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FORMS  MANAGEMENT ORIENTATION

1.
Introduction.  The purpose of this training handout is to familiarize you with the basics of the forms management program and to help you understand your duties and responsibilities as a unit forms manager.

2.
What is a Form?

a.
A form is a predetermined arrangement of captioned spaces developed for collecting, recording, and extracting information or data in a standardized order.  The form may exist on paper or be designed, displayed, and filled out using electronic media.  Regardless of the medium, if it fits the definition of a form, it’s a form.


b.
Forms are numbered for easy reference, effective control and requisitioning, and are prescribed in Air Force or lower level publications to ensure that users understand who is to use the form, its purpose, and how it is to be filled out.  (NOTE:  Office forms are not prescribed.)

3.
Categories of Forms:


a.
Departmental Forms.  These forms are Air Force or other government agency form used throughout the Air Force.  These forms have designations like AF (Air Force), DD (Department of Defense), SF (Standard Form), OF (Optional Form), TD (Treasury Department), and OPM (Office of Personnel Management), among others.  Standard and optional forms are managed by GSA.


b.
Field Forms.  These forms are MAJCOM, FOA, and subordinate unit forms.  Air Force considers anything below departmental level to be a field form.


c.
Headquarters Forms.  These forms are for use by two or more staff offices within a headquarters.  They are issued at MAJCOM/FOA/NAF level.  They must be prescribed in Headquarters Operating Instructions (HOIs).


d.
Office Forms.  These forms are used only within the originating directorate, division, branch, or section.  Forms with a squadron-wide use cannot be office forms.  Office forms are not prescribed, but they must be included in an office forms listing which is maintained by each unit forms manager.

4.
Sub-Categories of Forms.  In addition to the four main types of forms, there are other definitions that may apply to any of the four main types.


a.
Under the Field Form description, there are often references made to Command forms and unit forms.  Command forms are those issued by Major Commands (MAJCOM).  AFRC is a MAJCOM; therefore, AFRC forms are command forms.  Unit forms are those issued by organizations subordinate to MAJCOMs.  NAF, base, wing, and group forms are unit forms.


b.
Test Forms.  These forms may be issued at any level.  Test forms are established for a limited time so they may be evaluated.  These forms must be identified by the word "Test" in parentheses after the form number and date.  Place an expiration date, not to exceed one year, on the form.  The OPR is responsible for supplying these forms to the testing activities in sufficient quantities to complete the test.  Convert these forms to permanent forms or obsolete them at the end of the test period.  A DD Form 67 is required.


c.  One-Time Forms.  These forms are used to satisfy a one-time requirement and are not reprinted or reused after the initial issue.  They must be identified by the word "One time" in parentheses at the bottom of the form.  Identify the form as, for example:  AFRC Form 135, MAR 98 (One-Time) (HQ AFRC/JA) (Expires 20 April 2000).  A DD Form 67 is required, but one-time forms are not indexed nor cataloged in ETS.


d.
Computer-Generated Forms.  Computer-generated is an old term that refers to the process of designing a form on a computer to allow data and form image to be output together.  This term was previously used to identify forms created with non-standard software; however, the abbreviation “CG” is no longer used in conjunction with forms within the Air Force.  All electronic forms are now identified with the abbreviation (EF). 


e.  Electronic Forms.  Any form that is designed on a computer using FormFlow or other design software.  These forms are identified by (EF) after the form number and date.  Templates developed to output data on preprinted continuous forms or other preprinted blank forms are not controlled as forms.

5.
Non-Form Items.  Some form-like items are not managed as forms.  Some of the more common are:


a.
Forms with an annual use of fewer than 100.  Within AFRC, such forms must have the following annotation printed on them:  “Annual usage less than 100; form number not required.”  Local forms managers can still number these for stocking and requisition purposes if they choose.  Items not managed as forms that collect Privacy Act Information must have appropriate Privacy Act Statements on them (see paragraph 16 below).


b.
Forms used only once as part of a survey.


c.
One-time items, such as critiques, questionnaires, certificates, and computer-generated schedules. 


d.
Worksheets.  These are work aides used by one or more persons to facilitate work flow.  There is no requirement to fill them out, and they are never used to collect information from other offices or individuals.  Worksheets are destroyed upon completion of the project for which they are used.

6.
Objectives of the Air Force Forms Management Program.  The primary purpose of the Air Force Forms Management Program is to:

a.
Manage the collection, storage, retrieval, and display of data using paper or electronic media.  Electronic media includes web-based data collection screens.


b.
Provide a method of capturing information in a timely, efficient, and accurate manner to enable Air Force personnel to operate as effectively and economically as possible.

7.
Unit Forms Managers' Responsibilities.  Duties of unit forms managers are to:


a.
Ensure that only mission-essential forms are created.


b.
Prevent creation of duplicate forms by reviewing existing higher-level forms before approving a new unit-level form.


c.
Ensure that unit forms conform to design specifications established by AF and AFRC.


d.
Eliminate unnecessary forms, and combine similar or related forms.


e.
Ensure use of approved forms within the unit.


f.
For forms not catalogued in the Electronic Transaction System (ETS), issue a unit forms index.


g.
Maintain a current list of all office forms, and provide it annually to the AFRC form manager.


h.
Ensure that all unit forms (except office forms) are prescribed in an appropriate unit publication.


i.
Accurately maintain all forms management records.


j.
For unit forms designed electronically, send electronic copies, along with the product announcement, to afrc.scsid@afrc.af.mil.  If the form is designed using the standard AF software, send both .FRL and .FRP versions plus any graphic files used on the form.  If other design software was used, send appropriate electronic files.


k.
For all forms issued as physical media, send two printed copies of each new and revised physical form (including office forms) to HQ AFRC/SCSID.  Send a product announcement via e-mail to afrc.scsid@afrc.af.mil when physical forms are new, revised, or made obsolete.

NOTE:  Until each unit web page is loaded, copies of existing forms are being sent to the AFRC FTP site.  


l.  Use the decision logic table below to determine what announcements to prepare for each category of form.

If product is
and media is
and form is
then
and

NAF Form
Electronic
New or revised
Prepare product announcement 
E-mail product announcement to afrc.scsid@afrc.af.mil.  Attach the form’s .frl. ,frp, and associated graphic files to the e-mail.  (see note 2)

NAF Form
Physical
New or revised
Prepare product announcement
E-mail product announcement to afrc.scsid@afrc.af.mil.  Send two printed copies of the form to HQ AFRC/SCSID, 155 2d St, Robins AFB GA 31098-1635  (see note 2)

NAF Form
Electronic or Physical
Obsolete
Prepare product announcement
E-mail product announcement to afrc.scsid@afrc.af.mil.

NAF Office Form
Electronic
New or revised
Prepare e-mail notice
E-mail notice to afrc.scsid@afrc.af.mil.  Attach the form’s .frl, .frp, and associated graphic files to the e-mail.
(see note 1)

NAF Office Form
Physical
New or revised
Prepare e-mail notice
E-mail notice to afrc.scsid@afrc.af.mil. Send two printed copies of the form to HQ AFRC/SCSID, 155 2d St, Robins AFB GA 31098-1635
(see note 1)

NAF Office Form
Electronic or Physical
Obsolete
Prepare e-mail notice
E-mail notice to afrc.scsid@afrc.af.mil.  
(see note 1)

Base or Wing Form
Electronic
New or revised
Prepare product announcement 
E-mail product announcement to afrc.scsid@afrc.af.mil.  Attach the form’s .frl. ,frp, and associated graphic files to the e-mail.

Base or Wing Form
Physical
New or revised
Prepare product announcement
E-mail product announcement to afrc.scsid@afrc.af.mil.  Send two printed copies of the form to HQ AFRC/SCSID, 155 2d St, Robins AFB GA 31098-1635

Base or Wing Form
Electronic or Physical
Obsolete
Prepare product announcement
E-mail product announcement to afrc.scsid@afrc.af.mil.

Base or Wing Office Form
Electronic
New or revised
Prepare e-mail notice
E-mail notice to afrc.scsid@afrc.af.mil.  Attach the form’s .frl, .frp, and associated graphic files to the e-mail.
(see note 1)

Base or Wing Office Form
Physical
New or revised
Prepare e-mail notice
E-mail notice to afrc.scsid@afrc.af.mil. Send two printed copies of the form to HQ AFRC/SCSID, 155 2d St, Robins AFB GA 31098-1635
(see note 1)

Base or Wing Office Form
Electronic or Physical
Obsolete
Prepare e-mail notice
E-mail notice to afrc.scsid@afrc.af.mil.
(see note 1)

Group or Squadron Form
Electronic
New or revised
Prepare product announcement 
E-mail product announcement to afrc.scsid@afrc.af.mil.  Attach the form’s .frl. ,frp, and associated graphic files to the e-mail.

Group or Squadron Form
Physical
New or revised
Prepare product announcement
E-mail product announcement to afrc.scsid@afrc.af.mil.  Send two printed copies of the form to HQ AFRC/SCSID, 155 2d St, Robins AFB GA 31098-1635  (see note 2)

Group or Squadron Form
Electronic or Physical
Obsolete
Prepare product announcement
E-mail product announcement to afrc.scsid@afrc.af.mil.

Group or Squadron Office Form
Electronic
New or revised
Prepare e-mail notice
E-mail notice to afrc.scsid@afrc.af.mil.  Attach the form’s .frl, .frp, and associated graphic files to the e-mail.
(see note 1)

Group or Squadron Office Form
Physical
New or revised
Prepare e-mail notice
E-mail notice to afrc.scsid@afrc.af.mil.  Send two printed copies of the form to HQ AFRC/SCSID, 155 2d St, Robins AFB GA 31098-1635
(see note 1)

Group or Squadron Office Form
Electronic or Physical
Obsolete
Prepare e-mail notice
E-mail notice to afrc.scsid@afrc.af.mil.
(see note 1)

Note 1.  Send office forms listings to HQ AFRC/SCSID by 30 October each year.

Note 2.  Unit forms indexes must be maintained until units’ forms are catalogued in ETS.

8.
References:


AFIND 9
Numerical Index of Departmental Forms



(Last issue published 1 July 1999.  Replaced by the



Master Catalog in ETS.)


AFRCIND 9
Numerical and Functional Index of Command



and Headquarters Forms   (Last issue published



3 January 2000.  Replaced by the ETS Master Catalog.)


AFI 33-360, volume 1
Communications and Information


(prev. AFI 37-160, Vol 1)
--Publications Management Program


AFI 33-360, volume 2
Forms Management Program



(AFRC supplement is in coordination)


AFI 33-332
Air Force Privacy Act Program 


AF Form 1382
Request for Review of Publication and/or Form(s)


AF Form 1797
Forms Register (Obsoleted with issuance of



AFI 33-360, Volume 2, 1 December 1999)


DD Form 67
Forms Processing Action Request  (Replaced AF Form 1141)


DD Form 844
Requisition for Local Duplicating Service


DD Form 843
Requisition for Printing and Binding Service


DD Form 282
DOD Printing Requisition/Order

9.
DD Form 67, Forms Processing Action Request.  One of the primary forms you’ll see as a forms manager is the DD Form 67.  This form is initiated by the OPR.


a.
DOD required AF to use the DD Form 67, but it did not contain all the information needed by the AF forms analyst.  To handle this situation, AF designed a reverse page to the form to collect other information.  Although the reverse is identified as an overprint, it is actually an exception to the form that was approved by DoD.  The form is available on the ETS web site as a package.  It must be “unpacked” in order to see the second page of the form.


b.
At HQ AFRC, the director (two digit) or head of special staff office signs as the approving authority on the DD Form 67.  At unit level, the approving authority should be the same person/level as the individual who signed the AF Form 673, Request to Issue Publication.  No one is required to sign block 17 for office forms.

c.
The DD Form 67 replaced the AF Form 1141, Request for Approval of Form, which is obsolete.  You probably still have copies of the AF Form 1141 in your form record sets for past versions of forms.

10.
Office of Primary Responsibility (OPR).  The OPR for a form must:


a.
Contact the unit forms manager before developing and using a form.


b.
Submit a DD Form 67, Forms Processing Action Request, to the forms manager for each proposed new or revised form.


c.
Attach a rough sketch or draft of the form to the DD Form 67.  (Units may also choose to have the OPR submit a copy of the form's prescribing directive.) 


d.
Determine if the form contains Privacy Act information and develop a Privacy Act Statement for the form.


e.
Ensure that the form is prescribed in an appropriate publication (except office forms).

11.
Approving/Disapproving Forms.  Upon receipt of a DD Form 67 to create a new form or revise an existing form, the unit forms manager must:


a.
Ensure that the OPR has completed all needed blocks on the DD Form 67, including obtaining Privacy Act and Reports coordination.


b.
Advise OPR that unit forms (except office forms) must be prescribed in an appropriate publication before they are released for use.


c.
Check DoD, GSA, AF, AFRC, NAF, and unit indexes and WWW sites to ensure that the requested form does not duplicate a higher level form.  If the requested form duplicates an existing from, disapprove the request.


d.
If you approve the new form, assign it a form number.  Form numbers must match the office that has publishing authority.  For example:  The OPR for a form is in the 336 ARS at March ARB, but the form would be numbered as a 452 AMW form because the 452nd has publishing authority at March.  This numbering procedure applies to both unit and office forms.  (NOTE:  Once forms are cataloged in ETS, form numbers cannot be reused.  ETS will contain a history module to track previous versions, and having the same number for two different forms would cause problems.  For office forms, form numbers must be at least a year old before they can be reused.)


e.
Design the form using FormFlow electronic form software, if possible.  NOTE:  Design guidelines and standards can be found at the AFRC restricted web page (http://wwwmil.afrc.af.mil) under Pubs and Forms, AFRC Forms.  


f.
Proofread the form and, if it's issued as an electronic form (EF), thoroughly test the fill-out portion of the form on FormFlow Filler.


g.
Obtain OPR signature/approval on a copy of the final version of the design.


h.
Complete forms manager's portion of the DD Form 67.  Include printing specifications if the form is issued in paper construction.


i.
Have coordination completed on Block 14 of the DD Form 67, for Privacy Act, Interagency, RCS, and OBM, even if the coordinator is the same as the unit Forms Manager.


j.
Sign and date Block 19 of the DD Form 67 as the approving forms manager.


k.
If the form is issued in paper media, send the form to reproduction, requesting at least a 7 to 8 month supply.  If the form was designed electronically, prepare a floppy disk containing the unlocked .frp version for the form’s numerical file.  Include the locked .frl version if the form was released for electronic fill in.


l.
Post required information on all records affected by the form (databases, working copies of indexes, etc.) 


m.
Prepare a product announcement item for ETS and e-mail it to afrc.scsid@afrc.af.mil.  In addition, you may also have a local method of announcing the availability of the new/revised form.  HQ AFRC/SCSID consolidates the announcements, forwards them to the Air Force Departmental Publishing Office (AFDPO) and updates the Master Catalog information using the ETS Extranet.


n.
Place a copy of the new, revised, or obsoleted form (along with the DD Form 67) in the record set of the form's prescribing directive.

12.
Record Sets.  These files are the complete history of the form.  A record set must be established for each form issued (including office forms).  Arrange the folders in the record set in numerical order by form number.  Do not intermingle these folders with regular office files.  Material in the folder should be arranged chronologically with the most recent date on top.  Each folder must include:


a.
An approved DD Form 67 (or AF Form 1141) for the current form and all previous revisions.


b.
If the form is issued as paper, enter the latest printing specifications on the DD Form 67 (or AF Form 1141).  (You may also choose to keep a copy of the most recent DD Form 844 or other print request in the folder for reference purposes.)


c.
The latest AF Form 1382 showing the status of the form.  (NOTE:  An AF Form 1382 is not required until the second anniversary of the form per AFI 33-360, Volume 1.


d.
Documentation about the form (if any).  This documentation may include background material such as letters, memos, or other historical information about the form, etc.


e.
A final draft or master copy of the current edition of the form showing the concurrence of the project officer or other knowledgeable OPR representative.  The signature may be on the front or the reverse of the form, just be consistent within your unit.  (At HQ AFRC, the OPR signs in the top margin on the front of the form, then this signed copy is stapled as the last item behind the DD 67 and the draft of the form.)


f.
A copy of each printed edition of the form.  (At HQ AFRC, one printed copy of each edition is stapled to the left side of the numerical file.  This prevents these copies from being accidentally discarded.  We also keep five additional printed copies for attachment to AF Form 1382 reviews and for insertion into prescribing directive record sets.)

NOTE:  You may wish to keep a master reproduction copy in a document protector as the last item in the file.  The protector keeps the repro copy clean as it goes to printing and allows the reproduction master copy to be easily identified in the numerical file.

13.
Request for Duplicating Service.  If the form is to be issued as physical media (i.e. paper), you will need to print stock for use by customers.  After the final form design has been approved/signed by the OPR, prepare DD Form 843, 844, or DD Form 282 to send the form to reproduction.  Number of copies required will vary by location.  We recommend that you keep one copy of the repro request in a suspense file until the printed copies and reproduction master of the form are returned.

14.  Managing Physical (Paper) Forms.  Most forms are in electronic format and are provided to customers by placing the form on the web.  However, if a form is issued in physical media (i.e. paper), it is the responsibility of the OPR to stock and issue the form.  EXCEPTION:  When the command section is the OPR, some SCB offices have elected to be the stocking/issuing office.

15.
Posting of Forms Index/Office Forms Listing.  It is recommended that each unit maintain a working copy of their unit form index showing revisions, form numbers obligated to OPRs, obsolete forms, etc, even after the forms are transferred to the ETS web site. A working index will provide a check to ensure that all information on the ETS site is correct.  Some other tracking method can be developed as long as units can validate the status of their forms and changes sent to the AFRC web or AF ETS site.  Units are required to maintain an office form listing since these forms will not be on ETS.  Units must submit product announcement information to HQ AFRC/SCSID to announce any action (new, revised, obsolete) taken on forms.  

16.
Forms Subject to the Privacy Act:  


a.
Forms that collect personal information from individuals for inclusion in a Privacy Act system of records or requests the individual's Social Security Number (SSN) must have a Privacy Act Statement.  The OPR is responsible for developing the Privacy Act Statement, but may require assistance from the unit Privacy Act Officer, the Judge Advocate office, and the unit Forms Manager.


b.
On forms with Privacy Act information, the unit Privacy Act Officer must coordinate on the DD Form 67 by entering name, initials, office symbol, and telephone number.


c.
A Privacy Act Statement must include four elements:



AUTHORITY:  The legal authority, that is, the United States Code or Executive Order authorizing the program the system supports.



PURPOSE:  The reason you are collecting the information.



ROUTINE USES:  A list of where and why the information will be disclosed outside the Department of Defense.



DISCLOSURE:  Voluntary or Mandatory.  (Use Mandatory only when disclosure is required by law, and the individual will be penalized for not providing information.)  Include any consequences of nondisclosure in non-threatening language.


d.
Privacy Act Statements are normally placed on the front of the form, in a block beneath the title, if possible.  However, they can be placed on the reverse.  It is also possible to create a separate Privacy Act form, or use an existing blanket Privacy Act form that covers the information being collected.


e.
See AFI 33-332 for additional details and requirements on the Privacy Act of 1974.

17.
Functional Codes.  The forms manager must assign a functional code to each new form that is created.  It is also advisable to recheck the functional code for a revised form, especially if the purpose of the form has changed.  Grouping forms by function allows the forms analyst to determine when duplicate forms exist for the same purpose and when similar subordinate forms exist that might be consolidated into a higher level form.


a.
Each form is classified under a four-digit code according to the function it supports.



(1)
The first two digits represent the primary function, such as 3600 for Personnel.



(2)
The third digit represents the secondary breakdown, such as 3620 for Military Personnel.



(3)
The fourth digit is usually a zero, but some functions break out the categories still further.  



(4)
All authorized functional codes are listed in AFI 33-360, Volume 2, attachment 2.


b.
The functional code for each form is shown in the organizational index or in ETS, whichever applies.


c.
The functional code used to be included as part of the form design on AFRC and subordinate unit forms.  However, printing the functional code on forms is no longer required.  It is not necessary to remove existing codes unless they are incorrect.  


d.
The functional codes for forms are shown in the ETS Master Catalog.  ETS will allow you to display forms in the catalog by functional code as shown below:
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e.
If you still have forms showing functional codes that do not match those in AFI 33-360, Volume 2, they should be changed immediately.  Change of the functional code does not constitute a revision of the form.
18.
AF Form 1382, Request for Review of Publication and/or Form(s).  Units are required to perform periodic reviews of all publications and forms issued by the unit.  These reviews determine the status and continued need for the publication or form and are normally done in the anniversary month of the publication or form.  In the past, the requirement was for reviews to be performed annually.  However, AFI 33-360, volume 1, allows reviews to be performed every two years.  This two-year policy applies to all types of publications and forms, including office forms.  If you choose to send reviews annually, include the requirement in your supplement to volume 1.


a.
Forms are normally reviewed in conjunction with the prescribing publication.  One special problem with joint pub/form reviews is that when the publication is revised, no AF Form 1382 is sent out, which results in the forms not being reviewed.


b.
To address this problem, AF included a provision in AFI 33-360, Volume 2, paragraph 4.4, that says that “revising a publication requires and constitutes a review of all forms prescribed by the affected publication …. Place a copy of the AF Form 673 in the record set of each prescribed form to document the action.”


c.
When preparing AF Form 1382 reviews of forms printed as paper media, it is good practice to determine how long it's been since the form was last printed.  If it has been more than a year, either the OPR doesn't need the form, the estimated annual use is incorrect, or blank forms are being illegally printed on a copy machine.  You may add a statement to the AF Form 1382 asking why there have been no reprints.  Once a form is cataloged in ETS, the form number cannot be reused should the form be obsoleted.

19.  Obsoleting Forms.  Forms that are no longer needed are obsoleted. 


a.
The OPR may obsolete a form by annotating the AF Form 1382 sent for an annual or special review, or the OPR can send an AF Form 1382, a letter, or other written means to obsolete a form.  Forms can also be declared obsolete on the AF Form 673 when a publication is revised.  If a prescribed form is made obsolete, the OPR is responsible for revising the publication that prescribed the form. 


b.
When forms are made obsolete, the forms manager must:



(1)
Annotate the working copy of their unit form index, showing the date of obsolescence, the disposition of existing stock, and the replacement for the form (if any).



(2)
Remove the numerical file from the active section and insert the written instructions that obsoleted the form.  Retire the numerical file to the inactive section.



(3)
If the form is cataloged in ETS, announce the form as obsolete by preparing a product announcement and e-mailing it to afrc.scsid@afrc.af.mil.



(4)
Update local databases or other electronic files (if any) according to unit procedures.



(5)
Send product announcement or notice via e-mail to afrc.scsid@afrc.af.mil.

20.  Overprints.  Overprinting is the printing of fixed, repetitive fill-in data in the existing blank spaces of a form.  It's purpose is to keep the user from having to type the same fill-in information over and over again.  The use of available stock of the form for overprinting is not required if it is more practical and cost effective to reproduce the entire form, together with its repetitive fill-in information, in the same printing. Originator's organization, followed by the word "overprint" and the date, should be typed in the lower right margin of the form.  EXAMPLE:  94AW/DO OVERPRINT, 24 FEB 2000.  Creation of additional boxes for the purpose of collecting additional information on the form is considered a revision of the form and is not authorized as an overprint.

21.  Exceptions to Use of Existing Forms.  When someone wants to modify an existing form by adding or deleting blocks, change printing specifications, or create an existing form in an automated system, they must request approval from the OPR.  The requester must send written justification, along with a copy of the proposed exception, and request a waiver from the OPR.  Approved exception annotations must appear on the face of the form design, immediately following the form number and date to read:  “Exception to (form number) approved by (approving organization /functional address symbol and date.).”  Requests for exceptions must be kept to a minimum.  If the form is revised, the exception approval is automatically cancelled.

22.
Preparing Unit Indexes and Office Forms Listings:

a.
If forms are not cataloged in ETS, units are required to publish and keep current an index of all the forms they issue.  Indexes are identified as a publication category called IND.


b.
Units are allowed to revise their forms indexes on an "as needed" basis at the discretion of the SCB.  Unit indexes should follow the format prescribed in AFI 33-360, Volume 2/AFRC Sup.  Show a period ending date below the issue date.  Include the following information in the index:





Unit





of
Func
Prescribing


Number
Date
Title
Issue
Code
Directive


c.
Show HQ AFRC/SCSID as X distribution on any form index issued.


d.
Office forms listings are required to be prepared annually with a period ending date of 
30 September.  They will include the following entries in the format:





Unit





of
Func


Number
Date
Title
Issue
Code
OPR


e.
A copy of the office form listing must be sent to HQ AFRC/SCSID each time the listing is revised.  If possible, e-mail the electronic copy to afrc.scsid@afrc.af.mil.


f.
Inclusion of an obsolete section is required in the unit forms index but is optional for the office forms listing.

NOTE:  DO NOT list office forms in the index with unit forms.  The Office Form Listing must be a separate document.


g.
A useful quality control method is to check the unit forms index and office forms listing against the form record sets.  All entries in the index should match the information in the record set.

23.
Sending Unit Forms to HQ AFRC/SCSID:  

a.
Two copies of all new or revised physical forms issued by units must be sent to 

HQ AFRC/SCSID.  This distribution will also include office forms.


b.
Copies of all new and revised electronic forms (including office forms) must be sent, along with product announcement or notice, to afrc.scsid@afrc.af.mil.


c.
HQ AFRC/SCSID uses these forms to perform analysis and consolidate similar forms at command level.

24.
LRA Forms.  LRA stands for "local reproduction authorized."  It authorizes unit SCB offices to print stock of departmental and command forms locally instead of ordering stock from the Air Force Publishing Distribution Center (AFPDC).  LRA does not mean that users can reproduce blank forms on copy machines.  Printing of LRA forms must be done by the SCB office or other office authorized to purchase/provide printing services.  EXCEPTION:  Forms designed in FormFlow with an .lra extension can be printed in small quantities on a laser printer.  However, any volume printing should be done by SCB or other authorized function.

25.  Publishing Bulletins (PB) and Product Announcements.  Air Force and the MAJCOMs previously issued publishing bulletins to announce new and revised publications and forms; obsolete publications and forms; and other important information.  Air Force no longer issues PBs.  They issue product announcements in ETS.  AFRC will soon be discontinuing its PB also.  Customers will then consult the AF Product Announcement page for updates to AFRC products.  Changes to unit products on the AFRC pubs and forms web page and in ETS will also be announced this way.
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26.  Product Announcement Samples.  AF has the following categories in their Product Announcements.  Use these sample entries as a guide to preparing your announcements.  Be aware that the layout and categories of information in the product announcement are subject to change.  Consult the latest product announcement on the AF web page to ensure you have the latest formatting information.



PART 1—PUBLICATIONS

Section A—Publications Released (Paper/Electronic)

United States Air Force (USAF)

AFI11-2E-9V3, 1 Mar 00, E-9 Operations Procedures.  Replaces Oct 99 edition.  (Rev)  Distr: F.  OPR:  ACC/DOTV

AFPD90-9, 1 Apr 00, Operational Risk Management.  (New)  Distr: F. OPR: AFSC/SEPO.

Air Education Training Command (AETC)

916 ARW

You must show products by the Wing identifier, not CS or CF.
March ARB

Identify base products by the base name.
Section B—Rescinded Publications

301 FW

AFMAN23-110V2PT2CH9_301FWSUP1, 14 Mar 88.   Use correct short titles to ID products.
Section C—Publications Not Yet Published

United States Air Force (USAF)

AFPD10-25, Full-Spectrum Threat Planning and Response. OPR: AFCESA/CEX

AFI10-2501, Full Spectrum Threat Planning and Operations. OPR: AFCESA/CEX

Section D—General Information

AFEPLV1-4, Air Force Electronic Publishing Library (CD-ROM), there will not be a March 2000 version of this CD-ROM due to technical problems. The next AFEPL is scheduled to be released April 2000.



PART II—FORMS

Section A—New/Revised Purpose Statements

10.  Paper Forms.  The following new/revised paper forms are available from the AFPDC by ordering through ETS. Do not use the code "B, I and S" in the requisition preceding the form number. Where salvage is indicated, dispose of stock according to local procedures:

United States Air Force (USAF)

AF92, Aug 86, CY, Annual Youth Activities Report (LRA), MP, FC3450, see AFI34-801. Form is used to maintain records of annual data on Air Force youth center. (Converted to LRA)

AF1464, Dec 99, EF, Monthly Steam Boiler Plant Operating Log, (S&I, HQ AFCESA/CES, http://www.afcesa.af.mil/Directorate/Mechanic/Heating/default.htm), SS, FC3230, see AFI32-1068. Form is used to record conditions at steam boiler plants so that major commands can monitor performance.  Replaces Feb 97 edition, which will be disposed of upon receipt of this form.

DD1833, Feb 84, CS, Isolated Personnel Report (ISOPREP), CD, FC2412, see AFDD2-1.6. Form is used by each aircrew member who may be subject to action in or over hostile territory.

Section B—Electronic Forms Released

11.  The following forms (new, converted to electronic or new versions of existing forms) are available for MAJCOM-FOA-DRU/IM/MSI/CI activities to download from the Air Force Publishing Distribution Library (AFPDL) or the Air Force Internet Homepage http://afpubs.hq.af.mil. 

Air Force (USAF)

AF766, Dec 96, EF, Extended Active Duty Order, EF, FC3620, see AFI36-2008.  Form remains Version 3. Change made to Item 10 from "10 USC 672" to "USC 12301D". 

AF2276, Dec 99, Request for Productivity Investment Funds (PIF), EF, FC3800, see AFI38-301.  Form is the initial request and justification for funding under the PIF Program.

AF2288, Jan 00, EF, Request for Fast Payback Capital Investment (FASCAP) Funds, EF, FC3800, see AFI38-301.  Form is used to request and justify funding under the Fast Payback Capital Investment Program.  Replaces 1993 Version which will be disposed of upon receipt of this form.

Air Education Training Command (AETC)

AETC Form 69, Aug 93, EF-V3, Safety Inspection Report, FC9120, see AFI91-202_AETC SUP1. Form revised to make all text spaces fillable.  Previous edition is obsolete.
Section C—Obsolete/Transferred

12. Obsolete.  Organizations and customers salvage or use all the stock of the following forms according to AFI37-161.

Air Force (USAF)

AF535, Mar 79, CS, SALV.  Replaced by none.

AF572, Sep 80, CS, SALV.  Replaced by none.

Air Education and Training Command (AETC) 
AETC362D, Sep 94, CS, SALV.  Replaced by none.

AETC525, Dec 93, CS, SALV.  Replaced by none.

13. Transferred to DoD Web Site.  The following electronic DD forms are now available on the WHS/DIOR web site: http://web1.osd.mil/diorhome.htm. They have been removed from the Air Force inventory and will no longer be available at the AFPDC when stock is exhausted. Local reproduction is authorized. DD Forms are listed in DODL 7750, which is also available on the WHS/DIOR web site.

DD1726, Jan 00, EF, CONUS Military Installation Materiel Outloading and Receiving Capability Report, EF, FC2420, see AFJI24-215. Form is used to document outloaded and received materiel by on-station transportation facilities. Data is used in deployment movement scheduling. Replaces Oct 85 edition, which will be disposed of upon receipt of this form.

Section D—General Information

(enter any information on forms that customers might need to know)



27.  How to Submit Product Announcements.  


a.
Use the following format.  Enter the short titles like in the Master Catalog submissions with no spaces or slashes.  Bold the short title.  Use Times New Roman, 12 point.

UNIT:
MARCH ARB

PART: 
I

SECTION:
A

ENTRY:
(word as in samples in paragraph 26 above)

PART:
II

SECTION:
C

ENTRY:
(word as in samples in paragraph 26 above)


b.
Send announcements to afrc.scsid@afrc.af.mil.


c.
AF is still working on procedures to allow updating the information in the ETS Master Catalog.  As of March 2000 none of the AFRC unit products were listed in the ETS catalog.  In the interim, AFRC is maintaining a web page for each unit that allows customers to access unit products.
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