management





6.5. Inactive Duty Training (IDT).

SAF/AQ IMAs are authorized 24 paid IDT periods (4 hours each) per fiscal year.  Your annual training plan should project all IDTs throughout the year.  IMAs are discouraged from performing all IDTs within any short period of time during the year.  Any IMA who has difficulty meeting the requirements, should contact their supervisor as soon as possible.  IMA training schedules should be based on requirements and coordinated at the duty location.  An authorized representative must certify attendance/training on AF Form 40a in order for pay and participation credit to be generated.  See Chapter 9, Reserve Pay, for completion instructions of the AF Form 40, Record of Individual Inactive Duty Training.

6.6.  Annual Training (AT).  

IMAs are required to perform a minimum of 12 and no more than 14 days of annual tour (AT) per fiscal year.  AT should be scheduled through mutual agreement with your supervisor at the training location.  Legal holidays must be avoided when scheduling AT unless their inclusion can be fully justified.  Also, quality training availability must be assured when scheduling AT on the weekend.  AT requests must be received in the SAF/AQ XOP Office not later than 45 days prior to the tour start date.  This requirement is critical to assure orders are received prior to the beginning of the tour.

6.7.  Reserve Personnel Appropriation (RPA) Mandays.  

Reserve Personnel Appropriation (RPA) Mandays.  

These additional training opportunities may be available in support of continued required activities beyond the duties performed while in an AT or IDT status.  The required AT should be performed in advance of any RPA manday request.  There are two basic categories: Active duty support (ADS) and active duty training (ADT).  The determination of type of duty rests with the SAF/AQ Reserve Program office in harmony with governing Air Force policy and instructions. Request RPA mandays using AF Form 1289.

6.7.1. AF Form 1289, Application for Active Duty Training (Annual Training, School and RPA Tours) through the Web Order Tracking System (WOTS).

All Reserve Personnel Appropriation Tour Requests (RPA Tours and Annual Tours) are 

processed via the Web, using the Web Order Tracking System (WOTS), http://www.arpc.afrc.af.mil/orders/wots.htm. We use the following procedure to process ANY RPA Tour (including Annual Tour Requests).  

6.8. General Information on WOTS.

 For first time users:  Once you have found the website, you will be prompted for userID and password.  Your userID is your social security number and Password is your current date of rank.  You will be further prompted to create a new password once past the first screen.  You may need to go to the Personal information screen to make sure the data is correct and make/add changes.  You must insert the to box with the following email address:  AQWOTS@ pentagon.af.mil???  Return to the main menu to continue.

 6.8.1  AF Form 1289, Application for Active Duty Training (Annual Training, School and RPA. 

 6.8.1.1.  IMA emails AD Supervisor and Reserve Program Office at AQWOTS@pentagon.af.mil  with your request (dates of duty, location, etc) via the WOTS site on the ARPC website.

6.8.1.2. If proposing  routine two week (12 days) Annual Tour, - go to step 5

6.8.1.3. If proposing split annual, include justification for split tour.  (Split tours must be justified, WOTS will not accept blanket statements such as "Split tour authorized as mission essential/critical and for the convenience of the government.  This is not considered adequate justification per 11th Wing and ARPC guidance.  By including the justification in the email we can provide a Quality Control Check before the IMA submits the request via WOTS and has it cancelled.  This justification is especially critical for any split tours of less than 3 days).   Proceed to step 6.8.1.5.

 6.8.1.4. If requesting an RPA tour, a description of the tour, including any special requirements 

  such as rental car (member provides justification with cost comparisons) or travel from other 

  than normal locations.

6.8.1.5. AD Supervisor concurs with tour request and forwards request to AQWOTS@pentagon.af.mil (If non-concurs, informs IMA and returns request).

6.8.1.6.  AQX Reserve Support Staff tentatively enters tour dates in RPA Notebooks (hardcopy of email).

6.8.1.7. AQX Reserve Support Staff forwards email to Reserve Advisor for tour approval.

6.8.1.8. Reserve Advisor then sends approval notice to IMA, with cc: to AQX Reserve Support Staff, 11th Wing, AD supervisor.  If not approved, reasons for disapproval. (i.e. insufficient days available).

6.8.1.9. Once IMA receives AQX email approval, IMA process tour request via WOTS.

Note: The 11th Wing will NOT process RPA orders without AQX concurrence.  This ensures that our RPA requests remain within planned DCS budget allocation. With the use of email procedures through the WebMail accounts, you can expect a minimum of two weeks for processing and notification of approval from HQ ARPC. 

6.8.2. AF Form 1289 specific information.

6.8.2.1. Section I, Personal Information.  Unit of assignment is (your directorate).  If the mailing address is different, it should be indicated in the remarks section.  Name, grade, SSN Block self-explanatory.  Use the current address from which one will be ordered to active duty and note that P.O Boxes or Rural Routes are not permitted.

6.8.2.2.  Section II, Training Information.  Number Active Duty Days Blocks, do not include travel days.  Report to Block, must include zip code, AF Form 1289 cannot be processed without.  Travel Arrangements Block (completed only for tours during which one will not commute).  Check the first block if driving a privately owned vehicle (POV).

6.8.2.3.  Check the second block if requesting HQ ARPC SATO to provide a ticket.  IMAs must include the airline transportation information on the AF Form 1289 at the time the order requests are submitted to HQ ARPC.  

If requested by the IMA, HQ ARPC SATO will secure a ticket/transportation request (TR) at the time the orders are published.  This option requires maximum flexibility on behalf of the IMA.  In these cases, the IMA’s AF Form 1289 must be specific departure/ return locations and available travel times.  The Joint Federal Travel Regulation (JFTR) prohibits reimbursement for tickets purchased from any source other than an approved government contracted ticket office (GCTO).  Approved GCTOs are located at military base traffic management offices (TMO) or most federal agencies.  If time does not permit you to contact the nearest GCTO, call the following number at HQ ARPC/DRO to obtain your airline tickets: Toll Free 1-800-525-0102 extension 406, commercial 303-676-6535/36, fax 303-675-6766 or DSN 926-6535 or 6536.  Your required to use the government provided Bank Of America Visa Card.

6.8.2.4. Check the third block if personally arranging transportation through a local government contracted airline ticket office.  Reservations may be made through these offices at the same time the orders request is submitted through WOTS, however, orders are required to pick up the tickets.  See Tab L for details.

6.8.2.5. Electronically date and sign the application.

6.8.2.6. Section III, Command Approval.  Portions of Section III must be completed by the IMA; indicate reporting and departure time/date.

6.8.2.7.  Check the block “is/is not within the corporate limits.  Check the block “member will/will not commute”.  Corporate limits determination can impact travel entitlements.

6.8.2.8.  Section IV, Remarks.  There are several items, which may be included in the remark section, as appropriate.  Continue on the reverse of the form if necessary. All AF form 1289’ submitted to HQ ARPC/DRO requesting special authorization (e.g. rental cars, conference fees, variations in itinerary and/or excess baggage) in an order must have justification/support documentation attached.  This is required documentation, if not attached the special authorization will not be included in the order

6.8.2.9. For split annual tour orders a justification statement must be in the remarks section.

6.8.2.10. Registration Fee, a copy of the conference information package/brochure that lists total amount of fee, number of meals (breakfast, lunch or dinner), or if the fee includes lodging must accompany the AF form 1289.

6.8.2.11. Rental Car, a letter of justification proving either the cost effectiveness of the request or that disapproval will adversely impact the mission must accompany the AF form 1289.

6.8.2.12. Certification of AF weight standards is required on the application for all school tours.

6.8.2.13.  Indicate proper mailing address if it is different from the home address.

6.8.2.14.  IDTs may be performed prior to or following special/annual tours.  If so, IDT dates must be stated on the AF Form 1289 request and will be included on the orders.   The number of special/annual tour days must be greater than or equal to the number of IDT days and limited to twice per fiscal year.

6.8.2.15.  Variations of itinerary must be justified, specifically stated and economically planned.  Include the dates planned to be at the various locations.  Failure to provide this information could limit travel pay entitlements.

6.8.2.16. State any other information ARPC should know about the tour which may impact pay and travel entitlements.

6.8.2.17. Submit your WOTS request at least 45 calendar days in advance of tour start date. Any AF 1289 not submitted in time to meet suspense dates requires an accompanying letter of justification before it will be processed.

6.9. Military Personnel Appropriation (MPA) Man-Day Program.
6.9.1.  MPA days are allocated for use by Reserve Component members to support short-term needs of the active force.  These days are funded out of the military personnel appropriation account, an active duty account.  These days are offered at the convenience of the government and when there is a temporary need for personnel with unique skills or resources that cannot be economically met in the active force. Members cannot exceed 139 days annually in MPA status.  Waivers beyond 139 are granted on a case by case basis to 179 days.  

6.9.2.  MPA manday tours may be available based on the needs of your directorate and your availability.  Check with your supervisor and the senior IMA to discuss annual needs for MPA support and approvals.

6.10.  Reserve Orders.

Orders should be received prior to the start of any annual, school, or manday tour.  If an IMA has not received orders five days prior to the tour start date, the SAF/AQXOP Division should be notified.  IMAs should not contact HQ ARPC to determine the status of orders, which have been requested.   AQXOP is the initial point-of-contact to which all such inquiries should be directed.

Chapter 7

PERFORMANCE, EDUCATION AND PROMOTION

7.1.  General.

SAF/AQ IMAs need to maintain familiarity with performance reporting, education opportunities and promotion processes.  These areas are critical to continued advancement and enhanced mission effectiveness of the entire program.  This chapter outlines the unique features of the Officer Performance Reports as it applies to SAF/AQ IMAs.  It also provides detailed information on Professional Military Education (PME) and Professional Short Courses (PSC).  Other educational programs are also discussed.  Promotion eligibility and selection board actions are included here as well.  The Reserve Brigadier General Qualification Board (RBGQB) is included as a part of this chapter.  SAF/AQ IMAs are strongly encouraged to review the entire chapter and to refer to it often. 7.2.  Officer Performance Reports (OPRs).  

7.2. OPRs

Officers in the SAF/AQ IMA Program are required to receive an annual OPR. The reports are written each year normally on the anniversary of the closeout date of their last OPR written prior to the assignment to the SAF/AQ IMA position. Ensure any change in supervisor/rater is communicated to AQXOP.

7.2.1.The primary source of input for the OPR is you.   Information you provide your rater should include activities 

and projects completed and the results or impact of them.  The OPRs need to include the outcome and impact of 

activities, not just ratee involvement. 

7.2.2. OPRs are forwarded to your directorate for final review by a general officer.  This policy is consistent with

 governing Air Force directives.  It is the SAF/AQ mission responsibility to ensure timely submission and 

appropriate format as required.  

7.3.  Officer Performance Feedback Worksheets (PFWs).  

Individual performance during an OPR rating period is equally important.  Supervisors are required to complete a PFW on each IMA at specific intervals each year in order to give the IMA feedback on the level and effectiveness of their performance.  This requirement is mandated by Air Force directives and must be completed.  This mid-year review provides the IMA an opportunity to review past activity reports for a reporting period and to personally assess their performance level.  For an IMA in a geographically separated situation, the PFW is an ideal way to maintain an open line of communication on duty performance and expectations.  The PFW does not become a permanent part of any record and is prepared for use by the supervisor and the IMA.   

7.4.  Awards and Decorations.   

Linked to performance evaluation is the recognition for service performed.  The Air Force uses its awards and decorations program as a means to show tangible evidence of participation, involvement, or sustained and superior performance.   The wearing of appropriate and authorized ribbons signifying awards and decorations is dictated by applicable Air Force instructions and the established precedence of wear should be strictly followed.

7.4.1. Awards are one type of recognition, which the member may receive.  These were designed with specific purposes and generally symbolize certain notable periods of service.

7.4.1.1.  The Air Force Longevity Service Award (AFLSA).  A ribbon used to reflect 4 years of Air Force service.  Oak leaf clusters are used to denote subsequent awards after the initial ribbon is authorized.  No orders are published to document this achievement.  Personnel data system is automatically updated.

7.4.1.2.  The Armed Forces Reserve Medal (AFRM).  This medal and ribbon reflects 10 of the last 12 satisfactory service years.  The wearing of an hourglass device denotes subsequent awards.  No orders published and automatic personnel systems update.

7.4.1.3.  The Air Force Outstanding Unit Award (AFOUA) or Air Force Organizational Excellence Award (AFOEA).  Individual members whose units have been nominated and approved by appropriate commanders wear these unit award ribbons. Subsequent awards are denoted by the wear of an oak leaf cluster.  Orders are published by the approving authority and are distributed to HQ ARPC for update of all personnel files.  Individuals must have been assigned to the organization during the period of the award in order to be entitled to wear the ribbons and/or subsequent devices.  IMAs may be wearing ribbons and clusters for the AFOEA and/or AFOUA which were awarded during assignments to many various units while in the reserves, the ANG or on active duty.

7.4.1.4.  The Humanitarian Service Medal (HSM).  SAF/AQ IMAs may receive this medal and accompanying ribbon that participate in certain natural disaster relief efforts.  Orders are published and provided by the approving authority.  SAF/AQ will provide orders to HQ ARPC for appropriate personnel records update.  This award is normally presented in an appropriate ceremony.  The wearing of an oak leaf cluster denotes subsequent awards.  This award will not appear on the decoration portion of any promotion pre-selection printout.

7.4.1.5.  All SAF/AQ IMAs should authorize the National Defense Service Medal (NDSM) and Air Force Training Ribbon (AFTR) for wear.  The NDSM does have an accompanying medal.  Those SAF/AQ IMAs in service prior to 6 Aug 74 would also be entitled to wear a star device on the NDSM.  Any prior enlisted members are eligible to wear an oak leaf cluster on the AFTR.  Orders are not published and personnel records are 

automatically updated.

7.4.1.6.  Other awards such as campaign medals, individual or unit awards may also be worn based upon individual service records of the IMAs.  HQ ARPC Awards and Decorations Section may be contacted to answer any questions.

7.4.2.  Decorations are the second type of recognition established by the Air Force for superior or outstanding service.  Due to the limited time and in consideration of the career point at which most SAF/AQ IMAs are assigned to the program, decorations are generally initiated and approved only upon retirement of individual reserve members.  However, this does not preclude decorations for those individuals who have greater tenure in the program and perform duties in a superior or outstanding manner.  All decorations are included on pre-selection printouts.  

7.4.2.1.  Legion of Merit (LOM).  This decoration is normally reserved for retirement of SAF/AQ IMAs in the grade of colonel whose sustained service record is superior and worthy this high level of recognition.

7.4.2.2.  Meritorious Service Medal (MSM).  This decoration is for extended periods of outstanding duty and may be approved as a retirement decoration or for an extended tour in the SAF/AQ program.  Consideration for this decoration is appropriate for any SAF/AQ IMA regardless of grade.

7.4.2.3.  Air Force Commendation Medal (AFCM).  This decoration is also for extended period of service but may also be considered for outstanding achievement or duty performance during a particular event.  There are no grade restrictions for this decoration.  

7.4.2.4.  Air Force Achievement Medal (AFAM).  This decoration is for an outstanding act or event or may also be considered for extended tour performance for any member in the grade of lieutenant colonel or below.

7.4.2.5.  Joint Service Decorations are not considered for SAF/AQ IMAs.  Although many of the IMAs perform duty with other service representatives and often at other service component installations or organizations, the positions to which the SAF/AQ IMAs are assigned are Air Force billets and not identified as joint service.  Any individual not assigned to a position identified as joint service is ineligible for consideration of joint service recognition.

7.4.2.6.  Other Service Component Decorations.  There are no specific Air Force restrictions upon receipt of decorations considered and approved by other service components.  However, it is advisable for the initiating office to contact SAF/AQ prior to the consideration of a decoration for an SAF/AQ IMA.  In the event a decoration is pending for any IMA, two decorations from any source may not be for the same period of service.

7.5.  Education.

One of the major elements in an Air Force member’s career is the combination of civilian and military education. During the period of assignment to the SAF/AQ, IMAs are afforded many opportunities to apply for attendance at various military courses.  Some of these courses are purely mission related whereas others are considered general professional military education.  IMAs interested in attending these courses may need to meet certain requirements, which will be identified with each course application notification.  Quotas for IMAs may be secured in select job related courses.  These course quotas will be advertised as they are received.  Keep in mind these course quotas are limited so it is not possible for all IMAs to attend a specific course.  IMAs should work with their directorate who will evaluate mission needs and course content relevance prior to selecting any IMA to attend a job related course. 

7.5.1.  USAF Professional Military Education (PME).  A selection board held at HQ ARPC chooses PME attendees.  The SAF/AQX Reserve Program Office will notify eligible IMAs of the courses and class dates.  Applications are submitted on the ARPC Form 27.  One should not delay enrolling in a correspondence course in the hope of being selected for a resident course.  While resident courses are available and may be preferred, quotas are limited.  Completion of USAF PME courses before enrolling in comparable level courses offered by another service is encouraged.   Attendance at any formal PME course requires appropriate retainability prior to the mandatory separation date following course completion.  In-residence PME courses include:

7.5.1.1.  Air War College

7.5.1.2.  Industrial College of the Armed Forces.

7.5.1.3.  National War College.

7.5.1.4.  Naval War College.

7.5.2.  Professional Specialty Courses (PSC).  These PME structured courses are also known as "short" courses.  Attendees are chosen by periodic ARPC selection boards, which convene to select course attendees for the following fiscal year.  The notification, application and the selection process mirrors that of the longer PME courses however, IMAs must have flexibility in their schedules in that selection boards may select an IMA to attend a course at a time other than the dates on the member’s application.  Courses currently available are:

 7.5.2.1.  Reserve Component National Security Course. (2-week courses held at various CONUS locations.)

 7.5.2.2.  Naval War College (IMAs may be selected for one of three separate two-week sessions for which members may be selected to attend.  These are:  Joint Military Operations, National Security Decision Making and Policy and Strategy.)

7.5.3.  Application for Resident Professional Military Education (PME) and Reserve Courses.  The SAF/AQX Reserve Program Office will provide each eligible IMA with the necessary application instructions for in resident PME and Reserve short course attendance.  The SAF/AQX Reserve Program Office will advise IMAs of available courses and class dates.  The suspense date for submitting on course applications is critical.  Applications arriving late will not be processed.  All course requirements including grade and security clearance must be met.  Mandatory separation must be more than 12 months after the course completion date.  It is important to respond to the school board announcements promptly.  Selection board notices are normally short and the board will not consider late entries.  Each applicant should carefully complete the application.  Legibility is the key; therefore, typewritten entries are recommended.  The school selection board must be able to read the application.  Also, you must maintain maximum availability for attendance if selected.  School selection boards work diligently to select individuals for attendance at the in resident PME and the short courses.  For the short courses, the matching process of IMAs with desired course dates is not a part of the selection process.  An IMA may be selected for course attendance and not receive the specific course dates desired.  Also, selection as an alternate makes it necessary for IMAs to be tentatively available for a short-notice school selection.   The alternate school attendance list is used often.  

7.5.4.  Documentation of In-Resident Training.  Air Force PME, PSC and technical courses are automatically entered into individual records upon successful completion.  However, it is a personal responsibility to periodically review one’s personnel brief to ensure it is up-to-date.  If it is not, forward any updates/corrections to HQ ARPC/MSPU for posting to the record.  Copies of all course completion certificates must be sent to the SAF/AQX Reserve Program Office.  SAF/AQXOP will forward a copy to the appropriate office at ARPC.  Your directorate maintains records of IMA education and training accomplishments in the IMA management folder.  

7.5.5.  Correspondence Courses.  Correspondence courses for Professional Military Education are encouraged for completion of Air War College if an IMA has not completed this senior service school by in-resident or seminar attendance.  Enrollment should be accomplished by contacted HQ ARPC who will initiate the enrollment through the Extension Course Institute (ECI) at Gunter Annex, Maxwell Air Force Base, Alabama.  Course materials will be forwarded directly to the IMA’s home address.  You may elect to enroll in the multi-media format of the course, which is now available on a CD-ROM.  IMA’s are required to select a nearby installation for the purpose of test administration for all ECI courses including PME.  Test sites do not have to be active duty Air Force installations.  It is important to contact the installation training or base education services office to advise them when tests are to be forwarded from ECI as the IMA progresses through the course.  It is critical for all tests and course work be completed within established time limits.  Any reserve correspondence course participation points for ECI course completion will be automatically updated in the IMA’s participation record.  Presently, with the exception of PME courses, there are no SAF/AQ-unique ECI courses available.  

7.5.5.1.  In conjunction with correspondence enrollment, reserve members may elect to simultaneously enroll in a PME seminar program.  PME seminar programs are conducted at various active, reserve and air national guard installations.  The office of primary responsibility for registration is the installation education services flight.  Annual enrollments occur during the early summer months and are designed to complete the course of study in less than a one-year period.  These seminars serve as a means for non-resident PME participants to meet on a scheduled basis and conduct classes following a specifically designed curriculum which consists of PME information.  This is an alternative means to complete such PME as Air War College in other than an independent correspondence enrollment status.  

7.6 Promotions.  

HQ ARPC convenes the officer promotion selection boards for all selected reserve officers eligible to compete for promotion.  This includes promotion to the grades of first lieutenant through lieutenant colonel.  HQ ARPC also conducts promotion selection boards for individual reserve members (unit and IMAs) eligible for promotion consideration to the grades of Major, Lt Col, and Colonel. The promotion boards are generally conducted in Feb or Majors, June for Lt Cols, and October for Cols. HQ ARPC and SAF/AQ will notify each eligible member prior to the date the board convenes.

7.6.1 It is the responsibility of each IMA to ensure their promotion selection folder is current by reviewing the promotion board eligibility information, which they receive.  Any information, which has been omitted from the file, should be submitted to HQ ARPC immediately.  HQ ARPC requires time to update the personnel data system with the correct information.  IMAs should not delay submitting changes to the selection folder or personnel data file which could have impact on the promotion selection process.  The selection folder is the document reviewed by the board to determine promotion selections.  It contains the original copy of all Officer Effectiveness and Performance Reports (OERs/OPRs).  It also contains a copy of all military decorations (not awards) which have been approved for each officer.  Additionally, the promotion board has access to reserve participation records.  This includes a summary similar to the one reflected on each reserve member’s annual point credit summary (AF Form 526).  Official photographs are no longer a part of the officer selection folder.  The board is provided a summary of pertinent personnel data for each eligible officer.  The service dates and other personnel information, such as an officer’s duty history is provided to the board in order for each board member to have a summary of each officer’s career record. A field folder for review is available through the 11th WG RPSO.

7.6.2.  The member is afforded the opportunity to prepare and submit a letter to the selection board of additional information not otherwise available in the selection record.  This information should be specific and concise and considered being relevant to the promotion consideration process.  Negative issues should not be highlighted.  This letter is the one opportunity the reserve member has to communicate directly with the promotion board members.  It should be brief and not contain a review of information otherwise already contained in the record.  Limit the letter to one page.  Typewritten (or computer generated) letters are strongly recommended.  Handwritten letters should not be considered.  Any officer who elects to prepare such a letter is advised to submit the letter in sufficient time for it to be included in the selection folder well in advance of the date the promotion board convenes.

7.6.3.  The promotion selection list is published and forwarded through appropriate channels for approval.  Selection lists will not be released until the established authorized date.  SAF/AQ is provided information on all SAF/AQ eligible officers who were selected as well as those not selected.  Your directorate will in turn notify each selectee and non-selectee.  HQ ARPC will also send letters to those officers not selected.  Keep in mind that a non-selection for promotion to Colonel is not a passover.  Unlike other promotion boards, reserve officers are considered for promotion to colonel until they are no longer eligible.  There is no specific limit on the number of times a lieutenant colonel can be considered for promotion. 

7.6.4.  The promotion board lists contain designated promotion sequence numbers.  Beginning with sequence number one, a portion of individuals selected with specific sequence numbers will be authorized to be promoted on the first day of the month for approximately six months following the public release date of each promotion selection list.  Each officer will be advised of their sequence number and the effective date of promotion as determined by HQ USAF/REPS.  Accelerated promotions are possible for Promotion Vacancy selectees or Lt Cols in a Colonel’s billet.

7.7.  Reserve Brigadier General Qualification Board (RBGQB).  

This is not a promotion board.  It is a review board for the purpose of selecting reserve members in the grade of colonel for possible placement (reassignment) into reserve brigadier general officer positions.  The result of this board is the creation of a resource listing of eligible reserve colonels for possible further consideration to fill vacant reserve brigadier general officer positions.  This resource list is only used for one year.  Reserve colonels eligible for and selected for placement on the resource list may be reconsidered annually as long as they meet eligibility requirements.  Eligibility requirements are:

7.7.1.  Be less than 54 years old at the time the board convenes

7.7.2.  Have one year time-in-grade as a colonel when the board convenes.

7.7.3.  Have a mandatory separation date later than 31 December of the year following the year the board convenes.

7.7.4.  Have completed a senior service school (Air War College is recommended)

7.7.5.  Be assigned to a ready reserve position (SAF/AQ IMAs are all ready reserve members)

7.7.6.  Have accrued a minimum of 50 retirement points (completed a satisfactory service year) for at least four of the five years prior to the year in which the board convenes.

7.7.7.  Unlike the promotion boards, the RBGQB consideration is absolutely member driven.  Each eligible reserve colonel makes the decision as to whether or not they desire to be considered by this panel.  A decision not to be considered must be in writing.  HQ ARPC identifies and notifies each eligible officer well in advance of each board.  The member is given the option to return the appropriate correspondence to decline the opportunity.  Any member who fails to notify HQ ARPC of their declination will automatically be considered by the board. 

7.7.8.  Once the member has elected to be considered by the RBGQB, it is critical that SAF/AQ be simultaneously advised.  Each member being considered is required to have a recommendation prepared by the first general officer or civilian equivalent in the rating chain.  This recommendation is critical to the qualification board process.  A copy of the recommendation will be forwarded to each eligible officer who has elected to be considered.  The recommendation will be sent to the member prior to the board convening.   This recommendation is in addition to the annual Officer Performance Reports (OPRs) received by each reserve officer.  The recommendation further contains a rank order for each individual who is eligible and elects to be considered.  This rank order is completed by the directorate. 

7.7.9.  As with promotion boards, the eligible members are again encouraged to prepare a letter to the board, which would include information relative and critical to the selection process.  Also, the member must again ensure that all personnel and participation data files are current and correct.  SAF/AQ may provide assistance to any member and work with HQ ARPC workcenters to ensure timely updates of all personnel and/or participation files.  Duty history and participation records are particular areas which need to be as accurate and current as possible.

7.7.10.  The RBGQB selection lists are announced following the adjournment of each board.  The lists are not released until properly authorized and approved.  Inclusion on the list does not guarantee reassignment into a general officer position.  It is simply, as previously stated, a resource list.  Individuals on this list may be contacted and possibly interviewed for placement into a general officer position.  Others on the list may never be contacted.  If an individual is not contacted during the year following the release of the list, the member may elect to be considered by the board the following year, if still eligible.  Generally, reserve colonels who are not prior enlisted, will have sufficient age and service retainability to be considered by at least two RBGQBs.  However, individual service dates and birthdates may disallow this.  Nonselection by any RBGQB is not considered a non-selection or passover for promotion.   If an individual is selected by any RBGQB and is not reassigned to a general officer position, the member retains their assignment with SAF/AQ.  

7.7.11.  As with other promotion and selection processes, those who meet RBGQB eligibility should elect to be considered.  There is no penalty for non-selection.  It is incumbent upon the member to continually make contributions and concentrate on their individual career advancement.  The RBGQB is an excellent opportunity to continue one’s reserve career.

Chapter 8

ENTITLEMENTS AND BENEFITS INFORMATION

8.1.  General.  

SAF/AQ IMAs have many entitlements and benefits as a result of being a part of the Air Force Selected and Ready Reserve.  This section addresses many of these and highlights the duty status necessary (if any) for each.  Many of the benefits and entitlements are very well known.  This summarized overview may be of use to the IMA as a quick reference.  Additional information is contained in the governing Air Force instruction or other relative handbook. 

8.2 Lodging.   

SAF/AQ IMAs are authorized government or contract quarters while performing inactive duty training (IDT) or any type of active duty for which orders are published. (AFI 34-601).

8.2.1 IDT. Please check out the latest information on lodging at our website- www.safaq.hq.af.mil  (Reserve Program icon)

8.2.1.1.  If staying on an Air Force installation provide the desk clerk at check-in your AF 40a with Sections I and II completed, be sure to circle “RPO (IMAs) and write “AFRCAFO, Dobbins ARB, GA in Section I.  

8.2.1.2.  If you are staying on other than Air force Installation you will have to pay for lodging.  Submit SF 1164 “Claim for Reimbursement for Expenditures on Official Business”.  The certifying official on the SF 1164 should be the same certifying official who signed in block 1.

8.2.1.3.  If government quarters are not available a corporate lodging memorandum of understanding has been established for all reservist in IDT status. (NOTE:  These procedures are valid as long as Congress authorizes the reimbursement through the Defense Appropriation, which is an annual process.  They remain valid during periods of continuing resolution.)  While staying in the Nation Capital Region, you must first use a contract hotel approved by the 11th WG.  See SAF/AQ Reserve Program Website for most current listings.

8.2.1.3.1.  Process For Non‑Military Locations (and NCR if 11th WG MOU sites are booked):

8.2.1.3.1.1.  Call the central reservation 1‑800‑number for the hotel company covered by the MOU.  The numbers are provided in table below.

HOTEL
PHONE NUMBER
PREFERRED CORPORATE ID #





Howard Johnson
1-800-446-4656
347571

Ramada
1-800-272-6232
93098

Days Inn
1-800-329-7466
50214

Red Roof
1-800-843-7663
CP502192 (USAF Reserve Command)

Choice Hotels International
1-800-221-222
Confirmation number (USAF Reserve Command)

Travelodge
1-800-578-7878
800075





8.2.1.3.1.2.  The member will identify him/herself as an Air Force Reserve member, provide the 900‑ representative the appropriate Preferred Corporate ID number, specify the city where they will drill, the area (North, East, etc.) within the city nearest the drill location, date(s) lodging will be required and request the government or corporate rate (whichever is lowest).

8.2.1.3.1.3.  The member pays the lodging charges and files for reimbursement using Standard Form 1164, (Claim For Reimbursement For Expenditures On Official Business).  Attach to the SF 1164 a copy of the hotel receipt (make certain the Corporate ID number is annotated on the receipt), and a copy of the AF Form 40a with the statement “Nonmilitary location utilized ARC Corporate MOU” in Block III.  Send the entire package to AFRCCAFO/FMFPT  1392 Second Street Dobbins ARB GA  30069-4823. 

8.2.2.  Active Duty.  While performing any type of active duty, including annual, school, special, or any other tour for which per diem is authorized, the member is required to pay for any government, contract, or commercial quarters.  Member will be reimbursed for this expense at a rate not to exceed the authorized per diem rate for the location at which the training is performed.

8.3.  Insurance.

SAF/AQ IMAs are entitled to obtain coverage by the Serviceman’s Group Life Insurance (SGLI) while assigned to the program as a member of the Ready Reserve and Selected Reserve.  The maximum and automatic amount of coverage is $250,000.  The premium amount for this coverage is 20.00 per month.  A lesser amount of coverage and associated premium may be established only if the member so elects.  The VA SGLV Form 8286, is used by the member to designate (or decline) the coverage desired and beneficiaries.  This coverage is in effect at all times and not just when the member is in a duty or training status.  As a reminder, IMAs may want to check other civilian insurance policies to ensure coverage while performing military duty.  Some policies disallow coverage for periods of active or inactive duty training.  SGLI coverage will expire upon transfer to the Retired Reserves or other standby/retired status.  Veterans Group Life Insurance (VGLI) will then be offered to each member at a higher premium for similar coverage.  It is critical to ensure your insurance coverage documents are current and changes made as necessary.  

8.4.  Base Exchange.  

Reserve members have unlimited access to military exchange and services.  This also applies to their family members.  Presentation of a government identification card is normally the only identification necessary.  This benefit includes the main exchange, clothing sales, shopettes, gas stations, florists, barber/beauty shops, snack bars, package stores, theaters, etc.  This benefit continues while a member is in retired reserve status waiting age 60 and afterwards.  

8.5.  Commissary.

SAF/AQ IMAs and other ready reserve members have limited commissary privileges and are authorized annual issuance of the DD Form 2529, US Armed Forces Commissary Privileges Card (CPC).  While not in a duty status, the CPC may be used for 24 commissary visits per calendar year.  Any period of active duty for which orders are published will entitle the member and family members unlimited commissary visits during the period of duty.  Visits during IDT periods may only be by use of the CPC.  Family members may use the CPC and the commissary during active duty periods without the service member being present.  Multiple trips to the commissary during the same calendar day will only result in a one-day usage charge on the CPC.  Replacement CPCs may be obtained if a CPC is lost, stolen, damaged or destroyed.  A new CPC will be issued for each calendar year and should be received at the beginning of each calendar year.  If a member retires during a period in which a CPC has been issued, commissary privileges will not expire effective on the date of transfer to the retired reserves as members in a retired reserve status retain twelve days of commissary use per year.  Upon reaching age 60, full time commissary benefits are authorized.

8.6.  Space Available Travel.

All reservists in a participating status are eligible for Space Available Travel on a military aircraft at any time.  This benefit includes travel to and from a training location.  The DD Form 1653, DoD Reserve Travel Eligibility form, may be used, but is not required, for the purpose of identification as an eligible traveler.  This form may be obtained from the SAF/AQX Reserve Program Office and is usually issued for a period of six months.  The new form may be issued as the member desired.  Normally, the Armed Forces Reserve Identification Card is the only required document to establish eligibility for military air travel.  This benefit could be of use for leisure or official travel.  Remember that it is space available.  Be sure to check with Base Passenger Operations for flight times and “show” times.  Flights by a particular organization to a specific designation on a recurring basis would be more advantageous for planning a trip via military air travel.

8.7.  Education Services.  

Reserve members are eligible for support from any DoD installation education services office at any time.  These offices provide counseling assistance on civilian education programs, administer examinations for professional military education (PME) correspondence and seminar courses, offer college level examinations, and such tests as the Graduate Record Examination.  Many of the examinations are at no cost or may be taken one time without a fee.  Education’s service offices are the installation focal point for almost any education program - military or civilian.  Reserve members may also utilize this office for information on eligibility for the Selected Reserve Montgomery GI Bill as established and authorized by 10 USC 706.  Although some restrictions apply, reservists may be entitled to benefits for vocational/technical courses, correspondence courses, independent studies courses, non-college degree courses and other programs.

8.8.  Medical and Dental Services.

Reservists are entitled to medical and dental services for emergency care while performing AT or IDT or any other tour of duty.  This emergency care includes only treatment for injuries sustained on duty or aggravated while performing duty.  Medical or dental services are not available for reserve members at other times except for the required periodic physical examinations and associated follow-up appointments.  During periods of duty which are 31 consecutive days or more, both the reservist and family member are authorized full-time routine care.  Authorization for continued military medical care or treatment beyond active duty for illness or injury suffered while in a training status will be established by the line of duty determination made at the time the injury or illness is suffered.  

8.8.1.  Reserve Dental Plan.  Reservists have the option of using a government-sponsored program, family members are not eligible for the dental plan.  Dental plan will include basic care and treatment (diagnostic, preventative and restorative services), and emergency oral examinations.  Treatment has a $1,000.00 annual cap. 

8.9.  Reserve and Family Member Identification (ID) Cards.  

Reservists must have a DD Form 2AF (Res) Armed Forces Identification Card in their possession at all times.  It is used as the primary means of identification for access to military installations and facilities.  Reservists should also ensure all eligible family members (spouses and unmarried minor children) should also apply for and obtain family member ID cards.  Specific documentation is required for these individuals to be issued the cards.  The family member cards are issued for a designated period of time and must be periodically renewed.  Normally, the reserve officer ID card is issued with an indefinite expiration and is only renewed upon promotion.  It is always important to keep abreast of ID card expiration dates and ensure your dependent is not denied installation or facility access due to past date of expiration on their ID card.  Also, it is the reserve member’s responsibility to surrender all ID cards for individuals no longer entitled to possess them.  This applies in the event of marital status changes or if a minor family member reaches a specific age or is no longer your legal dependent.

8.10.  Defense Eligibility and Enrollment Reporting System (DEERS).

A reservists’ family member is automatically enrolled in this system upon issuance of a current ID card.  This computer-based system is the only means of authorizing military medical care benefits.  In peacetime, this may seem unimportant.  However, if a reserve member is mobilized for an extended period, failure to enroll their dependent in DEERS can result in a denial of authorized full-time medical care.  Family members must be in the DEERS before receiving any military medical benefits if authorized.  Also, it is important to re-verify dependent enrollment in DEERS at least annually.  Additionally, at the time reserve family member ID cards are issued, confirm simultaneous DEERS updates.  If marital status changes or other family members are no longer eligible, make sure the DEERS is updated.  It would be possible for unauthorized individuals to attempt to obtain medical care.  The sponsor would be responsible for any payment due the government and may even be subject to disciplinary action. 

8.11.  Motor Vehicle Registration.

Reserve members are authorized to register their privately owned vehicles with the pass and registration office for the purpose of military installation access and on-installation driving privileges.  These privileges subject the member and/or any vehicle occupant to all applicable installation traffic rules.  It also includes the obligation to submit to random ID card checks or vehicle inspections/searches.  The reserve member who registers the vehicle is responsible for any incidents involving the vehicle and any occupants while on the military installation.  If a registered vehicle is sold, stolen, or otherwise no longer in the possession of the reserve member, the installation pass and registration office must be notified and the registration either changed or canceled as appropriate.  Installation registration is not transferable to another individual.  Military installation privileges can be easily revoked or restricted which could adversely impact ability to perform required reserve training.  Reserve members must adhere to all installation driving and registration guidelines.  Keep in mind, seat belts/restraints are required on all military installations and in most every state.

8.12.  Identification Tags.

ID or ‘dog” tags may be obtained from any military personnel flight customer service center.  These ID tags are critical to personnel identification and should be maintained with the mobilization readiness kit.

8.13.  Security Clearance.

An often-overlooked entitlement is the security clearance.  Air Force reserve members must possess at least a Secret security clearance.  Security clearances obtained from other civilian employers or other federal government agencies will often not suffice to meet Air Force requirements.  Likewise, the Air Force Security Clearance Office grants clearances only for Air Force needs and mission requirements. The SAF/AQ program may require a higher access clearance for some reserve members.  In order for reserve members to participate and perform the assigned duties, the security clearance is necessary.  There are also requirements for periodic updates of security clearances.  Failure to complete and submit necessary paperwork for clearances or to fail to respond to a request for update of a clearance could result in reassignment to a non-participating reserve program and loss of the IMA assignment. Your security manager is your point of contact for all security issues.  If additional security clearance changes or updates are required he/she can assist  you in securing and providing security clearance information.  Some training locations may also require special access badges or passes.  If an IMA is subjected to any such additional access requirement in order to perform training, each IMA must comply.  The IMA must then adhere to all guidelines and practice safeguarding of any issued special access badge or pass.  IMAs should never be denied special access badges or passes necessary to their job performance based on their status as an IMA.  If this situation arises, the security manager should be contacted immediately.  Upon termination of reserve assignment or change of training locations, any badges or access authorization should be surrendered or appropriately disposed.  Also, SAF/AQ will require security access termination upon a member’s transfer to the retired reserves.

8.14.  Morale, Welfare and Recreation (MWR) Services.

MWR facilities include such installation activities as the NCO/Officer Open or Consolidated Mess, bowling alley, gymnasiums, recreation centers, etc.  Reserve members are eligible on a full-time basis.  Local commander policies and any related charges or fees are also applicable to reserve members.  If any of these facilities deny access or use by a reserve member at any time, contact the base service director or service flight commander for assistance.

8.15.  Legal Assistance.

Military installation legal services offices are available to reserve members only while performing annual, special or school tours.  This important service is invaluable in assisting reserve members prepare special or limited powers of attorney, legal checkups, or will preparation.  Legal counseling is also available for other areas.  Reserve members and family members will generally not be able to obtain military counseling in civil cases such as divorce, bankruptcy or related areas.  However, if incidents occur involving violations to the Uniformed Code of Military Justice or other subordinate rules and regulations, the legal assistance office can be a tremendous source of guidance and counseling.  Also, the legal assistance office maintains copies of all United States Codes which govern reserve personnel issues and is the authority for much of the NSEP related mission.

8.16.  Military Personnel Flight (MPF).

The military personnel flight (MPF) is the office formerly known as the “CBPO.”  The MPF on any Air Force installation can be a tremendous benefit to you.  Customer service representatives can assist IMAs with ID card issuance and DEERS enrollment, SGLI form preparation, and a host of other personnel services. Limited personnel record data is also maintained on the base level personnel computer file at the base nearest the SAF/AQ IMA training location. (Pentagon in our case).  This will add the IMA’s name and address to the mailing list for mass mail-outs by many on-base activities.    IMAs should use the MPF as a local source for assistance with personnel related issues.

8.17.  Base Individual Mobilization Augmentee Administrator (BIMAA). 

 Many of the Air Force MPFs have an assigned BIMAA for the purpose of providing assistance and support to local IMAs.  The BIMAA is a senior NCO serving on an extended active duty tour and is assigned to work with all base organizations on behalf of the IMA.  This individual can assist in resolving issues regarding IMA benefits, facility access, personnel record updates, etc.  The BIMAA is the IMA’s key source of contact for guidance and may also be helpful in serving as a conduit with ARPC in making necessary personnel processes happen in a timely manner.  However, if an SAF/AQ IMA has a problem, he or she should contact SAF/AQ first.  SAF/AQ can then involve a BIMAA as a local area support person for the IMA.  The BIMAA is there to support the IMAs on every installation to which IMAs are assigned or training.  BIMAAs also have responsibility for bases in their general area, which does not have an on-site BIMAA.  Keep in mind that SAF/AQ is the SAF/AQ IMA’s initial point of contact for assistance with problems but the BIMAA is also an available and more local resource for on-base situations with which an IMA may need assistance.

8.18.  11th WG Reserve Personnel Support Office (RPSO).

In most cases, your reserve support can be managed by the RPSO, located at Plaza 5, 9th floor, Chrystal City, VA.  They are the Reserve “MPF” for SAF/AQ IMAs.  Newly assigned members will in-process through their office and get a briefing on what they can expect for support while assigned to the NCR.  Between the RPSO and AQXOP, most of your personnel actions will be covered. 

 Chapter 9

RESERVE PAY AND ALLOWANCES

9.1.  General.  

Reserve members assigned to appropriate reserve training categories are entitled to receive pay and/or allowances for all duty performed and for certain incidental expenses associated with the performance of authorized reserve training.  Payments may include base pay, basic allowance for subsistence, basic allowance for quarters, travel pay and per diem. This section outlines the types of pay and allowances authorized and the procedures necessary to apply and receive such payment.

9.2.  Reserve Pay Office (RPO). 

The designated reserve pay office is normally the Air Force Reserve Unit Defense Finance Office nearest the IMA’s home.  HQ ARPC designates these offices upon the member’s initial assignment to the IMA program.  If an IMA is not aware of their designated RPO or has not been properly advised, contact the HQ ARPC RPO via the toll-free number 1-800-525-0102 or on DSN 926-7072.  Only the individual’s designated RPO can initiate the payments of base pay and allowances.  In order to have a pay record established at the designated RPO, IMAs will be required to provide several documents.  These include:

9.2.1.   DD Form 2058, Statement of Legal Residence Certificate.

9.2.2.   AF Form 594, Authorization to Start, Stop, or Change BAQ Rent Plus, and/or VHA.

9.2.3.   Copy of marriage certificates or birth certificates (as appropriate) for dependent rate allowances (or appropriate divorce decrees, agreements, etc.).

9.2.4.   SF 99A, Direct Deposit Sign-up.

9.2.5.   TD Form W-4, Employee’s Withholding Allowance Certificate.   

9.3.  Statement of Tour of Duty Certification.  

The certification section is located on the front of the AF Form 938, Request and Authorization for Active Duty Training/Active Duty Tour (active duty orders). This certification supports pay and point credit for all tours.

9.3.1.  In order to receive pay for any active duty tour (Annual, special, school, training or support), send the original certification of the orders to the designated RPO within five (5) workdays following tour completion. 

9.3.2.  Item 40, Statement of Tour of Duty.  Travel itineraries must agree with active duty orders.  If orders have a multiple stop itinerary, show only arrival at the first official duty location and departure from the last official duty location as listed on the orders.  Do not show intermediate stops.  For entries under "MODE OF TRAVEL", use the symbols as listed on the reverse of the DD Form 1351-2, Travel Voucher.

9.3.3.  Items 41-46.  Self-Explanatory.

9.3.4.  Items 47-51.  Certification.  This block is completed by the certifying official who monitors individual training at the duty location.  Enter the time and day, month and year of the completion of the tour.  The period of certification should agree with the orders and is most critical for pay and point credit purposes.

9.3.5.  Place a copy of the certification in the IMA management folder.

9.3.6.  Pre-certification of tours of any length is authorized.  The form must be signed by the member, certified by the training supervisor and include the following statement in the remarks section, “I certify the member reported for duty at (specify 24 hour-daytime) on (start date).  I will immediately notify the members RPO by message if member does not complete the tour of duty as specified in the order” (Affix signature).  

9.4.  Travel Vouchers.  

The DD Form 1351-2, Travel Voucher or Sub-Voucher is the appropriate document to submit for payment of all travel and per diem payments associated with any tour of duty for which orders were published.  This includes annual, special, MPA and school tours. Travel vouchers are not to be submitted for any inactive duty training periods.  

9.4.1.  Travel vouchers must include an itemized itinerary of travel for a reserve member from the location from which the member is ordered to active duty to the duty location and return to the point of origin as directed by the published orders.  Include on the voucher mileage for privately owned vehicle, copy of Scheduled Airline Ticket Office (SATO) procured ticket, receipts for airport parking, lodging receipts, registration receipt, rental car receipt, or any other receipts that exceeds $75.00.  Rental car expenses will only be reimbursed if authorized in advance on the order.

9.4.2.
All IMAs are required to send their travel vouchers to the Dobbins Air Reserve Base Defense Accounting Office.  Questions pertaining to per diem and travel entitlements should be directed to that office.  This office is the single point of contact for submission of all IMA travel vouchers.  The mailing address and phone number for this office is:  


AFRCAFO/FMFPT 

1392 Second Street

Dobbins ARB, GA  30069-4823

(1-800-808-5942).

9.4.3.  All travel vouchers are now paid via electronic fund transfer to a commercial bank or savings and loan institution.  Cash or check payments are no longer an alternative.  Vouchers are normally processed within two weeks of submission.  Questions or inquiries relating to voucher payments should be directed to the address and phone number above.  SAF/AQ will be able to assist IMAs if problems are not satisfactorily resolved or if unnecessary delays are experienced.  

9.5.  Government Issued Credit Card.  

Every SAF/AQ IMA shall have in their possession a government issued credit card.  This card may be obtained by application through the SAF/AQXOE Office upon initial assignment.  See the Reserve Superintendent for the application form.This card, once issued, becomes the responsibility of the holder as are other commercially procured credit cards.  However, its use is limited to expenses associated with performance of reserve duty.  It can only be used for travel expenses, meals, etc., while performing reserve training.  Other uses are strictly forbidden and abuse is closely monitored.  The card negates the need for travel advances and can be critical for use when reporting for duty on a short notice basis.  The monthly bills received by the cardholder must be paid by the established due date.  However, government reimbursement of expenses is normally received from travel voucher settlements prior to the receipt of the bill.  If bills are not promptly paid, the cardholder risk card cancellation and possible administrative action by the Air Force.  Upon departure from any ready reserve assignment, the card must be surrendered and the account closed.  It is the member’s responsibility to ensure the card is not used following transfer into a non-participating or retired reserve status.  The entitlement terminates effective on the date of transfer from the ready reserve position.   

9.6.  Inactive Duty Training (IDT) Pay.

Inactive Duty Training (IDT) pay is basic pay only.  An individual reserve member will receive one day of basic pay for each four-hour IDT performed.  This amount is approximately one-thirtieth of a month’s basic pay for a specific pay grade who has completed a designated number of years of service for pay purposes.  Not more than 2 IDTs will be paid for a specific calendar day. IDT pay is considered taxable income and will have deductions made which include federal taxes and state taxes (if applicable).  SGLI premiums will also be deducted at the appropriate rate if the member has elected such insurance.  As with other types of payments, IDT pay will be transferred to the member’s financial institution through electronic fund transfer (EFT).  Cash or check payments will not be made.  IDT pay is made by the designated RPO for each reserve member.  Normally IDT pay can be expected within two weeks after submission of the document certifying completion of the IDT period(s).  RPO pay transaction will automatically update your reserve participation file.

9.7.  AF Form 40a, Record of Individual Inactive Duty Training (IDT). 

Submit this completed form for each IDT tour.  Forward Copy 1 (RPO/HQ ARPC) to the designated RPO not later than two (2) duty days following completion of training.  Retain Copy 2,  (Member) for personal records.  Place Copy 3,(Supervisor) in the IMA management folder.  Copy 4 (Billeting) is for use when staying at an Air Force VOQ/VAQ or for reimbursement of government quarters.  Present this to the billeting office for its use in obtaining payment.  Other items are self-explanatory or will be completed as follows:

9.7.1.  Section I.  Personal/Pay Data:  Self-Explanatory.  For type of training mark Training Period, Equivalent Training is use by the unit member.  Other is used for non-pay such as physical exams.

9.7.2.  Section II.  Training Data:  List each day of training separately, all days training listed will be within the same month.   Complete the total number of hours worked and total number of points earned (4 hours earns one point) Enter your training location, e.g. SAF/AQC, 1060 AF Pentagon, Washington, DC, 20330, etc.

9.7.3.  Section III Authorization for Transient Quarters and Subsistence: an SAF/AQ staff member must sign the official authorization block.  This block must be signed regardless of use of transient quarters. The date entered must be prior to or the day of scheduled training.  Subsistence Authorized is left blank for officers.

9.7.4.  Section IV.  Certification.  The certifying official’s block must be completed by an authorized person at the duty location and the date must be on or after the last day of training.

9.8.  Flight Pay. 

Flight pay or Aircrew Incentive Pay (ACIP) is available for individual rated officers who perform duty even though the SAF/AQ positions are not rated (flying) positions.  This pay entitlement is only applicable to members who still require limited numbers of service years as a rated officer.  This pay may be received in conjunction with the basic pay received for IDT periods as well as for other periods of duty for which orders are published.  This pay is considered taxable income and is not considered an allowance.  SAF/AQ IMAs who have recently been assigned from a rated flying position are most likely eligible as well as those IMAs who have less years of commissioned service.  ACIP will only be paid for a maximum of 24 months to individuals in non-rated positions.  To determine individual eligibility, the IMA must contact the Rated Officer Management Branch at HQ ARPC.  This office will verify flight record data and take appropriate action to update personnel systems to reflect the appropriate data.  Please note that a Flying Physical and a completed Form 1042 are required to maintain ACIP.  The rated officer management branch can also assist in ensuring proper documentation is provided to the appropriate RPO so pay records will accurately include this information.   

9.9.  Allowances.  

Allowances are non-taxable payments by the Air Force in addition to basic or other types of pay.  Allowances are only paid for tours of duty authorized by the publication of reserve orders.   Allowances include Basic Allowance for Quarters (BAQ), Basic Allowance for Subsistence (BAS), and Variable Housing Allowance (VHA).  The amount of BAQ is determined by an IMA’s grade and based on whether or not an IMA has any legal dependents.  For longer tours of duty, if a member (and family) occupies installation quarters (other than transient), BAQ may not be paid.  BAS is a flat rate of payment for all IMAs unless meals are provided. VHA will only apply for tours of duty in excess of 140 days and only when a member is residing in quarters, which are not on a military installation.   Travel and Per Diem payments may also be considered allowances as they are entitlements based upon expenses incurred while in the performance of military duty.  These allowances are determined by travel expenditures, authorized travel costs, established locality per diem rates and other considerations.  They are not related or determined by the normal reserve pay, which includes basic pay, BAQ and BAS. Allowances for BAQ and BAS are set standards received by IMAs and are not offset by per diem allowances for meals when performing standard reserve annual training, school tours or mandays.

9.10.  Fiscal Year Reserve Budget.  

The Air Force Reserve fiscal year budget plans makes it necessary for all pay certifications to be submitted in a timely manner.  Air Force activities with assigned IMAs are charged to allocate funds for reserve training for each fiscal year.  The reserve program managers routinely budget for annual tours and category-required IDTs for each assigned IMA.  It is critical that fiscal year training dollars be appropriately used and reported.  For this reason, it is necessary for all IMAs to report training by submitting appropriate certifications during the fiscal year in which the training was performed.  Otherwise, the program manager and possibly the IMA are responsible to answer inquiries regarding insufficient use of allocated training funds.  Funds unused are not a carryover budget item to the new fiscal year.  IMAs should not delay pay documents for the purpose of calendar or business year tax advantages or deferrals.  Any IMA who consistently practices this action will be subject to inquiry and identified as an unsatisfactory reserve participant vulnerable to reassignment to a non-participating reserve status.

9.11.  Pay Increases.  

There are three types of pay increases, which apply to ready reserve members.  The first and most obvious are those generated as a result of promotion to a higher grade.  These are automatic and effective with the approved date of promotion.  A retroactive promotion date will generate a pay adjustment for all duty performed since the effective date of the new grade.  This type of pay increase will affect both basic pay and BAQ.  (For longer tours, it will also impact VHA)   A second type of pay increase is often overlooked, this is the accrual of another period of service for pay purposes which is designed to provide retention incentive for longevity service.  This pay increase only applies to basic pay.  The pay increase normally occurs in two-year intervals after the fourth year of military service.  An individual’s pay date may not coincide with any other service date such as commissioning date or R/R date.  It is normally the day, month, and year of initial service enlistment in any service component (Active or Reserve).  It is only adjusted by a civilian break in service during which a member has not military affiliation.  Pay increases of this type only occur until the twenty-sixth year of service.  The final type of pay increase is the periodic percentage of increase authorized by Congress for all military services.  The percentage may only apply to basic pay or it may include allowance increases as well such as for BAQ, BAS or VHA.  Often the percentage increase may vary between pay and allowances.  This pay increase is not on a scheduled or recurring basis and percentages may vary.  IMAs should carefully review the pay statements and be familiar with the individual amounts.  All pay increases should be automatic and require no action by the member.  If you have questions, please contact your designated RPO. 

9.12.  Retirement Pay.  

Upon reaching age 60, most former ready reserve members will be eligible to begin receiving retirement pay.  This pay will be based upon the number of years served, the highest grade held, and the number of points accrued during the total military career.  These factors are used in a designated equation to determine the amount of the monthly payments following age 60.  As an interim-planning tool for retirement, income calculations are prepared in a point valuation chart prepared and distributed by HQ ARPC in random issues of the IMA Update magazine.  This chart assigns a dollar value to each point to allow a reserve member to quickly calculate projected retirement pay at age 60 using current dollar and point values.  This will afford the IMA some financial basis on which to base decisions for continued service or other related or financial situations.  The point values assigned on these charts continue to increase with each congressionally approved pay increase.  This should be considered and approximated calculations of future pay should be adjusted accordingly. 
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AUTHORITY: 10 U.S.C. 1332.
PRINCIPAL PURPOSES: To record Reserve Member's inactive duty training for payment, years of service credit, and determining fulfillment of requirements for
retention in Ready Reserve
ROUTINE USES: Information may be disclosed to Federal, State, and local agencies in the pursuit of their official duties.
DISCLOSURE IS VOLUNTARY: Failure to provide the information, including the SSN, could result in the improper recording of training and retirement credits,
thus adversely affecting retirement actions.

1. PERSONAL/PAY DATA (Type or print clearly in ink)

RANK LAST NAME RPO (IMAs) | UNIT (Unit Reservists)
COL MARSHALL 111-11-1111 Dobbins ARB, GA

PAY STATUS
(MUST use separate form for pay and non-pay. Non-pay

INCENTIVE/SPECIALTY PAY

IDTs - submission to CRPO applies to IMAs Only) Aviation Career Incentive Pay (ACIP) OTHER (Specify)

X | PAY NON-PAY Hazardous Duty Incentive Pay (HDIP) (Provide authorizing documents)

TYPE OF TRAINING

TRAINING PERIOD EQUIVALENT TRAINING Other (Specify):
RETENTION/RETIREMENT (R/R) DATE

Il. TRAINING DATA (List each day of training separately) 0316

DATE DUTY HOURS HOURS NUMBER
YY/MM/DD WORKED (Inclusive) WORKED OF POINTS

TRAINING LOCATION/REMARKS

97/06/28 0800-1630 2 | AG Atlanta GA 30330
97/06/29 0800-1630 2 | AG Atlanta GA 30330
97/06/30 0800-1200 1 |FEMA IV Atlanta, GA

SAMPLE

TOTAL NUMBER OF HOURS WORKED TOTAL NUMBER OF POINTS

Iil. AUTHORIZATION FOR TRANSIENT QUARTERS AND SUBSISTENCE (Required for billeting only and shall not exceed the number of training
days. Complete and return to reservist prior to the reservist reporting for scheduled training)

See AFI 90-9, Chap 4 and AFl 146-7, Chap 5. Reservists on Inactive Duty Training (IDT) are authorized to occupy VOQ/VAQ, including
contract quarters, in conjunction with the date(s) shown above. On an IDT day, only enlisted reservists in pay status are authorized
subsistence-in-kind if training is 8 hours or more in any one day. If the duty is less than 8 hours or is non-pay status, or if the reservist is an
officer, the reservist MUST pay the basic food charge. The Authorizing Official is the commander of the assigned unit or a representative
designated IN WRITING.

AUTHORIZING OFFICIAL'S SIGNATURE AND TITLE DATE (Must be same or prior SUBSISTENCE
to first date of training) AUTHORIZED

AFNSEP EMA 1 Jun 97

IV. CERTIFICATION (Certifying official is the military member or civilian who supervised the training and has knowledge it was performed.)

The penalty for willfully making false claims is: A maximum fine of $10, 000 or maximum imprisonment of 5 years (18 U.S.C. 287).
By signing and dating this form, the Reservist and Certifying Official (training supervisor who has knowledge training was performed) verify
satisfactory completion of all training period(s) listed in Section Il. The dates must be on or after the last date of training.

RESERVIST'S NAME & PHONE (Type/Print legibly in Ink) RESERVIST'S SIGNATURE (/n Ink) DATE

ROBERT M. MARSHALL (404)111-1111 30 Jun 97

CERT OFFICIAL'S NAME/GRADE/PHONE (Type/Print legibly in ink) | SIGNATURE (in ink) DATE

EDWARD D. SMITH (404)555-5555 30 Jun 97

V. DISTRIBUTION

The Certifying Official will send copy 1 to member's Reserve Pay Office (RPO) for Paid IDTs, or HQ ARPC/MSPPC-4 (IMAs and RDs only) for
Non-Paid IDTs not later than 2 duty days after the member completes the training.
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Chapter 10

Retirement

10.1.  General.  

All reserve members potentially can meet the requirements for retirement eligibility and collection of retirement pay at age 60.  Most reserve members will not automatically begin receiving retirement pay upon termination of their ready reserve (participating) assignment.  The end of their tenure in a ready or standby reserve position will culminate by application for transfer to the retired reserves waiting age 60.  During this time, the IMA remains a mobilization asset and may be returned to active duty under certain emergency situations.  

10.2.  Retired Reserves.  

The retired reserves is a component of the retired Air Force personnel resource pool which consists of primarily reserve members who have met all requirements for retired status except for the attainment of age 60.  These individuals are those members who have reached the maximum number of service years which mandates the termination of continued ready or standby reserve status.  Individuals in this category are also those who have voluntarily applied for this status upon meeting all basic requirements but prior to a high year of tenure or before mandatory transfer was invoked. 

10.3.  Eligibility for the Retired Reserves.  

Individual reserve members are notified by HQ ARPC upon attainment of twenty satisfactory service years (with the last six or eight in the USAFR - depending upon the date of initial reserve membership) of their eligibility to apply for transfer to the retired reserves.  This is not a mandatory action incumbent upon the member at this time.  The member may elect to continue in a participating or standby reserve status until they have reached their mandatory service date based upon the number of years of commissioned service, time-in-grade or age.  At this same time, HQ ARPC requests each eligible member make an election regarding Survivor Benefit Plan (SBP).  HQ ARPC provides information on this sufficient to allow the member to understand and make the most appropriate decision on SBP.  Once made, this decision is irrevocable and remains applicable for appropriate pay action at the time the member reaches age 60 and begins to receive retirement pay.    

10.4.  AF Form 131, Application for Transfer to the Retired Reserves.  

All individuals must apply for the Retired Reserves by preparation of the AF Form 131, Application for Transfer to the Retired Reserves.  HQ ARPC will not automatically transfer any reserve member into this status.  Individuals who meet mandatory or high year of tenure or who voluntarily terminate their reserve participation and fail to complete this form, will be reassigned to a standby reserve component and could be subject to eventual involuntarily discharge even though they qualify for the retired reserves or retired with pay status.   Discharge under these conditions can only be corrected through congressional approval.  

10.4.1  HQ ARPC and SAF/AQ will monitor mandatory retirement dates for all assigned IMAs.  Individual dates are based upon years of commissioned service or age.  A few of the SAF/AQ IMAs may have to retire based upon reaching their sixtieth birthday.  This is generally applicable to those SAF/AQ IMAs who had extended periods of prior enlisted service.  Upon notification to submit the AF Form 131, the IMA must respond immediately.  The application may be sent through SAF/AQ who will in turn send it to HQ ARPC.  HQ ARPC will then initiate further correspondence to the member regarding a retirement ceremony and other relevant information.  If an IMA submits the application directly to HQ ARPC, he or she should send an information copy to the SAF/AQX Reserve Program Office.  

10.5.  Participation Prior to Transfer to the Retired Reserves.  

Until the effective date of transfer to the retired reserves, SAF/AQ IMAs may continue to perform training.  However, SAF/AQ staff may disapprove attendance at certain planning meetings, workshops, etc., in that the cost of such training would not be supported by the IMA’s future contributions.  With this exception, members may continue to earn retirement points.  This is particularly important during any period of time at the beginning of a new fiscal year and prior to the effective date of transfer to the retired reserve status.  Any reserve member may perform a complete or any portion of an annual tour and a maximum amount of IDTs between 1 October and the actual effective date of transfer to the retired reserves.  If a member just entered a new R/R year, he or she will be able to be credited with additional membership points and additional IDT points (paid or non-paid) or ECI course completion’s may be credited to retirement as long as the combined point total is 75 or less.  Certain types of  training mandays (such as exercises) are prohibited within 6 month of retirement.  IMAs are encouraged to maximize their point earning opportunities prior to transfer to the retired reserves.  Training dates are not to be scheduled for the purpose of individual retirement ceremonies.  However, if training is previously scheduled, an IMA may have a retirement ceremony on that date.  All training must end prior to midnight of the day prior to the effective date of transfer to the retired reserves.  

10.6.  Retirement Checklist

A Retirement Checklist is provided for your use in completing necessary actions as a result of your transfer to the retired reserves.  Many of the items on the checklist will serve as a simple reminder of things to do before you leave the SAF/AQ program and revert to Retired Reserves or the Retired List.

As indicated on the bottom of the form, please complete it and return it to SAF/AQ with a copy of your retirement orders and any other necessary documents such as the security clearance form, final activity reports, copies of certified training documents, etc.

SAF/AQ IMA

Retirement Processing Checklist

NAME:_____________________________

ACTION
INSTRUCTIONS
DATE
INITIALS






SUBMIT APPLICATION FOR RETIREMENT
Send AF Form 131 to HQ ARPC through SAF/AQ



OBTAIN SECURITY CLEARANCE OUTBRIEF FORM
Sign security clearance release form fm SAF/AQ



TURN IN SECURITY BADGES ON LAST DAY
Return to security manager



PROVIDE INPUT FOR DECORATION/OPR
Prepare bullet information and send to Rater



NOTIFY SAF/AQ OF DESIRED RET CEREMONY
Determine date, location, type of ceremony, etc.



TURN-IN/TRANSFER LAPTOP COMPUTER

(if applicable)
Return to SAF/AQ or transfer hand receipt to new IMA



TURN-IN ALL EQUIPMENT, SUPPLIES, ETC
Surrender all government supplies/equipment you have



PERFORM ALL PROJECTED TRAINING
Complete all training prior to midnight of last day



SUBMIT ALL CERTIFIED ORDERS OR 40A'S
Send in certified orders and 40a's for pay.



COMPLETE AND FILE ALL TRAVEL VOUCHERS
Fill out all DD Forms 1351-2 and send to Dobbins RPO



SUBMIT PAYMENTS FOR ALL AMEX CHARGES
Ensure all government credit card bills are paid 



CONFIRM RECEIPT OF OUTSTANDING PAY
Verify receipt of LES for all training performed for pay



CANCEL  CHARGE ACCOUNT
Notify the company through SAF/AQ of your retirement



VERIFY RETIREMENT POINT TOTALS
Review point summaries - discuss totals with ARPC



CONFIRM SURVIVOR BENEFIT PGM ELECTION
Confirm accuracy of SBP option selected @ 20 yr point



VERIFY CURRENCY OF ID CARDS (SELF & DEP)
Confirm current ID for self and any dependents



COMPLETE/UPDATE LEGAL REVIEW
Check your will/Update any powers of attorney



REVIEW SGLI/VGLI ELECTIONS
Review/ determine any government life insurance needs



VERIFY ACCURACY OF ADDRESS IN PERS. FILE
Confirm correct address is on file at SAF/AQ and ARPC



ENSURE RECEIPT OF RETIREMENT ORDERS
Review accuracy of retirement orders



UPDATE BASE VEHICLE REGISTRATION
Renew base decals for any POV



RETURN CHECKLIST TO SAF/AQ
Complete/initial all items on checklist - return to SAF/AQ



ADDITIONAL ACTIONS: (add as appropriate)




10.7.  Retirement Ceremony.  

However, the SAF/AQX Reserve Program Office is available to aid you and your directorate in planning and preparing for proper ceremonies for all IMAs at an appropriate location.  This includes assistance to the retiring official as chosen by the IMA and ensuring all retirement elements are prepared by HQ ARPC in a timely manner and forwarded to the designated point of contact.  Retirement ceremonies are not required, they are the option of the member.  However, if an IMA does elect to have a ceremony, SAF/AQ needs to be involved.  SAF/AQ is the personnel program manager and it is only appropriate that the SAF/AQX Reserve Program Office take action to ensure all IMAs receive proper recognition at this very important point in their career.

 REFERENCE TABS

TAB 1- SAF/AQ Telephone Reference List

AF/AQX Reserve Program STAFF

AQX:  Col Kevin Bushey- (703)-588-7202     DSN: 425



Fax
 (703)-588-7977

AQXOP:  MSGT Traci Johnson- (703)-588-7125    DSN: 425




Fax     (703)-588-7970

Other:

11th Wing/CCV: 1 (877) 520-2799, local (703) 601-4744 

Fax:  703-602-4430

HQ ARPC:  800-525-0102

11th Wg CCV/RPSO:


1. Customer Service

703-601-4673


2.  Promotions


703-601-4669


3.  Career Enhancement

703-601-4667


4. Fax:  



703-601-4676

TAB 2 - ACRONYMS

ACRONYMS

TERMS
Definition
ACC
Air Combat Command

ACCBS
Air Combat Command Battle Staff

ADIZ
Air Defense Identification Zone

ADN
Automatic Digital Network

ADS
Active Duty Support


ADT
Active Duty Training

AECC
Aeromedical Evacuation Control Center



AETC
Air Education and Training Command

AFB
Air Force Base



AFCOS
Air Force Combat Operations Staff



AFI
Air Force Instruction

AFMAN
Air Force Manual



AFMC
Air Force Materiel Command 

AFOSC
Air Force Operations Support Center



AFPD
Air Force Policy Directive

AFR
Air Force Regulation



AFRC
Air Force Reserve Command

AFRCC
Air Force Rescue Coordination Center



AFSC               
Air Force Specialty Code

AFSOC
Air Force Special Operations Command

AFSPACECOM
Air Force Space Command

AG
Airlift Group or

  
Adjutant General



AGB
Air Guard Base

AGR
Active Guard/Reserve

ALCE
Airlift Control Element

AMC
Air Mobility Command or


Army Materiel Command



ANG
Air National Guard



AO
Area of Operations

AOC
Air Operations Center



AOR
Area of Responsibility



AR
Army Regulation



ARB
Air Reserve Base

ARC
American Red Cross or

     
Air Reserve Component

ARCOM
Army Reserve Command



ARPC
Air Reserve Personnel Center



ARS
Air Rescue Service or 



Airlift Readiness Section

 

ASCII
The American Standard Code for Information Interchange

AT
Annual Tour



ATC
Air Traffic Control      

AU
Air University

AUTODIN
Automatic Digital Network

AUTOSEVOCOM
Automatic Secure Voice Communications


AW
Airlift Wing

AWC
Air War College

BDU
Battle Dress Uniform



BIMAA
Base Individual Mobilization Augmentee Administrator

BS
Battle Staff


C2
Command & Control



C3
Command Control & Communications



C4
Command Control Communications & Computers

CAAP
Critical Asset Assurance Program


CAP
Civil Air Patrol

CARDA
Continental U.S. Airborne Reconnaissance for Damage Assessment


CAT 
Crisis Action Team



CC
Commander

CD
Civil Defense



CDRG
Catastrophic Disaster Response Group



CINC
Commander in Chief



CINCCENT
Commander in Chief, Central Command

CINCEUR
Commander in Chief, European Command

CINCNORAD
Commander in Chief, North American Aerospace Defense Command

CINCSOC
Commander In Chief, Special Operations Command

CINCSOUTH
Commander in Chief, Southern Command

CINCSPACE
Commander on Chief, Space Command

CINCTRANS
Commander in Chief, Transportation Command

CINCUSACOM
Commander in Chief U.S. Atlantic Command

CJCS
Chairman, Joint Chiefs of Staff



CMCHS
Civil Military Contingency Hospital System



CNGB
Chief, National Guard Bureau



CO
Commanding Officer



COG
Continuity of Government

COMACC
Commander, Air Combat Command

COMFOR
Commander, Forces Command

COMPES
Contingency Operations Mobility Planning and Execution System

COMSEC
Communications Security



CONPLAN
Operation Plan in Concept Format

CONUS
Continental United States



CONUSA
Continental United States Army



COOP
Continuity of Operations Plan



COPDAF
Continuity of Operations Plan, Department of Air Force

COSIN
Control Staff Instructions

CP
Command Post



CPX
Command Post Exercise

CRAF
Civil Reserve Air Fleet



CRC
Crisis Response Cell



CRO
Change of Reporting Official (AF)

CRPO
Consolidated Reserve Personnel Office (AFRES)

CSAF
Chief of Staff, USAF

CSS
Contingency Support Staff

DA
Department of the Army





DAF
Department of the Air Force



DAFSC
Duty Air Force Specialty Code

DBOF-T
Defense Budget Operating Fund-Transportation




DCSLOG
Deputy Chief of Staff Logistics



DCSOPS
Deputy Chief of Staff Operations



DCSPER
Deputy Chief of Staff Personnel



DEERS
Defense Eligibility and Enrollment Reporting System

DEFCON
Defense Readiness Condition


DHHS
Department of Health and Human Services



DIA
Defense Intelligence Agency



DIRLAUTH
Direct Liaison Authorized

DIS
Defense Investigative Service



DMA
Defense Mapping Agency





DNA
Defense Nuclear Agency



DOD
Department of Defense



DODD
Department of Defense Directive

DOE
Department of Energy



DOI
Department of Interior



DOJ
Department of Justice



DOL
Director of Logistics



DOMS
Director of Military Support



DON
Department of the Navy



DOS
Department of State



DOT
Department of Transportation



DRU
Direct Reporting Unit



DSN
Defense Switched Network

DTG
Date Time Group



DVA
Department of Veterans Affairs



EAD
Extended Active Duty

EAM
Emergency Action Message

EBS
Emergency Broadcast System



ECI
Extension Course Institute (AF)

EEFI
Essential Elements of Friendly Information

EEI
Essential Elements of Information



EHRS
Emergency Headquarters Reconstitution Site



EHTR
Emergency Highway Traffic Regulation



EMA
Emergency Management Agency (STATE)

EMS
Emergency Medical Services 

ENDEX
End of Exercise

EO
Executive Office



EOC
Emergency Operations Center



EOD
Explosive Ordnance Disposal

EOP
Emergency Operating Procedures



EPA
Environmental Protection Agency





ERPC
Emergency Resources Planning Committee





FAA
Federal Aviation Administration

FBI
Federal Bureau of Investigation

FCC
Federal Communications Commission

FEMA
Federal Emergency Management Agency

FG
Fighter Group

FHA
Federal Highway Administration

FM
Field Manual (ARMY) or


Frequency Modulation

FOA
Field Operating Agency

FORSCOM
Forces Command 

FOUO
For Official Use Only

FRC
Federal Regional Center

FS
Fighter Squadron

FW
Fighter Wing

FY
Fiscal Year

GEOLOC
Geographic Location

GOCO
Government Owned, Contractor Operated

GSA
General Services Administration

GSU
Geographically Separated Unit (AF)

GTR
Government Transportation Request

HAF
Headquarters Air Force

HAZMAT
Hazardous Material

HF
High Frequency

HQ
Headquarters

HQDA
Headquarters Department of the Army

HS
Health Services

HSC
U.S. Army Health Service Command

HTSA
Host-Tenant Support Agreement

IADT
Initial Active Duty for Training

IBGSB
Initial Brigadier General Screening Board

ICC
Interstate Commerce Commission

ICMMP
Integrated CONUS Medical Mobilization Plan

IDT
Inactive Duty For Training

IG
Inspector General

ILS
Instrument Landing System

IMA
Individual Mobilization Augmentee

IO
Information Office

IRR
Individual Ready Reserve

ISLRS
Inactive Status List Reserve Section

JA
Judge Advocate

JANAP
Joint Army, Navy and Air Force Publications

JCRP
Joint Command Readiness Program

JCS
Joint Chiefs of Staff

JFTR
Joint Federal Travel Regulations

JIB
Joint Information Bureau

JIC
Joint Information Center

JMA
Joint Mobilization Augmentee

JMMO
Joint Medical Mobilization Organization

JOPS
Joint Operational Planning System

JRS
Joint Reporting Structure

JSCP
Joint Strategic Capabilities Plan

JTF
Joint Task Force

JTFC
Joint Task Force Commander

JUMPS
Joint Uniform Military Pay System

KAL
Key Assets List

KAPP
Key Asset Protection Program

LANTFLT
Atlantic Fleet

LO
Liaison Officer

LOA
Lead Operating Authority

LRC
Logistics Readiness Center

MACOM
Major Army Command

MAFFS
Modular Airborne Fire Fighting System

MAJCOM 
Major Command 

MARDEZ
Maritime Defense Zone

MARFORLANT
Marine Forces Atlantic

MARS
Military Affiliate Radio System

MASF
Mobile Air Staging Facility

MAST
Military Assistance to Safety and Traffic

MDW
Military District of Washington DC 

MEP
Maritime Environmental Protection

METL
Mission Essential Task List

MOA
Memorandum of Agreement

MOP
Mobility Operating Procedure

MOU
Memorandum of Understanding

MP
Military Police 

MPA
Military Personnel Appropriation

MRE
Meal, Ready to Eat

MSC
Military Sealift Command

MSCA
Military Support to Civil Authorities

MSEL
Master Scenario Events List

MTMC
Military Traffic Management Command

MUSARC
Major United States Army Reserve Command

NARS
Nonaffiliated Reserve Section

NAS
Naval Air Station

NASA
National Aeronautics and Space Administration

NAWAS
National Warning System

NCA
National Command Authorities

NCO
Noncommissioned Officer

NCOIC
Noncommissioned Officer in Charge

NCS
National Communications System  

NCSP
National Communications Support Plan

NEO
Noncombatant Evacuation Operation

NERS
National Emergency Response Structure

NG
National Guard

NGB
National Guard Bureau

NMCC
National Military Command Center

NNRPS
Nonobligated Nonparticipating Ready Personnel  Section

NOFORN
Not Releasable to Foreign Nationals

NORAD
North American Aerospace Defense Command

NPRC
National Personnel Records Center

NPS
National Park Service

NRC
Nuclear Regulatory Commission

NRT
National Response Team

NSC
National Security Council

NSDD
National Security Decision Directive

NSEP
National Security Emergency Preparedness

NWS
National Weather Service

OCONUS
Outside Continental United States

OES
Office of Emergency Services 

OIC
Officer in Charge

OPCON
Operational Control

OPLAN
Operations Plan

OPM
Office of Personnel Management

OPNAVINST
Operating Navy Instruction

OPR
Office of Primary Responsibility or

OPR
Officer Performance Report

OPREP
Commander's Operational Report

OPSEC
Operations Security

ORS
Obligated Reserve Section 

OSA
Office of the Secretary of the Army

OSC
On-Scene Commander

OSD
Office of the Secretary of Defense

PA
Public Affairs

PAC
Patient Airlift Center 

PACAF
Pacific Air Forces

PACOM
Pacific Command

PAO
Public Affairs Officer

PAS
Personnel Accounting Symbol

PCARS
Point Credit Accounting and Reporting System

PCS
Permanent Change of Station

PDS
Personnel Data System 

PEAD
Presidential Emergency Action Document

PERSTAT
Personnel Status Report

PHS
Public Health Service

POM
Program Objective Memorandum

PPA
Principal Planning Agent

PRDA
Photo Reconnaissance Damage Assessment

RCC
Rescue Coordination Center

RCS
Reports Control Symbol 

RCSBP
Reserve Components Survivor Benefits Plan

RDF
Rapid Deployment Force

RECA
Residual Capability Assessment

REDCON
Readiness Condition

REMT
Regional Emergency Management Team 

RISC
Regional Interagency Steering Committee

RMEC
Regional Military Emergency Coordinator

ROC
Regional Operations Center

ROE
Rules of Engagement

ROTC
Reserve Officer Training Corps

RPA
Reserve Personnel Appropriation or


Regional Planning Agent

RPC
Regional Preparedness Committee 

RRAB
Regional Resources Advisory Board 

RRPS
Ready Reinforcement Personnel Section 

SAAM
Special Assignment Airlift Mission

SAF
Secretary of the Air Force

SAR
Search and Rescue

SARDA
State and Regional Disaster Airlift 

SART
Search & Rescue Team

SATO
Scheduled Airlines Ticket Office

SC4
Systems for Command, Control, Communications and Computers 

SCATANA
Security Control of Air Traffic and Air Navigation Aids

SCO
State Coordinating Officer

SG
Surgeon General

SGLI
Servicemen's Group Life Insurance

SITREP
Situation Report

SJA
Staff Judge Advocate

SOC
Special Operations Command

SOCF
Special Operations Communications Flight

SORTS
Status of Resources and Training System

SP
Security Police

SRC
Survival Recovery Center 

SRCC
Search and Rescue Coordination Center

SRR
Survival, Recovery, and Reconstitution

SRU
Search and Rescue Unit

STARTEX
Start of Exercise

TAD
Temporary Additional Duty

TAG
The Adjutant General 

TDA
Table of Distribution and Allowance 

TDY
Temporary Duty

TF
Task Force

TOE
Table of Organization and Equipment

TPFDD
Time-Phased Force and Deployment Data

TPFDL
Time-Phased Force and Deployment List

TR
Transportation Request

TYSD
Total Years Service Date 

UCMJ
Uniform Code of Military Justice

USACE
United States Army Corps of Engineers

USACOM
United States Atlantic Command

USAF CAP-LO
AF Civil Air Patrol Liaison Officer

USAFE
United States Air Force in Europe

USC
United States Code

USCG
United States Coast Guard

USDA
United States Department of Agriculture

USMC
United States Marine Corps

USSOCOM
United States Special Operations Command

USTRANSCOM 
U.S. Transportation Command

US&R
Urban Search and Rescue

UTA
Unit Training Assembly

UTC
Unit-Type Code (AF)

VA
Veterans Administration

WATPL
Wartime Air Traffic Priority List 

WIN
WWMCCS Intercomputer Network

WIS
WWMCCS Information System

WMP
War and Mobilization Plan or
 





Weight Management Program 

WRM
War Reserve Materiel 

WWMCCS
Worldwide Military Command and Control System

TAB 3 – SAF/AQ Definitions

SAF/AQ Useful Definitions

Air Force Combat Operations Staff (AFCOS).  A Field Operating Agency (FOA) assigned to HQ USAF that operates under policies prescribed by the Air Force Chief of Staff (CSAF).  Personnel assigned to AFCOS are under the day-to-day operational control and direction of the AFCOS directors in their respective functional areas.  The mission of AFCOS is to:  provide a readiness-oriented, combat-related structure to support CSAF, as a member of the Joint Chiefs of Staff (JCS), through the Air Force Operations Deputy on the JCS; serve as the permanent nucleus of a centralized, highly responsive and integrated combat support structure; monitor and report the day-to-day readiness status of US Air Force combat and combat support forces for the JCS Force Status and Identity Report (UNITREP); and provide facilities, procedures, and staffing for supporting unified and specified command operations during periods of crisis, contingency, and exercise situations. (AFMD 23)

Air Force Contingency Support Staff (AFCSS).  A HQ USAF element composed of selected personnel from Air Staff offices convened to coordinate important staff actions, monitor contingency situations involving Air Force activities, and expedite the flow of information when emergencies or contingencies preclude normal staff handling.  (COPDAF)

Critical Asset Assurance Program (CAAP).  A program designed to mitigate the threat posed against increasing National dependency on and vulnerability of automated information systems such as electrical power distribution, pipelines, bank records, and computerized medical and other information records.

Civil Authority.  An individual duly authorized to represent and speak for, or on behalf of, a city, county, or state government, or a law enforcement agent thereof for the purpose of requesting AF support.  

Civil Defense.  All those activities and measures designed or undertaken to (a) minimize the effects upon the civilian population caused, or which would be caused, by an attack upon the United States or by a natural or technological disaster, (b) deal with the immediate emergency conditions that would be created by any such attack or natural or technological disaster; and (c) effectuate emergency repairs to, or the emergency restoration of, vital utilities and facilities destroyed or damaged by any such attack or natural or technological disaster. (DODD 3025.1) 

Civil Emergency.  Any natural or manmade disaster or emergencies that causes or could cause substantial harm to the population or infrastructure.  This term can include a "major disaster" or "emergency," as those terms are defined in the Stafford Disaster Relief Act, as amended, as well as consequences of an attack or a national security emergency.  Under The Stafford Disaster Relief Act the terms "major disaster" and "emergency" are defined substantially by action of the President in declaring that extant circumstances and risks justify his implementation of the legal powers provided by those statues.  (DODD 3025.1)

CONPLAN.  An operation plan in concept format. (AFI 10-401)

Continuity of Government (COG).  All measures assuring that essential functions of government suffer no interruption in the event of an enemy attack.  (DODD 3020.26)

Continuity of Operations.  The degree or state of being continuous in the conduct of functions, tasks, or duties necessary to accomplish a military action or mission in carrying out national military strategy.  (DODD 3020.26)

Continuity of Operations Plan (COOP).  A DOD component's written policies and procedures to ensure continuity of operations.  (DODD 3020.26)

Emergency.  As defined at Title V of P.L. 93-288, Section 102(1), an emergency is any occasion or instance for which, in the determination of the President, Federal assistance is needed to supplement State and local efforts and capabilities to save lives and to protect property and public health and safety.  Title V includes authority for the President to direct Federal agencies to provide emergency assistance to save lives and protects property and public health and safety for emergencies other than natural disasters.  Under Title V, the President may direct the provision of emergency assistance either at the request of a Governor (Section 501(a) or upon determination by the President that an emergency exists for which the primary responsibility for response rests with the United States (501(b)). (Federal Response Plan)

Emergency HQ USAF Reconstitution Site (EHRS).  A predesignated Headquarters tasked to assume HQ USAF functions and responsibilities if the Pentagon is destroyed prior to Air Staff relocation.  (COPDAF)

Essential Emergency Functions.  Those functions of the Federal Government that are necessary for performing the operations of the Government in wartime and that are indispensable to the conduct of assigned missions.  (DODD 3020.26)

Federal Emergency Management Agency (FEMA).  The federal agency tasked to establish federal policies for, and coordinate, all civil defense and civil emergency planning, management, mitigation, and assistance functions of Executive agencies.  (E.O. 12148)

Harvest Bare.  A nickname for an air transportable (463L compatible) package of modular shelters, equipment, and vehicles required for base and personnel housekeeping and aircraft support in bare base conditions.  Base and personnel support packaging consist of modular hardwall shelters and equipment designed to house, feed, and conduct normal functions of a combat support unit. 

Harvest Eagle.  A nickname for an air transportable package of housekeeping equipment, spare parts, and supplies required for support of US Air Force general-purpose forces and personnel in bare base conditions.  Examples of Harvest Eagle equipment are water purification units, tents, and showers.  Each kit is designed to provide softwall housekeeping support for 1100 personnel.  

Harvest Falcon. An air transportable package of hardwall shelters, tents, and equipment designed to support US Air Force personnel and aircraft under bare base conditions.  Harvest Falcon provides the capability to beddown 55,000 personnel and 750 aircraft.  

Industrial Asset.  Any factory, plant, building, or structure used for manufacturing, producing, processing, repairing, assembling, storing, or distributing products or components deemed essential to a DOD component.  (DODD 570.54)

Infrastructure Asset.  Any communications or computer facility or system;  energy source or distribution system;  air, rail, road, or water transportation asset;  or other facility required to support an industrial asset listed on the Key Assets List or a military facility, or otherwise support DOD mobilization, deployment, or sustainment efforts.  (DODD 570.54)

Joint Task Force (JTF).  A force composed of assigned or attached elements of the Army, the Navy and/or the Marine Corps, and the Air Force, or two or more of these Services, that is constituted by the Secretary of Defense or by the commander of a unified or specified command, subordinate unified command, or an existing joint task force.  (JCS Pub 1-02)

Key Asset.  Any industrial or infrastructure asset nominated for inclusion on the Key Assets List according to the criteria specified in DODD 570.54. (DODD 570.54)

Key Assets List (KAL).  The published listing of key assets, including appropriate information for each Key Asset.  (DODD 570.54)

Military Affiliate Radio System (MARS).  A program conducted by the Departments of the Army, Navy, and Air Force in which amateur radio stations and operators participate in and contribute to the mission of providing auxiliary and emergency communications on a local, national, or international basis as an adjunct to normal military communications.  (JCS Pub 1-02)

Military Traffic Management Command (MTMC).  The single manager operating agency for military traffic, land transportation, and common-user ocean terminals.  It is a component of the U. S. Transportation Command, along with Military Sealift Command and Airlift Mobility Command.  (JCS Pub 1-02)

Mobilization.

    a.  The act of assembling and organizing national resources to support national objectives in time of war or other emergencies.

    b.  The process by which the Armed Forces, or part of them, are brought to a state of readiness for war or other national emergency.  This includes activating all or part of the Reserve components as well as assembling and organizing personnel, supplies, and material.  (DODD 3020.36)

National Command Authorities (NCA).  The President and the Secretary of Defense or their duly deputized alternates or successors.

National Communications System (NCS).  The telecommunications system that results from the technical and operational integration of the separate telecommunications systems of the several executive branch departments and agencies having a significant telecommunications capability.  (JCS Pub 1-02)

National Emergency.  A condition declared by the President or by the Congress by virtue of powers vested in them which authorizes certain emergency actions be undertaken in the national interest.  Action to be taken may include partial, full, or total mobilization of national resources. (JCS Pub 1-02)

National Security Emergency Preparedness (NSEP).  Actions taken by all federal agencies in response to National Security Decision Directive 98 to develop coordinated plans and procedures to guide the actions of the federal government during declared federal emergency, military mobilization, civil defense emergency, natural and technological disasters, and other issues, which seriously degrade or threaten national security of the United States. Actions include, but are not limited to, planning, providing guidance, training, equipping, exercising and evaluating the emergency management capabilities of each agency.

Operational Control (OPCON).  The authority delegated to a commander to perform those functions of command over subordinate forces involving the composition of subordinate forces, the assignment of tasks, the designation of objectives, and the authoritative direction necessary to accomplish the mission.  OPCON includes directive authority for joint training.  OPCON should be exercised through the commanders of assigned normal organizational units or through the commanders of subordinate forces established by the commander exercising OPCON.  OPCON normally provides full authority to organize forces as the operational commander deems necessary to accomplish assigned missions, and to retain or delegate OPCON or tactical controls necessary.  OPCON may be limited by function time, or location.  It does not, of itself, include such matters as administration, discipline, internal organization, and unit training.  (JCS Pub 2)

Posse Comitatus Act (9 U.S.C. 1385).  Prohibits the use of any part of the Army or Air Force to execute or enforce laws except as authorized by the Constitution or Act of Congress.  

Rapid Engineer Deployable, Heavy Operational Repair Squadron, Engineer (RED HORSE).  Squadrons established to provide the Air Force with a highly mobile, self-sufficient, rapidly deployable civil engineering heavy force beddown and facility repair capability.  

Unified Command.  A command with a broad and continuing mission under a single commander and composed of significant assigned components of two or more Services, and which is established and so designated by the President, through the Secretary of Defense with the advice and assistance of the Chairman of the Joint Chiefs of Staff, or when so authorized by the Chairman of the Joint Chiefs of Staff, by a commander of an existing unified command established by the President.  (JCS Pub 1-02)

Urban Search and Rescue.  The emergency support function consisting of locating and rescuing trapped people during (catastrophic) disasters, especially earthquakes.  The Department of Defense has primary responsibility for performing this function.

TAB 4 – CONTINUITY OF OPERATIONS (COOP)

1.1. Objective of COOP:  To ensure continuous operations of essential HQ USAF functions during any emergency situation.  This involves:

1.1.1. Reconstitution if the key staff is neutralized.

1.1.2. Relocation of key staff if part or all of the Pentagon and/or part or all of 1500 Wilson Blvd is untenable.

1.1.3. Preparation and maintenance of plans to implement above actions.

1.2. Background.

1.2.1. National and DOD policies require COOP to ensure continuity of essential functions during national emergencies.  Recent events, such as the attack on the Pentagon and World Trade Centers, have focused attention on COOP.  This has led to an emphasis on an “all-hazards” approach to continuity planning for any contingency, including natural disasters, terrorist activity, or war.

1.2.2. The COOP plan used by the Department of the Air Force (HQ USAF COOP, 1 Sep 99)began expanding to address an “All-Hazards” event.  SRA International is revising the plan under contract to SAF/AQ.  The goal is to provide for continuous operation of HQ USAF if relocation or reconstitution is directed, either in peace or in war.

1.3. Relocation.  Key HQ USAF staff members relocate to a facility known as Site R.  Depending on conditions, relocation may be directed to alternate locations.

1.4. Reconstitution.  Staff reconstitution takes place at classified locations.  Plans would be implemented if the Pentagon were attacked, severely damaged, or destroyed.  

1.5. Responsibilities. 

1.5.1. SAF/AQXR is the OPR for COOP policy and planning for SAF/AQ.

1.5.2. The AFOC and/or AFEOC  is responsible for initiating COOP execution.

1.5.3. HQ USAF/XO has implementation authority for COOP exercises and training.  For example, exercise BLUE RAVEN (conducted biannually), gives Air Force personnel experience in simulated relocation planning and execution. 

1.5.4. The Joint Staff conducts “Positive Response” exercises to test Continuity of Operations plans at the DOD and JCS levels.

1.6. IMA roles.

1.6.1  As Force level postures increase, IMAs on duty must follow all actions as required within their directorate.  

1.6.2.  All IMAs should be familiar with their directorate’s COOP plan, reconstitution sites, etc. In addition, IMAs must be knowledgable on bomb threat, fire and other evacuation procedures at their duty location.

1.6.3.  IMAs should ensure that they are included on their division’s recall roster and provide necessary changes when needed.  

1.6.4.  The SAF/AQ COOP plan is classified and available for review on the SIPRNET at www.safaq.pentagon.smil.mil/aqx/
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