14 Jul 00

(These checklists were provided by AFPC/DPWRC)

PERSCO TEAM EXECUTION TASKING CHECKLIST

	Core

Items
	Item
	YES
	NO1
	N/A

	
	TASKING REVIEW
	
	
	

	
	Review the tasking (OPLAN or tasking message).  Does it:
	
	
	

	*
	-Explain the mission and concept of operation (CONOP) of the tasking?2
	
	
	

	*
	-Explain the objectives of the PERSCO team while deployed?
	
	
	

	*
	-Identify any assumptions activated required to sustain the tasking?3
	
	
	

	*
	-Identify any LIMFACs or planning factors affecting Personnel functions, impeding strength, accountability, or reporting capabilities? 6
	
	
	

	*
	---If Yes, does it provide a “get-well” date or provide alternate action to offset the LIMFAC?7
	
	
	

	*
	---If Yes, if factors require deviation from normal operation, does it identify the reasons and explain the purpose of the deviation?
	
	
	

	
	ACCOUNTABILITY
	
	
	

	
	-PERSCO team is provided accountability scope by the tasking providing:
	
	
	

	
	--Procedures to account for inbound personnel and base reception (PERSCO processing facility (processing center))?
	
	
	

	
	--Procedures to account for all outbound personnel?
	
	
	

	*
	--Providing the Organization structure and attached MPF (if applicable)?
	
	
	

	
	--Responsibilities for accounting for other than Air Force personnel?
	
	
	

	
	--Policy on use of U.S. civilian personnel in support of the operation?
	
	
	

	
	---If Yes, does it provide scope/responsibilities for accounting them?
	
	
	

	
	--The administration/responsibilities of using Non-U.S. citizen labor in support of the operation?
	
	
	

	
	---If Yes, does it provide scope/responsibilities for accounting them?
	
	
	

	*
	--The Plan Identification Number (PID) use on CED TDY orders, mini-record projections, and TDY reports?
	
	
	

	*
	-Does tasking specify the estimated TDY length and Rotation policy of the deployment?
	
	
	

	
	--If No, does it specify a standard or default period of 90 days?
	
	
	

	*
	-Provide guidance for filler or replacements?5
	
	
	

	*
	--Documenting sources of equipment support and communication capability?
	
	
	

	
	COMMUNICATIONS
	
	
	

	*
	Does the tasking identify the following Communications support:7
	
	
	

	*
	-Secure and non-secure voice telephone (normally DSN)?
	
	
	

	*
	-Secure and non-secure fax capabilities?
	
	
	

	*
	-Accessing/installing of Secure Internet Protocol Network (SIPRNET) in PERSCO working area?
	
	
	

	*
	--If No, does it outline alternate courses to access SIPRNET?
	
	
	

	
	EQUIPMENT
	
	
	

	
	-Are you tasked to deploy MANPER-B equipment and/or supply kits?  If YES complete the following:
	
	
	

	*
	--Does tasking provide capabilities of operating MANPER-B in a classified environment?
	
	
	

	*
	--Is the most current software versions loaded?
	
	
	

	
	--Has an equipment custodian for supply kits and MANPER-B operating system been identified?
	
	
	

	
	--Is MANPER-B equipment loaded and tracked using IPMS?
	
	
	

	
	--Is MANPER-B operational and accounted for?8
	
	
	

	
	--Has an inventory been completed?
	
	
	

	
	--Has MANPER-B Relocation Report been transmitted?
	
	
	

	*
	-Is a Red Mini Login Sheet prepared for all personnel identified as PERSCO MANPER-B operators?9
	
	
	

	*
	--Do MANPER-B operators understand the different ways to connect to the Red Mini (using SDD 1910, Command Post, Intel)?
	
	
	

	*
	--Does it identify adequate power for daily operations?
	
	
	

	*
	--Does it provide adequate communication support necessary for your team?
	
	
	

	*
	-Do MANPER-B operators understand how to retrieve and send information to the Red Mini?10
	
	
	

	
	POLICY AND PROCEDURE
	
	
	

	*
	-Include policies and procedures related to the use, preparation of “personnel” reports (excluding Casualty report)?
	
	
	

	*
	-Provide guidance (message addresses and so on) for reporting casualties?
	
	
	

	*
	--Specify reporting requirements according to AFI 10-215?
	
	
	

	*
	--Specify command-unique reporting requirements, if applicable?
	
	
	

	*
	---If Yes to either, does it provide the formats, content, and frequency of report submission.
	
	
	

	
	-Describe tasks and responsibilities for PERSCO?4
	
	
	

	
	-Does it provide detailed guidance for specific PERSCO support, including:
	
	
	

	*
	--Processing awards and decorations?
	
	
	

	*
	--Entitlements to Hostile Fire Pay?
	
	
	

	*
	--Travel procedures?
	
	
	

	*
	--Theater-unique Military Law, Discipline, and Orders?
	
	
	

	*
	-Any specific logistics support requirements for PERSCO?
	
	
	

	*
	-Any reports or administrative support (beyond items identified in AFI 10-215) requirements for PERSCO?
	
	
	

	*
	-Does it specify command relationships and responsibilities?
	
	
	

	*
	-Has procedures been established with PDO to obtain the most current AFEPL CD (containing all Air Force publications and electronic forms)?
	
	
	

	
	--Policies and guidance for using personnel with critical skills and specialties?
	
	
	

	
	--Providing planning guidance to implement the execution of dependent care plan for NEO operations?
	
	
	

	
	--Processing Enemy Prisoners of War (POWs), civilian internees, and other detained personnel?
	
	
	

	
	--Processing formerly captured, missing, and detained U.S. Military Personnel (specifically U.S. Air Force personnel)?
	
	
	

	
	--Policies and guidelines for Family Services Support?
	
	
	

	
	--Medical returnees to duty?
	
	
	

	
	--SPOT or field promotions?
	
	
	

	
	--Single and Dual Military Service Parents?
	
	
	

	
	--Leave Accumulation?
	
	
	

	
	--War Zone benefits?
	
	
	

	
	--Procedures for transitioning from an “accountability and casualty reporting” geared team to sustainment (MPF-like) team?
	
	
	

	
	-Are all MPFMs downloaded from AFPC?
	
	
	

	
	-Has a tentative shift schedule been developed?
	
	
	

	
	-Has each team member been assigned specific duties?
	
	
	

	
	-Other (Add tasking specific procedures here).
	
	
	


NOTES:

1.  Any item checked as NO is a LIMFAC.  Report this to your MAJCOM and the Supported Command and courtesy copy HQ USAF/DPFJ/MPRC and HQ AFPC/DPWRC/PRC.  Ensure your MAJCOM and the Supported Command act to correct the LIMFAC.

2.  This briefly states the mission and general support personnel provides in mission support of the OPLAN or tasking.  The Supported Command should use this area to identify unique reporting requirements, designate supporting PERSCO teams for geographically separated locations, and designate intermediate levels of command.

3.  Assumptions are items such as STOP LOSS, an inherent part to the activation of the tasking.  Assumptions listed influence the feasibility of Annex “E”.  If an assumption is critical to the success of the plan it will list an alternate Course of Action (COA).

4.  This identifies the tasks and responsibilities a PERSCO team is expected to maintain in order to support the OPLAN or tasking.  These should be the generic tasks expected of all PERSCO teams.

5.  This should tell you how to request backfills for personnel that have departed or request individual augmentation.

6.  Ensure the tasking command actively works any LIMFACs.

7.  All known communications requirements for PERSCO teams should be listed in the OPLAN.  Communications support is essential for accessing the Red Mini, dispatching messages, and DSN voice is a must.  Without reach-back capability the services provided to the deployed location is degraded severely or cause failure.  Requirements outlined in Annex “E” must also be identified in Annex “K” (Command, Control, and Communications Systems).

8.  For missing/broken MANPER-B equipment, notify HQ AFPC/DPWRC ASAP.

9.  This is small and simple to do.  Yet, without it you might as well stay home.  Without access to the Red Mini you can’t receive mini-records on inbound forces or receive plan requirements support for the locations you support.  Using the tasking information you can prepare the log sheet request, upon execution have the tasked personnel sign the request, have the unit security manager validate the security clearances, and fax to HQ AFPC at DSN 665-3923/3805 or commercial (210)565-3923/3805.  Contact AFPC/DPWRC and Red Mini User’s Guide for completion instructions.

10.  The Red Mini User’s Guide outlines logging, uploading, and downloading procedures for the Red Mini.

PERSCO TEAM INITIAL ARRIVAL CHECKLIST

	Item
	YES
	NO
	N/A

	- Coordinate with the following support agencies to establish in and out-processing procedures for all personnel TDY to the location.  This includes how and where to most efficiently process personnel.1
	
	
	

	-- Billeting
	
	
	

	-- Security Forces
	
	
	

	-- Finance
	
	
	

	-- TMO/ATO
	
	
	

	-- Deployed Commander/1st Sgt
	
	
	

	- Develop accountability procedures with agencies at GSUs2 and personnel not using established processing facility (e.g. arriving on commercial aircraft, personnel that arrived prior to PERSCO’s arrival, and aircrew personnel).
	
	
	

	- Brief commanders of PERSCO team responsibilities and capabilities as outlined in attachment 17 of AFI 10-2153
	
	
	

	-- Ensure they understand your capabilities and limitations
	
	
	

	--- Brief status and get well dates of LIMFACs (if known)
	
	
	

	-- Provide a copy of PERSCO’s responsibilities to each deployed commander
	
	
	

	- If you don’t have proper communication support4, identify to your supporting Communications Squadron the need for:
	
	
	

	-- Secure and unsecure phone/fax capability
	
	
	

	-- Secure Internet Protocol Network (SIPRNET)
	
	
	

	-- A Plain Language Address (PLA) for Sarah messages.
	
	
	

	-- Secure and unsecure email accounts.
	
	
	

	- Once the steps above are done, submit a PT status report according to Chapter 3 and attachment 7 of AFI 10-215
	
	
	

	- If not done already, submit a Red Mini log sheet.  Fax to DSN 665-3923.
	
	
	

	- Establish routine procedures for:
	
	
	

	-- Accounting for personnel arriving and departing your location and any GSUs the PERSCO team is responsible for
	
	
	

	-- Processing incoming DPT daily
	
	
	

	-- Transmitting outgoing DPT daily
	
	
	

	-- Preparation and dispatch of the Duty Status Change (DSC) message
	
	
	

	-- Establish procedures to tracking events in a daily log for After Action Report (AAR)5
	
	
	

	-- Maintaining hard copy, manual files to augment strength accounting
	
	
	

	- Establish procedures with commanders/1st Sgts to routinely validate/verify unit personnel data (e.g. alpha rosters, ERMDs, and so on)
	
	
	


Figure 5.1.  Initial Arrival Checklist (Continued).

	Item
	YES
	NO
	N/A

	- Maintain a POC book containing names and numbers of key personnel at your location, Central Site, and Supported Command.
	
	
	

	- Establish a casualty reporting program according to AFI 36-30026
	
	
	

	- MANPER-B equipment is set up and operational
	
	
	

	-- Submit a MANPER-B initial report according to attachment 3 of AFI 10-215 if not included in the PT status report.
	
	
	

	- Update system defaults reflecting your TDY GEOLOC code
	
	
	

	- For PTs at initial sites,  reset sequence controls 
	
	
	

	- Establish a routine for backing up information
	
	
	

	-Other (Add local procedures below)
	
	
	


NOTES:

1.  Take into consideration Status of Forces Agreements (SOFAs) and customs of the host country.  The security forces are able to answers these type of questions.  Take into consideration OPLAN or tasking requirements when coordination with support agencies.  Identify all choke points to capture accountability of personnel, such as billeting, entry/exit gates, recreational facilities, etc.

2. The responsibility for accounting for GSUs is identified by the tasking message or by the Supported Command CONOPs.  GSU accountability procedures may include a GSU representative faxing copies of order/AF Form 245, calling, or emailing duty status changes.

3.  This is something often overlooked when establishing a new location.  By providing commanders your capabilities ensures they know your mission and responsibilities.

4.  Any sub-item checked as NO is a LIMFAC.  Report this to your MAJCOM, the Supported Command, and courtesy copy HQ USAF/DPFJ/MPRC and HQ AFPC/DPWRC/PRC.  Follow up to ensure your MAJCOM and the Supported Command act to correct the LIMFAC.

5.  Documenting problems, achievements, or milestones establishes the foundation for inputs to the After Actions Report (AAR).

6.  This includes constant coordination with supporting medical and mortuary counterparts to ensure you’re notified of casualties.
