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	DEPARTMENT OF THE AIR FORCE

86TH AIRLIFT WING (USAFE)


	



SAMPLE REPORT FORMAT


MEMORANDUM FOR 86 MSS/CC

FROM:  86 AW/CAA

            UNIT 3220 BOX XXX

              APO AE 09094

SUBJECT:  Annual Unit Visit Report 

1.  The 86 AW/CAA, SMSgt Kimberly L. Trost, visited your unit on 6 Jan 01, from 0730 – 1300 hours.  The visit was considered productive and highly successful.  Additionally, it satisfied HQ USAF/DPF’s guidance and 86 AW/CC’s requirement for the wing Career Assistance Advisor (CAA) to visit each unit annually.  As a courtesy, you are being provided with a written summary of events and observations that occurred during that visit.

2.  The following details were recorded: 

     a.  Visit Itinerary included:  an in-brief with the commander and his staff, presentation at commander’s call, flight walk-through, individual career counseling appointments, and an out-brief.  

      b.  The CAA provided an in brief to the 86 MSS/CC, LtC XXXX, Capt YYYY (CCQ),  MSgt ZZZZ (CCF), and all the flight commanders.  The visit itinerary was reviewed for any late changes. Provided tabletop Retention Status (R-Status) briefing, noting a decline in first term airman reenlistment rates for AFSC 3S0X1.  Discussed possible contributing factors.  Advised commander of possible morale concern involving the MPF Customer Service section.  Unofficial feedback to the CAA from 3 assigned personnel indicated concern with experience level, availability of in-house training time, and significant recent turnover of trained personnel as having an impact on section’s morale.  The MPF/CC asked CAA to discuss this further during flight walk-through.  Confirmed commander desired an out brief and for all to re-convene in his office at 1240 hrs.  

      c.   CAA provided a 10-minute presentation during commander’s call on “Your Role In Retention”.

      d.   The CAA conducted a walk-through of all flights, with the exception of the Airman Leadership School, located at Kapaun AS, because class was in session.  Flight personnel were friendly, interested in learning more about their role in recruitment and retention, and eager to assist with the CAA’s training seminars (Operation CAREER FOCUS and “Conducting Effective Career Counseling”).  The CAA did not visit wing staff agencies during this visit.  Those visits are scheduled at a later date.

      e.   The 86 MSS currently has 245 personnel assigned.  It is estimated 230 personnel were contacted and/or briefed during this visit.  It is estimated that 90% of the unit has had direct interaction with the CAA this past year, through either commander’s calls, unit visitation, training seminars/briefings, or individual appointments.

      f.    Last quarter and FY cumulative reenlistment rates for 86 MSS are as follows:

      (Note:  “N/A” indicates no activity that period.  “0%” indicates none of the personnel eligible reenlisted that period.)

                          First Term                       Second Term                           Career

AF Goal:                  55%                                    75%                                   95%

AF - Dec 00:            50.90%                               67.6%
                       91.3%

MSS - Dec 00:          N/A                                    N/A                                   100%       

           Nov 00:          0%
                            100%                                 100%

           Oct 00:          N/A

                N/A                                   100%                  

 MSS FY Cum:         0%                                     100%                                 100%

There are no AFSCs assigned under 86MSS that are experiencing critical losses, however, we’ve placed AFSC 3S0X1 under “special watch” for the time being.

      g.  The First Sergeant is the focal point for unit retention efforts.  The unit recently organized a new Unit Advisory Council (UAC).  The UAC will become the conduit for identifying career irritants, adverse morale trends, and negative retention influences.  Appropriate and necessary action is then taken to help minimize and/or eliminate their effects on the unit.  The First Sergeant also works with the CAA to get unit personnel scheduled for both the “Operation CAREER FOCUS” and “Conducting Effective Career Counseling” seminars.  The commander and first sergeant take exceptional pride in the way they conduct enlisted promotion ceremonies.  These ceremonies consist of “Hall Calls” when promotion selections are announced and are complimented with the presentation of promotion stripes in a very nice commemorative binder.  The commander also presents a unique “Airman’s Coin” to the promotee, as part of their “pin on” ceremony.  The unit overall takes special care to ensure all reenlistment, promotion, awards, decorations, and retirement ceremonies are conducted with dignity, pride, and respect the wishes of the individuals concerned.  For the unit’s unaccompanied personnel, the commander and first sergeant took exceptional steps to improve their quality of life in the dormitory.  Although the facility is newly renovated, residents commented the dorm lacked the kinds of items they felt would help create a “homey atmosphere”.  In response to their concerns, the commander and first sergeant procured a TV, DVD player, VHS player, entertainment center, kitchen aids/cookware, decorations for their “guest bathroom”, a Foosball table, landscaping materials, picnic table, and pictures for both floor’s hallways--totaling in excess of $3000.00.     

      h.  During the visit, the CAA detected one common factor that could be negatively impacting retention within the 86 MSS that IS within the unit commander’s control--the way information is disseminated throughout the squadron.  The vast majority on information involving career related material is passed via email.  Several personnel indicated a desire to see more personal communication and less reliance on email.  The personal contact would give personnel a better chance to ask questions to ensure they fully understood the impact “the change” (whether policy, benefit, program…) had on them.  Many people felt overwhelmed by the high volume of email they received daily.  Many found it difficult at times to keep pace with all the changes, especially in this heavily tasked customer service environment.  It was thought more personal communication would be beneficial.  It was noted many people complimented both the commander and first sergeant for their routine visits to the various work centers and both were appreciated for their “very approachable” styles.   The primary factor affecting retention that is NOT within the unit commander’s control is the draw/allure of today’s strong economy.  Those considering separation believe their opportunities for securing a better paying job in the civilian sector is at an all-time high.  Some career airmen mentioned considering separation for the first time.  And, some contemplating separation indicated they would consider reenlisting, as long as Congress continues to close the gap on pay inequities. These “undecided” personnel should become a primary focus of the unit’s retention efforts, since there is still an opportunity to influence their decisions to stay.

      i.  There are no required/requested follow-up actions scheduled at this time.  The next CAA unit visit is due in 12 months, from the date of this visit, unless requested sooner.

3.  Please pass along my thanks once again to all those who supported this visit.  It was a pleasure to learn more about the day-to-day mission of the 86th Mission Support Squadron and to meet so many professionals, clearly proud of what they do.  I look forward to our continued work in the future.  Please feel free to call me anytime I can be of assistance.  I can be reached at DSN 480-9472/9473 and emailed at either kimberly.trost@ramstein.af.mil or 

at “86AW.CAA@ramstein.af.mil”.

                                                                         KIMBERLY L. TROST, SMSgt, USAF

                                                                         86th Airlift Wing Career Assistance Advisor  

cc:

86 AW/CV

86 AW/CCM     
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