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GENERAL INFORMATION

First things first:  This document is specific to the Air Force IMA program at DMRTI.  Guidance for Army and Navy personnel can be found in the Reserve Liaison office.

One of the most important resources of wartime augmentation to the active force is the Individual Mobilization Augmentee (IMA).  The IMA is a Reservist who is part of the selected Reserve and is participating in a truly unique total force program.  While certain tasks and responsibilities are accomplished within the organization of the Air Force Reserve, the major actions of ensuring proper training and preparation of the IMA for wartime belong to the active force.  As a supervisor of an IMA, you are challenged to place greater emphasis on maximum use and training of the Reservist.  Your willingness and effectiveness in doing so are important elements of your job.  Your role is to provide proficiency training for the Reservist.  You are urged to use the IMA as a productive supplement, not just filling time with “make work” tasks.  Although the IMA may bring valuable abilities from their civilian background, using their Air Force duty as a mere repetition of civilian tasks does not accomplish the objective of preparation for active duty.  They must receive Air Force training in order to become effective in the military setting.  You, as a supervisor, are the primary link between the active force and the IMA.

Your involvement begins with the initial contact of the IMA upon his/her assignment.  The nature of the IMA program requires direct and personal communication in scheduling and performance of all training activities.  Without effective and reciprocal communication, it has been proven the program and relationships stagnate rapidly.  You as the supervisor become dissatisfied with the IMA and the IMA loses interest and leaves the program.  As a result, the Air Force loses a skilled resource and our readiness is diminished.  Your first task as a supervisor is to send the IMA a personal welcome letter.  Emphasis should be placed on the fact that they are a valuable resource and let them know what you expect as their supervisor.

When the IMA reports for their initial training, they will be required to meet with the DMRTI Reserve Liaison / IMA Manager where they will be given a copy of this packet and other pertinent information.  The Reserve Liaison will establish a meeting between the IMA member, the Reserve Liaison, SABO and the IMA’s supervisor for an orientation to the IMA program.  You can expect this meeting to last no more than one hour.   Additionally, the IMA will be encouraged to contact the SABO at Lackland AFB for technical questions where their expertise and guidance is needed (pay, points for retirement, benefits, etc).  If your IMA has pay or point credit problems or questions, PLEASE REFER THEM TO THE SABO FOR ASSISTANCE.  THEY ARE THE EXPERTS IN THIS AREA AND NOT MEETING POINT REQUIREMENTS COULD CAUSE THE IMA TO HAVE AN UNSATISFACTORY YEAR TOWARD THEIR RESERVE RETIREMENT.   

It is imperative your IMA completes the initial in-processing and annual tour checklist.  This checklist is updated periodically to ensure your IMA is meeting all unit and ancillary training.  It is important for you to maintain close communication with your DMRTI Reserve Liaison.  The Reserve Liaison will assist you in maintaining the IMA management folder and other paperwork associated with IMA duty.    

DMRTI RESERVE LIAISON

As the Office of Primary Responsibility (OPR) for the IMA Program at DMRTI, the Reserve Liaison (also known as the IMA Manager at other active duty institutions) is charged with the administrative oversight of this program.  At a minimum, the Reserve Liaison will ensure the following items are maintained or accomplished:
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Create and Implement the use of an initial in-processing checklist for all IMA personnel.
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Establish a reading file for IMA Reservists to review with pertinent information.  This file should be reviewed annually at a minimum or as needed to maintain currency.  
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Create and maintain a Personnel Information File (PIF) for each IMA to document all training and tours performed by the IMA member.

[image: image4.png]



Tab A:  Wartime Job Description  --  to be signed by the IMA Member and their assigned supervisor.
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Tab B:  Assignment Orders, Attachment Agreements.
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Tab C:  IMA Participation Schedule.  Since we are using the San Antonio BIMAA office at Lackland AFB, we will use their form for documentation of duty.  Mandatory Fiscal Year Training Requirement are:
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CAT B IMA’s:  24 IDT points (12 full days at 2 points each day) and a minimum 12-day annual tour (an IMA can be paid for up to 14 days of annual training per FY).
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CAT A IMA’s:  48 IDT points (24 full days at 2 points per day) and a minimum 12-day annual tour (an IMA can be paid for up to 14 days of annual training per FY).
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MAXIMUM DUTY FOR PAY LIMITATIONS:  1 annual tour per FY and no more than 24 IDT periods (CAT B) and 48 IDT periods (CAT A).
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MANDATORY RETIREMENT/RETENTION (R/R) REQUIREMENTS:  50 points.  Can consist of ECI, correspondence, IDT, AT, Special / School / MPA man-day tours.
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R/R RESTRICTIONS:
  Maximum inactive duty for point credit at retirement is limited to 75 points including IDT/ECI correspondence and membership points.
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All IDT duty and annual training tour duty is annotated on the participation schedule.  Additionally, the R/R year is also annotated so both FY and R/R are visible and calculated on one page.  NOTE:  IMA’s are required to project duty at the beginning of every fiscal year for planning purposes.
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Ensure there is a corresponding AF Form 40a on file in TAB D for every IDT reflected on the participation schedule.  Additionally, ensure EOT documentation is attached to each completed IDT tour (AF Form 40a + EOT documentation = completed process).
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Ensure there is an endorsed travel order and EOT report for annual tours performed.  NOTE:  Only current FY Annual Training Orders and corresponding EOT documentation is required.  Past documentation should be held in the supervisor’s PIF for historical documentation purposes.
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TAB D:  Inactive Duty Documentation:  All 40a’s for current R/R with EOT documentation and AF Form 526 are maintained in this section.  NOTE:  Missing AF Form 526’s must be documented to show reason for not having a point summary.  
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TAB E:  Active Duty Tour Documentation:  Ensure all active duty tour (Annual Training (AT), School Tours, Special Tours, MPA Tours, etc) orders are maintained in this section.  These orders should be endorsed, indicating the duty was in fact performed.  If the active duty tour was ANNUAL TOUR (AT), there must be an End Of Tour (EOT) report on the reverse side filed to provide OPR/EPR reference.
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TAB F:  MAJCOM Unique / Miscellaneous Items:
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Commander Welcome Letter
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Ancillary Training Documentation Sheet
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Copy of Initial In-Processing Checklist
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Copy of Annual Tour Checklists
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AF Form 1988, Summary of Individual Training
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Correspondence
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Ensure all IMA’s meet requirements for all active duty mandated training.
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Ensure all IMA’s conduct required ancillary training.

COMMANDER SUPPORT STAFF

IMA’s are required to meet all CSS requirements just like their active duty counterparts.
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Weight Management Program oversight will be maintained by the CSS.  IMA’s must be weighed while on an active duty tour.  This is an annual requirement.
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Ergonometry testing will be accomplished while on active duty.  This testing may be accomplished at a different active duty facility to provide flexibility in meeting the intent of this program.  If the testing is to be done at DMRTI, the CSS will maintain oversight.  If unable to perform the test at DMRTI, the Reserve Liaison will contact a suitable active duty location where this test can be accomplished.  This is an annual requirement.
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Officer or Enlisted Evaluations are reviewed and forwarded to HQ ARPC/DPMPE as applicable.  Officers are required to have an annual evaluation and enlisted personnel are required to have one evaluation every 2 years.
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New Awards and Declarations are completed at DMRTI and forwarded to HQ ARPC for updating of the Reservists personnel file.
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DD Form 93, Record of Emergency Data, re-enlistment / retirement questions and SGLI election may be accomplished at DMRTI.  
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New and/or re-issue of Identification Cards and Enrollment in the DEERS program can be accomplished at the customer service section of the Military Personnel Flight, Randolph AFB, TX.

RESOURCE MANAGEMENT OFFICE

IMA’s are assigned to ARPC with assignment to DMRTI.  Orders for active duty tours are processed through ARPC.  However, the DMRTI RMO will maintain travel card oversight and IMA personnel are therefore required to process in and out for verification of good standing with the travel card program. 

BASE EDUCATION OFFICE

The education office at Randolph AFB can provide IMA assistance in schedule testing (i.e. ECI or EOC testing for CDC enrollment) and enrollment in CCAF.  All IMA’s can enroll in PME through correspondence by calling HQ ARPC at 1-800-525-0102 ext 330 or DSN 926-6369.

PARTICIPATION REQUIREMENTS

An IMA must earn 50 points during their retirement retention (R/R) year to earn one year’s credit toward a Reserve Retirement.  Points during the R/R year can be earned through ECI in residence or correspondence courses, inactive duty (IDT), annual training (AT) or special tours of duty.  Tours are requested by one of the following methods:
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Annual Training Orders:  Requested by the IMA member using the WOTS computer program where HQ ARPC publishes the orders and forwards them to the member.  Payment for the tour is accomplished once a representative, authorized by the commander, signs the reverse side of the orders showing report and depart dates and times.  Orders are then forwarded to the members pay center for processing.
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AF Form 1289 is used to request an RPA tour thru ARPC.  Requests are processed through the Reserve Liaison for coordination and submission to ARPC for processing and orders.  Payment for the tour is accomplished once a representative, authorized by the commander, signs the reverse side of the orders showing report and depart dates and times.  Orders are then forwarded to the members pay center for processing.
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AF Form 49 is used to request an MPA tour thru ARPC.  Requests are processed through the Reserve Liaison for coordination and submission to ARPC for processing and orders.  Payment for the tour is accomplished once a representative, authorized by the commander, signs the reverse side of the orders showing report and depart dates and times.  Orders are then forwarded to the members pay center for processing.
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SF 1164 is used for reimbursement of billeting costs while an IMA member performs IDT’s in conjunction with Annual Training tours.  SF 1164’s are processed through the same pay office as all other pay documents.
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AF Form 40a is used to document inactive duty training.  Payment for the tour is accomplished once a representative, authorized by the commander, signs the bottom of the form confirming report and depart dates and times.  The AF Form 40z is then forwarded to the members pay center for processing.

An IMA must perform the applicable minimum IDT’s (CAT A – 24 full days or 48 points; CAT B – 12 full days or 24 points) and a minimum 12 day annual training tour every FY in order to be considered a satisfactory participant.
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One point for every 4 hours of IDT (2 points maximum per 24 hour period).
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One point for every day of active duty (AT or Special Tours).
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Only 14 days of annual training are allowed during an FY.

A CAT A IMA (Disaster Preparedness, Intel and general officers) can only be paid for 48 points of IDT (24 full days/48 half days) in a fiscal year.

A CAT B IMA (IMA’s who are not Disaster Preparedness, Intel or a general officer) can only be paid for 24 points of IDT (12 full days/24 half days) in a fiscal year.

Supervisors will establish a projected duty schedule with each IMA at the beginning of every FY.  This will help ensure the IMA meets FY training requirements, as well as assist civilian employers plan for the IMA’s absence from civilian retirement.

NOTE:  It is HQ ARPC policy that IMA’s should not be allowed to perform mandays (ST, RPA, MPA) if they have not completed or as a minimum projected for their IDT’s and annual training requirements.

TRAINING REQUIREMENTS

IMA’s are required to meet all active duty upgrade-training requirements.  EST records should be reviewed during annual training (AT).

The supervisor must complete an AF Form 1988, Summary of Individual Training, prior to an IMA member conducting an IDT, AT or Special Tour.  A template of this form has been created and is available on the shared drive in the Reserve Component folder (a sub folder found in the Admin folder).  A sub folder for the IMA program (one for each branch of service) will be available for your use and guidance.  This form is designed to be an aid for supervisors to use when conducting the required officer/enlisted performance evaluations.  Copies of completed AF Form 1988’s are forwarded to the Reserve Liaison for insertion into the members PIF.
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Section I:  To be completed by the supervisor where tasks to be completed are identified.  This should be done prior to the member reporting for duty.
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Section II:  To be completed by the IMA member to document additional tasks accomplished by the member during their IDT tour.
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Section III:  A template of items to be covered / evaluated at the completion of the tour – to be completed by the supervisor.

SUPERVISOR / RATER RESPONSIBILITES

REF:  AFI 36-2629, paragraph 1.16, Individual Mobilization Augmentee Resource Management, 1 Oct 96.

1. Acts as the focal point for training.  Works closely with the IMA to set up a realistic, meaningful training program.  IMA’s must meet active force needs for job proficiency.
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Does the IMA have EST records established and are they reviewed during each training period to ensure they have met all upgrade requirements?
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Could the IMA function independently (with little or no supervision) if recalled to active duty?
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Is duty outlined prior to your IMA starting duty on an AF Form 1988?
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Is the IMA receiving proficiency training during IDT/AT?

2. Ensures IMA’s and assigned active duty members are aware of their mobilization responsibilities, including supervisory and command responsibilities.
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Are your IMA’s kept informed of changes in change of command, unit reorganization, or other squadron/unit changes since they last performed duty?

3. Ensures enlisted IMA’s are in upgrade or functional mobilization task training as outlined in AFI 36-2202, Managing and Conducting Military Training Program.

4. Ensures Air Force standards for dress, appearance, weight and physical fitness are met.
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Have your IMA’s ergonometry tested during this fiscal year?
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Have you identified any dress, appearance, weight or physical fitness discrepancies on the AF Form 1988 (other forms of written documentation or in the form of a formal feedback/evaluation)?

5. Establishes, evaluates, and authenticates the training needs and progress of the IMA.
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Have you reviewed the Wartime Job Description for your IMA (A Wartime Job Description must be provided to you by the IMA’s unit of assignment)?
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Have you documented this evaluation via the AF Form 1988 and EST record if applicable?

6. As the rating official, conducts performance feedback, prepares Officer Performance Report (OPR), PRF’s, Enlisted Performance Reports (EPR) or Letters of Evaluation as required by AFI 36-2402, Officer Evaluation System and AFI 36-2403, Enlisted Evaluation System.  Ensures H Q ARPC/DPMPE-1 is informed when there is a change in reporting official.
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Officers require a report annually.  Effective 1997, enlisted IMA’s require an EPR every 2 years.  Call the BIMAA for further guidance if required.
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IMA’s require formal feedback just like active duty personnel.  When was the last time your IMA was given formal feedback?
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Is the feedback documented in writing and on file in the CSS?
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Completed OPR’s/EPR’s on IMA’s (SSGT and above only) are coordinated thru the CSS to ARPC/MSPPE.

7. Ensures IMA’s are aware of their responsibility to make adequate dependent care arrangements to allow for immediate availability for mobilization, and that an AF Form 357, Dependent Care Certification, is completed if required.
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This will be taken care of if you ensure your IMA’s visit your Commander Support Staff (CSS) at least annually.  Additionally, steps are in place to ensure the Reserve Liaison reviews all requirements and provides updates to highlight required training or documentation by IMA personnel.

8. Verifies that assigned IMA’s have the needed clothing and equipment for contingency deployment.

9. Maintains IMA management documentation to include level of proficiency in assigned mobilization tasks.
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Are you maintaining EST records for your IMA’s if required?
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EST records for IMA personnel are to be handled/maintained in the same manner as active duty personnel assigned to DMRTI.
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Do you review the IMA’s management folder maintained by the Reserve Liaison (IMA Manager)?

10. Notifies IMA’s of call-up or mobilization according HQ USAF and MAJCOM guidance
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Recall of IMA’s is accomplished via the command post, through the Air Reserve Management Officer, to the Unit IMA Manager.

11. Plans and funds as appropriate for temporary duty (TDY) for reservists performing duty away from unit of assignment or attachment.

12. Initiates reassignment actions as required.
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Coordinate all reassignment requests with your Reserve Liaison (IMA Manager) and BIMAA.  It is very difficult to reassign an IMA for non-participation or substandard performance when the supervisor/unit has not been documenting performance or can show where the IMA was initially briefed on unit requirements and expectations.
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Use of the AF Form 1988, Summary of Individual Training, Letter of Counseling, or formal feedback are important to ensuring a paper trail is maintained on duty performance (good or bad).

13. Monitors reservist’s participation in PME and other formal training programs.
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Are you mentoring your IMA’s?
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PME is required for IMA promotion.  The BIMAA also covers this during initial orientation visits with the IMA.
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Enlisted IMA’s are required to attend formal training for upgrade to the 7-skill level.  Your IMA must submit an AF Form 1289, Request for Active Duty Tour, through your unit Reserve Liaison / Unit EST Manager to the BIMAA for processing?  Note:  Obtaining a reserve quota for this course can take several months.

INDIVIDUAL MOBILIZATION AUGMENTEE (IMA)

INITIAL IN-PROCESSING AND ANNUAL TRAINING CHECKLIST

UNIT IMA MANAGER/RESERVE LIAISON                          Initials   Date Completed
a. Establish Management Folder.


     _____    ____________

b. Obtain Copy of Orders.



     _____    ____________

c. Schedule appointment with SABO (671-5204).
     _____    ____________

d. Verify IMA information on Alpha Roster.

     _____    ____________

e. For initial in-processing, Schedule meeting

With the DMRTI Commander.


     _____    ____________

f. Review and Document Ancillary Training.
     _____    ____________

g. Ensure member has a current ID card.

     _____    ____________

h. Advise member on Vehicle Registration Req.
     _____    ____________

i. Provide member copy of IMA packet.

     _____    ____________

j. Complete IMO request for computer priv.
     _____    ____________

k. Complete Biography Worksheet for CC meeting.    _____    ____________

l. Review of DMRTI Policy Letters.


     _____    ____________

m. Introduce to Supervisor:  Rank/Name:________________   Phone:______

SUPERVISOR

a. Explain duty hours and organizational overview.  
_____    ____________

b. Explain policy for coordinating/re-scheduling.
_____    ____________

c. Establish EST record (for enlisted) if required.
_____    ____________

d. Initial / Annual visit with EST manager.
_____    ____________

e. Discuss with IMA:
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Last Decoration and date awarded.
_____    ____________
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Expectations as far as upgrade training.
_____    ____________
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Dress and Appearance IAW AFI 36-2903.
_____    ____________
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Review the AF Form 1988, Summary of IDT.
_____    ____________
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Discuss the Annual Tour Schedule.
_____    ____________
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Review the Wartime Job Responsibilities.
_____    ____________
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Discuss CCAF, PME and formal schools.
_____    ____________
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Discuss formal feedback and EPR/OPR Req.
_____    ____________
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Continuing Education Requirements.
_____    ____________
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Licensure and Certification Documentation.
_____    ____________

[image: image76.png]



ATLS:_____  BTLS:_____  PHTLS:_____  ABLS:_____
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PALS:_____  TNCC:_____  ACLS:_____  NREMT:_____
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Last Feedback was conducted:
Date:     ____________

COMMANDER SUPPORT STAFF
a. Weight Check:  MAW_______ Ht: _______ Wt: _______ Date:__________

Weight Management Casefolder Established: ____________

b. Fitness Check:  

Age:____ Last Ergo: _______ Scheduled:_________   Pass / Fail

c. Reporting Official: Grade: ______ Name: __________________________

Effective Date: _________  Duty Phone: _________  

RESOURCE MANAGEMENT OFFICE
a. IMA does / does not have a government 

charge card.

_____    _________

b. IMA has been briefed and read applicable directives pertaining to the proper use of the card: ____________________       ____________

                                                                                            IMA SIGNATURE                                                 DATE

DIRECTIVES

AFI 36-2629, INDIVIDUAL MOBILIZATION AUGMENTEE MANAGEMENT, 1 OCT 96

AFMAN 36-8001, RESERVE PERSONNEL PARTICIPATION AND TRAINING PROCEDURES, 1 MAR 96

AFI 36-2115, ASSIGNMENTS WITHIN THE RESERVE COMPONENTS, 1 AUG 95

AFI 36-2619, MILITARY PERSONNEL APPROPRIATION MILITARY MPA (MAN-DAY) PROGRAM, 22 JUL 94

AFI 65-111, PROCEDURES FOR USING RESERVE SUPPORT, 1 OCT 97

DMRTI RESERVE COMPONENT STANDARD OPERATING PROCEDURES (DMRTI RCSOP)

INDIVIDUAL RESERVE GUIDE, ARPC
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DMRTI IMA – CHEAT SHEET

	AREA OF CONCERN
	RESERVE LIAISON
	IMA MEMBER
	IMA SUPERVISOR

	
	
	
	

	OPR/EPR
	Give supervisors heads up.  Keep date for when they are due on database.  Don't expect to always get RIP from ARPC
	Provide input to your supervisor.  Documentation of your performance and potential is vital to your career and to the Air Force.  Know about when it is due and be timely.
	Ask IMA for input.  Know when they are due and get them in on time.  Consult OPR/EPR guide on website.

	Feedback
	Keep date for when they are due on database.  Don't expect to always get RIP from ARPC
	Schedule with your supervisor.  Listen and implement what suggestions are given to make your career successful.
	Schedule with your IMA.  Do it within the required time.  Be honest and constructive.  The IMA must obtain useful information in order to be the most effective IMA for you and the mission.

	Awards and Decorations
	Help supervisors with process of submission.
	If you think you deserve one, then ask.  Help your supervisor by writing a draft.
	Ask IMA for input if considering a medal.  Use the same criteria for awards and decorations that you would use for active duty personnel.

	Standards (wear of the uniform, appearance, physicals and discipline)
	Be sure IMA's perform weigh in and physical fitness tests annually.  Keep IMA's updated of new uniform/AF requirements and MAJCOM specific requirements.
	Adhere to standards, AFI 36-2903.  Know current uniform requirements.  Stay within weight standards.  Do yearly physical fitness testing on time.  Keep your immunizations current.
	Hold IMA's to the same standards as the active duty force.  They are part of your unit.  Treat them as such.

	Professional Military Education
	Encourage IMA's to do it.  Help with scheduling if required.
	As Reserve Officers and airmen you need to progress throughout your careers by completing the various facets of PME.  You may accomplish this progression through in-residence, seminar or correspondence.
	Encourage it as you would with your active duty members.

	Continuing Education Units.
	Keep records of training.  Inform IMA of any AF training that they may be interested in.
	If required for your profession, do it.  Know what benefits you have thru AF to accomplish this.  Give certificates to supervisor to include in competency folders.
	Keep IMA's informed of any upcoming CEU's that may interest them.  Encourage participation.

	Annual Training (AT)
	This is a mandatory requirement.  Inform supervisors and commander if member does not accomplish this tour.
	As part of the unit,  you are required to this mandatory training annually.  Plan ahead.  Schedule well in advance with your supervisor.
	This is a mandatory requirement.  Schedule this with the IMA well in advance of the tour.

	Continual Medical Readiness Training
	Per General Carlton's SG letter, IMA's are required to conduct CMRT as Just-In-Time training.
	If you are to be deployed, get this training done as soon as possible.
	Schedule this with IMA before being deployed.

	AREA OF CONCERN
	RESERVE LIAISON
	IMA MEMBER
	IMA SUPERVISOR

	Promotions
	Keep DOR info in database.  Know when they are eligible and help supervisors meet deadlines.
	Know when you're eligible and the requirements for eligibility.  Insure your ARPC folders are up to date and have all required documents.  Officers, provide input for PRF.  Check website for dates.
	Know when your IMA is eligible (ask him/her if your not sure).  Ask for input for PRF.  Utilize active duty standards when dealing with promotion issues.

	Enlisted Training 
	Help supervisors with obtaining required materials if needed.  Encourage IMA.
	Know the requirements.  Get it done within time limits.  You must gain and maintain the skill level commensurate with your grade and DAFSC career ladder.  You should seek special tours of duty, schools and other projects available.
	Support IMA in training.  Set some goals and objectives in order to get training accomplished in a reasonable time.  Enlisted Specialty Training (EST) requirements for IMA's and participating IRR members are essentially the same requirements as for active duty.

	Certifications (ATLS, ACLS, NREMT, BTLS, ABLS, etc)
	AFSC specific requirement.  Schedule IMA on their annual tour or IDT's
	If required for your duty, plan ahead and schedule it.
	Schedule this with the IMA.  Don't let credentials expire.

	Management of IMA program
	Keep a 6-part folder on each IMA and keep it current.  Establish a database and keep it current (especially with phone numbers, addresses and email addresses).  Send any changes to ARPC for updating official rosters.
	Obtain an IMA Program Guide from the ARPC website and a copy of the DMRTI IMA Program Guidance Packet.  These are your roadmaps.  Keep your own 6-part folder at home.  Check the IMA guide for what should be included.  Know what the program requirements are.
	You, as a supervisor, have the responsibility to ensure the individual reservist meets training requirements and is proficient.  Additionally, it is your responsibility to help the reservist obtain forms and other required items.  Encourage IMA to be active in their career.  Mentor them for progression and involvement.

	Forms
	Be familiar with these and know how to complete them.  Keep copies of pertinent forms in their individual IMA folders.
	On both your annual tour orders and 40a's:  Write down everything you did to make it easier for you to provide input to supervisor for performance reports, awards, etc.  Know how to fill these forms out.  Know how to use WOTS.  Get AT/Special Tour requests to ARPC 45 days prior to the start of the tour using WOTS or AF Form 1289.
	You are the supervisor at the unit of attachment and you must maintain written participation documentation.  Use the written documentation as a basis for developing training plans and participation schedules, for monitoring training and duty participation, and for performance reports.  Keep copies for your records.
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SYSTEM REQUIREMENTS AND SECURITY

The WOTS system is designed to meet current DoD and AF security requirements.  To meet these requirements, the computer system you use to connect to WOTS must support these minimum security levels.

First, you must have access to the Internet through a service provider or through your workplace.  You will not be able to access through America On Line (AOL) if you have NT Operating System.  You’ll need Internet Explorer V4.0 or Netscape 4.0 browser or higher.  WOTS uses 128 bit encryption to protect your privacy and provide security for the information being transmitted.  Therefore, you’ll need to ensure that your browser is set for 128 bit Secure Socket Layer (SSL), also called SSL Level 3.  For Internet Explorer, check the Advanced security features in the Internet Options configuration, found under the View menu item.  Netscape users will find the same information in the Advanced SSL configuration in the Navigator section of the Security Information under the Communicator menu item.  

If you don’t have SSL level 3, you may be able to upgrade your browser by downloading the 128 bit encryption from the browser manufacturer.  Windows NT users will need Service Pack 4 loaded.  

If your system supports these requirements, you’re good to go.  As with most Internet applications, responsiveness is dependent upon the speed of your computer as well as the amount of memory.  Likewise, the screens will look better if you have a larger monitor.  Otherwise, there are no other special requirements to use WOTS.

ACCESSING THE PAGE

You will access WOTS over the Internet.  You may access through our ARPC Homepage at www.arpc.org.  If you are accessing the Homepage from a .mil site, go to http://arpc.afrc.af.mil.  To go straight into WOTS, go to Universal Resource Locator (URL) https://arpc1.mn.uswest.net/wots.

PRIVACY ACT STATEMENT:

First, you’ll probably get one or more notices concerning the security certificates used to protect the site.  Accept or click on “next” or “yes” to get through these.  Once the site is reached, you will see the Privacy Act Statement.  We suggest you read the page at least once to understand the conditions of use.  Next, click on the “I Accept” button to proceed.  That will forward you to the logon page.

LOG ON PAGE:
Input your user ID and password as requested.  This information was provided to you via letter from ARPC when you became an IMA, or when the system was originally published.  If you have any difficulty obtaining your log on information, contact your program manager at your major command.  Once you log on using the default password, the system will prompt you to input a unique password known only to you. Passwords must be a combination of at least two forms of alpha, numeric, and special characters (such as $, #, &, etc.) and must be at least 8 characters long.  The password you set will be case sensitive.  Every 90 days, the system will prompt you to change your password, for security purposes.  

NOTE:  There is a hotlink on this page to assist you.  PMs will have the ability to reset the password back to the original default if necessary.

Upon acceptance of the user ID and password, you will proceed to the main menu, where you will select the action to be taken.

NAVIGATION THROUGH THE WOTS

MAIN MENU:
From the main menu, you will be able to perform a variety of functions using the options.  The following actions can be accomplished:  

--New Order Request option allows you to input a request for an annual tour (AT), special tour for training (ADT), special tour for support (ADS) or a formal school tour.  The number of days will be tallied for the current and prior fiscal year (FY) in each category once your request is saved.  

--Lookup Order Request option will allow you to check the status of your request at any time.  It will also show you the number of tour days already approved in the various categories, and the number of days until the start of the tour.  The status of each request for the current FY is also displayed.  There are a variety of status notices.  They are:  

     --- Pending Program Manager Review—IMA has saved request but program manager has not yet accessed it.

     --- Under Program Manager Review—PM has opened the request and is currently reviewing it.

     --- Disapproved—PM has reviewed and disapproved the request.  Order technicians (OTs) and ARPC Administrators can also disapprove requests for lack of funding, etc.

     ---Pending Cross Command Approval—PM has approved the request using another MAJCOM’s WCC, and the cross command has not approved the request.

     --- Pending ARPC Review—PM has approved the request and the OT has not accessed it.

     --- Under ARPC Review—OT has accessed the request and is processing it.

     --- Returned to Program Manager for Review—ARPC OT has returned the request to the PM for correction/consideration.

     --- Order Published—The order has been published, and the order number is in the system along with the mail out date.

     --- On Hold Pending Funding/Quota—Money is not currently available for a school tour request, or the quota is not currently available.

--Revise/Amend Order Request option will allow you to submit any necessary revisions or amendments to an existing order request, or a previously published order, provided the previous order was accomplished through WOTS. 

Selecting the “Revise/Amend Order Request” option will bring up a list of all request you have in the system for this fiscal year and the prior fiscal year.  You can select the request and hit the “View Button”, then change the necessary data.  Then click on the “Submit Request” button to save the information.  If you have ownership of the request (i.e., no one else has opened it or viewed it yet), the system will simply save the changed data.  If it is further along the processing chain, the system will create a revision to the original order, and send it to your PM for review.

--Update Personal Information option will allow you to submit an update to changeable personal information, such as your name, phone numbers, e-mail address, and home address.  

NOTE:  Some information requires verification and manual updating by your PM, such as rank, MAJCOM ID, etc.  It is changeable by you.  If any of these items are not correct, contact your PM.

--Change Password option allows you to change your password any time.

--Log Off option should always be accomplished before you close your Internet connection.  If not, you continue to take up space on the WOTS for an extended period of time.  After 30 minutes of inactivity on WOTS (i.e., not hitting the submit button), the server will disconnect you from the system.

NOTE:  To move to a different page at any time, use the navigation items on the left of the screen, the “Cancel” button at the bottom of the Personal Information Page, or the “Return to Main Menu” button on the bottom of the page.  Do not use the “Back” or “Forward” buttons in your browser.

ORDER REQUEST MENU:
From the main menu, click on the “New Order Request” option.  This will take you to the personal information page.  You will note that a new set of options has appeared on the left side of your screen.  You will use them to perform the following tasks:

--Personal Information Page:  You need to review all the information already on this page for accuracy, and report any incorrect data to your PM.  Then, if you haven’t done so already, fill out all the other items to the best of your ability.  Provide all e-mail addresses possible, so future notifications can be sent.  Make sure you input a physical street address for the location where you live.  Do not use this page for PO Box addresses or temporary addresses.  

NOTE:  Items with red asterisks are mandatory items that must be filled out before a request can be saved.  Also, either a home or work phone number is necessary. 

--Temporary Information Page:  This page allows you to input temporary contact information in the event you need orders sent to a different location other than your home.  If you prefer to have your mail delivered to a PO Box address, it should be entered on this page.

--Tour Information Page:  This page allows you to input your desired tour information.  Select which type of tour you require, and fill in the report dates (without travel days) and the complete report location.  If you are applying for a formal school tour, the report location is the name of the school you will be attending. 

NOTE:  You cannot be reported to a specific hotel for a tour.  If you are attending a conference, indicate the name of the conference and the city and state in the report location.  You can indicate what hotel the conference is being held at in the “remarks section”.  

If you select the “I will telecommute” item, your home address and report location should be the same (or at least on the same base, etc.).  

If you are not telecommuting (i.e., working from home or on the base where you live),  you must select the “I accept the following Travel Agreement” option in order to save your request.  Read this agreement carefully, as you are responsible for compliance.  Failure to adhere to the agreement could result in non-reimbursement of transportation expenditures.

If you are requesting your PM approve the special or school tour to be credited as substitution for annual training, select that option.  

You must select the “I have coordinated this request with my supervisor” item in order to save the request.  If you have provided an e-mail address for your supervisor on the personal information page, your supervisor will receive notification via e-mail when orders are published for your tour.  

NOTE:  If you have the requirement to inform others (i.e., BIMAAs, etc.) of the submission of your tour request, you can add their e-mail to the supervisory e-mail address box, making sure you separate e-mail addresses with a semi-colon and a space.

HQ ARPC will no longer make your airline reservations for you.  The agreement paragraph provides you with phone numbers for government contracted travel offices (GCTOs) to contact in order to make your travel arrangements.

--Special Authorizations Page:  This page affords you the opportunity to request a variety of special authorizations that may be required on your tour.  Justification indicated for each item is required in the “remarks section”.  Your PM or HQ ARPC will either approve or deny your request based on your justification, mission impact, and available funding.  If you fail to provide the sufficient and appropriate justification, the authorization will not be included on your order. 
NOTE:  You may use the “remarks section” to explain any particular information regarding your tour that would have an impact on the publication of your orders.  For example, if you are aware you will be performing shift work, etc., it can be helpful for your order technician to have that information prior to publishing your order.

Every page offers you a “reset” button, if you have input the wrong information, or need to start over.

--Submit Request Option:  After you have completed your request, you need to select this option.  You will then be informed if the request has been successfully saved and accepted or not.  If you have forgotten any necessary information, you will get an error notice and be prompted to correct the information.  The system will provide you access to return to the page needing correction.  You will not be able to save your request until you have corrected the erroneous information.

--Print:  You can print one, or all, of your order requests if you need to.  The printout should contain the pertinent information contained in the request.  

On the Look Up Order Requests page, click on the “print” button.  Check the boxes beside the items you want a printout of.  Click the “submit” button.  Then click on the “print this page” item to send the request to the printer.

E-MAILS

The following e-mails should be in play, provided you have entered your e-mail address on the personal information page:

1.  Notification of denial of tour request.  The reason for the denial will be annotated in the “remarks section” by your PM.

2.  Notification that your PM has approved your request, and forwarded it to ARPC for action.

3.  Notification that your orders have been completed and published by HQ ARPC.  Your supervisor will receive a courtesy copy of this e-mail if you provide an e-mail address for him/her.  

4.  Confirmation of a quota fill action on a school tour request.

5.  Notification of any changes which have occurred to a request.  

The following instructions are provided as an addendum to the WOTS Guide.
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Please be aware that the following items will get your orders request disapproved “IMMEDIATELY” by AETC/CCR:

1. Under 30 days notice (unless valid justification is included)

2. Requests for split tour with no valid justification

3. RPO tours with no valid justification

4. Post Office Box as Address – address must be full street address of your residence

5. Holidays included in your tour dates

6. Annual Tours (AT) for greater than the 12 days authorized 

7. Annual Tours that start on a day other than Monday and End on Friday

8. No justification for any special authorization (such as a rental car)

9. Incomplete “Report to:” address – must be three lines of info so that CCR does not have to correct it for you:  Our Report to address is:

DMRTI

1706 Stanley Road, Suite 91

Fort Sam Houston, TX 78234

10. Supervisor email address must be included (at a minimum) and the SABO email is suggested to keep everyone in the loop.

If you have any questions at all that has to do with WOTS, call AETC/CCR at 1-800-877-4721, MSgt Wix is your POC.

WOTS Access
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Go to the ARPC website at http://arpc.afrc.af.mil/ from a military computer and http://arpc.afrc/af.mil:8080/ from a civilian computer
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“Click” the “Main Subjects” tab at the top of the ARPC Home Page
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Scroll down to the bottom of the page and “Click” the “Proceed to WOTS” button
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“Click” the “yes” button
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“Click” the “I Accept” button
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Enter your SSAN as the USER ID
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Enter your password:  Use your SSAN and Date of Rank in the YYMMDD format.  As an example, if your date of rank is 1 Jan 86 and your SSAN was 123456789 then your password would be 123456789860101.  You can change the password for a more personal one once you get into the system.
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To Request an order, you should be in the Main Menu of the WOTS program.
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Enter your SSAN next to the “New Order Request” space and then “Click” the “New Order Request” button.  Once in, you must complete all items with a “RED STAR”.  Put your supervisor’s email address even though it does not have a red star.  This will send an automatic email from the WOTS system to let us know that the order is processing.  It would also be a good practice to include the SABO office so that they get notified as well.
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If there are any special requests, you must justify it in the “Remarks” section.  As an example, you would state any IDT’s you plan on taking in conjunction with AT days.
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You can check the status of the request by going onto WOTS and looking up your request.  If the order is disapproved, the member can go into WOTS and look up the order request where the Remarks section will show why the request was disapproved.  Do not call ARPC or DMRTI for the status of your orders once you know they are being processed.  If it  is within 5 days of the start date of your tour and you have not received your orders, then call the DMRTI Reserve Liaison who will contact ARPC for you and try to find out the status of your request.
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Make sure you “Log Off” correctly by using the “Log Off” button in the main menu.  Don’t try and take a shortcut as this may not send your request to ARPC.

[image: image93.png]



Failure to gain access to the WOTS program three successive times will result in a “lock out” from the system.  To reset your password call MSgt Wix at DSN 487-2562 or 1-800-877-4721.  

[image: image94.png]



A special note:  Please remember that you must get your requested annual training (AT) tour approved by your supervisor and coordinated through the DMRTI Reserve Liaison prior to you every requesting orders on the WOTS program.  This ensures you have a job to do when you go on orders and gives the Reserve Liaison notice to look for your orders.
IDT Lodging Reimbursement



-Background

  --In the early 1970s, the USAFR took on more highly specialized missions and was forced to abandon the "local militia" posture and recruit a highly skilled force from a much larger area
   ---Free Inactive Duty Training (IDT) (non-Per Diem) lodging was considered a "price of doing business" issue
  --The other Reserve components do not physically provide free IDT lodging
  --That inequity was questioned informally many times over the years with no change in policy, but in 1992 the inequity officially captured the attention of the DOD comptroller
      ---The comptroller chose to question the Air Force Reserve policy, rather than expand to allow other service components the ability to provide like accommodations for their reservists
  --There was a "cease and desist" order issued by Major General Swarts (Deputy Assistant Secretary (Budget)) in a 2 June 1992 letter

-Ruling
  --The DOD Office of the General Counsel determined that the Air Force Reserve can not reimburse members directly for quarters used while the member participates in inactive duty training (non-per diem status)

-Actions Taken
  --Disseminated formal change through the program managers, 2 July 1992 message
 --HQ DFAS-DE, HQ ARPC, HQ AFRES, and HQ AFMWRSA created a "quick fix"
    ---The 1992 Fix: IMAs will not have to pay for Air Force on-base lodging, and will not have to pay for contract quarters where the Air Force lodging office has worked out an agreement for the lodging office to reimburse the hotel/motel
    ---This fix covers 85-90 percent of the IMA program, and would generally allow lodging without moneys out of the member’s pocket
  --Additionally, each year (starting with FY93), the DOD Reserve Appropriations Act (s) have authorized the direct reimbursement to reservists for stays in transient (contract) quarters on an annual basis
    ---The servicing pay office reimbursed when the member provided a completed AF Form 40a, a paid lodging bill, a non-availability statement from the lodging office (an IDT traveler must always check in there first), and a completed SF 1164, Claim for Expenditures on Official Business
     ---This change allowed about 95 percent of the IMA program to be covered, but is only an annual fix (The Air Force Reserve continues to lobby for permanent legislation that would authorize the USAFR to reimburse the reservist when they perform IDTs. It is still an annual appropriation as of FY 99)
          ----This appropriation is not limited; all members performing IDTs (paid and non-paid) are entitled to reimbursement

-The 1998 fix: IMAs must go to their lodging office first. They must pay out of their pocket for any stay in on-base quarters or locally contracted quarters, but will be reimbursed.
  --Should neither of those options be available, the reserve member still has the additional option of using the Air Force Reserve-HFS, inc. contract to stay in one of the 6,000 Howard Johnson, Ramada, Days Inn, Red Roof Inns, Travelodge, or Choice Hotels International locations worldwide
    ---For members training at a non-Air Force location, the member must call the 1-800 central reservation number and make a reservation for the location where the member will be training, pay the lodging charges and file for reimbursement using the SF 1164
        ----The SF 1164 must have the statement "Non-military location, utilized AFRC corporate MOU" in block III, a paid hotel receipt (with AFRC contract ID # shown), and a completed AF Form 40a
    ---For members training at an Air Force location, the only additional thing that is needed is a non-availability number, which the lodging office will provide, which must be annotated on the AF Form 40a
    ---For members training at "component outside the Air Force" location, a stamp or letter is acceptable but may not be available (since we do not have formal agreements with them). In that case, an annotation "[component] lodging office would not provide non-availability statement." on the AF Form 40a will have to suffice
    ---In each case, HQ AFRCCAFO/FMFPT, 1392 Second Street, Dobbins ARB, GA 30069-4823, will do the reimbursement

-Staying at non-contract/MOU lodging is always the member’s responsibility

-This fix covered 99 plus percent of the program

-In September 1998, HQ ARPC met with a working group from HQ AFRC/FM, AFRC/SV, and AF/SV on the possibilities of prepaying for all lodging stays
  --It became clear that AF/IL has a long-range goal of getting out of the bookkeeping business
-With the publication of AFI 34-246, Services, Air Force Lodging Program, on 1 May 1999, the lodging process has moved to a completely up front process
  --"…Members will pay for all charges regardless of the type of duty status (active duty or inactive duty for training), location where the duty is performed, or per diem status, and file for reimbursement."
  --With that in mind, HQ USAF/REC announced that the use of the government travel card is now authorized to pay for any expenses associated with performing IDTs, effective 10 May 1999
  --The reimbursement procedure remains the same (SF 1164, paid bill, and completed AF Form 40A) processed through Dobbins as of 1 June 2001

POC: John.Riegel@arpc.denver.af.mil
Split annual tour and annual tour travel policy


26 April 1985 version of AFR 35-41, Vol. II:
-Each member must perform a 12-14 day annual tour (AT) (excluding travel days)

-Travel is limited to 3 days

-Travel transportation will be reimbursed for a maximum of three round trips
  --Government transportation must be used to the maximum extent
     ---Transportation will not be reimbursed if it is determined that government transportation was directed but other means were utilized

30 Nov 1988 version of AFR 35-41. Vol. II:
-Each member will perform a minimum of 12 to 14 days AT
  --Training can be scheduled throughout the year to more effectively accomplish reserve mission requirements
  --Travel days are exclusive of AT

-Travel is limited to a maximum of 3 days in a Fiscal Year (FY) for an Individual Mobilization Augmentee (IMA) 

-Travel transportation is limited to three round trips per FY
  --Government transportation must be used to the maximum extent
    ---Travel, transportation, or mileage will not be reimbursed if it is determined that government transportation was directed and available but another means of travel was used

1 May 1992 version of AFR 35-41, Vol. II:
-Excluding travel, each member will perform a minimum annual tour according to his or her assigned training or pay category each year

-When training can be scheduled throughout the year to more effectively accomplish reserve mission requirements or perform needed training, a member may be ordered to split tours of AT (60 days advanced notice is required for involuntary AT)

-Travel is limited to a maximum of 4 days per FY for category A members and 3 days for category B, D, and E members

-Maximum number of travel transportation reimbursements is not discussed

-There is no discussion of "will not pay" scenarios

15 May 1992 version of AFRESR/ARPCR 35-41, Vol. II:
-Each member must complete a 12-14 day AT
  --Authorizes scheduling of split AT to accommodate reserve mission or training requirements which are best completed on an incremental basis

-The maximum number of travel days is intended to reflect the maximum number of round trips authorized per person
  --Travel days will normally occur only when the member reports to duty (travel the day before the first training day)

-Late reporting on the first day of duty and early release on the last day can be permitted to save travel days of it does not disrupt the member’s training program

-Maximum number of travel transportation reimbursements is not discussed

-Travel and transportation costs must be held to a minimum and be consistent with the mission and training requirements

1 March 1996 version of AFMAN 36-8001:
-The table (1.1) shows AT requirement (12-14 days excluding travel)

-IMAs and the medical Individual Ready Reserve (IRR) (Category J) are limited to a maximum of 3 calendar travel days per FY

-The maximum number of travel transportation reimbursements is limited to 3 round trips (The Program Manager may waive the travel day limitation)

-To save travel days, supervisors may permit late reporting during the morning of the first duty day, and early release during the afternoon of the last duty day

Split Annual Tour Policy
-First published in the AFR 35-41, Vol. II, dated 1 May 1992

-Currently included in the latest version of AFMAN 36-8001
  --For accommodation of special mission or training requirements
     ---May attach IDTs to front and/or back of AT
  --Not done for the member’s convenience or as a work-around for reimbursement of travel expenses
     ---Originally, a maximum of two split tours with IDTs was allowed
          ----There is no current written restriction other than travel is still limited to 3 days for IMAs

-ARPC policy position
  --Split tours are a viable option for commanders to use
   --Care should be taken if travel is involved
   --Program managers should help establish their command’s split AT policy for their IMAs
   --ARPC/DRO budgets for one split tour for each member, but does not budget for 3 travel round trips for every member
--Overall, frugal management is required by all concerning travel and split training

1 January 2000 Version of AFMAN 36-8001

-Only clarification
--Members may not perform a split annual tour if overseas travel is required

POC: John.Riegel@arpc.denver.af.mil
ANCILLARY TRAINING FOR DMRIT IMA PERSONNEL



TABLE OF CONTENTS

Law of Armed Conflict

Suicide Prevention and Intervention




















































PAGE  
2

[image: image95.jpg]


