









24 FEB 04
MEMORANDUM FOR
ALL MPFs                                                  MPFM: 04-11  

FROM:
HQ AFPC/DPS
550 C Street West Ste 35
Randolph AFB TX 78150-4737

SUBJECT:
2004 Air Force Assistance Fund (AFAF) Campaign


MPF action office for this memorandum is DPMPS.


The 2004 AFAF Campaign will be conducted for 6 consecutive weeks during the period 16 Feb - 7 May 2004.  Our AL 8106 message, dated 141300Z JAN 04, asked installation commanders to appoint an Installation Project Officer (IPO) and provide host MAJCOM and HQ AFPC/DPSFM with the campaign dates and IPO identifying information by 26 JAN 04.  This memorandum provides the campaign plan for MPFs and IPOs and campaign reporting instructions.  MPFs please provide a copy of this MPFM to your IPO.


The campaign will be conducted using the attached 2004 AFAF Campaign Plan.    IPOs may distribute electronic versions of the plan or print and distribute portions of the plan to Unit Project Officers, geographically separated units, operating locations, detachments, sites, and other activities served by the military personnel flight (MPF).  IPOs at bases with an Air National Guard (ANG) or Air Force Reserve (AFR) unit may coordinate with the commander of those units to include ANG or AFR campaign contributions in the total installation campaign.


ANG PARTICIPATION:  Members of the Air National Guard are encouraged to contribute to the AFAF Campaign.  Please refer to Attachment 15 of the campaign plan for further instructions.


AFR PARTICIPATION:  Members of the Air Force Reserve are encouraged to contribute to the AFAF Campaign.  Please refer to Attachment 16 of the campaign plan for further instructions.

To officially kickoff the campaign and establish this year’s goal, the Chief of Staff and Secretary of the Air Force will send a memorandum to ALMAJCOM-FOA/CCs.  The AFAF affiliate charities will distribute publicity materials via the AFAF Campaign tracking web site (http://www.afassistancefund.org).  A new AFAF campaign video and CD are being distributed to IPOs via installation Family Support Centers and may be viewed at the HQ AFPC fundraising and voting web page (http://www.afpc.randolph.af.mil/votefund).  As soon as the goal is announced, AFPC/DPSFM will post installation goals to the AFAF Campaign tracking web site.  The memorandum and other campaign information will be posted at the HQ AFPC fundraising and voting web page .


The 2004 AFAF Campaign posters, brochures, were sent to each MPF for arrival not later than 16 Jan 2004.  AF Form 2561, Contributions to Air Force Assistance Fund, contributor forms, posters, and brochures were mailed starting 5 Feb 04 for arrival not later than 13 Feb 04.  IPOs must contact the MPF to confirm campaign materials have arrived.  Report non-receipt, significant shortages, or excessive shipments (via your MPF) to your host MAJCOM.


Based on each installation’s chosen campaign starting date, IPOs will post weekly campaign progress reports to the AFAF Campaign Tracking web and submit an end of campaign report to their HQ MAJCOM AFAF Campaign one week after the conclusion of their campaign.   HQ MAJCOMs and DRUs that “own” bases will submit a final campaign progress report one week after the conclusion of their final installation campaign.  IPOs are also required to send the their campaign funds (along with their “Funds Transfer and Audit Report”) directly to HQ AFPC/DPSFM not later than 2 Jun 2004.  The attached campaign plan provides detailed instructions for the preparation of these reports.


Good luck with your campaign.  Please direct any questions to your HQ MAJCOM AFAF Campaign POC (available at http://www.afpc.randolph.af.mil/votefund) or to HQ AFPC/DPSFM, DSN 665-4369 or FAX DSN  665-2543.

Director of Operations

2 Attachments:

1. Campaign Plan

2. News Release
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Attachment 1
AIR FORCE

ASSISTANCE

FUND

INTRODUCTION

This Campaign Plan explains how to administer the Air Force Assistance Fund (AFAF) Campaign.   This 2004 revision changes the name of the Air Force Enlisted Foundation to the Air Force Enlisted Village (AFEV) and changes the length of the campaign from 5 to 6 weeks to allow more time to contact deployed personnel.  It creates a secure AFAF campaign tracking web site (http://afassistancefund.org) to be accessed by all Installation Project Officers (IPO).  It replaces the formal “mid campaign” progress report with abbreviated weekly data inputs to interactive web site.  It changes the process for distribution of the campaign goals from individual email to posting goals on the tracking web site.  Finally it adds IPO turn-in  and DAP/FSO processing of payroll allotment authorizations (AF Form 2561) to the items certified as complete by the campaign auditor on the AFAF Form 4 (Title).   Maintain the plan in the office responsible for the campaign at the MPF for use by the Installation Project Officer (IPO).  IPOs return the plan, campaign records, unused AF Forms 2561, and the AFAF campaign continuity file to the MPF at the conclusion of the campaign for use in subsequent campaigns.  

AIR FORCE ASSISTANCE FUND (AFAF) CAMPAIGN PLAN.
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1. References:  This plan provides procedures required to conduct the annual Air Force Assistance Fund (AFAF) Campaign.  It implements Executive Order 12353 (Section 7), Department of Defense (DoD) Directive 5035.1, Fundraising Within the Department of Defense, and Air Force Instruction (AFI) 36-3101, Fundraising Within the Air Force.

2. Campaign Purpose, Dates, and Goals.  The AFAF Campaign is an annual, on-the-job fundraising appeal conducted among Air Force personnel for the benefit of Air Force personnel.  AFAF campaign contributions provide financial support to four AFAF affiliates.  They are the Air Force Village Indigent Widows’ Fund (AFV), the Air Force Aid Society (AFAS), the Air Force Enlisted Village (AFEV) (formerly the Air Force Enlisted Foundation), and the General and Mrs. Curtis E. LeMay Foundation (LEMAY).  The campaign is conducted for 6 consecutive weeks starting as early as the third week of February and ending not later than the end of the first week in May (for 2004 the dates are 16 Feb 04 thru 7 May 04).  The Secretary and Chief of Staff of the Air Force approve the AFAF campaign goal.  HQ AFPC distributes the AF goal to each major each major command (MAJCOM), which "owns" installations and the Air Force Academy.  MAJCOMs and/or AFPC will distribute goals to installations by posting them on the IPO AFAF campaign tracking web site http://afassistancefund.org.   
3. Campaign Organization and Scope.  The campaign is organized around MPF-serviced populations and conducted through the host MAJCOM.  The target audience is military personnel.  Keyworkers do not solicit military retirees on the job, but they are eligible for the services of the AFAF affiliates, and their contributions are welcomed.  Procedures regarding military retiree contributions are outlined in paragraph 6e.  Keyworkers solicit Air National Guard (ANG) and AFR members using procedures outlined in Attachments 15 and 16.  Active duty military, non-extended active duty Reservists, and ANG personnel are referred to in this plan as "military personnel" or "members."  Because civilians (AF civilian employees, contractors, and other “off base” civilians) may not benefit from the AFAF charities, they should not be individually solicited.  However unsolicited donations from civilians and other sources may be accepted.  MAJCOMs that own bases and the Air Force Academy participate in campaign goals and reports.

4. Campaign Reporting.  There are three types of campaign reports required:  the Weekly  web site tracker progress posts, the End-Of-Campaign Report, and the Funds Transfer and Audit  Report.  The reports cover all units, including tenants and geographically separated units (GSU), that deposited money in the installation's AFAF account.  The Funds Transfer and Audit Report  includes any late deposits and must balance against the final cash that is transferred to the Central Accounting Office (CAO), HQ AFPC/DPSFM, at the conclusion of the campaign.  After submission of the Funds Transfer and Audit Report, any additional Payroll Deduction Plan (PDP) allotment authorizations or funds that are found or turned in, should be processed, forwarded and reported as a supplemental separate Funds Transfer and Audit Report.   Supplemental  Reports for Audit must balance against the new funds and must not include the previously forwarded/reported funds. See Attachment 17, Appendices D and E.

5. Types of Contributions.  There are two ways to contribute to the AFAF--Payroll Deduction Plan (PDP) allotments and cash.  Cash is U.S. currency, personal checks, money orders, cashier’s checks, endorsed traveler's checks, or other redeemable instruments.  Under the PDP, Defense Finance and Accounting Service (DFAS) automatically deducts monthly contributions from military and retiree pay commencing 1 June.

6. Campaign Duties:

a.  Secretary of the Air Force (SAF/OS) and the Chief of Staff of the Air Force (CSAF) announce and endorse the annual AFAF Campaign in a joint memorandum to commanders.

b.  Defense Finance and Accounting Service (DFAS).

(1)  Supports the payroll allotment program of the AFAF.

(2)  Disburses PDP funds directly to the affiliates each month starting in June.

c.  Deputy Chief of Staff, Personnel (AF/DP).  Implements this plan.

d.  HQ Air Force Personnel Center, Directorate of Operations, Field Activities Division, Field Operations Branch (HQ AFPC/DPSFM), 550 C Street West Ste 37, Randolph AFB TX 78150-4739.  As the primary point of contact for operational aspects of the AFAF campaign, HQ AFPC/DPSFM: 

(1)  Announces the AFAF Campaign dates and goal via MPF memorandum or message.

(2)  Maintains liaison with the AFAF affiliates to design and print the campaign educational materials (campaign brochures and posters).

(3)  Procures the campaign materials (brochures, posters and AF Forms 2561) on behalf of the affiliates and coordinates with the AF Publications Distribution Center (PDC) for delivery to installations by mid-January.

(4)  Prepares the AFAF Campaign Plan and acts as focal point for all matters pertaining to the annual AFAF Campaign.

(5)  Allocates campaign goals to MAJCOMs and the Air Force Academy.  Reports campaign results to AF/DP.

(6)  Maintains liaison with MAJCOM and Air Force Academy project officers and DFAS to ensure disbursement of campaign contributions to the affiliates according to designations reported.

(7)  As the CAO, maintains the AFAF central bank account.  Deposits cash receipts from installations, and mail-in contributions from retirees, ANG, AFR and other sources.  Accredits and disburses all contributions to the affiliates according to the designations reported.

(8)  Serves as primary point of contact for campaign recognition forms and programs for outstanding support of the campaign by units, Installation Project Officers (IPOs), Unit Project Officers (UPOs), keyworkers, Retiree Activities Officers (RAOs), and others, as appropriate.

(9)  Investigates complaints alleging fundraising violations and fraud or mishandling of AFAF funds.  Provides guidance for corrective action.

e.  HQ Air Force Personnel Center, Directorate of Personnel Program Management, Retiree and Transition Programs Division (HQ AFPC/DPPT).  Coordinates retiree involvement in the AFAF campaign.  Although “off base” retirees cannot be solicited during the on-the-job AFAF Campaign, their contributions are encouraged because the AFAF affiliates provide services to retirees.  It is appropriate their contributions be accepted to raise funds for the AFAF affiliates who are chartered to meet their needs.  AFPC/DPPT:

(1)  Informs retirees of their role in the AFAF Campaign and encourages retiree contributions.

(2)  Publishes an AFAF contribution form in AFRP 36-1, Afterburner, and advises retirees that they may tear out the contribution form in the newsletter, attach it to their contribution (check/money order) or complete the PDP portion to start an allotment.

(3)  Conducts retiree campaign activities through the base retiree affairs office (RAO).

(4)  Informs RAOs that campaign literature will be available from the local IPO.

(5)  Uses the Afterburner and/or RAOs to instruct retirees on methods of making contributions.  Retirees may:

(a)  Make contributions directly to the AFAF campaign of a nearby base through the RAO, IPO, or any UPO or keyworker using the AF Form 2561.  (Note: these contributions will count toward the receiving installation's AFAF goal.)

(b)  Mail contributions (cash/check) and contributors' forms from the Afterburner to Air Force Assistance Fund, HQ AFPC/DPSFM, 550 C Street West Ste 37, Randolph AFB TX 78150-4739.

(c)  Mail contributions directly to the affiliate(s) of their choice at the addresses in this plan or on the campaign brochures.  Note: contributions mailed directly to affiliates cannot be counted toward any installation or Air Force goals or totals.

(d)  Mail completed PDP form directly to DFAS, Cleveland Center, ATTN: Code FR, P.O. Box 99191, Cleveland OH 44199-1126.

(6)  Recognizes retiree contributions in the Afterburner.

f.  MAJCOM, FOA, and DRU Deputy Chiefs of Staff, Personnel.  Execute this plan and administer the campaign at subordinate command levels.  This responsibility is normally exercised through the MAJCOM/FOA/DRU Personal Affairs or Customer Support Office.  Because the AFAF campaign is conducted through host commands, MAJCOMs that own bases participate in campaign goals and reports while MAJCOMs, FOAs and DRUs that do not own bases have oversight responsibility only.  The MAJCOM/FOA/DRU project officer will:

(1)  Maintain liaison with HQ AFPC/DPSFM.  Provide the name, grade, office symbol, E-mail address and Defense Switched Network (DSN) number of the MAJCOM/FOA/DRU DCS/Personnel AFAF project officer to HQ AFPC/DPSFM.

(2)  Monitor subordinate unit campaign preparations.  Ensure installations, GSUs and activities that are tenant units on other MAJCOM installations conduct an AFAF Campaign through the host IPO following the procedures outlined in this plan.

(3)  Develop and coordinate publicity with the MAJCOM Director of Public Affairs.

(4)  Develop talking papers on the AFAF Campaign for use by key staff members when visiting subordinate units during the campaign.

(5)  Investigate complaints alleging fundraising violations and fraud or mishandling of AFAF funds.  Provide guidance for corrective action.

(6)  MAJCOMs that own installations:

(a)  Supplement (if desired) the AFAF Campaign plan, based upon the unique requirements of the command, and distribute instructions to subordinate activities.  Send a copy of the supplement to HQ AFPC/DPSFM.

(b)  Provide installation campaign dates and IPO information to HQ AFPC/DPSFM (include the start and finish campaign dates, the IPO's name, grade, installation, office symbol, mailing address, DSN voice phone number, and E-mail address).

(c)  Maintain bank account information for each installation campaign  (include the installation, the bank's name, address, and the account number) for any AFAF accounts opened.

(d)  Monitor receipt of campaign contributors' cards (AF Form 2561) and promotional material by installation, GSU/operating location (OL) and tenant unit project officers.

(e)  Compute and disseminate a share of the MAJCOM goal to "owned" installations.

(f)  Monitor AFAF campaign tracker web site to ensure "owned" installation IPOs input weekly campaign update reports.  Weekly progress reports from bases will include total dollars collected, number of active duty donors, and number of other donors for the week.   Ensures IPOs report information from all units that turned money into the installation AFAF bank account (including tenant and GSU activities).

(g)  Forward a copy of each installation’s End-Of-Campaign Report to HQ AFPC/DPSFM on receipt or not later than one week after the close of the campaign in accordance the report schedule provided by MPF memorandum and in the format specified in Attachment 9.

(h)  Submit report data to HQ AFPC/DPSFM by FAX (DSN FAX: 665-2543), or phone (DSN 565-4369).

(i)  Make campaign progress reports to the commander.

(j)  Monitor the funds accountability procedures of "owned" installations.  Suspense IPOs to submit the Funds Transfer and Audit Report by 2 June of the campaign year. Coordinate extensions of this suspense with HQ AFPC/DPSFM.

g.  Installation Commanders:

(1)  Support the AFAF Campaign.

(2)  Endorse the joint AF/CC-SAF/OS campaign kickoff memorandum.  See Attachment 4 for suggested items to include in the endorsement.

(3)  Appoint an IPO and an assistant IPO from among base-wide resources.  It is desirable for IPOs to continue their roles for at least 2 years or for assistant IPOs to move up the following year.  Do not select project officers being reassigned, deployed or separated during the campaign period or for 3 months thereafter.

(4)  Ensure the project officers are familiar with the AFAF purpose and goals of its affiliates. 

(5)  Encourage and involve senior enlisted advisors and subordinate commanders/staff officers to support the campaign.

(6)  Endorse and publicize the campaign at commander's calls and through various information media.

(7)  Ensure IPOs, UPOs and keyworkers receive maximum cooperation from participating installation agencies.

(8)  Personally review campaign plans, progress and reports.
(9)  Ensure giving is truly voluntary and consistent with DoD Directive 5035.1., Combined Federal Campaign (CFC) Fund-Raising Within the Department of Defense, and AFI 36-3101, Fundraising Within the Air Force.  Note:  Keyworkers should not solicit civilian employees, retirees, AF-oriented organizations, and local civilian organizations.  However, their unsolicited contributions are welcomed.  To ensure true voluntary giving, the following practices are PROHIBITED:

(a)  Supervisors soliciting employees in their chain of supervision.

(b)  Supervisors inquiring whether or not an employee chose to participate or the amount of an employee's donation.  Campaign personnel may provide supervisors only with summary information about the major units they supervise. 

(c)  Supervisors setting 100 percent participation goals or setting personal dollar goals or quotas.  Note that this is different from the authorized 100 percent contact and the use of campaign goals distributed using formulas provided by HQ AFPC/DPSFM.

(d)  Supervisors developing or using lists of non​contributors.  Commanders must prohibit using contributor lists for purposes other than routine collection, forwarding of contributions, processing allotments and recognizing donors.

(e)  Supervisors using contribution data as a factor in an employee's performance appraisal.  Management must not use the results of a unit or organization's campaign in a performance appraisal of the unit's supervisor or manager.

(10)  Charge the Public Affairs Officer (PAO) with publicity support.  The PAO should tailor coverage to fit local needs.

(11)  Appoint (optional) a campaign committee with representatives from Personnel, Finance, Public Affairs, Information Management, and Retiree Activities.

(12)  Ensure report suspense dates are met, that allotment authorizations are turned in to installation finance facilities within one week of the close of the campaign, and that the IPO submits the closing Funds Transfer and Audit Report by 2 June.
(13)  Establish local award criteria to ensure recognition for key campaign personnel and units achieving their campaign goal.  Use AF Form 333, AFAF Campaign Recognition Certificate (Organization), for organizations, units, divisions, branches, etc. meeting goal.  Use AF Form 767, AFAF Campaign Recognition Certificate - Individual & Group, for individuals meeting local criteria.  For example, present to the UPO of an organization meeting goal.

h.  Installation Financial Services Office (FSO).  Manages AFAF payroll allotments for active duty and retired members.  FSOs receive and process AFAF campaign allotment authorization  forms (AF Forms 2561 and retiree contributors’ forms).

i.  Installation Public Affairs Officer (PAO).   Use all available communications media to develop and maintain a high level of interest and visibility for the AFAF Campaign.  See Attachment 12.

j.  Military Personnel Flight (MPF).  The flight commander of the MPF is the focal point for the installation AFAF Campaign.  As HQ AFPC/DPSFM's counterpart at the installation level, the MPF, is the communication and corporate memory center for the campaign.  The MPF:

(1)  Serves as the liaison between HQ AFPC/DPSFM, MAJCOM and the IPO.

(2)  Provides the installation commander and IPO with AFAF campaign correspondence furnished by higher echelons.

(3)  Maintains the master copy of the AFAF Campaign Plan including change messages, letters, etc.

(4)  Maintains campaign records, reports, materials and other required campaign documentation.

(5)  Provides personnel data systems support to the IPO for the purpose of assigning campaign workers or goals and campaign reporting. 

k.  Retiree Activities Office (RAO).  Assists IPOs, as necessary, arranging for and using voluntary services of retired personnel and spouses.  The Retiree Activities Program active duty coordinator:

(1)  Obtains AFAF brochures, posters, and contributors’ forms (AF Forms 2561) from the IPO.

(2)  Uses AFAF literature, as appropriate, but does not launch an independent solicitation effort.  The retiree newsletter, local base publicity, and direct mail from the affiliates are sufficient contact to provide the necessary information and means to contribute should a retiree desire to do so.

(3)  Accepts AFAF contributions from the local retiree population.  Cancelled checks, money order stubs, or AF Forms 2561 (available from the IPO) serve as receipts.  Gives requests for allotments (AF Forms 2561 or contributors’ form from the Afterburner) to the IPO or Financial Services Officer (FSO) for processing.  If the FSO cannot process retiree allotments, the RAO forwards them to AFAF, HQ AFPC/ DPSFM, 550 C Street West Ste 37, Randolph AFB TX  78150-4739.

(4)  Maintains a log of retiree contributions for local information and recording.

l.  Unit Commanders:

(1)  Appoint a Unit Project Officer (UPO) and sufficient keyworkers to conduct individual face-to-face solicitations of all assigned members.

(2)  Commanders of GSUs or OLs and tenant units appoint a UPO who will conduct the campaign through the IPO at the installation where the servicing MPF is located.  Accordingly, they will find it beneficial to work closely with their host IPO in planning and organizing the unit's campaign.

m.  IPOs.   Report to the installation commander and supervise the AFAF Campaign.  The IPO conducts the AFAF Campaign according to this plan and maintains liaison with the MAJCOM project officer. The IPO will:

(1)  Forward the installation campaign dates and the name, grade, office symbol mailing address and DSN number of the IPO and assistant IPO to the MAJCOM project officer.

(2)  Assist unit commanders in identifying qualified UPOs and assist the UPOs (as required) in the selection of keyworkers.  The MPF Customer Service or Personnel Systems Management (PSM) personnel will provide strength and personnel computer products, if asked.

(3)  Establish and maintain liaison with GSU/OL project officers throughout the campaign.  If the installation commander desires, organize an AFAF campaign committee to assist in planning/administering the campaign.  See paragraph 6g(10) for committee membership.

(4)  Be alert to geographically separated personnel--Air Force Elements (3V Command), GSUs, and deployed members.  For collections from geographically separated units (GSUs) and deployed, the rule is a person belongs to the base where his/her military personnel record is maintained.  Because the campaign is organized around the MPF and their “host tenant” agreements, an IPO should make arrangements to supply materials and solicit the installation’s deployed personnel and GSUs.
(5)  Establish a central campaign location to serve as a work center for campaign workers, e.g., a place to conduct meetings and training sessions for UPOs and keyworkers, a central repository for turn-ins, and a place to maintain campaign records.

(6)  Open an AFAF savings account in a local financial institution.  The account must require two signatures for withdrawals.  If required by banking officials, USE AFEF’S  INTERNAL REVENUE SERVICE EXEMPTION NUMBER 237078212, SECTION 501(c)(3).  The local account will be the depository for all campaign contributions collected from units within the servicing scope of the local MPF, including GSUs and tenants.   Ask contributors to make checks payable to Air Force Assistance Fund (AFAF) or any of its affiliate charities--AFAS, AFV, AFEF or LEMAY

(7)  Provide bank account information to the host MAJCOM project officer (include the installation, the bank's name, address, and the account number).

 (8)  Decide whether to allow UPOs to make direct deposits into the AFAF account to balance the accounting workload.  UPOs prepare a deposit slip in triplicate--one for the bank, one for the UPO's file, and the authenticated deposit slip from the bank for the IPO's file.  The UPO keeps a copy of the deposit slip and submits the IPO's authenticated copy along with an AFAF Form 5 which documents the designation of the deposited money.

(9)  Overseas IPOs convert cash to Treasury Checks at the FSO or to money orders at the post office if there is no federally recognized financial institution available.  Convert any foreign monies to United States funds prior to transmittal.

(10)  GSUs, detachments, and others that are not in close proximity to the host base AFAF bank may convert cash collections into money orders or cashier's checks for transfer to the host bank account.  IPOs and UPOs may deduct charges for these services from campaign collections if clearly noted in the transfer report (AFAF form 4).  IPOs should encourage these isolated units to conduct the campaign in as short a time as possible and submit only one turn-in.  As soon as everyone has been solicited, convert currency to check or money order and turn in all contributions, along with the AFAF Form 5, to the IPO.

(11)  Procure campaign materials.  Pick up campaign brochures, posters and AF Forms 2561 from your installation MPF for distribution to project officers (these materials are automatically "force shipped" to the MPF).  Locally reproduce the forms and reports included in this plan.  GSU, deployed and OL units obtain materials from the IPO at the base where your military personnel records are located.  Use the instructions below to obtain the following:

(a)  AF Form 2561, Air Force Assistance Fund Contributor's Card/Authorization to Start an Allotment.  You will need one for each active duty military or cadet member serviced by the MPF and extra copies for other potential contributors.   The AF Form 2561 is not a controlled form.  However, maintain a degree of accountability as outlined in Attachment 11 in order to safeguard cash contributions.  At the conclusion of the campaign, destroy loose/single/out of sequence AF Forms 2561 but turn in complete new full packages/boxes to the MPF for use in subsequent campaigns.


        (b)  Campaign educational brochures and posters are automatically shipped to the MPF from the PDC (one AFAF brochure for every potential military or cadet contributor and extras for potential civilian contributors, and one AFAF Poster for approximately every 20 military members). Ensure you have enough to meet requirements and contact your MAJCOM project officer or HQ AFPC/DPSFM for additional quantities.  Destroy left overs at the conclusion of the campaign. 

(c)  Recognition certificates, AF Forms 333 and 767.  Requisition from your publications Customer Account Representative or on the publications Internet ordering system when available.  (See paragraph 6m(24) and Attachment 10.)

(d)  AFAF Forms.  IPOs may elect to use the AFAF Form 1, Control Record/Receipt for AF Forms 2561, and AFAF Form 2, Receipt for PDP Authorizations,  but they are not mandatory.  IPOs must use AFAF Form 4 (form letter), Transmittal and Audit of AFAF Campaign Cash, and AFAF Form 5, Campaign Progress/Fund Transfer Sheet.  Locally reproduce the following AFAF forms:

1  AFAF Form 1.  This form serves as a receipt for AF Forms 2561 that UPOs issue to keyworkers and keyworkers use to solicit potential contributors. Provide two to each keyworker (see Attachment 11 and sample at Attachment 17, Appendix B).

2  AFAF Form 2.  Use this form when delivering PDP authorizations to the installation Defense Accounting Office.

3  AFAF Form 4.  Use this letter format on letterhead.

4  AFAF Form 5.  Use for campaign reporting.

(12)  Establish control procedures for the distribution of AF Forms 2561 to UPOs and from UPOs to keyworkers (see Attachment 11).  Assemble kits of campaign materials including AF Forms 2561.  Record the serial numbers of AF Forms 2561 issued to each UPO.

(13)  Conduct training for UPOs and keyworkers that stresses the need to contact every Air Force member and provide the opportunity to contribute. Training should:

(a)  Provide the AFAF objectives and information about the services of the four affiliates.

(b)  Inform them of their duties outlined in this plan.

(c)  Stress the need for contributors to designate to the affiliate(s) of their choice.

(d)  Advise campaign workers civilian employees are not eligible for the services of the AFAF affiliates and not to actively solicit them.  However, they may accept non-solicited civilian employee contributions and apply them to the campaign goal.

(14)  Coordinate with the PAO to use AF-wide publicity.  Develop local publicity and establish procedures for maximum media coverage.  Contact the installation Family Support Center for campaign kickoff/promotional event funds.  
(15)  Arrange a kickoff rally for campaign workers.

(16)  Hold promotional meetings to stimulate interest in the campaign. The use of goal boards, thermometer, etc. displays showing achievement of major organizations is authorized 
(17)  Encourage supplemental fundraising (e.g., bazaars, car washes, picnics, athletic tournaments, etc.) by AF-oriented organizations (i.e., Air Force Association, Air Force Sergeants Association, wives' clubs, etc.).  Event publicity must clearly specify how the proceeds will be divided among the AFAF affiliates.  Local civilian organizations (i.e., businesses, merchants, Lions Club, Junior Chamber of Commerce, etc.) may also make contributions but should designate which affiliate(s) they desire to receive their donation.  Include event proceeds with campaign contributions and apply them toward the campaign goal.  Account for proceeds on an AF Form 2561.  Line through the name block and enter special event or outside organization.  Enter the date but leave the grade and status blocks blank.  Line through the allotment authorization section and ask the contributor to sign the form.  Recognize organizations sponsoring events.  

(18)  Provide information regarding the campaign to local chapters of Air Force-oriented organizations, retiree activities coordinators, wives' clubs, and interested local civic organizations.

(19)  Deliver all completed allotment authorizations to the FSO/DAO within one week after completion by contributor.  Take the following actions regarding funds turn-in and reporting: 

(a)  Receive, verify, and authenticate turn-ins.  Require UPOs to make weekly turn-ins (including “negative, no turn-in” reports).  Verify totals on AFAF Form 5 against AF Forms 2561 (pledges and monies turned in).

(b)  Divide AF Forms 2561 into two categories, one for cash contributions and the other for PDP contributions.

(c)  Take copies 2 & 3 of "PDP" AF Form 2561 to the installation FSO or Defense Accounting Office (DAO).

(d)  Destroy copies 2 & 3 of "cash" AF Form 2561.

(e)  Retain copy 4 of all AF Forms 2561 for IPO file.

 (f)  Follow up and correct rejected PDP authorizations from the finance system.

 (20)  Make weekly progress updates to the AFAF Campaign tracking web site.  Make an End-Of-Campaign progress report through the host MAJCOM one week after the close of the installation campaign (Use Attachment 17, Appendix E.  Reflect total cash and PDP contributions designated to each affiliate--AFV, AFAS, AFEWH, LEMAY, and Undesignated).  At the conclusion of the campaign or not later than 2 June, prepare the Funds Transfer and Audit Report  for the AFAF bank account (see paragraph 21).  Remember, the Funds Transfer and Audit Report  is separate from the end-of-campaign progress report and includes late contributions, balances against the actual cash collected, and confirmation of audit.  The examining officer will sign the certification statement on the transmittal letter (AFAF Form 4).

(21)  Transfer contributions on deposit to HQ AFPC/DPSFM after all checks have cleared and reconcile the accounts, but no later than 2 June.   Send by accountable mail (registered mail, FEDEX, etc.) to Air Force Assistance Fund, HQ AFPC/DPSFM, 550 C Street West Ste 37, Randolph AFB TX 78150-4739, with an information copy to the host MAJCOM.  Retain a copy.  Prepare a separate report for any contributions turned in after the initial transfer and report.  Late additional reports must cover only the new funds and are not consolidated with the first report.  All reports will include:

(a)  A consolidated base/installation Funds Transfer and Audit Report  prepared on an AFAF Form 5 (Attachment 17, Appendix E).  The cash totals on lines 9b and 15b must equal the amount of money submitted.

(b)  A check or money order for all funds in the installation AFAF account, including interest or dividends earned on the funds.  Make checks payable to the Air Force Assistance Fund.  Overseas checks should be payable in U.S. funds.

(c)  The letter transferring AFAF Campaign cash and certifying that an audit was performed, and that allotment authorizations were turned in to the DAO/FSO --AFAF Form 4.

(22)  Publish campaign results locally.

(23)  Award recognition certificates to eligible recipients:

(a)  AF Form 333 for units that meet or exceed goals.

(b)  AF Form 767 for outstanding campaign execution.

(24)  Maintain documents in the IPO files to account for amounts collected and deposited, bank charges, accrued interest, disbursements to the CAO, etc. (see Attachment 11).

(25)  At the conclusion of the campaign, return the campaign plan, continuity books, campaign records, and unused AF Forms 2561 to the MPF for keeping.

n.  Unit Project Officers:
(1)  Obtain an adequate supply of forms, brochures and posters from the IPO for distribution to keyworkers.

(2)  Appoint one keyworker for every 20-25 potential contributors.  The UPO normally assumes keyworker duties for small units.

(3)  Ensure keyworkers attend organizational/training meetings and the campaign kickoff rally.  Emphasize the importance of the PDP to keyworkers and ensure they know PDP processing procedures.

(4)  Maintain control of the AF Forms 2561 using the AFAF Form 1 (see Attachment 6).

(5)  Turn in contributions and PDP authorizations according to suspense dates established by the IPO:

(a)  Receive, verify, and authenticate turn-ins from keyworkers.

(b)  Prepare AFAF Form 5 in two copies.  Ensure totals balance.

(c)  Take both copies of AFAF Form 5 to the IPO.  Attach the AF Form 2561, cash, and checks.  The IPO signs it to verify the AFAF Form 5 total equals the cash turned in.  Keep the signed copy of the AFAF Form 5 until authorized destruction.  The last turn-in also includes AFAF Form 1 (original), and all remaining used, unused, and voided AF Forms 2561.

(d)  Retain the signed (by the IPO) copy of the AFAF Form 5 as a receipt.  On final turn-in, this is also your receipt for all used, unused, and voided AF Forms 2561.

(e)  File all authenticated copies of AFAF Form 5 in your project folder.  Destroy no earlier than 1 September. 

o.  Keyworkers: 

(1)  Familiarize themselves with the purpose and goals of the AFAF and affiliates.  Contact every member on their roster and give them the opportunity to contribute.

(2)  Get sufficient quantities of campaign materials from the UPO.  Verify the number of AF Forms 2561 before signing the AFAF Form 1.  Prominently display the AFAF Campaign poster.

(3)  Emphasize and encourage contributions by PDP as the easy and convenient way to give.  Advise contributors their contributions are tax deductible if they itemize.

(4)  Give each person an AFAF Contributor's Information Brochure.  Help the individual fill out the AF Form 2561 in blue or black ink.  Enter the control number on the AFAF Form 1.  Recontact the potential contributor if they are undecided, or leave them with an AF Form 2561.
(5)  Ask the contributor to designate their contribution.  Contributors using PDP must designate by affiliate, sign and give their SSN in section B of the AF Form 2561.  They should indicate the amount and number of months each designated affiliate is to receive the contribution.  Please remember the minimum allotment amount to each affiliate is $1.00.  The minimum allotment period is 3 months for military members and 12 months for retiree allotments.  All allotments begin in June of the campaign year--keyworkers, UPOs or the IPO must deliver allotment authorization forms (AF Form 2561) to the installation DAO/FSO a week after completion by the contributor and not later than 15 May.  Although they cannot benefit from the campaign, some civilian employees may desire to contribute by cash or check.  However, there is no payroll allotment for civilian employees.  For cash contributions, complete section A (signatures and SSN not required).  Checks should be payable to Air Force Assistance Fund.  Verify the accuracy of the AF Form 2561 and thank the contributor.

(6)  Complete, sign, and give the contributor the receipt, which is located on the back of the front cover of the AF Form 2561.  For donations of $250.00 or more, tax law requires receipt be given and that keyworkers call attention to the legal "Quid Pro Quo" statement on the back page of the campaign brochure (See Attachment 6 for more on tax receipt). 

(7)  Prepare AFAF Form 5.  The amounts designated must equal the "total amount" block.  If PDP, the amount of monthly withholding to each affiliate multiplied by the term of allotments (number of months) must equal the "total amount" block.  The amounts reported on the AFAF Form 5 must equal the total reported on AF Forms 2561.

(8)  Keyworker’s instruction for solicitation of members.  Your IPO or UPO has assigned you to a branch, section, etc., of approximately 20 to 40 persons.  The keworker’s mission is to ensure that all military members are personally contacted and have sufficient information about the AFAF affiliate charities to make an informed decision.  This is an official solicitation conducted at the work site--keyworker solicitations normally terminate with a “yes” or “no” to the question “would you like to give?”  Please remember that few people contribute until someone asked--you must ask the member if they would like to contribute and respect their decision with privacy.  Keyworkers should make a list of each person you will solicit and as you talk to them, make a private note of your actions on your list (e.g. “passed out brochure, return tomorrow for decision”).  The list and notes will allow you to measure progress toward your goal and make reports to your IPO--remember your list is private and is to be used only by you.  All contribution or goals reporting will be done in “numbers only.”  Destroy your list as soon as the campaign is finished and your reports are complete.   While deployed members may have to be contacted by mail or e-mail, members who are in the area should be solicited face-to-face.  E-mail may be used to disseminate information but should not be used in place of a personal solicitation.  E-mail solicitation requiring a response or the absence of a response may be perceived as an additional campaign record and a possible privacy violation.  The member’s decision is a private matter, best handled one-on-one without coercion or pressure
 (9) Persuasion versus coercion.  There is a difference between persuasion and coercion and between promotion and pressure.  The difference lies in the presence or absence of stated or implied threats.  While commanders, organization heads, and supervisors may call attention to the importance and benefits of contributing to the AFAF charities, they may not establish an expressed or implied requirement to contribute as a condition of employment, as a condition of career progression, or for granting of normal privileges and entitlements.  Whether or not the member contributes, as well as the amount they contribute, is entirely up to them.  While “percentage participation” goals or measurements are considered persuasive and are allowed, dollar or quota goals placed on individuals are not allowed.  Your duties as a keyworker require you ask or record private information, but disclosure of that information is limited to personnel who have a direct functional relationship to the campaign (e.g., keyworker, IPO, UPO or payroll allotment clerk) and is covered under the Privacy Act (DoD Directive 5400.11, DOD Privacy Program,  and AFI 33-332, Privacy Act Program).

ACRONYMS

AF
Air Force

AFAF
Air Force Assistance Fund

AFAS
Air Force Aid Society

AFEV 
Air Force Enlisted Village Foundation (formerly Air Force Enlisted Foundation)
AFI
Air Force Instruction

AFNEWS
Air Force News Agency

AFR
Air Force Reserve

AFV
Air Force Village(s) Indigent Widows’ Fund

ANG
Air National Guard

CAO
Central Accounting Office

DAO
Defense Accounting Office (formerly Accounting and Finance Office - AFO)

DFAS
Defense Finance and Accounting Service

DoD
Department of Defense

DSN
Defense Switched Network

FOA
Field Operating Agency

FSO
Financial Services Officer

GSU
Geographically Separated Unit

IPO
Installation Project Officer

JC
Junior Chamber of Commerce

LEMAY
General and Mrs. Curtis E. LeMay Foundation

MAJCOM
Major Command

MPF
Military Personnel Flight

OL
Operating Location

PA
Public Affairs

PAO
Public Affairs Officer

PDC
Publications Distribution Center

PDP
Payroll Deduction Plan

PSM
Personnel Systems Management

RAO
Retiree Activities Officer

SSN
Social Security Account Number

USAF
United States Air Force

UPO
Unit Project Officer

FORMS PRESCRIBED

1.
 AF Form 333, AFAF Campaign Recognition Certificate (Organization).  Sample use: organization or office meeting goal.

2.       AF Form 767, AFAF Campaign Recognition Certificate (Group or Individual).  Sample use:  for UPO of organization meeting goal.

3.       AF Form 2561, Contribution to Air Force Assistance Fund
4.
    AFAF Form 1, Control Record/Receipt for AF Form 2561 (local reproduction is authorized).

5.
    AFAF Form 2, Receipt for Payroll Deduction Plan (PDP) Authorizations (local reproduction is authorized).

6.       AFAF Form 4 (form letter), Transmittal and Audit of AFAF Cash.
7.       AFAF Form 5, Campaign Progress/Fund Transfer Sheet (local reproduction is authorized).

AFFILIATES' ADDRESSES

Air Force Village Indigent Widows’ Fund

5100 John D. Ryan Blvd.

San Antonio, Texas 78245-3502

(AC 210) 677-8989

http://www.airforcevillages.com
Air Force Aid Society

1745 Jefferson Davis Highway, Suite 202

Arlington, Virginia 22202-3410

Telephone DSN 327-3064

or commercial (AC 703) 607-3064

or 1-800-769-8951

http://www.afas.org
Air Force Enlisted Village
92 Sunset Lane

Shalimar, Florida 32579-1000

Telephone DSN 872-1110.  Ask the operator for 651-3766

or commercial (AC 904) 651-3766

or 1-800 258-1413

or E-mail afewh@emeraldcoast.com
http://www.afenlistedwidows.org
The General and Mrs. Curtis E. LeMay Foundation

17050 Arnold Drive

Riverside, California 92518

Telephone commercial (AC 909) 697-2099

1-800-554-5510

http://www.afvw.com/lemay
SUGGESTED TOPICS FOR INCLUSION IN COMMANDER'S ENDORSEMENT TO 

THE AF/CC-SAF/OS CAMPAIGN KICKOFF LETTER

General:  The Secretary of the Air Force and the Chief of Staff kick off the campaign in a joint memorandum to MAJCOM/FOA commanders.  Consider items below when endorsing the AF/CC-SAF/OS campaign letter.

1.
Command support should be visible.  Senior officers and senior enlisted personnel should be actively involved.

2.
The AFAF is an annual fundraising effort to solicit financial support for the AFV, AFAS, AFEF and LEMAY.  These organizations do not solicit support through the annual Combined Federal Campaign.  They are an example of Air Force people taking care of their own.

3.
Contributions to the AFAF affiliates are tax deductible by taxpayers who itemize deductions.

4.
Goals will be established and each MAJCOM/FOA/DRU and unit will be allocated a portion of the Air Force goal based on strength.  Participation by all eligible personnel is encouraged but it is not a specific goal.

5.
Every Air Force member should be contacted and given the opportunity to contribute.

6.
Special fundraising events may be organized as a part of the AFAF Campaign.  Proceeds from special events or benefits may be applied toward the organization's campaign goal.

7.
Air Force-oriented private organizations (i.e., Air Force Sergeant’s Association, Noncommissioned Officer's Association, Air Force Association, wives' clubs, etc.) wishing to support the annual AFAF effort may do so.

8 
The AFAF Campaign and the Combined Federal Campaign are the only on-the-job fundraising drives authorized by the Air Force.

9.
Emphasize use of the payroll deduction plan (PDP).  Our goal is to increase PDP participation--the easy and convenient way to give.  Retirees may also use PDP.  There are no provisions for civilian employees to use PDP.

CHECKLIST OF KEY INSTALLATION ACTIONS

.

	Event
	Date Accomplished

	1. Appoint an IPO and assistant IPO.
	

	2. Provide the MAJCOM/FOA project officer and HQ AFPC/DPSFM with the name, grade, office symbol, and DSN number/extension of the IPO and assistant IPO. Log data on AFAF tracking web site.
	

	3. Pick up campaign brochures, posters and forms from the installation MPF.  
	

	4. Open a local AFAF bank or savings account.
	

	5. Advise MAJCOM/FOA project officer of excessive or missing campaign material.
	

	6. Review last year's campaign.  Use continuity books or meet with campaign committee, if formed (optional).
	

	7. IPO and campaign chairperson (commander/deputy commander) meet and review AFAF campaign plan.
	

	8. Meet with PAO to develop local publicity approach.
	

	9. Plan special fundraising events and devise training methods for key personnel.
	

	10. Identify all UPOs.
	

	11. Finalize media coverage plans with PAO and start publicity campaign
	

	12. UPOs identify keyworkers.
	

	13. Open a campaign headquarters.
	

	14. Call for UPO meeting.  Review game plan.  Distribute campaign publicity material and forms.
	

	15. Apportion installation campaign goal among base organizations.
	

	16. MPF provides name listings of the people keyworkers must canvass.  Distribute at UPO meeting.
	

	17. Review keyworker preparations and ensure they have all materials needed. 
	

	18. Establish date for campaign kick-off rally and widely advertise.
	

	19. Step up information campaign.
	

	20. Conduct campaign kickoff rally, stress contacting as many people as possible on the first day of the campaign.
	

	21. Produce special coverage for use during the campaign period.
	

	22. Order campaign recognition certificates (AF Forms 333 and 767). 
	

	23. Keyworkers canvas 100% of their people.
	

	24. Project officers submit Mid-Campaign and End-Of-Campaign progress reports.
	

	25. Arrange for the appointment of a disinterested officer to audit the campaign account.
	

	26. Transfer campaign proceeds to CAO with completed Funds Transfer and Audit Report  (AFAF Forms 4 and 5) at end of campaign but not later than 2 June.
	

	27. Conduct post campaign meeting of campaign committee and UPO.  Update continuity records and forward any recommendations for future campaigns to HQ AFPC/DPSFM.
	

	28. UPOs return unused campaign materials to the IPO.  IPOs destroy dated brochures and posters and return unused AF Forms 2561, 333, and 767 to the MPF or next IPO if known.
	


INSTRUCTIONS FOR COMPLETING FORMS AND THEIR USE

AF Form 2561, Contributions toAFAF (Example at Attachment 17, Appendix A).  It is a pre-printed, serially numbered, 4-page book type receipt, and PDP pledge form.  It accounts for the contributor's designated contributions (cash or PDP).  The contributor completes the form in the presence of the keyworker.  Complete the "name," "grade," "date" and "organization" blocks.  Check one "status" block (AD = active duty, RET = retiree, ANG = Air National Guard, RES = Reserve, CIV = civilian employee or other non AF member).  If contributor gives cash, complete section A.   If contributor gives by PDP, complete section B (including the "signature" and "SSAN" blocks).  Note, a signature is only required for PDP contributions and civilian employees may not make allotments to the AFAF.  Should a contributor desire to give a combination of cash and PDP, the keyworker uses two separate AF Forms 2561.  DAOs will not process PDP contributions unless the contributor designates an affiliate(s).  After designating to one or more affiliates, total the column.  This figure represents the member's total contribution.  The contributor's receipt is on the reverse of the cover page.  All contributors should be given a receipt.  For contributions of $250.00 or more, tax law requires contributors have a receipt to deduct contributions from federal income tax and also requires keyworkers call attention to the "Quid Pro Quo" statement on the rear of the campaign brochure.  The keyworker completes and signs the receipt for the contributor.  The AF Form 2561 is also used to account for and receipt special events or outside organization contributions.  IMPORTANT: All AF Forms 2561 that authorize a PDP allotment must be turned in to the installation DAO or FSO for data entry processing not later than 15 May so the allotment withholding may start on 1 June.  
AFAF Form 1, Control Record/Receipt for AF Forms 2561 (Example at Attachment 17, Appendix B).  This form controls issuance of AF Forms 2561 from UPOs to keyworkers and keyworkers to potential contributors.  It is prepared in duplicate. As each potential contributor is contacted, complete each line item.  When all potential contributors have been contacted, and appropriate columns/blocks completed, the keyworker returns the form to the UPO along with any unused, used, or voided forms.  The UPO keeps the original and returns the copy to the keyworker.

AFAF Form 2, Receipt for Payroll Deduction Plan Authorizations (Example at Attachment 17, Appendix C).  This form is a receipt and record of PDP authorizations.  IPOs must promptly forward all PDP authorizations (AF Form 2561, Copies 2 and 3) to the DAO for processing following each turn in.  Prepare in two copies.  The IPO will retain the signed original and give the copy to the DAO.

AFAF Form 4 (form letter), Transmittal and Audit of AFAF Cash (Example at Attachment 17, Appendix D).  This form letter transfers local campaign funds to the CAO and is signed by the IPO and certifying disinterested officer who performed the final campaign audit.  Prepare in two copies.  Send the original to CAO and retain the copy with the IPO's files.

AFAF Form 5, Campaign Progress/Fund Transfer Sheet (Example at Attachment 17, Appendix E).  This form is the universal reporting form for AFAF Campaign actions.  It is used to certify the transfer of cash and PDP authorizations from keyworkers to the UPO and from the UPO to the IPO.  The AFAF Form 5 is prepared in duplicate.  Turn in the original with the report and keep the copy.  Parent MAJCOMs use a complete AFAF Form 5 for Mid and End-Of-Campaign progress reports or allow phone or message reporting of selected information from the AFAF Form 5.  Installations must use a complete AFAF Form 5 for the installation's final report to the CAO when the funds are transmitted.  In addition, a separate AFAF Form 5 must be submitted with any late PDP authorizations or money not previously reported on the final Report (note this form should balance against the late funds and are not cumulative with previous reports.

SUGGESTED GIVING GUIDE

	AVERAGE ANNUAL BASE PAY
	SUGGESTED ANNUAL CONTRIBUTION 
(1/10 OF 1% OF BASE PAY)

	$  7,000
	$  7

	$12,000
	$12

	$14,000
	$14

	$16,000
	$16

	$18,000
	$18

	$20,000
	$20

	$25,000
	$25

	$30,000
	$30

	$35,000
	$35

	$40,000
	$40

	$45,000
	$45

	$50,000
	$50

	$55,000
	$55

	$60,000
	$60

	$65,000
	$65

	$70,000
	$70

	$75,000
	$75

	$80,000
	$80

	$85,000
	$85

	$90,000
	$90

	$95,000 
	$95

	$100,000
	$100

	$105,000
	$105

	$110,000
	$110

	$115,000
	$115

	$120,000
	$120

	$125,000
	$125

	$130,000 and over
	$130


PAYROLL DEDUCTION PLAN (PDP)

1.  General:  Active duty and retired military members may voluntarily allot a portion of their military or retired pay to the AFAF affiliates through the PDP.  Civilian employees may not use PDP for AFAF contributions (Note: There is no civilian Class F PDP allotment category because civilian employees may not benefit from the AFAF charities).

2.  Active Duty Military PDP Allotments:

a.  June is the effective starting date for these allotments.

b.  DAO/FSO  Copy 2 and DFAS  Copy 3 of the AF Form 2561 are used to initiate active duty military PDP allotments to AFAF affiliates.  IPOs must ensure that completed 2561 allotment authorizations are delivered to the installation DAP/FSO not later than 15 May.
c.  Authorizations will be in the form of a term allotment.  The minimum term is 3 months and the maximum is 12 months.  Allotters must specify the amount of contribution to each affiliate and the term desired.

d.  The minimum monthly allotment deduction to any affiliate is $1.00.

e.  Allotments will process without regard to date of separation.

f.  Allotments will automatically terminate at the end of the specified period.

g.  The total amount of the monthly PDP allotment will be the sum of the total amounts pledged to each individual affiliate.

3.  See paragraph 6 of the plan for information about retiree allotments. 

4. See Attachment 6 for instructions on completing the AF Form 2561.

END-OF-CAMPAIGN PROGRESS REPORT FORMAT

	MAJCOM/FOA

Base Name
	AFV
	AFAS
	AFEF
	LEMAY
	UNDESIGNATED
	TOTAL

	1


	$
	$
	$
	$
	$
	$

	2


	$
	$
	$
	$
	$
	$

	3


	$
	$
	$
	$
	$
	$

	4


	$
	$
	$
	$
	$
	$

	5


	$
	$
	$
	$
	$
	$

	6


	$
	$
	$
	$
	$
	$

	7


	$
	$
	$
	$
	$
	$

	8


	$
	$
	$
	$
	$
	$

	x  (as needed)


	$
	$
	$
	$
	$
	$

	
	
	
	
	
	
	

	MAJCOM TOTAL=


	$
	$
	$
	$
	$
	$

	Information is from AFAF Form 5
	line 10b plus line 16b
	line 11b plus line 17b
	line 12b plus line 18b
	line 13b plus line 19b
	line 14 b
	


AFAF CAMPAIGN RECOGNITION CERTIFICATES

General:  Two types of certificates recognize AFAF Campaign achievements.  They are:

1.  AF Form 333 - AFAF Campaign Recognition Certificate (Organizational).
a.  Size:  8" x 10 1/2".

Construction:  Parchment.

AFAF logo and appropriate inscription.

b.  This certificate recognizes active duty activities that attain or exceed 100% of their campaign goal, i.e., installations, organizations, GSUs or OLs, and principal staff agencies of MAJCOMs/ FOAs/DRUs.

c.  It is a stock item available through your local Information Management customer account representatives.  IPOs order from customer account representatives.

2.  AF Form 767 - AFAF Campaign Recognition Certificate (Group or Individual).

a.  Size:  8" x 10 1/2".

Construction:  Parchment.

AFAF logo and appropriate inscription.

b.  IPOs may use this certificate at their discretion for selected individuals or organizations (other than those meeting a goal) for assistance or contributions to the campaign.  Examples include:  RAOs, councils, ANG and Reserve units, outstanding accomplishments by military, retirees, Reserves, civilians, or for special events sponsoring organizations or individuals (e.g., board members of a wives' club for sponsoring a dance).

c.  It is a stock item available through your local Information Management customer account representatives.  IPOs order from customer account representatives and issue to appropriate activities or individuals.

CONTROL AND ACCOUNTABILITY OF AF FORMS 2561

General:  Administering the AFAF Campaign requires the maintenance of certain records for campaign reporting financial accountability.  Control of receipt forms is necessary to provide an audit trail, to safeguard contributions, and to protect the campaign workers.  Campaign reporting and fund accountability is covered in detail in the plan.  This attachment deals with the control and disposition of AF Forms 2561.

1.  Issue Controls:

a.  IPO to UPO.  The AF Form 2561 is serially numbered. The IPO should record blocks of numbers issued to the UPOs on an AFAF Form 1 (i.e., 00801 thru 01050).

b.  UPO to keyworker.  The AFAF Form 1 is used to distribute AF Forms 2561 to the keyworkers.  The UPO completes the "control numbers," "issued," "UPO" and "keyworker" blocks at the top of the form in duplicate.  The keyworker signs the original and returns it to the UPO.  The keyworker keeps the copy.

c.  Keyworker to contributor.  Keyworkers complete each line item on the AFAF Form 1 as they solicit each potential contributor.  To make the job of accounting easier, enter the control numbers in numerical sequence on the AFAF Form 1.

2.  Return Controls:

a.  Keyworker to UPO.

(1)  With each transmittal, submit both copies of AFAF Form 5 (with corresponding AF Forms 2561 attached in the same order as entered on the AFAF Form 1), voided AF Forms 2561, AFAF Form 1, and cash contributions.  The UPO verifies the turn-in, transcribes the keyworker's AFAF Form 1 line item entries to the original AFAF Form 1, initials keyworker's copy of AFAF Form 1, signs the copy of AFAF Form 5 and returns both to the keyworker.

(2)  With the last transmittal, turn in any remaining used, unused or voided AF Forms 2561, the copy of AFAF Form 1, the name list and any other unused campaign material.  The UPO will verify, transcribe and retain.  The authenticated copy of the AFAF Form 5 (signed by UPO) for the last turn-in serves as the keyworker's receipt for all funds and forms.

(3)  After the last turn-in, the keyworker should only have on file an authenticated copy of AFAF Form 5 for each transmittal submitted.

b.  UPO to IPO.  UPOs will have a folder for each of their keyworkers.

(1)  With each progress report, the keyworkers will turn in all used AF Forms 2561 in numerical sequence.  The UPO will keep each keyworker's forms in a bundle or clipped together.  The IPO will verify the number of used AF Forms 2561 turned in against number of cash and PDP contributors reported on the AFAF Form 5 and attach unused and voided AF Forms 2561 to original of AFAF Form 1 and file in keyworker's folder until the last transmittal.

(2)  With the last transmittal, turn in any remaining used AF Forms 2561, the original of AFAF Form 1 with unused and voided AF Forms 2561, the name list and any other unused campaign material.  The authenticated copy of AFAF Form 5 (signed by IPO) for the last transmittal serves as UPO's receipt for all funds.

(3)  At this point, UPOs should only have on file an authenticated copy of AFAF Forms 5 (with supporting keyworker AFAF Forms 5 for each transmittal submitted) and the copy of the AFAF Form 1.

c.  IPO:  IPOs will have a folder for each UPO.

(1)  Verify the UPO's turn-in with each transmittal.  The number of used AF Forms 2561 should equal the number of cash and PDP contributors reported on the AFAF Form 5, for each turn-in. 

(2)  Separate copies of used AF Forms 2561.

(a)  If PDP, send copies 2 and 3 (DAO/FSO  and DFAS copies) to the local Accounting and Finance Office with an AFAF Form 2 receipt form.  File copy 4 (IPO copy); and retain a copy of AFAF Form 2 receipted by the DAO.

(b)  If cash, destroy copies 2 and 3.  File copy 4.

(3)  Follow (c)(1) and (2) above for last transmittal. Verify turn-ins by checking original AFAF Form 1, and the unused and voided AF Forms 2561.

c.  Accounting for Missing AF Forms 2561:

(1)  When AF Forms 2561 are lost, the UPOs will conduct an investigation and make an effort to resolve the matter and provide a written report to the IPO.

(2)  If the IPO determines further investigation is warranted, the IPO will notify the installation commander for a final determination.

CAMPAIGN RECORDS/FILES

1.  Documentation:  Records must be maintained for audit purposes.  They must account for total dollar collections, local deposits, bank charges, accrued interest, and end-of-campaign transfers of proceeds to the CAO, the AF Forms 2561, and the documents used to account for them.  These records should be stored in the MPF office responsible for the AFAF campaign, pending final disposition.

2.  Disposition.  MPFs:

a.  Retain the following documents until the start of the following year's campaign:

(1) AFAF Form 5 - IPO's copies.

(2) AF Form 2561 - All copy 4s (cash and PDP).

(3) AFAF Form 2 - All 2nd copies signed by DAO.

b.  Retain unit documents until the CAO records are reconciled.  Destroy no earlier than          1 Aug of the campaign year, or 60 days after transmitting funds to the CAO, whichever is later.

(1) AFAF Form 5 certified copies.

(2) AF Form 2561 including unused loose, and out of sequence Forms 2561 (Note:  Save unbroken unused packages of AF Forms 2561 for following year's campaign).

(3) AFAF Form 1. 

3.  Privacy Act.  Campaign personnel may develop records and rosters for accounting and campaign reporting purposes only.  Campaign personnel must safeguard a contributor's privacy: 

a.  Do not disclose or use information from the contributor's forms for purposes other than payroll accounting or program administration. 

b.  Safeguard the contributor's right to make contributions in sealed envelopes or to personally take their contributions to the UPO or IPO.

PUBLIC AFFAIRS (PA) SUPPORT PLAN FOR THE AFAF CAMPAIGN

1.  General:

a.  Objectives:  To inform the Air Force audience including active duty, civilians, Reserve, Air National Guard, retirees, and family members about the purpose, goals, and objectives of the AFAF.

b.  Methods:  A "selective targeting," time-phased approach, as shown on the attached schedule, seeks to explain the campaign and its four affiliates throughout the year, leading to peak coverage coinciding with the campaign period.  AFAF Campaign starting dates are determined locally.  Local campaigns will run for 6 consecutive weeks starting as early as the third week of February and as late as the first week of May.  
c.  Channels:  The major channels of communication managed by the Air Force News Service (AFNS) located at the Air Force News Agency (AFNEWS), Kelly AFB TX, will be used as shown on the attached schedule for year-round coverage.  Other Air Force channels, not controlled by AFNS, should be used to complement the internal information effort and to ensure appeal from all fronts.

d.  News Releases:  HQ AFPC/PA will make releases to external media such as the Air Force Times and Family Magazine.  Releases will inform those audiences about the AFAF and its four affiliates.

e.  Promotional Materials:  Campaign brochures and posters should be distributed by project officers early, and in adequate amounts to ensure every potential contributor has access to each.

2.  Tasks:

a.  AFNS will publicize the AFAF and its four affiliates using the attached schedule (Attachment 13, Appendix A).

b.  HQ AFPC/DPSFM will develop a Chief of Staff letter, posters, and campaign brochures for use in the campaign.

c.  HQ AFPC/PA will make releases available to external media.

3. AFNEWS/NSO, DSN 945-6164, is action office for this Attachment.

APPENDIX A

PRODUCTS AND MEDIA SCHEDULE

	PRODUCT
	OPR
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY

	Air Force Print News
	AFNEWS/NSOP
	
	
	X
	X
	X
	
	X

	AF Television News
	AFNEWS/NSOE
	
	
	
	X
	
	
	

	Radio/TV spots
	AFNEWS/NSOE
	
	
	
	X
	X
	
	

	Commander’s Call Topics
	AFNEWS/NSPP
	
	
	X
	
	
	
	

	PA Guidance Letter
	AFNEWS/NSPP
	
	
	X
	
	
	
	

	Airman Magazine
	AFNEWS/NSPA
	
	
	
	X
	
	
	X

	Citizen Airman Magazine
	AF/REL
	
	
	X
	
	
	
	

	The National Guard Magazine
	NGB/PA
	
	
	X
	
	
	
	

	Afterburner Retiree Newsletter
	AFPC/DPPRA
	
	X
	
	
	
	
	

	HQ USAF Staff Digest
	SAF/AA
	
	
	
	X
	X
	
	

	Chief of Staff Letter
	AFPC/DPSFM
	
	
	
	X
	
	
	

	Posters
	AFPC/DPSFM
	X
	
	
	
	
	
	

	Campaign Brochures
	AFPC/DPSFM
	X
	
	
	
	
	
	

	News Release for external

media, e.g., Air Force Times
	AFPC/DPSFM
	
	X
	
	
	
	
	


ADMINISTRATIVE SUPPORT
1.
General:   AFAF Campaign project officers will require administrative assistance and support to ensure an adequate and timely supply of campaign materials.

2.
Tasks: 

a.
AFDPO will monitor the shipment and coordinate the receipt of the AFAF Campaign materials to ensure installation military personnel flights (MPF) have adequate supplies of AFAF campaign materials.  Inform HQ AFPC/DPSFM, DSN 665-4369, if shortages exist.

b.
PDC will process requisitions for AFAF campaign material expeditiously and take appropriate follow-up actions to ensure timely receipt.

c.
Installation Information Management Officers will:

(1)  Provide necessary support to project officers in reproducing campaign materials (plans, amendments to plans, forms, etc.).

(2)  Ensure mail identifiable as AFAF material and/or information is expeditiously disseminated to the installation campaign project officer or Public Affairs as appropriate.

(3)  Publish AFAF publicity information other than that issued by the PAO in staff digests and related bulletins to ensure awareness of the AFAF and the campaign.

3. AFDPO/PPL, DSN 754-2379, is the action office for this Attachment.

AIR NATIONAL GUARD (ANG) PARTICIPATION

1.  General:  Title 10-funded members of the ANG will be encouraged to contribute to the AFAF Campaign.  All four AFAF affiliates provide service to Title 10-funded members of the ANG.  Services to other than Title 10 Guard members are limited by the policies of the AFAF affiliate charities.

2.  Tasks:

a.  Director, ANG is responsible for the AFAF Campaign within the Guard.  This responsibility is exercised through ANG/DP, who will:

(1)  Conduct a solicitation campaign by letter to ANG members.

(2)  Provide ANG personnel information on the AFAF and instructions on how to contribute.  Emphasis will be placed upon the necessity to designate contributions to the affiliate(s) of choice.

(3)  Inform ANG members to make contributions payable to the "Air Force Assistance Fund" (check or money order) and mail it to the AFAF Central Accounting Office (CAO).  As an alternative, contributions may be given to the unit project officer for transfer to the CAO.  The address of the CAO is:

Air Force Assistance Fund

HQ AFPC/DPSFM

550 C Street West Ste 37

Randolph AFB TX  78150-4739

At ANG installations that are collocated with an active duty base (one owning an MPF), the local ANG commander may elect to participate and turn in contributions through the active duty base’s AFAF Campaign project officers (ANG contributions are tracked and reported separately on the AFAF form 5).

NOTE:  Cancelled checks/money order stubs will serve as receipts for contributions less than $250.00.  However, tax law requires a receipt for contributions of $250.00 or more to be used as an itemized deduction from the donor's federal income tax and campaign personnel should ensure a receipt is supplied when requested.  Receipts must state the amount contributed, the name of the campaign (AFAF Campaign), and contain a "Quid Pro Quo" statement that, "The contributor received no goods or services in return for the contribution."  HQ AFPC/DPSFM will issue receipts for contributions of $250.00 or more sent directly to the CAO at the address above.

(4)  Ensure maximum AFAF Campaign publicity through the National Guard Bureau and PAO media channels.

(5)  Encourage appointing a project officer at each agency for the purpose of dispensing literature and collecting contributions.

(6)  Forward a list of ANG MPF mailing addresses and MPF-serviced strength each December to HQ AFPC/DPFSM, 550 C Street West, Ste 37, Randolph AFB, TX 78150-4739 

b.  HQ AFPC/DPSFM will:

(1) Ensure campaign literature is available at ANG installations by mailing to ANG installation MPFs at the addresses provided by ANG/DPPUA.

(2) Accredit ANG mail-in contributions to campaign progress reports.

(3) Recognize ANG for outstanding participation as appropriate.

3. ANG/DPPUA, DSN 278-8391, is the action office for this Attachment. 

AIR FORCE RESERVE (AFR) PARTICIPATION

1.  General:  Members of the United States Air Force Reserve who are not serving on extended active duty will be encouraged to contribute to the AFAF Campaign.  All four affiliates provide service to qualified Reservists.

2.  Tasks:

a.  The Air Force Reserve Command is responsible for the AFAF Campaign within the Reserve.  AFRC will:

(1)  Conduct a solicitation campaign by letter from the Commander of the Air Force Reserve Command to non-extended, active duty Reservists.

(2)  Provide Reserve members information on the AFAF and instructions on how to contribute.  Emphasis will be placed upon the necessity to designate contributions to the affiliate(s) of choice.

(3)  Inform Reservists to make contributions payable to "Air Force Assistance Fund" (check or money order) and mail it to the CAO.  As an alternative, contributions may be given to the unit project officer for transfer to the CAO. The address of the CAO is:

Air Force Assistance Fund

HQ AFPC/DPSFM

550 C Street West Ste 37

Randolph AFB TX  78150-4739

At Reserve installations that are collocated with an active duty base (one owning an MPF), the local Reserve commander may elect to participate and turn in contributions through the active duty base’s AFAF Campaign project officers (Reserve contributions are tracked and reported separately on the AFAF form 5).

NOTE:  Cancelled checks/money order stubs will serve as receipts for contributions less than $250.00.  However, tax law requires a receipt for contributions of $250.00 or more to be used as an itemized deduction from the donor's federal income tax and campaign personnel should ensure a receipt is supplied when requested.  Receipts must state the amount contributed, the name of the campaign (AFAF Campaign), and contain a "Quid Pro Quo" statement that, "The contributor received no goods or services in return for the contribution."  HQ AFPC/DPSFM will issue receipts for contributions of $250.00 or more sent directly to the CAO at the address above.

(4)  Ensure maximum publicity for AFAF through Reserve media and encourage Reservists to contribute to the campaign.

(5) Appoint a project officer at each unit for the purpose of dispensing literature and collecting contributions.

(6) Forward a list of Reserve installation MPF mailing addresses and MPF- serviced strength each December to HQ AFPC/DPSFM, 550 C Street West, Ste 37, Randolph AFB, TX 78150-4739.
b.  HQ AFPC/DPSFM will:

(1)  Ensure campaign literature is available to Reserve installations by mailing to Reserve installation MPFs at the addresses provided by HQ AFRC/DPXM.

(2)  Encourage MAJCOM/FOA, etc., project officers to contact individual mobilization augmentees and solicit their participation in the AFAF Campaign.

(3)  Accredit mail-in contributions from non-extended, active duty Reserve members to campaign progress reports.

(4)  Recognize non-extended, active duty Reservists for outstanding participation, as appropriate.  (See Attachment 10.) 

3.  HQ AFRC/DPXM, DSN 497-1265, is action office for this Attachment. 

AIR FORCE ASSISTANCE FUND (AFAF) CAMPAIGN FORMS

General:  This attachment includes examples of forms used in the AFAF Campaign.  AF Form 2561 is at Appendix A.  AFAF Form 1 is at Appendix B.  AFAF Form 2 is at Appendix C.  AFAF Form 4 is at Appendix D.  AFAF Form 5 is at Appendix E.

APPENDIX A

AF FORM 2561

[image: image1.png]AIR FORCE ASSISTANCE FUND
CONTRIBUTION CASH OR CHECK

(To be completed by keyworker)

PAYROLL DEDUCTION

(Narire)

AFV | $

AFAS | s

AFEF | §
LEMAY | ¢
TOTAL GIFT | $

(Keyworker's Signature)

(Date):

CONTRIBUTIONS DEDUCTIBLE FOR FEDERAL

INCOME TAX PURPOSES AS ITEMIZED DEDUCTION
CONTRIBUTORS RECEIVE NO GOODS OR

SERVICES

We hope each individual who can, will want (o help those less fortunate members of the Air Force Family. The Air
Force Village Foundation, The Air Force Aid Society, The Air Force Enlisted Foundation, and The General and Mrs.
Curtis E. LeMay Foundation, all share this objective. The Air Force Assistance Fund provides a convenient way for an
individual to give these affiliates. You may ask, "HOW CAN | HELP?" The following guide provides a suggested
annual contribution should you wish to considerit. The guide should not be regarded a a quota or assessment. The
decision to give.and the amount is up to each individual. We recommend you consider the use of payroll deduction
plan because it is such a convenient method of giving.

AVERAGE ANNUAL SUGGESTED ANNUAL AVERAGE ANNUAL SUGGESTED ANNUAL
BASE PAY CONTRIBUTION BASE PAY CONTRIBUTION

AUTHORITY: 10 U.S.C. 8013 and Executive Order 9397

PRINCIPAL PURPOSE(S): To authorize the start of an allotment and maintain a record of cash and payroll deduction
contributions to the Air Force Assistance Fund.

ROUTINE USE(S): Information may be disclosed to the The Internal Revenue Service or other state and local
governments for tax information purposes; the Department of Justice for investigating or prosecuting violations and
possible violations of law.

DISCLOSURE IS VOLUNTARY: Nondisclosure will prevent implementation of action sought by the individual (to
contribyte to the Air Force Assistance Fund.J_Disclosure of SSN is voluntary,
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Use forms dated 20021101 or newer.
APPENDIX B

AFAF FORM 1
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RECEIPT FOR AF FORMS 2561 ISSUED TO AFAF CAMPAIGN KEYWORKER

	CONTROL NUMBERS
	ISSUED
	SIGNATURE (Keyworker)



	
	
	

	FROM
	THROUGH
	DATE
	TOTAL
	
	MARK “X” IN SPACES
	BELOW
	-
	NO AMOUNTS

	
	
	
	
	
	          RETURNED
	
	
	     METHOD

CONTRIBUTED

	
	              CONTROL NUMBERS
	USED
	BLANK
	VOID
	LOST
	CASH
	CHECK
	PDP

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	
	

	16
	
	
	
	
	
	
	
	

	17
	
	
	
	
	
	
	
	

	18
	
	
	
	
	
	
	
	

	19
	
	
	
	
	
	
	
	

	20
	
	
	
	
	
	
	
	

	21
	
	
	
	
	
	
	
	

	22
	
	
	
	
	
	
	
	

	23
	
	
	
	
	
	
	
	

	24
	
	
	
	
	
	
	
	

	25
	
	
	
	
	
	
	
	


AFAF Form 1 (Control Record/Receipt for AF Forms 2561)

APPENDIX C

AFAF Form 2
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RECEIPT FOR PDP AUTHORIZATIONS DELIVERED TO DEFENSE

ACCOUNTING AND FINANCE OFFICE (DAO)

	RECEIPT FOR PDP AUTHORIZATIONS DELIVERED TO DAO



	FROM (IPO’s Name/Office Symbol/Extension)



	Number of AF Forms 2561 Delivered (Copies 2 & 3)
	Dollar Total

        $



	Date


	DAO (Signature/Office Symbol)

	AFAF Form 2




AFAF Form 2 (Receipt for Payroll Deduction Plan Authorizations)

APPENDIX D

AFAF Form 4

 (YOUR LETTERHEAD STATIONARY)

MEMORANDUM FOR HQ AFPC/DPSFM

FROM:
(IPO’s Name and Grade)_________________


(IPO’s Office Symbol)___________________

SUBJECT:  __(year)__ Air Force Assistance Fund (AFAF) Funds Transfer and Audit Report and Transfer of Campaign Cash


The attached check or money order for the amount of $_____________ is the total cash receipts from 

______(Name of Installation)____________ for the __(year)_ AFAF Campaign.  The attached AFAF Form 5, Funds Transfer and Audit Report 
 and the AFAF campaign records have been audited and:


(___)  are found to be correct as reported.

    
(___)  Payroll deduction authorization forms 2561 were turned and processed by the installation DAO/FSO


(___)  any differences or discrepancies have been satisfactorily resolved.


(___)  the Installation Commander has been informed that a formal investigation/informal investigation is required to resolve discrepancies as noted on the reverse or on attached memorandum.






 (Certifying Officer’s Signature)__________________






 (Typed or Printed Name and Grade)_______________






 (Certifying Officer’s DSN)______________________






 (Date Signed)_________________________________






 (IPO’s Signature)_______________________________






 (IPO’s DSN Telephone number)___________________

2 Attachments

1.
AFAF Form 5 (Final)

2. Check or Money Order
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APPENDIX E

AFAF Form 5

                         __________ AIR FORCE ASSISTANCE FUND CAMPAIGN





       (year)

INSTALLATION: ________________________________
THIS REPORT PREPARED BY: (Check one below)

MAJCOM:_______________________________________
(IPO:_____        UPO:_____        KEYWORKER:_____

UNIT:_______________________________________
NAME:___________________________________


PHONE (DSN-________)__________ __________

	
	
	
	NUMBER OF CASH
CONTRIBUTORS
	
	AMOUNT OF CASH 
CONTRIBUTIONS

	1.
	MILITARY
	(1a)
	
	(1b)
	$

	2.
	CIVILIAN
	(2a)
	
	(2b)
	$

	3.
	RETIREE
	(3a)
	
	(3b)
	$

	4.
	AIR NATIONAL GUARD
	(4a)
	
	(4b)
	$

	5.
	AIR FORCE RESERVE
	(5a)
	
	(5b)
	$

	6.
	SPECIAL EVENTS
	
	
	(6b)
	$

	7.
	OUTSIDE ORGANIZATIONS
	
	
	(7b)
	$

	8.
	INTEREST and OTHER INCOME (final report only)
	
	
	(8b)
	$

	9.
	TOTAL (Lines 1 through 8)
	(9a)
	
	(9b)
	$

	
	
	
	
	
	

	10.
	CASH DESIGNATED TO AFV
	
	
	(10b)
	$

	11
	CASH DESIGNATED TO AFAS
	
	
	(11b)
	$

	12
	CASH DESIGNATED TO AFEWH
	
	
	(12b)
	$

	13.
	CASH DESIGNATED TO LEMAY
	
	
	(13b)
	$

	14.
	CASH UNDESIGNATED (Include 8b - interest/other)
	
	
	(14b)
	$

	15.
	TOTAL (Lines 10b through 14b) (should equal line 9b)
	
	
	(15b)
	$

	
	
	
	NUMBER OF PDP
CONTRIBUTORS
	
	AMOUNT OF PDP CONTRIBUTIONS

	16.
	PDP DESIGNATED TO AFV
	
	
	(16b)
	$

	17.
	PDP DESIGNATED TO AFAS
	Note: 
	Combination allot-
	(17b)
	$

	18.
	PDP DESIGNATED TO AFEWH
	
	ments count as one
	(18b)
	$

	19.
	PDP DESIGNATED TO LEMAY
	
	contributor 
	(19b)
	$

	20.
	TOTAL PDP (Lines16b through 19b)
	(20a)
	
	(20b)
	$

	
	
	
	TOTAL

CONTRIBUTORS
	
	TOTAL

CONTRIBUTIONS

	
	
	
	
	
	

	21.
	GRAND TOTAL (Lines 9 plus 20)
	(21a)
	
	(21b)
	$


__________________________












(Date)




    (Project Officer’s Grade and Signature - certifying receipt)
AFAF Form 5 (Campaign Progress/Fund Transfer Form)

Attachment 2 (News Release)
February XX, 2004

Release No. XXX

Airmen take care of their own through Air Force Assistance Fund

AIR FORCE PERSONNEL CENTER – The Air Force Assistance Fund “Commitment to Caring” campaign runs Feb. 16 - May 7 asking airmen to contribute to any of four Air Force-related charities. 

The charities benefit active-duty, Reserve, Guard, retired Air Force people, surviving spouses, and families. This is the 31st year of the fund drive.  Charities receive 100 percent of designated contributions.   

"Requests for assistance have continued at record levels since Sept. 11, 2001.  Last year the Air Force Aid Society helped 30,000 airmen with over $22.6 million in assistance--that's a lot of help!" said retired Lt. Gen. Mike McGinty, Air Force Aid Society chief executive officer.  "Contributions are vital for the society to sustain this kind of help--it is truly an airmen-helping-airmen program."
The Secretary and Chief of Staff of the Air Force recently announced a $5.2 million goal. Last year Air Force people gave $5.9 million to the fund.

People can contribute through cash, check, money order or payroll deduction to:

-- The Air Force Aid Society, the official charitable organization of the Air Force which provides airmen and their families with worldwide emergency financial assistance, education assistance and an array of base level community-enhancement programs. Base family support centers have full details on programs and eligibility requirements. Information is also available online at http://www.afas.org. 

-- The Air Force Enlisted Villages in Fort Walton Beach, Fla., near Eglin Air Force Base which provides rent subsidy and other support to indigent widows and widowers of retired enlisted people 55 and older. More information is available at http://www.afenlistedwidows.org. 

-- The Air Force Village Indigent Widow's Fund in San Antonio, a life-care community for retired officers, spouses, widows or widowers and family members. The Air Force Village web site is http://www.airforcevillages.com. 

-- The General and Mrs. Curtis E. LeMay Foundation, which provides rent and financial assistance to indigent widows and widowers of officers and enlisted people in their own homes and communities. The LeMay Foundation web site is http://www.info@lemayfoundation.org. 

Contributions to the AFAF are tax deductible. For more information, visit http://afassistancefund.org or the Air Force Personnel Center's Voting and Fundraising web site at http://www.afpc.randolph.af.mil/votefund.

The Secretary and Chief of Staff of the Air Force recently announced a $5.2 million goal. Last year Air Force people gave $5.9 million to the fund.

Installation project officers have information on local procedures and goals. 

(AFPC is located at Randolph AFB, Texas.)
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