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CSS ORGANIZATION STRUCTURE 

(AFCSM 36-699,  Chap 1, para 1.21 & table 1.10)

The CSS organizational structure will be established as deemed necessary by the unit commander.  CSS personnel work directly for the unit commander in support of the unit’s peacetime and wartime mission.  CSSs are responsible for a variety of military personnel programs impacting the health, morale, and welfare of squadron members.  They assist the commander in total mission accomplishment.  They serve as a communications link between unit members and the commander and between the commander and base agencies.  In addition, they let unit members know that someone is available who has the expertise to help resolve personnel problems.  Table 1.10 contains a list of CSS responsibilities.  This may not be an inclusive list since each MAJCOM and functional-oriented unit has unique tasks that their orderly rooms are required to accomplish.

	AFCSM 36-699 Table 1.10.  Commander’s Support Staff/Personnel Functional Responsibilities.



	I
	A
	B

	T
	
	

	E
	
	

	M
	Responsibilities
	Primary Directives

	1
	Provide customer assistance; (visitors, appointments, PC-III customer logons, inquiries, or phone calls other than those within other processes, and so forth).
	AFCSM 36-699, Vol 1

	2
	Manage unit administrative communications.
	AFMANs 37-123, 37-126, 37-127, 37-139, AFCSM 36-699, Vol 1, AFIs 33-328, 37-132, 37-138, AFSUPDODR 5400-7 

	3
	Manage documentation and forms requirements and distribution.
	AFIs 37-161, AFIND2, Numerical Index of Standard and Recurring Air Force and AFIND9, Numerical Index of Departmental Forms

	4
	Manage records and personnel information files (PIFs).
	AFIs 33-322, 37-138, AFMANs 37-123, 37-139

	5
	Maintain unit publications and publications library.
	AFIND2, AFIs 37-160, Vol 1, 37-160, Vol 7, The Air Force Publications and Forms Management Programs—Publication Libraries and Sets

	6
	Manage unit leave program.
	AFI 36-3003, and DFAS-DEM 7073.2, Vol II

	7
	Process officer and enlisted evaluations.
	AFIs 36-2406 and 36-2401

	8
	Process incoming and outgoing personnel.
	AFI 36-2102

	9
	Process administrative and disciplinary actions.
	AFI 36-2907

	10
	Process nonjudicial actions (Article 15).
	AFIs 36-3208, and 51-202

	11
	Process judicial actions (courts martial).
	AFI 51-201

	12
	Process administrative actions (absent without leave, letters of indebtedness, remissions of debt, traffic tickets, dishonored checks, letters of reprimand, claims for support paternity claims, and other control roster actions).
	AFIs 36-2907, 36-2906, 36-2911, AFCSM 36-699, Vol 1

	13
	Process administrative discharges.
	AFIs 36-2604, 36-3202, 36-3203, 36-3204, 36-3205, 36-3206, 36-3207, and 

36-3208

	14
	Process administrative demotions.
	AFI 36-2503

	15
	Update, change, and maintain personnel information, (physical profiles, changes of reporting official, duty title changes, specialty or line badges, PRP, AFGCM, personnel security program, and so forth).
	AFIs 48-123, 31-401, 36-2104,  AFMANs 36-2105, 36-2108, AFI 36-2803, AFCSM 36-699, Vol 1

	16
	Process decorations.
	AFI 36-2803

	17
	Process applications, requests, and claims,  (off-duty employment, requests to reside off base without BAQ, advance pay, specified period of time contracts, special duty pay, personal clothing, squadron passes, Privacy Act requests, Freedom of Information Act (FOIA) requests, BAS, subsistence in kind, pay orders, and so forth).
	DODD5500-7, DFAS-DEM 177-373, Vols I and  II), AFIs 36-2107, 37-132, 36-3003,   36-3014, 36-3017, AFSUPDODR5400-7

	18
	Process reenlistment and promotion documents.
	AFIs 36-2501, 36-2502, 36-2503, 36-2606, AFCSM 36-699, Vol 1

	19
	Manage awards and special programs.


	AFIs 36-2803, 36-2805, 36-2819 36-2845, 36-2830

	20
	Process badge approval letters and forms.
	Includes, but not limited to, AFI 31-201 

	21
	Manage WAPS material and testing.
	AFI 36-2605

	22
	Process TDY orders.
	AFI 33-328, Administrative Orders (PA)

	23
	Process reports of investigation, inquiries, including incident, complaint, and LOD determination reports.
	AFI 36-2910 and & local directives.

	24
	Manage unit INTRO program.
	AFI 36-2103

	25
	Monitor unit family care program.
	AFI 36-2908, Family Care Plans

	26
	Manage unit WMP and physical fitness program.
	AFIs 40-501, 40-502

	27
	Process personnel selections, (professional military education, Air Force-sponsored education or commissioning program, retraining requests, and so forth).
	AFIs  36-2013, 36-2014,  36-2019, 36-2101, 36-2301, AFCAT 36-2223

	28
	Schedule medical and dental appointments.
	AFCSM 36-699, Vol 1

	29
	Process recurring reports (daily status, strength accounting, subsistence strength, SORTS).
	AFIs 10-201, 10-215, 36-2911, 36-3026(I), 36-3003, AFMAN 36-2125, AFCSM 36-699, Vol 1

	30
	Maintain unit personnel management roster and listing.
	AFCSM 36-699, Vol 1

	31
	Manage commander’s calendar, recognition programs, such as medal presentation, individual recognition, and so forth.
	Local directives

	32
	Manages UIFs.
	

	33
	Manages Contingency Program (READY).
	

	34
	Schedules, prepares, and attends staff meetings.
	


STAFF FUNCTIONS

	PC-III Utilization Program 

NOTE:  All references pertain to AFCSM 36-699, Vol 1 Chapter 1, 3, 4.

Item
	Yes
	No
	N/A

	1. Has the commander granted access to unit personnel by letter to the gateway administrator? (Chap 2, para 2.22)  
	
	
	

	2. Does commander ensure personnel with access to PCIII who separate or PCS are submitted for deletion? (Chap 2, para 2.22)
	
	
	

	3. When a member uses the Customer Service Terminal in the CSS does the staff validate reason for visit and determine if appropriate customer applications exist in PCIII?  (Chap 2, para 2.24.1) 
	
	
	

	4. Does unit personnel log customers on PCIII using special log on for customers, verifying their SSN for the ID card and help them locate the applications needed while explaining how to move through PC-II and which keys to use?

      (Chap 2, para 2.24.2)
	
	
	

	5. When customers have finished does unit personnel them off and make sure their products are signed and picked up if necessary?  (Chap 2, para 2.24.3)
	
	
	

	6. Is the daily/weekly Transaction Register (TR) reviewed and errors corrected in a timely manner? (Chap 3) 
	
	
	

	7. Is Office Automation checked daily and all applications understood?  (Chap 4)
	
	
	

	8. Are squadron members aware of what actions can be accomplished at the unit and encouraged to complete actions at the CSS versus going to the MPF?
	
	
	


	RECORDS MANAGEMENT
	Yes
	No
	N/A

	1.  Does the office of record have an approved file plan?  (AFMAN 37-123, para 2.2.1)
	
	
	

	2.  Has the records custodian been trained?     (AFI  33-322, para 8.4)
	
	
	

	3.  Are all records in the office properly identified on the RIMS file plan?

     (AFMAN 37-123, para 2.2)
	
	
	

	4.  Does the custodian use the correct tables and rules from AFMAN 37-139 for each 

record series?  (AFMAN 37-123, para 2.2.1)
	
	
	

	5.  Does the location field in the RIMS file plan show the actual location of classified and 

unclassified records maintained either in a safe or outside of the filing cabinet?  (AFMAN 37-123, para 2.2)
	
	
	

	6.  Do cutoff instructions selected match the disposition instructions?  (AFMAN 37-123, 

para 4.4)
	
	
	

	7.  Are the contents of each drawer identified on the filing equipment drawer label?  

(AFMAN 37-139, para 3.7.6)
	
	
	

	8.  Are disposition guide cards and RIMS generated disposition control labels prepared 

for each record series on file for both active and inactive?  (AFMAN 37-123, para 3.7)
	
	
	

	9.  Are records properly file coded before filing?  (AFMAN 37-123, para 4.1.1)
	
	
	

	10.  Is one of the basic filing arrangements used?  (AFMAN 37-123, para 3.2-3.2.6)
	
	
	

	11.  Are general correspondence and administrative files kept to a minimum and do not 

contain records covered by a specific table and rule in a separate series? 

(AFMAN 37-123, para 3.3)


	
	
	

	12.  Are files cut off and disposed of according to the disposition instructions in 

       AFMAN 37-139? (AFMAN 37-123, para 4.4)
	
	
	

	13.  Are inactive files established?  (AFMAN 37-123, para 4.4)
	
	
	

	14.  Are all series with annual cutoffs moved to inactive files?  (AFMAN 37-123,

       para 4.4)
	
	
	

	15.  Is the year of accumulation shown on folder labels for records cutoff on an annual 

       basis?  (AFMAN 37-123, figure 3-1)
	
	
	

	16.  Are eligible 3 year to permanent records being staged in a timely manner?  

       (AFI 37-138, para 7.1)
	
	
	

	17.  Are file folders which containclassified records marked with the highest 

classification front and back, top and bottom, and on the folder tab and label?  (AFMAN 37-123, para 4.3)
	
	
	

	18.  Are diskettes that contain Privacy Act material labeled with AFVA 33-207, Privacy 

Act Label, or equivalent?  (AFMAN 37-123, para 7.12.3.3)
	
	
	

	19.  Are SFs 711, ADP Media Data Descriptor Label, or equivalent used to label 

contents of diskettes?  (AFMAN 37-123, para 7.12.1)
	
	
	

	20.  Are disposition control labels placed on folders consistently throughout the files 

      (AFMAN 37-123, para 3.7.1)
	
	
	

	21.  Are disposition grouping codes used to designate the retention periods of records 

      on approved electronic records systems?  (AFMAN 37-123, Table 7.2.)
	
	
	

	22.  Are diskettes labeled externally to show the name of the organizational unit, the

table and rules from AFMAN 37-139, a descriptive title of the contents, the dates of creation, and identification of hardware and software used?  (AFMAN 37-123, para 7.12.1)
	
	
	

	23.  Is each physical medium, such as diskettes, tapes, or other media, that contains 

Privacy Act material labeled with AF Visual Aid 33-207, Privacy Act Label

       (or equivalent)?  (AFMAN 37-123, para 7.12.3.3)
	
	
	

	24.  Is AFVA 33-207, Privacy Act Label, or equivalent, used to label monitors that 

access electronic storage systems containing Privacy Act material?  

(AFMAN 37-123, para 7.12.3.3)
	
	
	

	MANAGING ADMINISTRATIVE COMMUNICATIONS
	
	
	

	1.  Are adequate controls in place to track suspenses at all offices tasked with 

     answering correspondence?  (AFMAN 33-326, para 1.4.2)
	
	
	

	2.  Does computer generated letterhead meet all required specifications?

      (AFMAN 33-326, paras 2.3-2.4)
	
	
	

	3.  Has each form or guide memorandum been identified by a different symbol to 

     ensure control and are they reviewed for currency and need? (AFMAN 33-326, 

     para 5.2.3.5)
	
	
	

	PRIVACY ACT PROGRAM

Note:  All references pertain to AFI 33-332, 12 Oct 99 unless otherwise specified
	
	
	

	1.  Are Privacy Act Statements (PAS) given to individuals when personal information 

     is collected?  (para 3.2)
	
	
	

	2.  Does the PAS contain authority, purpose, routine uses, and whether disclosure is

      mandatory or voluntary?  (para 3.2.1)
	
	
	

	CUSTOMER ACCOUNT REPRESENTATIVE
	
	
	

	1.  Has the Customer Account Representative (CAR) established an account with

     the AF Publishing Distribution Center?


	
	
	

	PUBLICATIONS MANAGEMENT

Note: All references pertain to AFI 33-360 Vol 1, 31 Jul 98 unless otherwise specified
	Yes
	No
	N/A

	1.  Do all policy memorandums and messages contain an expiration date?

     (AFI 33-360V1, para 3.2)
	
	
	

	2.  Are all policy memorandums and messages replaced by a publication within

     120 days of issuance?  (AFI 33-360V1, para 3.2)
	
	
	

	3.  Have appropriate control numbers been assigned to publications? (AFI 33-360V1,

     para 6.3)
	
	
	

	4.  Are record sets of publications maintained?  (AFI 33-360V1, para A2.1)
	
	
	

	5.  Are publications formatted correctly?  (AFI 33-360V1, atch 4)
	
	
	

	6.  Are publications reviewed at least every 2 years on the anniversary month?

     (AFI 33-360V1, atch 4)
	
	
	

	TDY Orders 

 Note:  All references pertain to AFI 65-103, 1 Sep 97 unless otherwise specified
	
	
	

	1.  Are changes to orders prepared IAW para 1.2.15 and Figure 1.1.?
	
	
	

	2.  Are TDY orders prepared IAW Figure 2.1?
	
	
	

	3.  Are variations in itinerary authorized only when essential for mission success?  

(para 3.4)
	
	
	

	4.  Does the Approving Official (AO) direct an appropriate meal determination?  

     (Atch 2)
	
	
	

	5.  Does the AO enter the appropriate PERSTEMPO Code and definition in Item 16 of 

the travel order?  (IC to AFI 65-103 and MPFM 00-35)
	
	
	


	Unit Leave Program (This program is jointly owned by Finance and Personnel)  NOTE:  All references pertain to AFI 36-3003, 14 Apr 00 and DFAS-DEM 7073.2  Vol II, Chap 7  unless otherwise specified.

Item
	Yes
	No
	N/A

	1. Has the Commander designated a primary and alternate leave monitor ?
	
	
	

	2. Does unit have current AFI 36-3003 and DFAS-DEM 7073.2 on hand ?
	
	
	

	3. Has the Commander established annual leave management program to encourage assigned personnel to use earned leave IAW mission requirements? 

     (AFI 36-3003, para 4.1.2 and 4.1.4)
	
	
	

	4. Does the Commander enforce Air Force and command-approved leave, pass, and PTDY controls?  (AFI 36-3003, para 4.1.5)
	
	
	

	5. Does CSS keep prompt and accurate records of leave and PTDY?  

      (AFI 36-3003, para 4.1.4) 
	
	
	

	6. Does Commander ensure members understand leave, pass, and PTDY policy?

     (AFI 36-3003, sect C leave, D Passes, E PTDY and Table 7 for PTDY authority)
	
	
	

	7. For emergency leave is the American Red Cross verification confirmed if necessary?  (AFI 36-3003, para 4.1.12) 
	
	
	

	8. Are Ordinary leave approvals delegated to a level no lower than the first-line supervisor? (AFI 36-3003, para 4.2.1)
	
	
	

	9. Are all other leaves, PTDY and special pass requests delegated to a level no lower than squadron section commander, deputies, or equivalents? 

      (AFI 36-3003, para 4.2)
	
	
	

	10. Does Unit Commander ensure squadron members understand what local area is?  (AFI 36-3003, para 6.1.7)
	
	
	

	11. Does the Commander understand guidelines for conditions of leave? 

      AFI 36-3003, Sections C Advance leave, Emergency leave, Excess leave, D Liberty E Special Leave Accrual (SLA) F PTDY
	
	
	

	12.  Does supervisor (leave approval authority) ensure AF Form 988 is filled out and distributed correctly?  
	
	
	

	       a. Does leave approval authority forward Part I of AF Form 988 to the FSO   

           through normal distribution channels (see DFAS-DEM 7073.2 for exceptions)?          

           Is Part II given to the member and Part III retained by the supervisor?
	
	
	

	       b. Does the leave monitor ensure leave authorizations numbers are not issued more 

           than 14 days prior to leave effective date?
	
	
	

	       c.  Does the leave monitor follow-up with member’s supervisor for Part III of an 

           AF Form 988 that is not received with 1 work day after the  projected return 

           date?  
	
	
	

	       d.  For leaves that do not begin on the start date, did the member and the approval  

            authority initial the change before the member departs on leave?  para 6.1.7.1
	
	
	

	       e.  For leaves that are canceled, is Part III of the AF Form 988 returned and 

           processed accordingly? 
	
	
	

	       f.  Is Part III for retirees or separatees maintained by unit leave monitor and upon

           leave completion the unit has not received notice the member has returned to 

           duty, destroys part III of the AF Form 988?   
	
	
	


	13.  Does leave monitor ensure AF Form 1486 is filled out correctly?
	
	
	

	       a. Does the leave monitor ensure unit is using the series of leave numbers 

           contained on AF Form 1134?
	
	
	

	       b. Does leave monitor issue blocks of leave authorization numbers using AF Form 

          1134, Unit Leave Authorization Numbers-Block Assignments?   
	
	
	

	       c. Does the commander or designated representative (may not be the leave

          monitor) maintain and certify AF Form 1134s?
	
	
	

	       d. When a block of leave numbers is completed and certified closed on AF Form 

           1134 by the commander or designated representative (may not be the unit 

           leave monitor), are Part III’s for the block of numbers destroyed and AF Form 

           1486 retained? 
	
	
	

	       e. Are block assignments verified against the DROTS by the unit commander or 

           designated representative at least every 45 days whether the block assignments 

           have been completed or not?
	
	
	

	       f. Does the leave monitor follow-up with the supervisor or FSO on any leave 

           authorization numbers which have been released or used but do not appear on  

           the DROT within 6 workdays from the date number was issued?
	
	
	

	       g.  Are copies of DROTS maintained for 2 months?
	
	
	


	BASIC ALLOWANCE for SUBSISTANCE (BAS) AND SUBSISTANCE IN KIND (SIK)
NOTE:  All references pertain to AFI 34-241, 1 Nov 97 unless otherwise noted

Item
	Yes
	No
	N/A

	1. Has the Commander designated a primary and alternate BAS and SIK monitor? 

(para 4.1)  
	
	
	

	2.  Upon in-processing does CSS ensure member is authorized BAS or need SIK?
	
	
	

	3. If member is authorized BAS does CSS accomplish AF Form 220 and AF Form  

      1373 in triplicate to send to finance for approval?  
	
	
	

	4.   Does CSS terminate BAS when appropriate using the AF Form 220?
	
	
	

	5.   Does monitor verify master SIK listing in conjunction with annual BAS validation? (para 4.1.6)
	
	
	

	6.   For bases with Services Information Management System (SIMS) does unit    

      monitor provide services with an initial listing of all personnel authorized SIK?  

      (para 2.2)
	
	
	

	7.  Is food service notified within 3 days by letter which includes rank, name, and   

     SSAN of personnel that has a change in ration status? (para 4.1.4)
	
	
	

	8.  Does monitor review SIK roster provided by services for accuracy and within 5 

     work days return accurate copy to food service officer and retain one copy for CSS  

     file?  (para 2.3)
	
	
	

	9.   Does monitor annotate changes to SIK roster as they occur throughout the month to       

       validate the next months listing?  (para 2.3)
	
	
	

	10.  Does monitor ensure personnel separating or going PCS get deleted from master  

       file at food services?  (para 4.1.5)
	
	
	

	11.  For bases without SIMS does the CSS have copy of installation instruction for  

       validating SIK entitlements and identification?  (para 3.1)
	
	
	

	12.  Does unit commander appoints by letter unit meal card control officer or NCO to 

       control and certify the destruction of meal cards?  (para 3.2)
	
	
	

	13.  Does meal card control officer or NCO follow guidelines in para 3.2.1  

       thru 3.2.1.7?
	
	
	


CAREER ENHANCEMENTS

	OFFICER EVALUATION SYSTEM

NOTE: All references pertain to AFI 36-2406, 1 Jul 00 unless otherwise specified.

Item
	Yes
	No
	N/A

	1.  Has a primary and alternate Officer Performance Report (OPR) monitor been appointed by the commander? 
	
	
	

	2. Does OPR monitor ensure Performance Feedback Worksheet (PFW) notices are provided to raters and ratees 30 days after supervision begins and again halfway between the time supervision began and the projected OPR closeout date?  
      (para 2.2.5.1 and Table 2.1)
	
	
	

	3. Does OPR monitor update changes of officer reporting officials, assist in the preparation of OPRs or LOEs and suspense LOES?

     (AFCSM 36-699 Chap 5 para 5.3.2)
	
	
	

	4. Has the unit established suspense controls to ensure prompt submission of OPRs and does OPR monitor assist in the preparation of performance reports? (para 3.8.5.1)
	
	
	

	5. Are OPRs submitted in accordance with Figure 3.1, using the correct form?
	
	
	

	6. Are referral report procedures being followed IAW para 3.9 and does the package include a memorandum (Figure 3.1)?
	
	
	


	ENLISTED EVALUATION SYSTEM 

NOTE: All references pertain to AFI 36-2406, 1 Jul 00 unless otherwise specified.

Item
	Yes
	No
	N/A

	1.  Have primary and alternate enlisted performance report (EPR) monitors been            
       appointed by the commander?  
	
	
	

	2.  Does EPR monitor ensure Performance Feedback Worksheet (PFW) notices are

       provided to raters and ratees?  (para 2.2.5.1)
	
	
	

	3.  Do signed PFW notices get filed in the ratee’s PIF.  (Chap 2, para 2.2.5.2)
	
	
	

	4.  Does the  EPR monitor ensure routing procedures are established for the commander 
       and the first sergeant to review all enlisted performance reports? (para 3.2.5.7)
	
	
	

	5.  Does EPR monitor conduct quality review to ensure that inaccurate or substandard 

       EPRs are returned to evaluator for correction? (para 3.2.4.3)
	
	
	

	6.  Has the EPR monitor established suspense controls to ensure prompt submission 
 of EPRs to the Military Personnel Flight? (para 3.8.5.1)
	
	
	

	7.  Are changes in reporting officials updated for timely corrective action? 
 (AFCSM 36-699, Vol 1, Chap 5, para 5.2.2)
	
	
	

	8.  Does the EPRs submitted in accordance with Table 3.2?
	
	
	

	      a.  Are the correct forms being used ?  (para 1.2.1.4)

          AF Form 910 (AB through TSgt) AF Form 911 (MSgt through CMSgt )       
	
	
	

	      b. Does the EPR monitor review EPR shell and EPR for accuracy? i.e. does the 

         name, SSAN, duty title, number of days supervision, etc.,  match shell and if they 

         don’t, have corrections been made in PC-III and annotated on the shell? 

         (para 3.2.4.3.2)
	
	
	

	      c.  Does the EPR monitor ensure EPR is in bullet format?  (Table 3.2)
	
	
	

	      d.  Does EPR monitor review for inappropriate comments? (para 3.2.4.3.4)
	
	
	

	      e.  Does the EPR monitor ensure all blocks are marked and the EPR is not signed and 

          dated before the closeout date? (para 3.2.4.3.1)
	
	
	

	      f.  Do all AF Forms 910 and 911 contain evaluations by at least two evaluators, 

           unless rater qualifies as a single evaluator (Col/GS-15 or above)?  (para 3.1.4.2)
	
	
	

	9.  Does EPR monitor assist raters with Referral reports (para 3.2.4.3.5 & 3.9.5) and

     memorandum (Figure 3.1)?
	
	
	

	     a.  Does EPR monitor ensure all actions are completed when ratee provides or chooses 

          not to provide comments for a referral report?  (para 3.9.5.1 thru 3.9.7.4)
	
	
	

	10.  Does EPR monitor review AF Form 77 IAW para 4.7.4.2.1?
	
	
	


	UNFAVORABLE INFORMATION FILES AND CONTROL ROSTERS

NOTE:  All references pertain to AFI 36-2907, 1 May 97 unless otherwise specified.

Item
	Yes
	No
	N/A

	1. Did the commander of a PC-III unit appoint an individual to act as UIF Monitor?

      (para 1.1.2)
	
	
	

	2. Does the monitor maintain UIF’s and document entries?  

(AFCSM 36-699, Chap 5, para 5.17.2)
	
	
	

	3. Does PCIII get updated when status codes change?

      (AFCSM 36-699, Vol 1, Chap 5, para 5.17.2)?
	
	
	

	4. Does the commander refer optional documents to the offending member along with an AF Form 1058 before establishing a UIF?  (para 1.3.1) 
	
	
	

	5.  Does the commander review the unit’s UIFs within 90 days of  permanent 

     assumption or appointment to command. (para 1.7.1.1)
	
	
	

	6.  Do the commander and Staff Judge Advocate review UIFs annually?

     (para 1.7.1.1)
	
	
	

	7.  Does the UIF monitor ensure Attachment 2 (Self Inspection Checklist) is utilized?  
	
	
	

	8.  Does the UIF monitor ensure the actions below are complied with when establishing a

     UIF?
	
	
	

	       a.  UIFs contain all mandatory file items? (para 1.4.1)
	
	
	

	       b.  Follow procedures in establishing a UIF.  (para 1.4 thru 1.4.6) 
	
	
	

	       c.  Follow procedures in early removal of UIFs or their documents. 

           (para 1.9 thru 1.9.6)
	
	
	

	       d.  Commanders who decide to file an earlier administrative action in the UIF ensure

            the date of the action or document is within 6 months and the individual has not

            reenlisted since the date of the document? (Chap 1)
	
	
	

	       e.  Ensure only those individuals who are authorized have access to UIFs? (Chap 1)
	
	
	

	       f.  Ensure procedures for transferring and disposing of UIF’s is followed. 

           (para 1.10 thru 1.10.4 also Table 2.3 Annotating and disposing of UIF  

           Summary ( AF Form 1137))
	
	
	

	       g.  Ensure procedures for General Officers and General Officer Selects are followed.   

           (para 1.11)
	
	
	

	       h.  Commanders initiate control roster action on AF Form 1058 and ensure   

            individuals names do not appear on the control roster for more than 6 consecutive

            months? (para 2.2.4 and 2.3)
	
	
	

	        i.  Ensure the commander knows the rules of Control Roster authority on 

            adding or removing officer personnel verses enlisted personnel?  (para 2.3 - 2.4.2.) 
	
	
	

	        j.  Ensure the appropriate UIF codes and disposition dates are being entered into 

            PC-III on all members who have a UIF. ( Table 2.1 Officers & Table 2.2 Enlisted)
	
	
	

	9.  Do UIF monitors understand filing procedures for LOAs, LOCs, and LORs.  (Chap 3)       
	
	
	


	WEIGHT AND BODY FAT MANAGEMENT PROGRAM (WBFMP)

NOTE: All references pertain to AFI 40-502, 1 Jul 99 unless otherwise specified.

Item
	Yes
	No
	N/A

	1.   Does the unit commander ensure the administration of the WBFMP for all assigned personnel by taking the following actions:
	
	
	

	      a.  Grants exemptions from the WBFMP due to medical reasons only?  (para 2.7.2)
	
	
	

	      b.  Establishes procedures to send members to the HAWC for body fat measurements     

           as required?  (para 2.7.3)
	
	
	

	      c.  Establishes procedures to enroll members in the 3-Month Exercise and Dietary 

           Period and refers them to the HAWC for exercise and dietary education?  

           (para 2.7.4 and 14.2.1)
	
	
	

	      d.  Provides a copy of the program overview to all members upon enrollment in the 3-

           month exercise and dietary period?  (Atch 2)
	
	
	

	      e.  Encourages all personnel to follow an active conditioning program and proper 

           healthy eating guidelines?  (para 2.7.5)
	
	
	

	      f.  For non PC-III units, informs the MPF when members enter and leave the WBFMP            

          or undergo a change in WSC by sending them a copy of the AF Form 108?  

          (para 2.7.6)
	
	
	

	
g.  For PC-III units, ensures the unit WBFMP manager updates the appropriate WSC 

           reflected on the AF Form 108?  (para 2.7.7)
	
	
	

	
h.  Mails the WBFMP case file to the gaining commander within 5 duty days after the 

           member departs PCS or PCA?  (para 2.7.8)
	  
	
	

	
i.  Reschedules weight and body fat measurements for females based on their 

          menstrual cycles?  (para 2.7.9)
	
	
	

	      j.  Appoints a WBFMP manager that is not enrolled in the WBFMP?  (para 2.8 Note)
	
	
	

	
k.  Documents decision to remove or continue reenlistment ineligibility for members 

           in Phase II on the AF Form 108 (if the decision is to remove the ineligibility 

           condition, forwards a copy of the AF Form 108 to the MPF Special Actions Unit 

           for update)?  (para 6.2)
	
	
	

	
l.  Assesses members for body fat standard adjustments, obtains a recommendation 

          from the medical provider and sends the request to the installation commander for 

          approval/disapproval?  (para 13.1.1, 13.1.2, 13.1.3)
	
	
	

	
m.  Places members who have not met body fat standards after completing the 3-

            month exercise and dietary period into Phase I of the WBFMP?  (para 14.3.1)
	
	
	

	
n.  Places members who have met body fat standards after completing the 3-month 

           exercise and dietary period into Phase II of the WBFMP?  (para 14.4.1)
	
	
	

	
o.  Approves medical deferrals for Phase I and II participants when recommended by a 

           medical practitioner?  (para 17)
	
	
	

	
p.  Takes progressively more severe administrative action for periods of unsatisfactory 

           progress in the WBFMP?  (para 18 and Table 4)
	
	
	

	
q.  Recommends to the installation commander whether to retain, discharge, or 

           separate a member on their fourth and subsequent unsatisfactory progress period in 

           the WBFMP (the installation commander makes the final decision)?  

           (para 18.1, 18.2, 18.3)
	
	
	

	2.  Does the WBFMP manager monitor the program as directed by the unit by taking the 

     following actions:
	
	
	

	      a.  Takes height and weight measurements?  (para 2.8.2 and 14.3.2.1)
	
	
	

	
b.  Schedules appointments for a body fat measurement at the HAWC within two duty 

           days from the date members are identified as exceeding the weight requirement?  

           (para 2.8.3)
	
	
	

	
c.  Schedules members that are over body fat with the MTF for the medical evaluation 

           and the HAWC for exercise and dietary education no more than 15 duty days from 

           the date the member is identified as over body fat?  (para 2.8.4 and 14.1.1)
	
	
	

	
d.  Schedules monthly appointments with the HAWC for members in Phase I and II to 

           have their body fat measurements taken ensuring the measurements are conducted 

           on the appropriate date?  (para 2.8.5, 2.8.5.1, 14.3.2.2, 14.4.2.2)
	
	
	

	
e.  Notifies the HAWC at least two weeks in advance of any upcoming “mass” or 

           annual unit weigh-ins?  (para 2.8.6)
	
	
	

	
f.  Ensures units without access to a HAWC have body fat measurements performed 

          by medical personnel responsible for unit’s health and medical care?  (para 2.8.7)
	
	
	

	      g.  Updates appropriate WSC reflected on the AF Form 108?  (para 2.8.8 and 12)
	
	
	

	      h.  Removes members from the WBFMP after successful completion of Phase II?  

          (para 14.4.2.3)
	
	
	

	
i.  Uses the AF Form 108 to document date of entry, medical information, dietary 

          information, WSC changes, temporary medical deferrals, approval or disapproval 

          for adjusted body fat standard, and reenlistment eligibility?  (para 20.1)
	
	
	

	
j.  Uses the AF Form 393 to document status, progress, and administrative actions 

          given while in the WBFMP?  (para 21.1)
	
	
	

	3.  Are weight measurements administered:

	
	
	

	     a.  On all personnel at least annually in conjunction with the annual fitness test?  (para 3.2 (excluding Phase I or II participants))? (para 3.1, 14.4.2.1 & R 271700Z JAN00 msg)
	
	
	

	      b.  On all personnel at least annually?  (para 3.2)
	
	
	

	
c.  On official notification of PCS or TDY to attend technical training courses?   

           (para 3.3 and 3.6)
	
	
	

	
d.  Prior to processing personnel for promotion or reenlistment?  (para 3.4 and 3.5)
	
	
	

	
e.  On official notification of TDY of 29 days or more?  (para 3.7)
	
	
	

	
f.  On members selected for PCS or TDY to attend officer or enlisted PME? (para 3.8)
	
	
	

	
g.  On members selected for Basic Officer Training School?  (para 3.9)
	
	
	

	
h.  When directed by commander?  (para 3.10)
	
	
	

	4.  Are body fat measurements administered when a member:
	
	
	

	
a.  Exceeds maximum allowable weight?  (para 4.1)
	
	
	

	
b.  Appears to exceed Air Force body fat standards?  (para 4.2)
	
	
	

	
c.  Does not present a professional military appearance?  (para 4.3)
	
	
	

	
d.  When directed by the unit commander?  (para 4.4)
	
	
	

	5.  Are WBFMP requirements suspended for members deployed to code name operations 

     of 30 days or more (i.e. DESERT STORM, PROVIDE COMFORT, etc) and 

     appropriate updates and follow-up accomplished based on member’s status?  (para 19)
	
	
	


	OFFICER PROMOTIONS

NOTE:  All references pertain to AFI 36-2501, 1 Mar 98 unless otherwise specified.

Item
	Yes
	No
	N/A

	1. Does CSS ensure Officer Pre-Selection Brief (OPB) is forwarded to the member?

      (AFCSM 36-699, Vol 1, para 5.5.2)
	
	
	

	2. Does commander notify officers of selection or nonselection for promotion and ensure selectees remain qualified until the promotion effective date. 

     (para 1.5, para 3.8 , 3.9, Table 5.1) 
	
	
	


	WAPS TESTING

NOTE:  All references pertain to AFI 36-2605 Attachment 10, 1 May 00 unless otherwise specified.

Item
	Yes
	No
	N/A

	1. Are unit WAPS monitors trained upon appointment? (AFI 36-2602, Chap 1)
	
	
	

	2. Does the unit WAPS monitor have a current WAPS catalog available for members to review prior to testing?
	
	
	

	3. Does the WAPS monitor ensure each member who is eligible to test, signs and receives a copy of an AF Form 1566, WAPS test verification rip, with the date, time and place of testing?  (A10.10 and para 2.4 and 2.4.5)
	
	
	

	4. If member declines testing, does WAPS monitor counsel member on his/her ineligibility for promotion for that cycle.  (A10.13.2)
	
	
	

	5. Does the monitor keep an annotated copy of “signed for test dates”?

      (AFCSM 36-699, Vol 1, para 5.4.5.4.1.7.2)
	
	
	

	6. Does the unit commander ensure members are aware that failure to show or late arrival may render them ineligible for promotion for that cycle.  (Atch 10, A10.13)
	
	
	

	7. Does the unit commander take appropriate action for No-shows for testing? 

      (AFI 36-2502 and AFI 36-2605 Attach 10, A10.14)
	
	
	


	ENLISTED PROMOTIONS

NOTE:  All references pertain to AFI 36-2502, 1 Jul 99 unless otherwise specified.

Item
	Yes
	No
	N/A

	1. Has the unit commander appointed an enlisted promotions / Weighted Airman Promotion System (WAPS) monitor to coordinate and manage the enlisted promotions and WAPS programs?
	
	
	

	2. Does immediate commander understand minimum eligibility requirements before recommending Amn and A1C promotions? Table 2.1 ( i. e. HYT, skill level waivers)
	
	
	

	3.   Does the immediate commander recommend promotion to grades airman through 

      senior airman in writing?  (para 2.1.3 and 2.2.1)
	
	
	

	4.   Does immediate commander nominate airmen for below-the-zone (BTZ) promotions quarterly using the SrA BTZ Unit Eligibility Listing verifying the eligibility of each individual to ensure they meet the TIG and TIS requirements for the current quarter? (Chap 2, para 2.2 and MPFM 99-32, dated 23 Aug 99)
	
	
	

	5.   Does the commander ensure all airman eligible for SrA BTZ have been properly 

      identified as eligible and have been informed of the proper study material?

      (MPFM 99-32, dated 23 Aug 99)
	
	
	

	6.   Does commander ensure personnel data is accurate and complete for all airmen 

      eligible for SrA BTZ?  (MPFM 99-32, dated 23 Aug 99)
	
	
	

	7.   Does the commander carefully review quality indicators (i.e., low EPR ratings, UIF, 

      etc.) before making a selection when nominating airman for SrA BTZ? 

      (MPFM 99-32, dated 23 Aug 99)
	
	
	

	8    Does the commander ensure Directed by HAF EPRs are completed prior to making any SrA BTZ decision?  (para 2.2.5.2, 2.2.6.1, 2.2.7.1)
	
	
	

	9.   Upon notification of selection for promotion to SSgt through Chief, does the commander notify each individual of their promotion is tentative until data verification is complete? (para 2.3.3.2)
	
	
	

	10. Does the commander restrict access to WAPS score notifications and use them for the purpose of advisory counseling only?  (para 2.3.5)
	
	
	

	11. Does commander follow guidelines for non-recommending, deferring and withholding promotion actions? (para 3.2)
	
	
	

	12. Does the commander inform airmen of adverse actions (nonrecommending, deferring, withholding promotions) in writing or verbally before the promotion effective date?  (para 3.2.1)
	
	
	

	13. Are commanders aware of the requirements for promoting under Stripes for Exceptional Performers (STEP) program.  (para 2.7)
	
	
	


	RECOGNITION PROGRAMS

NOTE:  All references pertain to AFI 36-2803, 1Jan 98 unless otherwise specified.

Item
	Yes
	No
	N/A

	1. Have primary and alternate awards and decorations monitors been appointed by the commander? 
	
	
	

	2. Does the awards and decorations monitor input request for decorations in PC-III?  

     (AFCSM 36-699, Vol 1, para 5.1.2)
	
	
	

	3. Does the awards and decorations monitor forward recommendations to the supervisor and manage the suspense’s? (AFCSM 36-699 Vol 1, para 5.1.2)
	
	
	

	4. Does awards and decorations monitor provide Decorations and Awards Display by Precedence printout upon request from squadron members?

      (AFCSM 36-699, Vol 1 , para 5.1.4.2.1)
	
	
	

	5. Does the awards and decoration monitor adjust Air Force Good Conduct Medal (AFGCM) dates when instructed by the First Sergeant or Commander?

      (AFCSM 36-699, Vol 1, para 5.1.4.3.1.5.2)
	
	
	

	6. Are guidelines in Chap 5 para 5.2 for AFGCM followed?
	
	
	

	7. Does awards and decorations monitor ensure guidelines in Chap 2 are followed?

      (Chap 2)
	
	
	

	8. Are Attachments 4 and 5 being used for instructions on how to complete citations?

      (Chap 3, para 3.2.5 and Atch 4 & 5)
	
	
	

	9. Does awards and decorations monitor ensure guidelines in Chap 3 are followed? 

(para 3.1, 3.2, 3.3, 3.6, )
	
	
	

	10. Are guidelines for Unit and Organizational Awards in Chap 4 followed?
	
	
	

	11. Are guidelines for Air Force Achievement Awards in Chap 5 and Table 5.1 followed?
	
	
	


	REENLISTMENTS 

NOTE:  All references pertain to AFI 36-2606, 21 Sep 98 unless otherwise specified.

Item
	Yes
	No
	N/A

	1. Does the commander follow the guidelines in Chap 1, para 1.2 for Selective Reenlistment Program (SRP) selection and nonselection?
	
	
	

	2. Does the commander use the SRP roster generated by AFPC to evaluate airmen for continued service? (para 1.5 and  3.14)
	
	
	

	3. If SRP is determined appropriate, does immediate supervisor initiate an AF Form 418 through PCIII?  (para 1.5 and 1.10)  
	
	
	

	4. Does commander conduct early SRP consideration for airmen according to para 1.6?  
	
	
	

	5. Does CSS use SRP rosters to control suspenses within the consideration month?

(para 1.7) 
	
	
	

	6. Does the Unit Commander know their responsibilities in para 1.9 for SRP. 
	
	
	

	7. Do the CSS staff and commander understand the appeals process to give guidance to the member?  (para 1.13)
	
	
	

	8. Does CSS receive and distribute CJR notification rips?    
	
	
	

	9. Does commander process overide request for CJRs through the MPF? 

      (para 1.15.2) 
	
	
	

	10. Upon reenlistment does the commander ensure airman are present for duty at their home station on the reenlistment date (Unless absent due to TDY, emergency leave, hospitalization, or in pipeline status)? (para 3.5 and 3.5.1)
	
	
	

	11. Does the commander follow the guidelines for Air Force Weight Management Program and Medical Disqualification?  (para 3.16) 
	
	
	

	12. Does commander follow guidelines for waiver of reenlistment ineligibility conditions?  (para 3.19.1)
	
	
	

	13. Does commander follow guidelines for recommend or non-recommend and appeals for disapproved extension of enlistment requests?  (Chap 4)
	
	
	


CUSTOMER SERVICE

	INDIVIDUALIZED NEWCOMER TREATMENT AND ORIENTATION (INTRO) PROGRAM/ RIGHT START

NOTE:  All references pertain to AFI 36-2103, 3 Jun 94 unless otherwise specified.

Item
	Yes
	No
	N/A

	1. Has the commander established an INTRO program? 
	
	
	

	2. Has the commander appointed a primary and alternate INTRO manager to administer the unit program? (AFCSM 36-699, Vol 1, para 5.35.1.1)
	
	
	

	3. Is the projected gains rosters being reviewed at least monthly?  
	
	
	

	4. Are TRs monitored to ensure timely appointment of sponsors?  
	
	
	

	5. Are procedures in effect to ensure highly motivated sponsors are selected?  Have first time sponsors and those who have not received training in the last year been trained by the Relocation Assistance Program (Family Support)?  (AFI 36-3011, para 2.6.3.2)
	
	
	

	6. Are procedures established for allocation RIPS to be printed, distributed and suspensed?
	
	
	

	7.   Upon return of the allocation rip, are PC-III update 231 (projected duty update) and SPO      

      (sponsor information) completed?
	
	
	

	8    Are PIFs (Personnel Information Files) established on each inbound with at a copy of 

      the allocation rip and a copy of the sponsor letter that was sent to the newcomer?
	
	
	

	9.   Does the program manager track RNLTD for inbounds and update PC-III 211 (no show)

      for non arrivals?
	
	
	

	10.  Upon arrival of newcomer, is PC-III update 201 (gain confirmation) accomplished?
	
	
	

	11.  Upon arrival of single member sponsors, military couples with dependents, and members 

       with civilian spouses who have unique dependent situations, do you ensure the  

       commander or first sergeant counsel all members on the contents of AFI 36-2908, Family

       Care Plans? 
	
	
	

	12.  Does the commander solicit feedback from the newcomer after they have completed  

       unit and work center orientations?  
	
	
	


PERSONNEL READINESS

	Duty Status Reporting
NOTE:  All references pertain to AFCSM 36-699, Vol I, Chapter 5 
Item
	Yes
	No
	N/A

	1. Does CSS generate AF Form 2098 in PCIII for duty status reporting procedures (AWOL, deserter  etc.)? (para 5.65.2.1.2) 
	
	
	

	2. Are TRs aggressively monitored daily and weekly to ensure duty status actions are accomplished? 
	
	
	

	3. Are products aggressively monitored to ensure duty status actions are accomplished?  (para 5.65.2)
	
	
	

	4.  Does CSS update non contingency TDY information in PC-III with a copy of member’s  

     orders? (5.65.2.1.4 thru 5.65.2.1.7)
	
	
	

	5.  Track PERSTEMPO events in the Tempo Management Tracking System (TMTS) via the

     world wide web to ensure unit members do not exceed thresholds without proper approval.

     (MPFM 00-35)
	
	
	

	6.  Add, delete and update PERSTEMPO events in TMTS.  (MPFM 00-35)
	
	
	


PERSONNEL EMPLOYMENT

	Enlisted Classification Actions

NOTE:  All references pertain to AFI 36-2101, 1 May 98 unless otherwise specified.
Item
	Yes
	No
	N/A

	1. Does CSS initiate classification actions, aggressively monitor TRs, review AFSC and SEI data?  (AFCSM 36-699, Vol 1 para 5.49.2)
	
	
	

	2. Are notification rips printed and distributed  to individuals assigned to the unit?    (AFCSM 36-699, Vol 1, para 5.49.2)
	
	
	

	3.   Are Airman AFSC actions submitted through PC-III or on AF Form 2096 when a  

      classification action is required? (AFI 36-2101 Chap 3, & AFCSM 36-699, Vol 1, para   

      5.49.3)
	
	
	

	Officer Classification Actions

NOTE:  All references pertain to AFI 36-2101, 1 May 98 unless otherwise specified.
Item
	Yes
	No
	N/A

	1. Are TRs aggressively monitored to ensure officer classification actions are accomplished?     (AFCSM 36-699, Vol 1, para 5.49.2)
	
	
	

	2. Are products monitored to ensure officer classification actions are accomplished?                                                                                                                        (AFI 36-2101 Chap 3B and AFCSM 36-699, Vol 1, para 5.49.4.9)
	
	
	

	3. Does CSS ensure the member meets the minimum requirements for officer AFSC actions before generating AF Form 2096 in PCIII?                                                                                (AFCSM 36-699 Vol 1,para 5.49.4.7.11 and AFI 36-2101, Chap 3)
	
	
	


	Duty Information and Duty Status Reporting

NOTE:  All references pertain to AFCSM 36-699, Vol I, Chapter 5

Item
	Yes
	No
	N/A

	1. Does CSS input changes to duty information by using the Officer duty changes, current position update and General Data Update PC-III applications, or by submitting AF Form 2096 for non PC-III units? (Chap 5, para 5.42.2)
	
	
	

	2. Are TRs monitored daily and weekly to ensure duty information actions are    accomplished?  (Chap 1 and 5)
	
	
	

	3. Does CSS maintain a suspense file of Duty Change Request then discard suspense copy once MPF forwards approved or disapproved copies to the unit?  File a copy in PIF and  distribute copy to member.  (This is a suggestion not a requirement) 
	
	
	

	4. Does CSS utilize Assignment Management System (AMS) to accomplish In System Requests (ISR) for officer PCA actions between same command/duty location units.  (This is a suggestion not a requirement)
	
	
	

	5. Does CSS maintain appropriate password and login access to AMS to complete ISR’s?  Work through MPF Superintendent for initial access codes and through the AMS help desk for changes in status.  Contact HQ AFPC/DPSFM DSN 665-2591 for additional assistance. (This is a suggestion not a requirement)
	
	
	

	6. Does CSS track ISR’s through AMS to ensure timely and accurate processing of actions? (This is a suggestion not a requirement)
	
	
	


	Personnel Reliability Program Administrative Certification Procedures

NOTE:  All references pertain to AFI 36-2104 Attachment 2

Item
	Yes
	No
	N/A

	1. Unit CC doesn’t process PRP certification until required security investigation is submitted and accepted by the local security policy and forwarded to DIS. (Para A2.4.1)
	
	
	

	2. Unit CC reviews all historical data in the person’s records and any Potentially Disqualifying Information (PDI) is forwarded to the gaining Certifying Official (CO).  (Para A2.4.2)
	
	
	

	3. Permanently decertifies the PRP candidate if the gaining CO determines administrative certification is not appropriate. (Para A2.4.2)
	
	
	

	4. If administrative certification is appropriate then conduct face to face spirit and intent briefing (Atch 7) this briefing can not be delegated.  (Para A2.4.3)
	
	
	

	5. The PRP Certification RIP is signed in Section III by the unit CC and the member acknowledging receipt of the interview and certification. (Para A2.4.4)
	
	
	

	6. If the certification occurred after 30 days from the date of assignment notification, explain the reason for delay on the reverse of the AF Form 286 or on the RIP signed by the CC. (Para A2.4.6)
	
	
	

	7. The completed RIP PRPCER if administratively certified or the AF Form 286A if permanently decertified will be forwarded to the MPF PRP monitor. (Para A2.4.8)
	
	
	


PERSONNEL RELOCATIONS

	INITIAL ASSIGNMENT NOTIFICATION
NOTE:  All references pertain to AFI 36-2110, 1 Feb 00 unless otherwise specified.

Item
	Yes 
	No
	N/A

	1. When assignment rip is received in the CSS is official notification of assignment furnished to members selected for reassignment within 3 calendar days after receipt of the assignment levy when the Report Not Later Than Date (RNLTD) is within 90 days and within 7 calendar days after receipt of the assignment levy when the RNLTD is more than 90 days?  (Chap 2)
	
	
	

	2. If the commander determines the member to be eligible for the reassignment, does he/she notify the person of PCS selection within 7 calendar days? (Chap 2)
	
	
	

	3. When a person is selected for PCS and they will be on leave or TDY for 10 or more calendar days, are procedures in effect to notify the person of PCS selection at their TDY or leave address? (Chap 2)
	
	
	

	4. When the losing commander cannot complete all administrative or disciplinary actions before the member departs, has the commander furnished a letter of explanation detailing the situation to the gaining commander at least 45 days in advance of departure? (Chap 2)
	
	
	

	5. If member is PCSing before test cycle begins does CSS ensure AF Form 1566, WAPS Test Verification, is returned to MPF for file in the UPRG before member departs PCS ? (AFI 36-2102)
	
	
	

	6. Does member completely out-process the CSS prior to final out appointment to MPF?
	
	
	

	7. Does the MPF/CSS tell the member of the importance of acquiring the minimum service retainability within 30 days receipt of DEROS option RIP, but NLT the service retainability cut-off date (e.g., 25th day of the 8th month prior to DEROS) to prevent involuntary DEROS extension to match DOS? 
	
	
	


	RETIREMENT PROCESSING ACTIONS
NOTE:  All references pertain to AFI 36-3203 unless otherwise specified.

Item
	Yes
	No
	N/A


	1. When retirement ceremonies are being held, are all applicable elements available for presentation to the member? 
	
	
	

	2. At the retirement ceremony, are the following presented:
	
	
	

	       a.  DD Form 363AF, Certificate of Retirement?
	
	
	

	       b.  DD Form 2542, Certificate of Appreciation for Service in the Armed Forces of

            the US?
	
	
	

	       c.  As appropriate, the Presidential Letter of Appreciation?
	
	
	

	       d.  Any awards, decorations, honors, or letters of appreciation?
	
	
	

	       e.  As appropriate, is the AF Form 1344, Certificate of Appreciation (for

            spouses),  presented to the retiree’s spouse?            
	
	
	

	       f. United States Flag
	
	
	

	3. Does Personnel Relocations or the Commander’s Support Staff ensure that a general or colonel in the member's chain of command signs the DD Form 363AF, Certificate of Retirement? 
	
	
	


	CSS Checklist Points of Contact

	1.  HQ AFPC/DPSFM (Field Operations Branch)

     550 C Street West, Suite 37

     Randolph AFB TX 78150-4739

     DSN 665-2591 or 2359

2.  Please contact the following AFPC OPRs for questions on Base Training, Readiness, and PRP. 

     a.  Base Training:

           HQ AFPC/DPPAT

           550 C. Street West, Suite 208

           Randolph AFB TX 78150-4712

           DSN 665-2255

      b.  Readiness:  

           HQ AFPC/DPWRC

           550 C Street West, Suite 15

           Randolph AFB TX 78150-4717

           DSN 665-3483

      c.  PRP:

          HQ AFPC/DPSFM

          550 C Street West, Suite 37

          Randolph AFB TX 78150-4739

          DSN 665-2562 or 2591
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