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SECTIONI

BACKGROUND

Purpose. The purpose of the information sheets
is to familiarize Chaplain Service personnel with
their training responsibilities and requirements.

Organization. The Air Reserve Personnel Center
(ARPC) is a Direct Reporting Unit of the
Department of the Air Force. The Directorate of
Chaplain Individual Reserve Programs operates
within ARPC as the central manager for Chaplain
Service personnel.

Individual Mobilization Augmentee (IMA).
IMAs are category B reservists and are assigned
to the 9018 Air Reserve Squadron (ARS). Points
are mainly earned through active and inactive duty
training,

Reinforcement Designee (RD). RDs are
category E reservists and are assigned to the 9002
ARS. RDs participate in a points-only, non-pay
status. Points are earned through a variety of
methods including: inactive duty training,
professional military education, and others. Points
earned are credited towards retirement (Atch
0).

Unit of Attachment. For training purposes
IMAs and RDs are attached to an active duty Air
Force base or Major Command (MAJCOM).
They perform required annual and inactive duty
training at this location.

TRAINING REQUIREMENTS

Fiscal Year (FY) Requirements

Annual Training (AT). AT is performed at the
unit of attachment under the supervision of an
active duty chaplain or chaplain service support

personnel. IMAs (Individual Mobilization
Augmentees) are required to perform a 12-day
tour during each FY. Annual tour and IDTs must
be completed or planned before performing MPA
or special tours in accordance with AF1 36-8001.
Only real-world contingencies can be substituted
for IDTs. Prior approval from ARPC is required.
Annual tour substitution requires prior approval
from supervisor. A school tour substitution requires
at least 9 consecutive days and 12 consecutive
days for a special tour substitution.

Inactive Duty Training (IDT). IMAs must
perform 24 training periods each FY.

a) Member is not on orders so they do not
receive travel or per diem.

b) Use AF Form 40A for pay and or points.

c) Designated time is 4 hours per training
period (TP).

d) One point per TP up to a maximum of 2
points per calendar day.

Retirement and Retention (R/R) Year
Requirements

R/R Requirements. A total of 50 points is
required each R/R year. IMAs and RDs receive
15 membership points each year (prorated if less
than ayear). This means a total of 35 points must
be earned by the other methods (annual training
and IDTs).

When to Train. It’s extremely important that
IMAs and RDs receive comprehensive training.
Although most training should be accomplished
during the week, occasional supervised weekend
training is permissible. Support personnel should
not solely work weekends while performing IDTs,
unless they are in upgrade training. AllIMAs and
RDs must schedule training days in advance. See
“IMA Annual Covenant for Training” for details.



SECTION 11

TRAINING RESPONSIBILITIES

Attachment Options. IMAs and RDs are
attached to active duty Air Force bases and
MAJCOMs for training. Attachments are made
by the Personnel and Readiness Division (HCP)
by following management objectives and criteria.

NOTE: To change a unit of attachment, send a
letter to HCP requesting a change. Include a
justification along with any new address or
telephone information.

Reporting Officials. Reporting officials may be
of equal or higher grade. Reporting officials work
closely with the ratee to plan training schedules
throughout the year. When a reporting official
is being changed, ensure HCP is notified well
in advance.

Enlisted Performance Reports (EPRs). EPRs
are due biennially, or upon the reattachment of an
IMA, and a minimum of 16 points have been
earned under that previous attachment. IMAs
are encouraged to provide significant data to
supervisors for inclusion in EPRs. There is no
requirement for an annual EPR for enlisted IMAs.
Supervisors are required to provide performance
feedback for IMAs and RDs (reference AF1 36-
2403).

Officer Performance Reports (OPR). OPRs
are due annually on the anniversary of the previous
OPR. Additionally, OPRs are due upon the
transfer of the IMA/RD or the supervisor, if 12
points have been earned. IMAs and RDs are
responsible for providing sufficient data to their
supervisors for the completion of OPRs. All
officer and enlisted IMAs should have regular
performance feedback sessions with their
reporting officials halfway through the OPR/EPR
cycle (reference AFP 36-2404).

Promotion Recommendation Forms (PRF).
An Air Force Form 709, Promotion
Recommendation Form, is not required from
promotion to captain or major. It is required for
promotion to lieutenant colonel or colonel. PRFs
are due 90 days before the promotion board
convenes.

Advance Planning for Training. Use ARPC
Form 0-100, IMA Annual Training Contract, to
plan each year. Training must be coordinated with
the supervisor and should reflect needs of the base
and IMA.

Career Field Education and Training
Plan (CFETP). The CFETP identifies areas
which chaplains and chaplain service support
personnel require training. Each IMA and RD
needs a copy of the CFETP in their AF Form
623, On-the-Job Training Record. Its purpose
is to ensure reserve chaplains and enlisted
personnel receive a broad training experience
during inactive and active duty training. Both
active duty supervisors and reservists are
responsible for its implementation. It’s foundational
for career development.

Web Order Transaction System (WOTS)

IMAs will be requesting tours over the Internet
through the ARPC homepage at www.arpc.org.
WOTS automatically forwards requests to our
orders technician for approval, then to ARPC/
FM for processing. IMAs now have access to
the status of their order requests through WOTS,
eliminating the need to call for information. IMAs
will be making their own travel arrangements —
phone numbers for Professional Travel
Corporation (PTC) and Omega Travel, to include
24-hour numbers, are located in the travel section
of WOTS. For more information refer to your
letter from HQ ARPC/FM.

AF Form 1289, Application for Active Duty
Training. IMAs use this form to request active



duty training such as AT, special and school tours.
Requests must be received by HCS at least 45
days in advance of the requested tour. All AT
requests, regardless of location, must be signed
by the IMAs supervisor (Atch 1). This is the
basic form to initiate orders. If your request
arrives late, you may not receive your orders in
time. You can expedite the process by making
your own airline reservations if you are near a
military ticket office and picking up your tickets
after you receive your orders. Youdo notneed a
copy of orders to make reservations. There are
several advantages of doing this:

a) Youhave more control in scheduling the
best flights for you.

b) Your orders will reach you sooner since
they will not have to go through ARPC’s
ticket office.

AF Form 40A, Authorization for Individual
Inactive Duty Training. IMAstraininaREADY
and PAY status, while RDs train in a READY
and NON-PAY status. Mail the completed 40A
to the IMA’s Reserve Pay Office (RPO) for pay,
and DPK for points only (Atch 2).

SECTION 111

TRAINING OPPORTUNITIES

National and Command Workshops. You may
choose to use annual tour for either the ARPC
National Workshop or the command sponsored
workshops. If RPA tour funds are available and
you specify special tour on the AF Form 1289,
you still must complete all of your 12 annual tour
days and 24 IDT periods sometime in the same
fiscal year to have satisfactory FY participation.
An airline ticket may be obtained through a local
military ticket office or ARPC can send you a
ticket. Your lodging and meals are part of the per

diem indicated on your orders. These expenses
are reimbursed when a travel voucher is filed at
the accounting and finance office (AFO), at
AFRCA/FMFPT, 1392 Second St, Dobbins
AFB GA 30069-4823. Remember, you must
use your Government Travel Card to pay for all
expenses associated with this, or any other official
trip.

National Workshop. ARPC holds a national
IMA workshop every two years. This is an
excellent opportunity to receive training and to
share common experiences with other IMAs.
RDs may attend this workshop on IDTs only, and
do not receive pay, travel or per diem.

Command Sponsored Workshops. Command
sponsored workshops are held the year between
national workshops. IMAs may attend
workshops using AT days, IDT periods or RPA
funds if available. ARPC and MAJCOMS will
communicate registration requirements, dates,
etc., through the web site. Youmust respond ina
timely manner.

National Faith Group Conferences. Chaplain
IMAs and RDs receive one point credit per day
for attending a faith group conference. A maximum
of 5 points per year is allowed. To attend, follow
these steps:

a) Submityour plans to attend via email,
with the conference name, place, and
dates, NLT 60 days in advance, to the
Professional Division (HCX).

b) Wear your uniform during the meeting.

¢) Askthe highest ranking officer (civilian/
military) to certify the AF Form 40A.

d) Mail the 40A to HCX for validation after
the conference.



CHAPLAIN PROFESSIONAL
MILITARY EDUCATION (PME)

How to Complete PME. IMA chaplains may
complete PME in residence, by seminar at a local
base, or by correspondence. RDs may complete
PME by seminar or correspondence.

Correspondence. To enroll in PME by
correspondence, contact the ARPC training
section, 1-800-525-0102, ext. 330.

Seminar. Contact your local base education
office.

Residence. To attend in residence, contact HQ
ARPC/HCX.

PME REQUIREMENTS

Air War College (AWC). Eligibility
requirements: Lt Col or Colonel, secret clearance,
and 3 years retainability.

Air Command and Staff College (ACSC).
Eligibility requirements: Major, secret clearance,
and 3 years retainability.

Squadron Officer School (SOS). Eligibility
requirements: Captain, secret clearance, and 3
years retainability.

PME POINTS VALUES

Correspondence. For taking SOS, you receive
56 points, for ACSC, 163 Points, and for AWC,
156 points. After each section is complete, mail a
copy of the ECI score card to ARPC/DPPRKB.

Seminar. Taking ACSC by seminar earns 163
points, and AWC earns 183 points.

Residence. One point per active duty day.

ENLISTED PROFESSIONAL
MILITARY EDUCATION (PME)

Noncommissioned Officer Academy (NCOA).
Completion of the NCOA is mandatory for
promotion to MSgt. The NCOA may be attended
in residence or by correspondence.

NCOA by Correspondence. Contact the
ARPC training section for information or
instructions (1-800-525-0102, ext. 330).

Senior Noncommissioned Officer Academy
(SNCOA). The SNCOA is mandatory for
promotion to CMSgt and SMSgt. Individuals
must be a MSgt or above to attend in residence
or enroll by correspondence.

SNCOA in Residence. To attend in residence,
contact ARPC/DPST for complete application
instructions. Boards meet in March and June to
review applications. RDs may not attend in
residence.

SNCOA by Correspondence. To enroll in the
SNCOA by correspondence, contact the ARPC
training section.

PME Point Values. Correspondence courses
come in two parts; NCOA, 6 D&E and SNCOA,
8 D&E. Each course must be completed within
24 months. You receive 32 points for taking the
NCOA, and 59 points for the SNCOA. After
each section is completed, mail the ECI score
card to ARPC/DPPRKB. Partial point credit is
awarded after each section.

In Residence Points. One point per active
duty day.



DIRECTED READING
PROGRAM

HC has alist of approved books with different
point values, which may be used to gain points
to meet R/R year requirements. A copy of this
list is on our web site. By completing a one-
page report (Atch 4) and submitting an AF Form
40A (Atch 3), RDs or IMAs may earn points
which are credited toward retirement. Send the
book report and 40A to HCX (chaplains) or
HCS (enlisted). IMAs may not substitute book
reports for the fiscal year AT or IDT
requirements. To check outa book from ARPC
write, fax or call DFAS-DE/WAPL, 6760 E
Irvington P1, Denver CO 80279-8000; FAX
303-676-7439, FAX (DSN) 926-7439; Phone
303-676-7566.

OFF-SITE SPECIALIZED
ANNUAL TRAINING (O-SAT)

Every fourth year, IMAs may elect to perform
their AT at a site other than their base of attachment.
Contact HCX (chaplains) or the Personnel
Readiness Division (HCP) (enlisted) to apply for
SAT tour. The Wing Chaplain or NCOIC at your
unit of attachment must approve this tour
beforehand.

SPECIALIZED ANNUAL
TRAINING OVERSEAS (SAT-0O)

These tours are no longer being offered.

MANNING ASSISTANCE

Occasionally, IMAs have the opportunity to
perform special tours of active duty. When an
active duty manning shortage occurs, wing
chaplains may request Reserve assistance by
submitting the following information through their
MAJCOM/HC to ARPC/HC:

Submission Requirements

a) Justification. Reason assistance is
needed.

b) Dates. How long Reserve support is
needed.

¢) Fund Citation. A travel and per diem
fund citation to pay for the IMA’s travel
to and from the location and per diem
of billeting and meal costs.

d) Identify Faith Group Required.

e) MAJCOM Coordination. The
MAJCOM must indicate active duty
support is not available.

f) AFForm49. Application for Manday
Tour (see Atch 5).

How to Volunteer. IMAs wishing to volunteer
for manning assistance tours should contact HCP.
The IMA will be contacted when a tour is
available.

FUNERAL SUPPORT

IMA chaplains often have the opportunity to
perform funerals in support of the active duty.
Since this is primarily an active duty responsibility,
IMA support should be requested when all
possibility of active duty coverage has been
exhausted. IMAs may be compensated for
funerals through MPA days. HC budgets
additional mandays specifically for funeral
support. To apply, send an AF Form 49, along
with travel and per diem fund citation, to HCP.
The AF Form 49 may be submitted after the
funeral, but contact HCP in advance to ensure
days are available.



POINTS-ONLY ACTIVITIES

There are a variety of points-only training
opportunities available to both RDs and IMAs
(Atch 6). Reservists may be credited with a
maximum of 75 points toward retirement from a
combination of membership, inactive duty,
correspondence/seminar courses and points-only
training in any R/R year. Active duty training points
are not included in the 75 points.

CHAPLAIN CAREER COURSES

Commissioned Officer Training (COT) and
Orientation Chaplain Course (OCC). All
Reserve chaplains are required to attend these
courses within their first 2 years. This requirement
is identified in Title 10, US Code, section 671,
which requires chaplains to be trained before they
can be mobilized. COT is held at Maxwell AFB
AL for 4 weeks. OCC is held at Maxwell AFB
AL for 4 weeks.

Intermediate Chaplain Course (ICC). A select
number attend this course held at Maxwell AFB
AL. Criteria for selection include: Major selectee
or Major, completed SOS or ACSC.

Wing Chaplain Course (WCC). WCC s held
at Maxwell AFB AL. Criteria for selection
include: Colonel, Lt Col or Lt Col selectee, IMAs
at Air Staff or MAJCOM level, or equivalent to
wing chaplain.

Professional Continuing Education (PCE).
PCE courses are offered to IMA Chaplains and
Chaplain Service Support Personnel (CSSP).
There are a limited number of slots available to
IMAs each year. Available courses will be mailed
to you annually.

CHAPLAIN SERVICE SUPPORT
PERSONNEL COURSES

Chapel Service Support Apprentice Course

5R031. A 6-week course held at Maxwell AFB
AL. Attended by cross-trainees into the SR031
career field. Completion of this course results in
the award of a 3 skill-level.

Chaplain Service Support Craftsman Course
SRO71. A3-week course held at Maxwell AFB
AL. This course enhances the knowledge of
experienced support personnel. Contact HCP
to inquire about availability of slots. Completion
of this course is required for award of 7 skill-
level.

NOTE: AnIMA will receive one retirement point
per day for each of the above courses. Pay will
also be given for formal courses (COT, OCC,
ICC, WCC, PCE, 5R031, 5SR071).

SECTION1V

CHAPLAIN PROMOTIONS

Central Managers Force Management
Panel. Identifies individuals for possible quality
control and reduction in force.

Promotion Boards. A consolidated Capt-Lt
Col board is held each year during March. The
Colonel promotion board is held each year during
October.

ENLISTED PROMOTIONS

Promotion to SSgt. SrA are promoted when
skill level, PME, time-in-grade, and time-in-
service requirements are met (Atch 7). They must
receive their supervisor’s recommendation.

Promotion to TSgt through CMSgt. These
promotions are based on vacancies at the next
higher grade level. For example, to be promoted
to TSgt, SSgts must first be fully qualified (Atch
7) and there must be a TSgt vacancy.

Upgrade Training. IMA upgrade training



requirements mirror those of their active duty
counterparts. The supervisor of IMAs are
required to certify that IMAs have met upgrade
training requirements for the 5 and 7 skill-level.
AF Form 2096 is used by the supervisor to
request a change in an IMAs skill-level after all
requirements have been completed. The IMA
should be proactive in the upgrade training
process and communicate extensively with their
supervisors to ensure that skill-level upgrade is
accomplished in a timely manner.

Enlisted Reassignment Panel (ERP). The
ERP meets each year to determine the
reassignments/promotion potential of each eligible
enlisted IMA. IMAs are evaluated in the areas
of EPRs, PME, participation, civilian education,
and potential for advancement. An ARPC Form
67 (located on the ARPC webpage under Forms
and Pubs) is used by the supervisor to note the
accomplishments of the IMA. The eligibility cutoff
date for the panel is 1 June. If the closeout date
of an EPR is 6 months older than this date, an
ARPC Form 67 must be accomplished. Ifthe
closeout date of the EPR is within the 6-month
period, a Form 67 is not required. The board
consists of three CMSgts as voting members. It
establishes a merit order listing by grade, of all
eligible IMAs. As vacancies occur at the next
higher grade level, this list is used to determine
who is recommended for promotion. For
example, if a CMSgt position becomes vacant,
the highest qualified SMSgt will be reassigned to
that position. This also creates vacancies at the
SMSgt, MSgt, and TSgt levels. The merit order
listing, established by the ERP may be used to
reduce the force, if IMA positions are cut. If
sufficient members are not reduced through
normal attrition, all IMAs are evaluated and those
receiving the lowest scores will be selected for
reassignment.

Enlisted Reinforcement Designee
Promotions. RDs may be promoted as high as

10

MSgt. All eligibility requirements (Atch 7) must
be met before promotions are granted.

SECTION V

OTHER INFORMATION

Annual Weigh-in. The unit of attachment is
responsible for ensuring IMAs and RDs are
weighed annually.

Fitness Testing. IMAs and RDs must perform
the annual fitness test with their unit of attachment.

Address and Telephone Number Changes.
IMAs must:

a) Submit address changes to ARPC/
DPSSA Customer Service Branch

b) Internet www.arpc.org under address
change

¢) Email ARPC Customer Service at
dpssa c.denver.af.mil

d) Call ARPC Customer Service at 1-800-
525-0102, ext. 71388

e) Go through your local MPF at your unit
of attachment

f) Submita copy of your address change
to ARPC/HC. Fax, email or mail a copy
of your change to HQ ARPC/HC. Do
not call ARPC/HC with your change of
address. Changes will not be accepted
over the phone.

g) Email change to hes@arpc.denver.afimil

h) Keep a copy of your submitted change
of'address/phone number

Medical Care. Anytime IMAs or RDs receive
medical care, ensure a copy of the medical report
issentto SGA. Thisreport should include a letter
from the civilian or military doctor with diagnosis
and medication (AFMAN 48-123 and ARPCP
45-22).

Duty Chaplain Status. When IMAs, within
commuting distance of their base, perform duties



as “Duty Chaplain” during AT and must stay on
base, ensure “Duty Chaplain Status™ is indicated
in the remarks section of the AF Form 1289.

MAJCOM Senior IMAs. HC attaches Senior
IMA chaplains and chaplain service report
personnel to MAJCOM offices and bases. Their
role is to act as liaison between ARPC,
MAJCOMs, and bases within MAJCOMs.
IMAs may want to contact their senior IMAs to
express concerns or ideas.

BILLETING ARRANGEMENTS

When Reservists occupy Government Quarters
or Government Contracted Quarters, they are
authorized reimbursement for the lodging cost.
IMAs need to forward a copy of the AF Form
40A, the lodging receipt, and SF Form 1164,
Request for Reimbursement, to the travel pay
office at Dobbins ARB GA. This is the only
reimbursable expense when performing IDTs.

While on Annual Training. On active duty
orders, IMAs receive per diem to cover the cost
of billeting and meals. These costs are reimbursed
when a travel voucher is filed at Dobbins ARB
GA. Billeting reservations must be made in
advance.

ARPC WEB SITE

HQ ARPC/HC maintains a Web Site accessible
through the www.arpc.org web page. This page
is periodically updated when new information
concerning USAF Chaplain Service IMAs
becomes available.
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BOOK REPORT FORMAT

NAME: GRADE:
SSAN:
BOOK TITLE:
AUTHOR:
SUMMARY
DATE:

SIGNATURE:
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APPROVED POINTS ONLY ACTIVITIES
e Training at Unit of Attachment*
e Professional Military Education (must wear uniform if taking course by seminar)
e Attendance at Command Workshops*
e Counseling of Military Personnel and Dependents* (Not as a function of regular employment)
e Visitation at Veteran Administration Hospitals*
e Serving as a Chaplain to the Civilian Air Patrol (CAP) and ROTC units*
e Supporting a Boy Scouts of America Explorer (must be sponsored by USAFR)*
e Lectures, addresses, or invocations at civic clubs or veteran’s organizations*
e Recruiting for Chaplain and Chaplain Candidate programs (contact HCX for details)*
e Physical examinations (one point per completed exam)*

e National denominational conferences or workshops (one point for two hours of attendance, not to exceed
one point per day). Must be approved by HCX, 60 days in advance.* Maximum five days.

e Directed Reading Program

*Must be in Uniform

Atch 6 (1 of2)
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PROMOTION ELIGIBILITY CRITERIA

Enlisted
Promotionto: SAT SVC TIG PME AFSC
SSgt 3 1/2 years 12months ALS/NCO Prep** 5R051
TSgt 5 years 18 months 5R071
MSgt 8 years 24 months NCO Academy 5R071
SMSgt 11 years 24months SNCO Academy 5R091
CMSgt 14 years 10 months SR091

**This course may be superseded or replaced by Airman Leadership School

Chaplain
Promotion to: Years In Grade
Captain 4
Major 7
Lt Col 7

Reserve Colonel Overall Vacancy Promotion
Promotion to: Years In Grade

Colonel 3
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Attachment 8

OPR TIPS

TIPS ON OPRS

-Use 12 pitch type only for clarity of reading
-Use the 9018th’s Mission Description

-Clarify and sharpen job descriptions

-Prioritize from the most to least important tasks

IMPACT ON MISSION ACCOMPLISHMENT
-Use all nine lines in Impact on Mission portion
—Use of daily log and statistics for material
—Have strong opening statement
—Bullet statements with action verbs and substantiating statistics
—Answers the question “so WHAT?”
-Use single bullet followed by one or two “so what” sub-bullets
-Fill the entire space, avoid a lot of white space
-Vary the lengths of the lines

-Use a thesaurus. Avoid using the same word twice
-Use a spell checker

-Use words that are in the dictionary

RATER OVERALLASSESSMENT
-First bullet is critical. It indicates potential

—Rest of block must substantiate opening bullet
-Make ‘em shine

-Use all nine lines
-Comment on future assignments
-Indicates a dynamo or a dud

ADDITIONAL RATER OVERALLASSESSMENT
-Use all five lines

-Again opening bullet is vital
-Give senior rater opportunity to identify really great performers
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Attachment 9

ACSC
ACT

AFO
ARPC

AWC
CFETP
COT
DRU
EAF
ECI
EPR
ERP
FOA
FY
ICC
IDT

NCOA
NCOIC
0CC
OPR
PCE
PME
RPO

SAT
SAT-O
SATO
SNCOA
SOS
STS
WCC

GLOSSARY OFACRONYMS

Air Command and Staft College
Annual Covenant for Training
Aerospace Expeditionary Force
Accounting and Finance Office

Air Reserve Personnel Center

Air Reserve Squadron

Annual Tour

Air War College

Career Field Education and Training Form
Commissioned Officer Training
Direct Reporting Unit

Expeditionary Aerospace Force
Extension Course Institute

Enlisted Performance Report
Enlisted Reassignment Panel

Field Operating Agency

Fiscal Year

Intermediate Chaplain Course
Inactive Duty Training

Individual Mobilzation Augmentee
Noncommissioned Officer Academy
Noncommissioned Officer In Charge
Orientation Chaplains Course
Officer Performance Report
Professional Continuing Education
Professional Military Education
Reserve Pay Office

Retirement and Retention Year
Reinforcement Designee

Specialized Annual Training
Specialized Annual Training Overseas
Scheduled Airline Ticket Office
Senior Noncommissioned Officer Academy
Squadron Officer School

Specialty Training Standard

Wing Chaplain Course
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Attachment 10

FORM

AF Form 1289

AF Form 49

Active Duty Orders Pay (AF 938)
AF Form 40A (pay)

AF Form 40A (points only)

AF Form 40A (Directed Reading
Program)

Change of Address/Telephone

DD Form 1351-2 Travel Voucher

Enlisted Support Branch
ECI Score Card for PME

Education Transcripts

MAIL ROUTING INFORMATION

HQARPC/HC #1
6760 E Irvington P1#2
Denver CO 80280-#3
MAIL TO
#1 #2 #3
HCS 5100 5100
HCS 5100 5100
Your RPO
Your RPO
DPK 3500 3500
HCX 5100 5100
HCS 5100 5100
AFRCA/FMFPT
1392 Second St

Dobbins AFB, GA 30069-4823

HCP 5100 5100
DPKD 3500 3500
MSPUC 3800 3800
HQARPC/HCS
6760 E Irvington P1#5100

Denver CO 80280-5100
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Attachment 11

ARPC/HC FUNCTIONALAREA DIRECTORY
This list will indicate the correct staff member to direct your questions to. Ask for:

ARPC/HCP (Personnel Readiness Division) Ch Howard Ashford or Joanne Stoker
Eligibility requirements
Chaplain reporting official changes
Appointment and processing chaplain applications
Promotions and board dates
Retirement/Separations/Retentions
Denominational official changes
Training attachments
Eligibility for Chaplain Service
IMA Chaplain Recruitment
MPA mandays

ASK FOR: ARPC/HCX (Professional Division)~Ch Don Smith or Ch Brett Oxman
Chaplain Candidate Program
Chaplain Candidate Recruitment - Ch David Markwalder
Chaplain Candidate Recruiting and Liaison Team
Chaplain Candidate Information Sheets
Chaplain Candidate Continuation Training Information Sheets
Chaplain School Scheduling
Chaplain Readiness Courses (Chaplains)
Chaplain Professional Military Education (PME)
Chaplain Nonpay, point-only activities
Chaplain Directed Reading Program
Chaplain Specialized Annual Training (SAT)
National & Command Workshops
RPA Days - Ch David Markwalder

ASK FOR: ARPC/HCS (Support Division) - SSgt Kimberly Albert or Dottie Raisio
Office Administration
Annual Tours
Base support/workshops, funerals, school, and chaplain candidate orders
Conferences/workshops logistics

ASK FOR: SMSgt Kevin West or MSgt Mark Brandon, or SSgt Kimberly Albert
Office administration (address/telephone number changes)
Enlisted Specialized Annual Training (SAT)
Support Personnel Positions (IMAs and RDs)
Enlisted Training Attachments
Enlisted Reporting Official Changes, EPRs, PME and Promotions
Enlisted Manning Assistance
Eligibility Requirements for Chaplain Service Support Personnel
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If the question is about:

Active Guard/Reserve Tour
(Active Duty Airman 678)
Active Guard/Res Tour (AGR)
(Point Crediting Questions)
Active Guard/Res Retirements
Address Changes
Aeronautical Information
AFELM IMA Management
AF Form 40a (Points Only)
AFSC Upgrade
Air Force Reserve Recruiters
Airman Assignments
Air National Guard Advisor
Air National Guard Recruiters
Air Reserve Technician (ART)

Ancillary Training
Area Defense Counsel (ADC)

ARPC/AFRC Policy/Advisory Council

ARPC Education & Training
ARPC Home Page
Toll Free Operators

ARPC Plans/Procedures/Policies
Assignment Opportunity Sys (AOS)

Assignments (AD to HQ ARPC)

Assignments (IMA/Cat.B/Cat.E/S-7)

ARPC QUICK REFERENCE LIST

Then contact:

Robins AFB GA
Points Management Branch

AGR Service Verification
Customer Service Branch
Personnel Support Div
Individual Res Liaison Div
Points Management Branch
Military Training Div

Assignment Programs Div
CcCcG

Kelly AFB/Texas

Education/Training Services
Area Defense Counsel
Plans & Policy
Education/Training Services
Public Affairs
Communication & Info
Plans

Assignment Programs Div
HQ SQ Section

Assignment Programs Div

Automated Records Mgt System (ARMS) Master Records Mgmt Div

Awards & Decorations
Badges

Base Indiv Mobil Augm Admin (BIMAA)

BCMR’s/Congressionals
BIMAA Management
Biomedical Science Corps
Cashiers Cage

Casualty Issues

Catch 62 (Combine Military & Civ)

Commanders Executive Assistant
For Enlisted Matters

Community Relations

Enlisted Upgrade Trng

Center Scene Newspaper

lain Programs

Chief’s Group (ARPC)

Quality Force Mgmt Branch
Quality Force Mgmt Branch
Senior Officer Affairs
Management Support Div
Senior Officer Affairs
Surgeon General

Finance Center
Entitlements Branch
DFAS-DE/Military Pay
Command Section

Public Affairs
Military Training Div
Public Affairs
Personnel Div
POC:CMSgt Fischer

Atch 12 (1 of 6)

DSN

926

Tollfree

6012

7151
6528/6730
6450
6531
6012
6396
1-800
6429
6303
1-800
DSN
COMM
7324
6216
6299
7324
6515
6453
6299
6429
6321
6429
6147
6134
6600
6409
7257
6409
7194
7637
6438
7408
8747

6515
6396
6515
6480
6494

Attachment 12

Toll Free Office
Symbol
1800 525-0102

1-800 223-1784
X71232
403 DPPKB

402 DPPRC
388 DPSSA/B

295 DPAF
300 DPST
403 DPPKB
330 DPAT
257 1212
292/346 DPAP
314 CCG
864 6264
969- 6658
210-  977-6658
NONE MSL
1-888  777-0728
246 XPX
NONE MSL
218 PA ARPC
488 SCMT
246 XPX
292/346 DPAP
NONE MSQ
292/346 DPAP
NONE DPSR

343 DPSSP
343 DPSSP

321 CvVG

298 DPSZ

321 CvVG

233 SGP
NONE DFAS/WS
227 DPSSE
NONE DFAS/FJP
NONE CCEA

217 PA CDC/

330 DPAT
217 PA Chap-
241 HCP

251 JA Civil Air



Patrol/Reserve Affairs

Civilian Pay Office
Civilian Personnel Office
Classification (PAS/S7)
Clothing Issue
Commander
Commander’s Call
missary Privilege Card
Computer Help Desk
Conditional Release to ANG
Conditional Release to

other components
Correspondence Course Enrollment
Customer Service
Cycle Ergometric Testing
Date of Rank (Officer)
DD Form 93 (Rerd of Emerg Data)
DD Form 214- Corrections
DD Form 214- Copies
Death of Reservist
DEERS
Defense Counsel
Dental Corps
Dependent Data Change
Direct Appointments (Officer)
Director of Chaplain Programs
charge Certificates

(lost or destroyed)
Discharges
Divorce Data
Dual Status
Duty History
Education
Employer Support Questions
Enlisted Education Data (academic)

Enlisted High Year of Tenure Program

Enlisted Advisor to the Commander
Enlisted Advisor/Individual Programs
Enlisted Medical Corps

Enlisted Performance Reports (EPR)
Enlisted Promotions

Enlisted Specialty Trng (EST)
Enlistments

Entitlements/Benefits

ETO/ETS

Executive Officer (ARPC)

Extension Course Institute (ECI)
Extensions

Field Records Management

Fire Department(non-emergency)
First Sergeant (ARPC)

Fiscal Year Requirements

Fiscal Year (Points)

Maxwell AFB, Ala.

Financial Analysis
Civilian Personnel
Military Training Div
Reserve Pay Office
Command Section

Public Affairs
Entitlements Branch
Network Control Center
Assignment Programs Div

Separations Division
Military Training Div
Customer Service Branch
Quality Force Mgmt Branch
Promotions Eligibility Div
Customer Service Branch
Service Documents Branch
Customer Service Branch
Entitlements Branch
Customer Service Branch
Area Defense Counsel
Surgeon General
Customer Service Branch
Career Management Div
Chaplain Directorate

Separations Division
Separations Division
Customer Service Branch
Personnel Support Div
Assignment Programs Div
Military Training Div
Natl Committee for ESGR
Military Training Div
Separations Division
Command Section
Command Section
Surgeon General
Evaluations Section
Promotions Eligibility Div
Military Training Div
Career Management Div
Entitlements Branch
Personnel Support Div
Command Section
Military Training Div
Personnel Support Div
Records Management
Denver

HQ SQ Section
Personnel Support Div
Personnel Support Div

Atch 12 (2 of 6)

DSN
COMM
8195
8322
6396
6727
6310
6515
6438
6051
6429

6362
6396
6528/6730
6600
6398
6528/6730
8955

6439
6528/6730

7194
6528/6730
6443
6540

6362
6362
6528
6457
6521
6396

6396
6362
6494
6934
7356
7475
6400
6396
6443
6576
6457
6314
6396
6457
6513

6314
6458
6458

493-
334-
NONE
NONE
330
1-888
200
218
228
NONE
292/346

401
330
388
342
281
388

227
388
1-888
233
388
291
241

401
401
388
307
346
330
1-800
330
401
251
348
233
340
371
330
291
228
307
202
330
307
NONE
331-
NONE
307
307

5225
953-5225
FMA
MSC
DPAT
898-0886
CcC

PA Com-
DPSSE
SCMN
DPAP

DPPS
DPAT
DPSSA/B
DPSSP
DPBA
DPSSA/B
DPSSS
DPSSA/B
DPSSE
DPSSA/B
777-0728
SGP
DPSSA/B
DPAB

HC Dis-

DPPS
DPPS
DPSSA/B
DPAF
DPAP
DPAT
336-4590
DPAT
DPPS
CCC

[ee|

SGP
DPBR2
DPBA
DPAT
DPAB
DPSSE
DPAF
CCE
DPAT
DPAF
DPSFRB
4146
CcCQ
DPAF
DPAF



Flight Management
Foreign Language Proficiency Pay
Formal Schools
Forms
Grade Determination
Hearing Impaired Interpreters
Health Services Programs
High Year Tenure (HYT)
History
Physical Standards
News Release Program
Deferred Residency Programs
HPSP Pay
ID Card Applications
ID Card Verification(former spouse)
IDEA Program
IG Complaints
Guard & Reserve Pers Fact Sheet
Policy
IMA Update
Duty Training (IDT)
(non-pay points)
Incapacitation Pay
Individual Reserve Guide
Internet Hotline (ARPC)
IRR Bonus
ISLRS Screening

Judge Advocate Indiv Reserve Programs

Key Fed Employees(participating)
Key Fed Employees(non-participating)
Laughlin Bill/Res Revitalization Act
Legal - Judge Advocate

Defense Counsel

Library/Technical Learning Ctr
Line of Duty

Locator/Gilchrist Complex
Mailroom (Main)

Mailroom (DS)

Media Relations

Reserve Incentive Programs
Microfilm Customer Service
Mobilization/Readiness
Montgomery GI BilMGI)
MSO/OSD Dates (Officers)

Muster Screening/Duty

“My Boss is a Patriot” Program
Change

National Personnel Records Ctr (NPRC)

Nations Bank Card/ARPC Employees
Newcomers Orientation (ARPC)
Newcomers Welcome Kit

News Media Relations

Clinic-Health & Wellness Ctr

Personnel Support Div
Military Training Div
Military Training Division
Pubs & Forms Mgmt
Reserve Appointment Pgms Br
Education/Training Ser
Surgeon General
Separations Division
Historian

7237

Public Affairs

Surgeon General

Reserve Pay Office
Customer Service Branch
Retirement Eligibility Br
Manpower & Quality Div
Inspector General

Public Affairs

Plans

Public Affairs

Points Management Branch
Quality Force Management Br
Individual Reserve Liaison
Network Control Center
Personnel Support Div
Separations Division

Staff Judge Advocate
Individual Res Liaison Div
Sustainment Division

Plans

Staff Judge Advocate

Area Defense Counsel

Bldg 444

Quality Force Management Br
DMC

Bldg 444

Records Control Branch
Public Affairs

Medical Readiness & Mobiliz
Document Imagery Branch
Personnel Readiness Div
Military Training Div
Personnel Support Div
Personnel Readiness Div
Public Affairs

Customer Service Branch
St Louis, MO

Financial Analysis
Education/Training Ser
Assignment Programs Div
Public Affairs

Bldg 444

Atch 12 (3 of 6)

6450
6396
6396
6334
6443
7324
7158
6362
6445
236
6515
6484
6727
6528/6730
6369
6292
6312
6515
6041
6515

6012
6134
6261
6683
6450
6362
6494
6531
6458
6299
6494
6216
7566
6134
7417
7551
6498
6515
6490
6174
7081
6396
6457
7780
6515
6528/6730
314
6290
7324
6428
6515
7268

295
330
330
NONE
291
NONE
232
401
NONE
SGSP
218
234
1-888
388
402
NONE
201
218
246
218

403
342/3
300
NONE
295
401
251
300
307
246
251
253
NONE
342/3
NONE

NONE
217
231
NONE
206
330
307
315
217
388
538-
NONE
NONE
346
217
NONE

DPAF
DPAT
DPAT
SCS
DPABA
MSL

SGP
DPPS

HO HIV+
Hometown
PA HPSP/
SGSI
898-0886
DPSSA/B
DPPRA/B
XPM

IG IMA
PA IMA
XPX

PA Inactive

DPPKB
DPSSP
DPST
SCMN
DPAF
DPPS
JAR
DPST
DPAF
XPX

JA Legal -
ADC
DFAS-DE
DPSSP
WEE
DFAS-DE
DPSRP
PA Medical
SGSI
DPSRB
DPAR
DPAT
DPAF
DPAR
PA Name
DPSSA/B
4218
FMA
MSL
DPAP

PA Nurse/
HWC



Nurse Corp
Officer Apts./Accessions
Officer Education Data Update

Officer Performance Reports

Ofc Performance Rpts (copies/S7)
Ofc Promotion Eligibility/Orders
Officer Training
Operator/Gilchrist Complex
Orderly Room (ARPC)

Orders (Annual/Special/School)
Paralegal Indiv Reserve Programs
Participation

PAS Code

Pay Entitlements

Paydate Inquiries

PCARS (Point Credit-adjustments)
PCARS New Gain Accessions
Personnel Readiness Issues
Personnel Records (copies)

Phone Number Change

Phys Standards (Med qualifications)
PME Correspondence/Enrollment
PME in Residence

PME Course Completion Verification
(PME/Specialty Course)

Point Credit Summary (copies)
Point Credit Summary Questions
Points (Fiscal year)

Position Vacancy (PV)

Privacy Act

Promotion Recommendation Form (PRF)

(IMA/Mandatory)

(UNIT/Mandatory)
Public Affairs/Media Relations

Reserve Mobilization Income Ins

Recall & Mobilization Issues

Records (copies)

Record Receiving/Processing (96)

Record Receiving/Processing (S7)

Records Review

Records Shipping (AFPC/NPRC)

Records Shipping (RES/ANG)

Recruiting

Re-enlistments

Reserve Components Survivors
Benefit Plan (RCSBP)

Reserve GI Bill (Chapter 1606)

Reserve Mgt Vacancy System(RMVS)

Reserve Officer Personnel Mgt
Act(ROPMA)(Active Status)(Tenure)

Reserve Officer Personnel

Surgeon General
Career Management Div
AFIT/RRA Wright Patt

Evaluations Section
Customer Service Branch
Promotions Eligibility Br
Military Training Div
DMC

HQ SQ Section

Res Orders & Approp Branch
Staff Judge Advocate
Personnel Support Div
Customer Service Branch
Reserve Pay Office
Personnel Support Div
Points Management Branch
Initial Audit Branch
Personnel Readiness Div
Customer Service Branch
Customer Service Branch
Physical Standards
Military Training Div
Military Training Division
Military Training Div

Customer Service Branch
Points Management Branch
Personnel Support Div
Promotion Eligibility Board
Records,Pubs & Forms Mgt

Evaluation Section

Officer Selection Records
Public Affairs

Plans

Personnel Readiness Div
Customer Service Branch
Assignment Programs Div
Field Records Processing Br
Customer Service Branch
Shipping Branch

Records Maintenance Section
Res Recruiting Liaison
Personnel Support Div

Entitlements Branch
Military Training Div

Assignment Programs Div

Plans

Management Act(ROPMA)(Promotions) Promotions Eligibility Div

Atch 12 (4 of 6)

6492
6443

DSN
COMM
7475
6528
6398
6396

1110

6321
6535
6494
6457
6528/6730
6727
6457
6012
6575
7081
6528/6730
6528/6730
7237
6396
6396
6396

6528/6730
6012
6457
6398
6333

7475
6341
6515
6299
7081
6528/6730
6448
6498
6528/6730
6501
6623
7057
6503

6576
6396
6448
6299

6398

233
291
785-
937-
340
388
281
330
NONE
NONE
406
251
307
388
1-888
307
403
331/347
206
388
388
236
330
330
330

388
403
307
281
NONE

341
221
217
246
206
388
292/346
NONE
388
NONE
332
NONE
307

228
330
292/346
246

281

SGP
DPAB
6231
255-6233
DPBR2
DPSSA/B
DPBA
DPAT
WEE
MSQ
FMFO
JAR
DPAF
DPSSA/B
898-0886
DPAF
DPPKB
DPPKA
DPAR
DPSSA/B
DPSSA/B
SGSP
DPAT
DPAT
DPAT

DPSSA/B
DPPKA
DPAF
DPBB
SCS

DPBR2
DPBR1
PA Ready
XPX
DPAR
DPSSA/B
DPAP
DPSFP
DPSSA/B
DPSFN
DPSFRA/B
RCS/RSI
DPAF

DPSSE
DPAT
DPAP
XPX

DPBA



Reserve Records/Locator
Reserve Transition Asst Prog (RTAP)
Reserve Transition Asst Prog (RTAP)

(after 1st payment is received)
Retention/Retirement(R&R)Date
Retention/Retirement Reqmts (Points)
Retired Pay

(already receiving pay)
Retired Pay (Age 60)
Retired Pay (AGR)
Retired Reserve (transfer to)
Retirement Applications
Retirement Certificates
Retirement Points
RIP Sheet
RRPS Management (Cat E)
Safety Office
Sanctuary (Active Duty)
Sanctuary (Reserve)
Satisfactory Service
Security Clearances
Security Clearances

(Mil & Civ assigned to ARPC)
Security Desk/Guards (ARPC)
Selection Folders
Senior Officer (MA) Biographies
Senior Officer Matters/Affairs
Servicemembers Group Life Ins (SGLI)
SGLI
SGLI Deductions
Social Security # Changes
Special Actions
SSB/VSI Reserve Affiliation Verif
SSB/VSI Updates
Statement of Service
Stipend/Bonus
Surveys (IRR, Standby, Retired)
Survivor Benefits
TD Form W-4
Telephone Trouble
TFCSD/TYSD Dates
TNET Administration
Top 3 (ARPC)

Customer Service Branch
Retirement Eligibility Br

Retired Pay Ctr/Clev Oh
Initial Audit Branch
Points Management Branch

Retired Pay Ctr/Clev Oh
Retirement Eligibility Br
AGR Service Verification Br
Retirement Eligibility Br
Retirement Eligibility Br
Retirement Eligibility Br
Points Management Branch
Customer Service Branch
Individual Reserve Liaison
Logistics

Personnel Support Div
Separations Branch

Points Management Branch
Personnel Support Div

Network Control Center
ARPC Lobby

Ofcr Selection Records Sec
Public Affairs

SR Officer & BIMA A Mgt Div
Entitlements Branch
Entitlements Branch
Reserve Pay Office
Customer Service Br
Separations Division
Customer Service Br
Personnel Support Div
Service Documents Br
Surgeon General
Customer Service Branch
Entitlements Branch
Reserve Pay Office

DMC

Personnel Support Div
HQ SQ Section

HQ SQ Section

Total Active Fed Service(TAFCS/TAFMS) Points Management Branch

Training Attachments

Transfer (Inbound/96-96)
Transfers to Retired Reserve
Transfers (Reg Ofc to USAFR)
Travel

Travel Pay

Travel/Professional Travel Corp
Tuition Assistance

Twenty Year Letter

Assignment Programs Div
Assignment Programs Div
Retirement Eligibility Br
Career Management Div
Travel Entitlements

Travel Pay/Dobbins ARB
Bldg 444

Military Training Div
Retirement Eligibility Br

Atch 12 (5 of 6)

6528/6730
6369

1-800
6375
6012

1-800
6369
7151
6369
6369
6369
6012
6528/6730
6531
6317
6503
6362
6012
6503

6329
6011¢
6340
6515
6409
6438
6438
6727
6528/6730
6366
6528/6730
6503
8955
6490
6528/6730
6576
6727
8000
6457
6321
6321
6012
6448
6429
6369
6443
6535
1-800
8333
6396
6369

388
402

321-
331/347
403

321-
402
402
402
402
402
403
388
300
NONE
307
401
403
307

NONE
NONE
221
217
321
227
227
1-888
388
401
388
307
350
237
388
228
1-888
NONE
307
NONE
NONE
403
292/346
292
402
291
406
808-
1-800
330
402

DPSSA/B
DPPRA/B

1080
DPPKA
DPPKB

1080
DPPRA/B
DPPRC
DPPRA
DPPRA
DPPRA
DPPKB
DPSSA/B
DPST
MSL
DPAF
DPPS
DPPKB
DPAF

SCMN
ARPC
DPPBR1
PA

CVG
DPSSE
DPSSE
898-0886
DPSSA/B
DPPS
DPSSA/B
DPAF
DPSSS
SGSI
DPSSA/B
DPSSE
898-0886
WEE
DPAF
MSQ
MSQ
DPPKB
DPAP
DPAP
DPPRA/B
DPAB
FMFE
5942
505-1184
DPAT
DPPRA/B



Unfavorable Information Files (UIF)
Uniform Issue (enlisted)
Uniform Service Employment-

Re-employment Rights Act (USERRA)

Uniform Wear

Union/AFGE Local 2040

VA Home Loan Letter

VA Requests

Vehicle Control/Parking Lot
Verification of Employment

Vice Commander (ARPC)

Video Requirements

Visitors to ARPC

VSI/SSB Policy Questions
VSI/SSB Reserve Affiliation Verif
VSI/SSB Updates

Waiver (Assignments-IMA/Cat B/E)
WAPS Study Materials

Warrior Day

Weight Management

Quality Force Management Br
Reserve Pay Office

Entitlements Branch
Customer Service Branch
Union Representative
Service Documents Branch
Customer Service Branch
DFAS-DE

Customer Service Branch
Command Section

Systems Services

Protocol

Plans

Customer Service Branch
Personnel Support Div
Assignments Programs Div
Military Training Div
ARPC Historian

Quality Force Management Br

Atch 12 (6 of 6)

6134
6727

6438
6528/6730
7027
8955
6528/6730
7401
6528/6730
6312
7588
6315
6299
6528/6730
6503
6429
6396
6445
6134

342/3
1-888

227
388
NONE
350
388
NONE
388
201
NONE
202
246
388
307
292
330
NONE
342/3

DPSSP
898-0886

DPSSE
DPSSA/B
SCS
DPSSS
DPSSA/B
WLV
DPSSA/B
Ccv

SCS

CCp

XPX
DPSSA/B
DPAF
DPAP
DPAT

HO
DPSSP



