





Programming Guidance Letter



94-8



Establishing Health and Wellness Centers



1 October 1995



















Headquarters United States Air Force



Washington DC



�PREFACE





	This Programming Guidance Letter (PGL) provides general guidance for establishing Health and Wellness Centers (HAWC) at each major Air Force Installation.  All MAJCOMs will develop Programming Plans (PPLANs) which will contain specific guidance, milestones, and instructions for implementing HAWCs.  PPLANs will be developed in accordance with AFI 10-501, Program Action Directives (PAD) and Programming Plans (PPLAN).







PATRICK O. ADAMS, Brig General, USAF 	EDGAR R. ANDERSON, JR 

Director of Services	Lieutenant General, USAF,  MC

	Surgeon General 

�SPECIAL INSTRUCTIONS





1.  Dispose of excess copies of this document according to applicable directives.  Do not return to originator.



2.  This document is FOR OFFICIAL USE ONLY.
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�BASIC PLAN



TO



HQ USAF PGL 94-8





BACKGROUND.  This PGL implements HQ USAF/CV decision to establish Health and Wellness Centers (HAWCs) on Air Force Installations.  These centers will provide "one-stop-shopping" for health and fitness assessment, awareness, and prevention intervention programs and exercise prescriptions.  The centers will:  improve the health and fitness, readiness, and productivity; and reduce health care cost for Air Force Active Duty, Gurard, Reserve, DoD Civilians and Retirees.  Family members can also use the facility on a space available basis.  The establishment of HAWCs should be viewed as a cooperative effort on the part of all interested parties to include the Medical Group and the Services Squadron/Division. 



OBJECTIVE.  Accomplish all actions required to implement HAWCs NLT 1 Feb 96.  



AUTHORITY/REFERENCES.  HQ USAF/CC Approved MWR Advisory Board Minutes 22 Mar 94.



GUIDANCE.



HAWCs are dedicated to prevention and health enhancement.  They will offer, as a minimun, the following assessment, awareness, and intervention programs:  health risk appraisals, cycle ergometry assessment, exercise prescriptions, tobacco cessation/prevention, drug and alcohol awareness, nutrition counseling, disease risks counseling, substance abuse, injury prevention, health informatics, medical self care education and stress management training.  Cycle ergometry assessment will normally be done centrally in the HAWC; however, to provide flexibility to fit local circumstances, commanders can assess in a limited number of additional locations that meet AF/SG specifications.  It is not the intent of HAWCs to replace or duplicate services and equipment offered at the base fitness center, however, the programs and equipment should complement one another while providing the flexiblity to meet the local demand.  HAWC demonstration equipment should be limited in scope and match the same line of equipment offered at the fitness center. 



HQ USAF/SV/SG will realign in-house manpower to operate HAWCs at each major installation.  The manpower standard will be four (4) authorizations at most bases and 5 for installations listed below,until further manpower studies determine otherwise.  One funded civilian manpower authorization (associated manpower for variance # 6 to AFMS 45d8) will be provided from the base-level SV organization and 2/3, funded authorizations from the base-level SG organization (1 Health Promotions Manager and 1/2 medical technician(s)).  Each wing will be responsible for providing administrative support to the HAWC.  At larger installations with a total force of 6,000 or more, an additional medical technician will be provided. These installations include:  Ramstein, Lakenheath, Kadena, Elmendorf, Travis, Eglin, Hurlburt Field, Scott, Keesler, Offut, Nellis, Wright-Patterson, Tinker, Lackland, Langley, Sheppard, Maxwell-Gunter, and Andrews:  MAJCOMs may request other appropriate manpower variances. 



The civilian Services manpower authorization will be reclassified as an exercise physiologist position, and transferred to the HAWC.  Bases will hire the civilian exercise physiologist not later than 1 Jul 96 and the current Installation Fitness Program Trainer (IFPT) will remain on board for 60 days after hiring or until 1 Jul 96, whichever is sooner, to assist with the transition of the exercise physiologist.  Major commands will assist bases with hiring difficulties, waivers to the suspense of 1 Jul 96 must be routed through AFSVA/SVP to AF/SVP. 



Centers will be organizationally aligned in the Aerospace Medical Squadron.



Centers will be operated with Defense Health Plan funds and other appropriated funds.  Detailed guidance on fund use is outlined in Attachment 4.



Facilities, Equipment, and Supplies (See HAWC implementation guide).



Each installation is responsible for selecting the location of the HAWC within existing facilities.  The installation commander shall approve the appropriate site which may be within an existing Services or SG facility or collocated in other on base facilities where space may be available.  For best results, the facility should be located near the fitness center.



All APF equipment and supplies, currently associated with the cycle ergometry program will be transferred (see Atch 6) from Services to the Medical Group for the HAWC , and will be maintained and replaced with APFs.



Fitness Center equipment (i.e. cardiovascular/strength etc.) currently located in the fitness center will not be transferred to the HAWC unless it was specifically purchased for the HAWC as demonstration equipment. 



Detailed information addressing requirements included in the base implementation guide provided under separate cover.  Funding is addressed in Attachment 4.



EFFECTIVE DATE.  This PGL is effective upon receipt.  MAJCOMs may coordinate directly with each other but must provide information copies of all correspondence and implementing plans to HQ USAF/SV/SG.



OFFICE OF PRIMARY RESPONSIBILITY (OPR).  HQ USAF/SVP and AFMOA/SGOZ are the OPRs for this document.  Attachment 8 lists the Air Staff/Secretariat points of contact and pertinent offices.



TASK OF PARTICIPATING ORGANIZATIONS.  A task group of PGL managers will be appointed.  The task group will determine the detailed actions necessary to accomplish the objectives of this PGL and ensure they are listed as attachments to this letter.  Specialists from each organization will meet as necessary and will continue to meet and coordinate the integration for identified functional actions.  Representatives are responsible for identifying those actions required to be accomplished within their organization.  The PGL attachment managers are the focal point for any adjustments or changes.



The PGL managers (HQ USAF/SG/SV) will:



Finalize the draft of the basic plan after review and concurrence of the task group.



Finalize Attachment 1 (Concept of Operations) after review and concurrence of the task group.



Compile a list of functional area managers and list them at Attachment 8 as Air Staff/Secretariat points of contact.



Coordinate with PGL attachment managers to help resolve any problems affecting the timely accomplishment of established plan and objective.



The functional area attachment managers (AFMOA/SGOZ and AF/SVP) will:



Write and consolidate the functional area attachments for which they are responsible. 



Provide completed attachments to the PGL managers to consolidate to the basic PGL.



Monitor, encourage, and report the status of transfer activities established by the PGL.



Document any disagreements between the participating organizations concerning the implementation of this plan and forward up the respective chain of command for review and resolution.



PGL Termination.  HQ USAF Programming Guidance Letter 94-8 will terminate upon revised guidance from AF/CC.



ADDITIONAL INFORMATION.  Request users of this PGL advise the OPR of any factor which may seriously limit PGL execution.

�ATTACHMENT 1



TO



HQ USAF PGL 94-8



CONCEPT OF OPERATIONS





PURPOSE.  This attachment provides basic responsibilities and operational guidelines for actions affecting establishing Health and Wellness Centers.  There may be additional actions too detailed to outline here; however, the overall PGL, associated attachments, and applicable PPLANs will govern the establishment of HAWCs.



REFERENCES.  See Basic Plan.



TARGET DATE.  



The target date for PGL 94-8 to be completed, published, and distributed is 15 December 1995.  A task group, comprised of PGL attachment managers, with representatives from each of the following organizations will provide the functional area expertise required to develop this PGL.



SAF/FM



SAF/AAI



AF/DP



AF/PE



AF/SV



AF/SG



AF/CE



As specifically outlined in paragraph 7 of the basic plan, PGL attachment managers must continually monitor implementation actions to ensure timely completion and orderly establishment of HAWCs.



GUIDELINES.  Existing staff procedures are used to coordinate PGL development and implementation.  Direct functional agency interaction is encouraged to the maximum extent possible.  Issues or problems which surface should be documented and forwarded up the appropriate chain of command for resolution.  The PGL managers will be kept advised of issues and problems as they surface by the affected attachment managers and of efforts to resolve them.  HQ USAF/SVP and AFMOA/SGOZ will develop guidelines for implementing HAWCs.



RESPONSIBILITIES.



HQ USAF/SVP and HQ AFMOA/SGOZ will:



Provide HQ AFSVA, and MAJCOM planning staffs with additional information that may be needed to implement this PGL.



Ensure changes are consistent with and meet warfighting requirements.



Provide oversight for all PGL and PPLAN initiatives.



Chair planning meetings with MAJCOM representatives as required.



HQ AFSVA/CC will:



Provide technical expertise and support to implement this plan.



Assist MAJCOMs with appropriate guidance and assistance to implement HAWCs.



In conjunction with AFMOA, develop and distribute a HAWC implementation guide to MAJCOMs.



Work with MAJCOMs to realign internal manpower authorizations required to operate HAWCs.



In conjunction with AFMOA/CC determine facility and equipment requirements.



In conjunction with AFMOA/CC develop and implement marketing and promotional strategy on HAWCs.



Coordinate with AFMOA/CC to provide procedures on equipment transfer.



HQ AFMOA/CC will:



Provide technical expertise and support to implement this plan.



Assist MAJCOMs with appropriate guidance and assistance to implement HAWCs.



In conjunction with AFSVA develop and distribute a HAWC implementation guide to MAJCOMs.



Work with MAJCOMs to realign internal manpower authorizations required to operate HAWC position.



In conjunction with the Fitness Program Office develop a standardized position description for the exercise physiologist.



In conjunction with AFSVA/CC determine facility and equipment requirements.



In conjunction with AFSVA, the Fitness Program Office, USAF SAM, and HQ AETC, integrate HAWC training into the SG training program.



In conjunction with AFSVA develop and implement marketing and promotional strategy on HAWCs using APF resources.



Coordinate with AFSVA/CC to provide procedures for equipment transfer and establish authorization in the table of allowance.



Office of Prevention and Health Services Assessment (OPHSA) will:



In conjunction with AFMOA develop appropriate methods and metrics to evaluate the success of the HAWCs.



Recommend evidence based program changes.



HQ AETC and USAF SAM will:



Develop course material aids for training courses in conjunction with the Fitness Program Office for Fitness Program courses.



MAJCOMs will:



Develop PPLANs for HAWCs by NLT 15 Jan 1996.



Ensure all actions required to implement HAWCs at base level are completed by 1 Feb 1996.  Report any delays impacting the schedule to HQ USAF/SV/SG.



Participate in implementation planning meetings called by AF/SV/SG.



PPLANs will specifically detail the changes to base-level organizations as outlined by AF/SVX/SGMM/PE.



Identify the manpower and personnel actions necessary to complete the implementation at MAJCOM and base level.



Identify funding requirements to operate HAWCs.



Develop revised POM submission for out-year allocations.



Determine if bases identified for closure under BRAC should implement HAWCs.



Determine which HAWC services are offered at minor installations.  



�ATTACHMENT 2



TO



HQ USAF PGL 94-8



PROGRAMS AND EVALUATION





Purpose.  This attachment provides the basic manpower related responsibilities in support of establishing and maintaining Health and Wellness Centers (HAWCs).



Manpower Requirements.  Manpower for ergometry testing is currently recognized in AFMS 45d8, physical fitness centers #6 Positive Mission Variance for cycle ergometry program, fitness testing program coordinator.  This variance will be realigned to AFMS 5310, Flight/Missile Medicine.



Organization.  HAWCs will operate within the Flight/Missile Medicine Squadron, Health Promotions Flight.  No formal organizational action is required.



Programming.  HAWCs will operate with manpower realigned from host Wing Administrative (1), Services (1), and Medical (2/3) staffs.  The medical positions will retain current Program Element Code (PEC) designation.  The Services and wing positions will be retained in their current PECs until further guidance is issued.



Command Manpower Data System (CMDS).  To track position realignments, the CMDS will be revised as follows:



Services position.  The associated manpower for variance #6 to AFMS 45d8 will be transferred as one civilian authorization from Services to FAC 5321, Health and Wellness Center Support.  HQ USAF/PER will incorporate 5321 into the Force Data Directory.  Change all applicable codes except the PEC.



Wing administrative position.  Realign one administrative position of the Wing’s choosing to the medical work center (FAC 5321).  Change all applicable codes except the PEC.



MAJCOM staffs will determine which Services and Medical positions to realign to the Health Promotions Flight and submit the information to the Command Manpower Office for implementation.  Wing staff will determine disposition of the administrative position and inform the manpower office.



�ATTACHMENT 3



TO 



HQ USAF PGL 94-8



PERSONNEL





Purpose.  This attachment provides guidance for implementing personnel issues related to Health and Wellness Centers (HAWC) at each Major Air Force Installation.



References.



Basic Plan



5 USC, Sec 7901



AFPD 36-7, AFI 36-701, AFPD 36-8, AFI 36-808



Responsibilities.



The Deputy Chief of Staff, Personnel (AF/DP) provides guidance on Personnel issues relating to the establishment of HAWCs and will conduct the following: 



Develop a standard position description for use Air Force-wide.  Ensure these position descriptions are classified in the medical job series, 600XX.



Coordinate with the national labor organizations.



MAJCOMs will prepare a personnel attachment to the MAJCOM Programming Plan (PPLAN), and disseminate to base civilian personnel offices.



Civilian personnel offices.



Civilian personnel offices at base level will consult with labor organizations as applicable and if required by labor management agreement.



Carry out personnel actions necessary to accomplish the goals of this PGL.



Determine civilian personnel adversely affected by this PGL.



Determine RIF/TOF entitlements.



Conduct RIF as required.



Execute all non-RIF personnel actions

�ATTACHMENT 4



TO



HQ USAF PGL 94-8



FINANCIAL MANAGEMENT AND COMPTROLLER



PURPOSE.  This attachment provides financial management responsibilities for supporting the Health and Wellness Centers (HAWC).  Funding matrix (Figure 1) provides a summary of authorized appropriated fund support (APF) by element of expense and fund type.



Responsibilities.



SAF/FM will:



Provide financial guidance on the use of appropriated funds (both Defense Health Plan and Air Force appropriations) for the support of the HAWCs.  OPR:  SAF/FMPB and SAF/FMBMD.



Incorporate funding guidance in AFIs 65-106 and 65-601 as appropriate.  OPR:  SAF/FMPB and SAF/FMBMD.



Monitor program execution to assure that APFs are spent in accordance with SAF/FM guidance.  OPR:  SAF/FMPB.



Develop procedures to assess and report economies and efficiencies gained from HAWCs programs.  OPR:  SAF/FMC.



	(5)     Establish Responsiblity Center/Cost Center (RC/CC) 5739 for the Health and 		         Wellness Center (FAC is 5321) personnel paid from base APF’s.



MAJCOM/FM will:



Implement financial instructions issued by SAF/FM and provide financial guidance to command and base staff offices.



Monitor program execution to assure that APFs are spent in accordance with SAF/FM and command guidance.



Assess economies and efficiencies derived from HAWCs programs and report results to SAF/FMC.



BASE/FM will:



Implement financial guidance from higher headquarters and provide assistance to the base staff.



Provide appropriate financial guidance and assistance to establish the HAWC.



Budget for and allocate funds to implement and operate the HAWC.



Monitor program execution to assure that APFs are spent in accordance with SAF/FM and command guidance.



Assess economies and efficiencies derived from HAWCs programs and report results to the command or SAF/FMC as appropriate.

�

HEALTH AND WELLNESS CENTER (HAWC)��EXPENSE ELEMENTS�DHP�BASE APFS��	1.	Personnel����		a.	Medical�X���		b.	Exercise Physiologist ��X��		c.	Administrative��X��		d.	Support Staff��X��	2.	PCS Travel����		a.	Military��X��		b.	Civilians ����			(1)	Medical�X���			(2)	Other��X��	3.	TDY Travel����		a.	Medical Personnel�X���		b.	Other Personnel��X��  4.	    Supplies����		a.	Medical�X���		b.	Fitness/exercise��X��		c.	Nonmedical��X��	5.	Equipment (New and Replacement) ����		a.	Medical�X���		b.	Fitness/exercise � �X��		c.	Nonmedical��X��	6.	Equipment Maintenance and Calibration����		a.	Medical�X���		b.	Fitness/exercise��X��		c.	Nonmedical��X��	7.	Transportation of Goods ��X��		a.	Medical�X���		b.	Fitness/exercise��X��		c.	Nonmedical��X��	8.	Utilities ��X��	9.	Facility Rents and Leases ��X��	10.	Construction ��X��	11.	Facility Maintenance and Repair��X��	12.	Refuse Collection and Disposal ����		a.	Medical�X���		b.	Nonmedical��X��	13.	Custodial and Janitorial Service��X��	14.	Linen Service ����		a.	Medical�X���		b.	Fitness/exercise � �X��		c.	Nonmedical��X��	15.	Computer Systems����		a.	Software Acquisition����			(1)	Medical�X���			(2)	Fitness/exercise (nonmedical)��X��			(3)	Administrative ��X��		b.	Equipment Acquisition and Maintenance����			(1)	Medical�X���			(2)	Fitness/exercise (nonmedical)��X��			(3)	Administrative ��X��		c.	Systems Support��X��	16.	Education and Training����		a.	Medical �X���		b.	Fitness/exercise��X��		c.	Nonmedical ��X��	17.	Postage��X��	18.	Printing and Reproduction����		a.	Medical�X���		b.	Fitness/exercise��X��		c.	Nonmedical��X��	19.	Communications � Electronic��X��

�ATTACHMENT 5



TO



HQ USAF PGL 94-8



SURGEON GENERAL



PURPOSE.  This attachment provides the basic responsibilities for the Air Force Medical Services’ establishment, operation and support of the Health and Wellness Centers (HAWCs).  Additional guidance is included in the Base Implementation Guide.



REFERENCES.  AFPD 40-1, AFPD 40-5, AFPD 41-1, AFPD 41-2, AFPD 41-4, AFPD 48 -1, AFI 40-501, and AFI 38-101.



RESPONSIBILITIES.



The Surgeon General, HQ USAF/SG, will provide guidance to MAJCOM/SGs on medical related issues as required or requested.



MAJCOM/SGs will prepare a medical annex to the MAJCOM programming plan (PPLAN) which address the following areas, as required:



Organization.  The HAWC will be operated and managed by the Health Promotion Manager (HPM).  The HPM will normally be the Chief of the Health Promotion Flight and report to their Squadron Commander in the Medical Group.  The HAWC will be an integral part of the Health Promotion Flight.  All personnel assigned to the HAWC will report to or through the HPM.

Manpower/Personnel.  A full time HPM funded authorization will be distributed to the HAWC at all installations having a clinic, hospital or medical center.  One medical technician authorization (recommended AFSCs include:  4NXXX, 4EXXX, or 4FXXX) will be distributed to the HAWC at all major installations with less than 6,000 total force assigned and two on installations with over 6,000 assigned.  MAJCOMs should evaluate and appropriately address the needs for additional manpower to provide services to civil servant populations and to all beneficiaries in a managed care environment within the constraints of available resources.

Funding.  In a capitated environment, wellness is an essential component to        offsetting more expensive curative care.  For start up, Defense Health Program         funds should be executed at an approximate $5,000 baseline per installation plus $10 per active duty capita to conduct the medical aspects of the operation.  Furthermore, up to  $12,000.00 should be applied to procure medical equipment as outlined in the        HAWC implementation guide.  This initial allocation of funds will be forwarded to MAJCOMs for eventual distribution to their medical facilities.   MAJCOMs should evaluate and provide appropriate funding levels to provide services to civil servants and all beneficiaries in a managed care environment within their capitated allocation.



c.  Air Force Fitness Program Office will provide guidance and support for Fitness Program

	 requirements IAW AFI 40-501.



d.  Base-Level SG will:



Once funding baselines are established Medical Groups can budget for HAWC operationsfrom within their capitated allocations.



Explore and engage in cooperative efforts with the Services Squadron/Division to develop economies by sharing contracts (i.e., equipment maintenance and linens).



Training and Certification.  Within six months of being assigned, HPMs will attend and attain certification in the HP Director’s course provided by the Cooper Institute for Aerobic Research and the Health and Fitness Instructor’s course provided by the American College of Sports Medicine (or other courses approved by AF/SG).  Certification by the American College of Sports Medicine as a Health and Fitness Director is desirable and encouraged.  HPMs will attend the annual AF HPM conference based on available central funding.  The exercise physiologist will obtain American College of Sports Medicine Health Fitness Instructor certification within one year and Health Fitness Director certification within two years of being hired.



In conjunction with the Services Squadron/Division, establish and sustain a cooperative marketing program for HAWCs and fitness activities to encourage healthy lifestyle changes.



The exercise physiologist will coordinate with the Services Squadron/Division to establish an in-service training program for Fitness Center Staff to upgrade and/or enhance their skills in assisting with fitness conditioning. 

�ATTACHMENT 6



TO
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SERVICES





Purpose.  This attachment provides basic responsibilities for the Air Force Services portion for the operation and support to Health and Wellness Centers (HAWC).  Additional guidance is included in the Base Implementation Guide.



References.  See basic plan.



The Director of Services (AF/SV) will provide guidance to MAJCOM/SVs on Services related issues as required or requested.



MAJCOM/SVs will prepare a Services annex to the MAJCOM programming plan (PPLAN) which addresses the following areas, as required:



Organization.  The HAWC will be operated and managed by the Health Promotions Manager (HPM).  All personnel assigned to the HAWC will report to the HPM.



Manpower and Personnel.



One vacant, funded civilian authorization from Services will be transferred to the HAWC.  The duties and responsibilities of the Installation Fitness Program Trainer (IFPT) to include cycle ergometry program will be transferred to the HAWC.



Once the position has been identified and transferred, the HPM will work through their local manpower and civilian personnel office to reclassify the position as an exercise physiologist and take the appropriate action to fill the new position.  The exercise physiologist will assume the responsibilities of the IFPT and provide fitness prescriptions for members who need to improve their level of fitness.



Military authorizations will not be traded or transferred to the HAWC.



Civilian incumbents who do not meet the requirements of an exercise physiologist will not be transferred to the HAWC.



Funding.  See funding matrix at Attachment 4.  All installation budget requirements and funding for cycle ergometry program will be transferred from Services to the HAWC in FY 96.  The HAWC will be the responsibility of respective OPRs for DHP or APF issues.



Equipment.  (See base-level implementation guide)  The equipment, stock numbers and quantities that will be transferred will be released under separate cover.  Deviations to this plan require AF/SVP and AFMOA/SGO approval.



Other.  The Services Squadron's/Division's Fitness Center will:



Accept and develop fitness programs based on fitness conditioning prescriptions from the HAWC in addition to offering the Fitness Program’s fitness improvement programs.



Explore and engage in cooperative efforts with the HAWC to develop economies by sharing contracts (i.e., equipment maintenance, linens, aeobics instructors).



Maintain separate line items for payments from the proper accounts (APF or DHP).



Explore and engage in cooperative efforts with the Medical Group to provide fitness enhancement activities/programs for authorized users. 



Ensure that base fitness center staff members receive American College of Sports Medicine (ACSM--or equivalent) certification to assist customers improve and enhance their fitness conditioning programs.  



In conjunction with the Medical Group, establish and sustain a cooperative marketing program for HAWC and fitness activities to encourage healthy lifestyle changes



Work with the exercise physiologist to provide in-house fitness center staff training to supplement national certification.



Coordinate with the Library staff to offer a health information center to support HAWCs



�ATTACHMENT 7



TO
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INFORMATION MANAGEMENT





PURPOSE.  This attachment provides guidelines for implementing information management actions related to the establishment of Health and Wellness Centers (HAWC) at each major Air Force installation.



REFERENCES.



Basic Plan.



AFPD 37-1; AFR 4-1 (AFPAM 37-104); AFDIR 37-135; AFR 4-20, Vol 2 (AFMAN 37-139); AFI 37-160V1, 2, 4, 5, 6, 7, & 8; AFP 4-31 (AFPAM 37-143); AFR 4-33 (AFI 37-131); AFR 4-34 (AFMAN 37-123); AFP 4-36 (AFDIR 37-144); AFI 37-124; AFR 4-50 (AF Sup 1 to DoDI 4525.8M); AFI 37-161; AFI 37-122; AFI 37-162; AFMAN 37-126; AFR 10-6 (AFMAN 37-127); AFR 10-7 (AFI 37-128); AFR 12-35 (AFI 37-132); AFI 37-138.



RESPONSIBILITIES.



The Directorate of Information Management, Office of the Secretary of the Air Force (SAF/AAI) will provide guidance to MAJCOM/IMs on Information Management issues as requested.



MAJCOM/IMs will prepare an Information Management annex to the MAJCOM Programming Plan (PPLAN) which addresses, the following actions, as required:



Publications:



Update of PDO accounts for publication/forms.



Update of functional publications libraries.



Administrative Communications.



Update of AIG or categorical listings.



Establishment/update of functional address symbols.



Record Management.  Establishment of new file plan.



Access Programs.  Update/designation, in writing to SAF/AAIQ, position titles of denial authorities for Freedom of Information and Privacy Act.



Information Collections and Reports (ICR) Management Program (AFI 37-124, The Information Collections and Reports Management Program; Controlling Internal, Public, and Interagency Air Force Information Collections):  Ensure all reporting requirements (public, internal (RCS), and interagency) are identified to the appropriate MAJCOM Information Collections and Reports (ICR) Manager.  List the following reports:



Internal reporting requirements with Reports Control Symbols (RCS).



Public reporting requirements (information collections solicited from the public) authorized by the office of Management and Budget (OMB).



Interagency reports (reports submitted to other Federal Agencies outside DoD) authorized by General Services Administration (GSA).



�ATTACHMENT 8



TO 



HQ USAF PGL 94-8



AIR STAFF AND SECRETARIAT POINTS OF CONTACT







NAME	ORGANIZATION	PHONE	FAX



Maj Norton	AF/PE	(703) 693-4156	(703) 614-9381

		DSN 224-4156



Ms Gladden	AF/DP	(703) 614-8467	(703) 695-4083

		DSN 225-8467



Mr Arrington	SAF/FM	(703) 697-6410	(703) 693-7294

		DSN 697-6410



Col Dale	AF/SG	(202) 767-1859	(202) 404-8089

		DSN 297-1859	DSN 754-8089



Capt Anderson	AF/SV	(703) 604-0329	(703) 604-0323

		DSN 664-0329



Mr Lewis	AF/CE	(703) 695-6589	(703) 614-7567

		DSN 225-6589



Mrs Lunsford	SAF/AA	(703) 697-9057	(703) 693-9763

		DSN 227-9057
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