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Preface 
Reserve Component (RC) Service members are valued members of the Africa Command team, enabling this forward-located combatant command to carry out its Mission in the African theater. Reservists come from around the world delivering unique capability and extensive experience as they serve throughout the command. 

Reserve Component Contribution: In the future, Reserve Component members (Army Reserve, Army National Guard, Air Force Reserve, Air National Guard, Navy Reserve, and the Marine Corps Reserve) will provide a significant portion of the Africa Command workforce. Many Reserve members performing duty at Africa Command are assigned to other units or commands, but choose to do tours of duty at Africa Command.

Purpose: The purpose of this guide is to provide information about optimal ways to support, train, and integrate Reserve members assigned to and serving in various Africa Command Directorates and subunified commands. It is also an important reference for finding service-specific source documents, support units, and points of contact for Reserve Component organizations. 

In the event of conflict with an Army, Air Force, Navy, or Marine Corps Regulation, the applicable service instructions will take precedence over this guide. Forward recommended changes to this guide to the US Africa Command Reserve Personnel and Resources Office (RES-RA). 

Information for Africa Command Directorates, Reserve Liaisons, and Supervisors 
Era of the Operational Reserve 
Today’s Reserve Component Forces face many challenges. For Reservists operating in the post-September 11th environment, the high operations tempo places unprecedented demands on their time, skill sets, families, and civilian jobs. 

The increased reliance on the Reserve Components as a Strategic Reserve and Operational Force requires a greater commitment on the part of Reserve members than the traditional requirements of periodic drills and annual training. Department of Defense (DoD) policy ensures that Reserve Components and their members can provide operational capabilities and strategic depth across a full spectrum of operations. That same policy encourages optimum integration of Active Component and Reserve Component forces and management of the Reserve Component as an operational force (DoDD 1200.17, October 2008). 
As a forward-deployed, geographic combatant command, Africa Command will rely more and more heavily on Reserve Forces and augmentation to carry out its operational mission. Gone are the days when Reservists “filled in” during gaps in manning or solely for exercises. Today’s Reservists play a vital role and will contribute significantly toward mission success. 

Division and Branch Chiefs, Reserve Liaison Officers, and sponsors play a key role in successfully integrating Reserve members into Africa Command operations. It is imperative that all understand their role in the Reserve integration process, which starts by identifying requirements well in advance of the needed support, to one-on-one interaction with the Reserve members who support the operation. 

Each Africa Command Directorate and Special Staff office has a designated primary and assistant Reserve Liaison Officer (RLO) as an additional duty. RLOs should be AGR members if possible, but can be any member of the military or civilian staff; however, they should have sufficient time remaining in their Directorate to undergo training and carry out their RLO duties. Reserve members with sufficient time on long-term duty tours may serve as a primary or assistant RLO. 

Emerging Africa Command Instruction (ACI) on Management of Reserve Component Personnel at US Africa Command will detail the roles and responsibilities of RLOs (TBD). Reserve Liaison Officers are the primary points of contact for Directorates to interface with Resources - Reserve Personnel and Resources (RP&R) on reserve assignments, issues, and activities such as orders processing, and office integration. Reserve Liaison Officers undergo extensive training and interact with RP&R on a regular basis on issues affecting RC members at Africa Command. 

A primary function of RLOs is to advise their Directorates on Selected Reserve billet requirements and position descriptions on the Joint Table of Mobilization and Distribution (JTMD). Reserve Liaison Officers are also key advisors to their Directorate representative (usually the Deputy Director) on the Africa Command Human Resources Working Group (HRWG). They assist with the process and regularly track Reserve augmentation requirements for their Directorate so they can make recommendations to the HRWG members. When the command distributes fiscal year man-day (also referred to as Active Duty for Operational Support (ADOS), or Active Duty for Special Work (ADSW)) allocations, RLOs assist Division and Branch Chiefs with hiring the appropriate Reserve member. 

Africa Command Staff Augmentation Process and Augmentee Manpower Sources: 
Understanding the Reserve Components and the different methods to “hire” Reservists can be very complex in a joint environment. There are several different types of orders for Reservists that can vary by length, funding source, and issuing authorities. Division Directors and Branch Chiefs must work closely with their Directorate RLO and the RP&R service-specific Program Managers to ensure they meet applicable hiring processes. 

Headquarters Africa Command has several tools by which the command can augment permanent party staff with Reserve members. The Joint Table of Mobilization and Distribution (JTMD) contains Individual Mobilization Augmentee Reserve billets for assigning reserve members to Africa Command.  Reserve members may also be assigned to fill vacant JMD billets.  The Human Resources Working Group (HRWG) is an Africa Command-centric board of senior members from each directorate who assign priority to Reserve augmentation requirements for Operational Active Duty for Operational Support (OP-ADOS). 

Joint Table of Mobilization and Distribution (JTMD): Units and Individual Mobilization Augmentees (IMAs) are reserve members assigned to Active Component organization billets on the JTMD.  Africa Command has individual Reserve members and a Navy multi-person unit assigned to this command against the JTMD; by FY12 the Army will also create a multi-person unit. In total, the Africa Command JTMD has almost 300 positions (and more to come in the future) that can be filled to augment Africa Command in a crisis or full mobilization. At a minimum, members assigned against the JTMD must train annually to prepare themselves for potential contingency operations. Each year, Reserve members perform periods of inactive duty training (IDT) and a two- to three-week period of active duty known as the annual tour or annual training (AT). 

Annual Commitments required of JTMD-assigned Reserve Service members: Most Reservists are required to perform 12-19 days of annual training and 24-48 drill periods per year. Some Reserve members perform this duty as individuals while others perform their duty as part of a Reserve Unit. For Reserve members assigned to Africa Command or one of its affiliated Reserve units, it is incumbent on the Directorates to ensure the training process is sufficient to meet their operational needs. Supervisors of Reserve members are responsible for scheduling required annual training and drills to meet training and mission requirements. Supervisors and Reserve members should schedule these dates several months in advance to give members predictability for civilian job and family care planning. 

Active Duty Tours: In addition to annual training (AT), and drill periods (IDTs), Reserve members could possibly perform voluntary active duty tours to help meet short-term operational requirements and missions, or to fill temporary gaps in the permanent party workforce. Tour lengths are generally limited to one fiscal year at a time. Tour lengths may also be constrained by the number of service component man-days available as well as travel & per diem funds allocated to the command. 

Mobilization: During a national emergency, the President and Congress can “call up” Reserve Forces to active duty. This is typically referred to as mobilization or activation. Certain conditions must exist for a mobilization to be carried out. Reserve members can be mobilized as individuals or as part of a unit. Depending on the type of call up, periods of mobilization can be up to 24 months. 

Joint Manning Document:  A manning document of unfunded temporary duty positions constructed for or by a supported Combatant Command that identifies the specific IA positions to support an organization during contingency operations. JMD’s for permanent activities with a joint table of distribution (JTD) or JTMD should only identify IA positions for temporary military or DOD personnel. JMD’s for activities without a JTD or JTMD (e.g., some JTF’s) should identify all positions required for that activity to support the mission. Positions should be identified as unit fill, coalition fill, civilian/contractor fill, or IA fill on the JMD.

Africa Command Human Resource Working Group Process: The Africa Command Joint Human Resource Working Group facilitates and oversees the process to identify and manage Reserve needs beyond annual requirements of assigned Reserve members. The board meets quarterly with representatives from each Directorate. Directors submit their requirements to the HRWG for discussion and prioritization. Because of this selective “rack and stack” process, it is imperative that offices seeking Reserve support thoroughly and adequately identify and justify their requirements. 

Offices that employ Reserve members should project and identify requirements for support 4-5 months prior to the start of each fiscal year. Division and Branch Chiefs should weigh annual workload against full-time active duty military, civilian and contractor manpower strength. The intent of Reserve augmentation is to meet short-term mission objectives or projects.  
Identifying Reserve requirements accurately means Directorates must determine the number of Reserve augmentees they need during the course of a fiscal year and identify the number of days each augmentee needs to serve during the fiscal year. Capturing this information is critical for scheduling annual training and drills, requesting man-days, and submitting budget requirements through RP&R to the Africa Command Comptroller’s office. 

Submitting Travel and Per Diem (O&M) Requirements: In situations where travel, and per diem expenses are Africa Command funded, the hiring office must request and coordinate Operating and Maintenance (O&M) expenditures through their Directorates to the Reserve Personnel and Resources (RP&R) Office (AFRICOM-RES-FMC).  In situations where the Directorates pay for travel-related expenses, a fund cite letter from the Comptroller must accompany the orders request paperwork. Directorates should project these expenses when they submit fiscal year requirements. Bottom line: When Directorates project man-day needs, they should also project O&M funding to pay for travel-related expenses. 

Selecting Reserve members for tours of duty: Once a Directorate receives its allocation of man-days and TDY funding, Division and Branch Chiefs can start the process to select Reservists to meet mission needs. Offices may submit by-name requests to RP&R, or work with RP&R Program Managers to find the appropriate individual. 

Integrating Reservists into the staff 

Sponsorship: Sponsorship is critical. When a Reservist is selected for duty, the Directorate should immediately assign a member of the staff to be a sponsor. This person is the first line of entry a Reservist has to Africa Command and should not be a person who departs prior to the Reserve members’ arrival. Sponsorship is as important for Reserve members as it is for permanent party staff. This guide contains information to assist sponsors of Reserve members. 

Prior to a Reservist’s arrival, supervisors should develop work plans for their Reserve members that are commensurate with their grade, skill level, and expertise. Supervisors should not load Reservists with “busy work” or menial tasks, but should assign work that is constructive and contributes to organizational success. 

As with permanent party staff, supervisors of Reservists need to properly manage members’ personnel actions. In most cases, supervisors are required to prepare performance reports for Reservists assigned to them, or Letters of Evaluation to a supervisor if the member is not assigned to Africa Command. Additionally, supervisors should ensure Reserve members take time for medical care, physical exams, fitness tests, and leave. (Reservists on active duty earn 2.5 days of leave for each 30-day period during their tour. Reserve members must use their leave before their tours of duty end; otherwise the member must sellback or lose their leave). 

An atmosphere of total force integration is critical. Operational success at Africa Command exists in large part due to integration of Reserve Forces with permanent party staff. Everyone from Directorate leadership to supervisors, sponsors and RLOs are vital to successful integration. 

Checklist for Africa Command Directorates 
Reserve Liaison Officers, Division and Branch Chiefs 
· Review and understand Africa Command Instruction (ACI), Management of Reserve Component Forces at US Africa Command (to be written).
· Ensure Directorate Reserve Liaison Officer undergoes required training with RP&R. 

· Review Joint Table of Mobilization and Distribution (JTMD) with AFRICOM-RES-HRM to determine which billets are assigned against your Directorate. If billets are vacant, work with RP&R to fill billets with qualified Reserve members. 

· Review Joint Manning Document with RES Manpower Organization Management Branch to validate Individual Augmentee contingency requirements. 

· Schedule JTMD-assigned Reserve members for fiscal year annual training (AT) and Inactive Duty Training (IDT) drill periods. Afford Reserve members the opportunity to fulfill annual requirements like physical exams and fitness tests. 

· Ensure supervisors prepare periodic performance reports for JTMD-assigned Reserve members. 

· Submit man-day requests for Reserve augmentation to the Africa Command Human Resources Working Group (HRWG); do planning assessments to forecast requirements for the entire fiscal year. 

· Coordinate with RP&R budget officer to submit operating and maintenance (O&M) funding requests to Africa Command Comptroller to pay for travel, lodging and per diem expenses for Reserve members serving on TDY man-day tours. 

· Ensure full comprehension of Reservists’ orders and entitlements to manage expectations prior to the Reservists’ arrival. 

· Assign a sponsor to each Reserve member performing duty at Africa Command. 

· Ensure Reserve members have adequate time while on active duty for personnel actions like medical care and leave. 

Information for Sponsors 
Reserve augmentees play a vital role in mission success and are integral members of the staff. As such, they should be treated and supported the same as permanent party staff. 

Sponsors play a key role in successfully integrating Reserve members into Africa Command operations. 

Sponsor Responsibilities 
(NOTE: Refer to USAG Stuttgart Army Community Service Relocation Readiness Program Sponsor’s Guidebook for detailed information. The Sponsor’s Guidebook is primarily for permanent party making PCS moves to Stuttgart. Refer to Africa Command Sponsorship Program. For specific information about Reserve member housing and transportation, contact Headquarters Commandant or RP&R). 

Directorates and Special Staffs shall assign a sponsor for each newly reporting Reserve member. The Division, Branch and sponsor should provide Reservists with all necessary information to facilitate rapid integration into the Africa Command staff. Too frequently, Reservists are not well indoctrinated to the command, and as a result, their knowledge and productivity lag behind their Active Component counterparts. Unfortunately, erroneous or incorrect information gets passed to Reservists and causes unnecessary problems. Due to frequent housing, transportation and per diem policy changes at Africa Command and USAG Stuttgart, sponsors need to work with RP&R, Headquarters Commandant, and the Africa Command Security Office (SSO) to ensure information is current and accurate. 

Reserve Liaison Officers and sponsors should assist Reserve members with actions necessary to get orders that are thorough and accurate for their tours of duty. Reserve members will be familiar with service-specific systems; however, they will need assistance maneuvering the nuances of duty at Africa Command.  Reserve Personnel and Resources program managers can assist with this process. 

Once a Reserve member has orders, sponsors should contact the Kelley Hotel to arrange lodging for the incoming Reservists. Depending on space and entitlements, Reservists might reside on any of the four installations comprising USAG Stuttgart or reside off-installation if they receive a non-availability statement (SNA). On-installation lodging includes billeting at one of the three hotels on Patch Barracks (Swabian Inn), Robinson Barracks (Hilltop Hotel), or Kelley Barracks (Kelley Inn), as well as unaccompanied personnel housing (UPH) on Kelley Barracks, Robinson Barracks and Panzer Kaserne. Lodging for Reservists varies because of tour lengths and types of orders. Some members will be in a TDY status, while others will be in permanent change of station status. Supervisors and sponsors should learn about these differences so they can properly advise Reserve members about lodging and entitlements. 

Prior to the Reservists arrival in Stuttgart, sponsors should schedule computer training and other classes Reserve members will need so they can quickly integrate into the work environment.  Sponsors should ensure the Reservist has a CAC in order to access computers; if not contact RP&R for assistance.  Sponsors should also make arrangements for the Reservist to receive mail at an installation mailroom. 

Sponsors should pick up Reservists from the airport or train station when they arrive at Stuttgart and take them to the appropriate installations to help them in-process.  If sponsors cannot pick them up, then ensure they know to take a taxi that can drive on post.  If possible on the day of arrival, sponsors should take Reservists to the Headquarters Commandant (Kelley Barracks, Bldg 3306), Africa Command Reserve Personnel and Resources (Kelley Barracks, Bldg 3313, Room 18), and the USAG Stuttgart Central Processing Facility (Panzer Kaserne, Bldg 2913).   If members will eventually reside in unaccompanied housing versus a hotel, the sponsor should take Reservists to the USAG Stuttgart Augmentee Housing Office on Patch Barracks. 

Checklist for Sponsors 
· Contact your assigned or attached Reserve member at the earliest opportunity. Phone contact is preferred, but use e-mail if unable to make phone contact. If unable to contact your Reservist, inform your RLO and RP&R will develop a resolution. 

· Ensure the new Reserve member has access to the Reserve Personnel Management Guide and reviews the Africa Command web page. 

· Provide sponsor and supervisor contact information to the Reserve member. Provide Reservists’ biographical and contact information to supervisors. 

· Work with Reserve Personnel and Resources (RP&R), HQ Commandant, SSO and USAG Stuttgart to secure orders, transportation, housing, security badges, installation access, and to schedule training classes. 

· Ensure Reservists have appropriate security clearance data available at the SSO. Arrange security badge in-processing for RC member. Escort RC member through secure areas until security badge in-processing is completed. 

· Provide advice and assistance on travel to Africa Command (i.e., airports, trains, etc.). Get a copy of RC member's itinerary. If the RC member flies into Stuttgart, meet them at the airport. If the member flies into an airport other than Stuttgart, ensure member has travel arrangements to Stuttgart. 

· Ensure member has adequate instruction on serving at Africa Command and knows what items to bring to Stuttgart. 

· Arrange any required computer orientation class for Reservists as early as practical. When appropriate, schedule Reservists to attend Headquarters Orientation Course, Staff Action Officer Course, and other training to ensure their success in a joint environment. 

· Introduce RC member to their supervisor. Set up meeting with Directorate leadership, if requested by Director. 

· Ensure the Reservist has a CAC card.  If not, contact Reserve Personnel and Resources (RP&R) for assistance.

Information for Reservists 
As a forward-located geographic combatant command, Africa Command may rely heavily on Reserve augmentation to carry out its day-to-day mission. 

Individual Mobilization Augmentees and JTMD-assigned Reservists 
Individual Mobilization Augmentees are Reserve members assigned to fill billets identified on the US Africa Command Joint Table of Mobilization and Distribution (JTMD).  Africa Command recruits Reservists into JTMD billets through prior-service recruiters, referrals, the Africa Command website, Reserve Unit coordination, and RP&R Service Program Managers. Reserve Component Personnel Centers manage the process to transfer individuals into the billets. 

Finding and filling a vacant billet: The best way to learn about vacant IMA or Reserve Unit billets is to e-mail the service-specific Reserve Program Manager at the Africa Command Reserve Personnel and Resources office (RP&R) at http://www.africom.mil/reservePersonnel/index.asp. The program manager can assist with paperwork or refer you to directorates or unit commanders who can facilitate transfers. For all services, the Program Manager coordinates with the Reserve Personnel Centers to process all transfer applications and finalize manning documents. See the service-specific section of the guide for information specific to your service. 

Drills, Annual Training, Mobilization, Voluntary tours of Active Duty: At a minimum, all IMAs and JTMD-assigned Reservists must complete their Annual Training (AT), a minimum 12-day period, and Inactive Duty Training (drills) each fiscal year. While requirements vary by service, AT and IDT are the primary way Reserve members enhance their job proficiency, complete individual training requirements, conduct physical exams, and take fitness tests. 

Reservists must work with the office to which they are assigned to schedule AT and IDT. Reservists should never arrive on station to do AT or IDT without properly coordinating these dates with their supervisors. 

In response to a crisis, Reservists assigned to Africa Command against the JTMD can be mobilized under a Presidential Reserve Call-up (PRC), Partial Mobilization, Full Mobilization, or Total Mobilization. Various Africa Command Directorates, including the Resources Directorate (RES), Operations and Logistics (OPLOG) and Reserve Personnel and Resources Office (RP&R) work in concert with Service components to invoke the JTMD and initiate the mobilization process. 

Africa Command -assigned Reservists may perform voluntary tours of active duty that vary in length from one to 365 days within a fiscal year. Africa Command directorates seeking manpower augmentation for short-term mission requirements can “hire” Reservists to fill those requirements. 

Duty Tours for organizations other than Africa Command: Reservists assigned to Africa Command, may be asked to perform duty for a command other than Africa Command. When viable, Africa Command can release Reservists so they can be attached to another organization for active duty tours only; however, annual training (AT) and drills (IDT) must be performed with Africa Command. Reservists must receive written approval from supervisors and RP&R Program Managers before they can perform tours of duty for another organization. All annual requirements must be completed or scheduled before approval is granted. 

Non Africa Command-assigned Reserve Augmentees 
Many Reservists supporting Africa Command operations are assigned to other units, but are attached to Africa Command for short or long-term active duty tours. Tours can be as short as one week or as long as one year. Regardless of tour length, all Reserve Component (RC) members performing duty at Africa Command must understand the requirements of duty. This requires an in-depth understanding of your orders. Since types of orders vary greatly from person to person, housing, benefits and entitlements will also vary. 

Information for all Reservists performing active or inactive tours of duty 
Orders and Duty Tours: When an office selects a Reservist, assigned or attached for duty, the office should immediately assign a sponsor to facilitate Reservists’ transition to Africa Command. That person, in concert with the Africa Command Reserve Personnel and Resources service program manager, and the Africa Command Headquarters Commandant, will walk Reservists through the steps to get orders, and to facilitate transportation, housing, in-processing and office integration. 

Upon publication and receipt of orders, Reservists can make travel arrangements to Stuttgart through the Commercial Travel Office (CTO).  Active duty and Annual Training travel orders cover the costs of roundtrip travel from home of record to Stuttgart. Follow Service-specific instructions to book official travel. 

In most circumstances, sponsors or members of the sponsoring office will pick up Reservists from the airport or train station when they arrive in Stuttgart, then assist with inprocessing.  If sponsors cannot pick up Reservists, then Reservists should ensure they take a taxi that has permission to drive on post.  
What to Bring: Sponsors and RP&R service program managers are the best sources for questions about specific items to bring, which is based on the time of year for travel and the length of tour. Items that are necessary for all tours include: Common Access Card, orders, personal passport, state-issued driver’s license, international driver’s license (needed for driving outside of Germany), appropriate uniforms, including physical fitness uniforms (see service specific uniform requirements), and seasonal civilian attire. Many Reservists choose to bring personal computer equipment, and an international-capable cell phone. Reservist on temporary permanent change of station (PCS) orders may be entitled to ship limited household items per the JFTR. 

In-processing: For all duty tours, whatever the length, Reservists must inprocess at the Africa Command Headquarters Commandant (Kelley Barracks Bldg 3306), Africa Command Reserve Personnel and Resources office (Kelley Barracks, Bldg 3313, Room 18) and the USAG Stuttgart Central Processing Facility (Panzer Kaserne, Bldg 2913). Reservists need orders and Common Access Cards to inprocess at these locations. The Africa Command Headquarters Commandant will provide an inprocessing checklist upon arrival with detailed instructions. 

Installation Services 

Living Quarters (also referred to as UPH, barracks, berthing, lodging, housing, and billeting): US Army Garrison Stuttgart (USAG Stuttgart) provides most installation services for Africa Command military, civilian and contractor staff. Four geographically-separated installations comprise USAG Stuttgart: they are Kelley Barracks, Patch Barracks, Robinson Barracks, and Panzer Kaserne. 

Living quarters at USAG Stuttgart for augmentees fall into two categories: hotel billeting on or off the installation (on installation hotels are the Kelley Barracks Kelley Hotel, Patch Barracks Swabian Inn, and Robinson Barracks Hilltop Hotel). Reserve members serving here for longer tours will likely reside in unaccompanied personnel housing (UPH) on Kelley Barracks, Robinson Barracks, or Panzer Kaserne. If government-provided living quarters are not available, members receive a certificate of non-availability (CNA) for off-installation quarters. Do not make reservations or check in to an off-installation hotel without a CNA from one of the on-post hotels.
Several factors determine lodging arrangements for Reservists on duty at Africa Command: the Joint Federal Travel Regulation, the type and length of tour orders, members’ grade, and availability of government-provided lodging. Reservists who reside within a 50-mile radius of USAG Stuttgart are not entitled to government-provided lodging specific to a duty tour. 

A Reservist’s specific lodging may not be determined until just before arrival. Sponsors of Reservists should contact the Kelley Hotel for specific details about lodging close to the member’s departure date from home station. Since lodging is spread among the four installations, a shuttle bus is available for transportation between installations. Refer to the Africa Command Newcomers Web page at: (http://www.africom.mil/newcomers.asp). 

Meals: US Army Garrison Stuttgart has two facilities that provide fee-based government meals. The Black Stallion dining facility on Patch Barracks offers breakfast, lunch and dinner on weekdays, and brunch and dinner on weekends and holidays. The Panzer dining facility offers breakfast and lunch during the week. There is no dining facility on Kelley Barracks, therefore meals are not provided.
In and Around Transportation: US Army Garrison Stuttgart provides a shuttle bus service that runs daily to and from Kelley Barracks to Patch Barracks, Panzer Kaserne, and Robinson Barracks. Reservists living and working on any of the four installations should use the shuttle bus as their primary means of transportation to and from work. 

Reservists will not be authorized a government-funded rental vehicle. Reservists may choose to rent vehicles at their own expense, or purchase a new or used vehicle. To rent a vehicle, Reservists will need a valid US state-issued driver’s license and international driver’s license. For a new or used vehicle purchased while residing long-term in Germany, members will need a valid US driver’s license, a valid US Army Europe (USAREUR) driver’s license and an international driver’s license (Note:  Not reimbursable on travel claim). (Members may test for the USAREUR driver’s license after arrival; however, they cannot purchase or drive anyone’s POV until they have the USAREUR license). 

Government vehicles or rental vehicles may be authorized for TDYs requiring travel outside of the USAG Stuttgart area. Reservists must have a valid government driver’s license to drive government vehicles. Members without a government license may take the course and test while they’re in Germany. 

Members with POVs must have fuel ration cards to purchase gasoline at the Post Exchange Facilities (Army and Air Force Exchange Service or AAFES), or at ESSO gas stations. Owners of POVs or car renters must register the POV or rental car with the Provost Marshall and POV Registration Office to get a fuel ration card. Drivers without a fuel ration card can pay for gas on the economy at host-nation rates. 

Postal Facilities: Reservists can request personal mail delivery through the Army Post Office (APO) mailroom. Due to the high volume of mail and limited personal mailboxes, mail and packages for Reservists and augmentees is delivered to a general mailing address. Reservists must inprocess with the mailroom to use this service, otherwise mail sent to an individual might be returned to the sender.   Address is: Rank Name, CMR 489, General Delivery, APO, AE 09751

Reservists also have access to the United States Postal Service branches at USAG Stuttgart. These full service facilities are available for mailing letters and packages and buying stamps and money orders. 

Banking Facilities: The USAG Stuttgart area has a bank, a credit union with several branches, and several Automatic Teller Machines on the four installations.  Depending on the length of tour, individuals may choose to open an account with one of the financial institutions. They can also cash personal checks at some Army and Air Force Exchange Service facilities. Opportunities to exchange American money for EURO are available at many of these locations. 

Personnel and Finance Actions 
Military Pay: Military pay and allowances will be paid according to your Reserve Component’s guidelines.  Finance or Service-specific personnel support offices will be able to assist with pay issues. 

Travel Pay: The issuing authority and type of travel orders individuals have will determine how they file their travel vouchers. Personnel will file vouchers for active duty and travel orders according to service guidelines. Africa Command-funded travel orders will be cut through the Defense Travel System (DTS) or on at DD Form 1610; vouchers will be filed through DTS or through the Defense Finance and Accounting Service – Indianapolis. 

Tour extensions and curtailments: Personal and professional circumstances can drive changes in tour lengths. Due to budgetary, logistical and housing considerations surrounding changes in tour lengths, all members must immediately contact their supervisors.  Supervisors will go through their Directorate’s RLO to the Africa Command RP&R Office if changes are necessary for active duty tour orders. 

Performance Reports: See service specific information of this handbook for guidelines on performance reports. Reservists should keep their Africa Command supervisor informed of his or her role in completing performance reports in a timely manner. Members whose rating officials are at their home unit should provide the raters’ contact information to their Africa Command supervisor and Africa Command Headquarters Commandant when they arrive. 

Fitness Tests: Africa Command requires Reserve members to maintain weight and physical fitness standards. Refer to service specific information in this handbook for specific requirements. During inprocessing, provide the date and results of the most current physical fitness test to Africa Command Headquarters Commandant. Fitness tests are offered regularly at Africa Command and individuals will be able to take their test while on duty here, if necessary. All Reservists should bring their appropriate service PT uniform to take their fitness test. 

Awards and Decorations: Service-specific and Defense-level decorations are awarded for superior performance for long-term active duty tours. Reservists should keep track of their accomplishments while on active duty and provide input to their Africa Command supervisor should he or she choose to nominate Reservists for an award. 

Physical/Dental Exams: Your physical and dental exams should be current according to service-specific guidelines in Part II of this handbook. There is a clinic at Patch Barracks that is available for physical exams. Medical treatment facilities are also at Ramstein AB in Kaiserslautern, Germany, Heidelberg Medical Clinic on Nachrichten Kaserne in Heidelberg, Germany, and at Landstuhl Regional Medical Center in Landstuhl, Germany. 

Medical Care: Medical care at the Patch Barracks clinic is available Monday through Friday. Reservists on active duty may use the medical clinic, dental clinic and pharmacy during the entire period of active duty. When inprocessing, Reservists should enroll in TRICARE Europe to be eligible for medical care by host-nation providers if necessary. Ensure personal and family information is up-to-date in Defense Eligibility Enrollment Reporting System (DEERS) to properly enroll in TRICARE. 

Members who need emergency care will need to go to an emergency room in a Stuttgart area host-nation hospital. Ambulance service is available by calling 112 from a German phone or 114 from a DSN phone. Ambulatory military members in the USAG Stuttgart area must first call the Military Police at 0711-680-5262 from a German phone or 430-5262 from a DSN phone to inform them of the emergency, get authorization from TRICARE and get directions to proceed to the nearest emergency room. 
Members who are injured or become seriously ill while on active duty must get a Line of Duty Determination (LOD) or Notification of Eligibility (NOE) to determine if the injury or illness is service connected. The LOD/NOE will give Reservists authorization for medical care when they return to civilian or inactive status. LOD/NOE paperwork should be properly completed before the orders end, preferably as soon as possible after the injury or illness occurs. Serious LOD/NOE situations could result in a medical hold in which Reservists remain on an active duty status for medical care until cleared for separation by a military medical professional.  For LOD procedures, see AR 600-8-4, AFI36-2910, BUPERSINST 1001-39(series), and other guidance available on the internet.
Line of Duty Care (from the www.tricare.mil website):  While on active duty, National Guard and Reserve members are covered for injury, illness or disease incurred or aggravated in the line of duty. This includes injuries sustained when traveling directly to or from the place of duty.  To receive health care for these injuries or illness after your active duty period is complete, your service must issue a Line of Duty (LOD) also referred to as a Notification of Eligibility (NOE) determination.  This LOD/NOE documentation is used to establish, manage, and authorize health care for the specific injury, illness or disease.  LOD/NOE coverage is separate from any other TRICARE coverage.  
Documenting Eligibility and Obtaining LOD/NOE Care:  Once your service has issued your LOD/NOE, it is your responsibility to ensure the LOD or NOE documentation is on file at either a military treatment facility (MTF) or the Military Medical Support Office (MMSO).

TRICARE offers the Transitional Assistance Management Program (TAMP) for Reservists on orders in support of a contingency operation for 30 days or more. The TAMP offers coverage for medical care for Reservists and their families for up to 180 days following the end of the contingency duty tour. TAMP eligible sponsors and family members must be enrolled in the Defense Enrollment Eligibility Reporting System (DEERS). For more information, visit the TRICARE website at www.tricare.mil.   (Most AFRICOM tours are not contingency tours.)
Leave: For active duty tours more than 30 days in length, Reservists earn 2.5 days of leave each month. Reservists must use their leave prior to the end of their orders, or they risk having to sellback the leave or lose it altogether. Reservists should work with their active duty supervisors to project leave around mission requirements. New orders will not be issued to enable members to use leave. (Reservists on back-to-back orders with no break may be able to transfer unused leave from one tour period to the next). 

Family Member travel, Command Sponsorship, Dependent Authorization 

Reservists on unaccompanied active duty tours are not authorized to bring family members to USAG Stuttgart at government expense. If a Reserve member chooses to bring family with them, they must do so at their own expense and will forfeit some primary residence entitlements depending on the family members’ length of stay. Family members who join Service members on unaccompanied tours are not covered by the Status of Forces Agreement (SOFA) and must abide by host-nation visitor requirements. Family members are not entitled to command-sponsored medical care, USAREUR driver’s licenses, or Department of Defense Schools on a space-required basis. 

Reserve members who are authorized to bring family members at government expense must ensure they are also entitled to command sponsorship. USAG Stuttgart may deny family members access to services if command sponsorship is not authorized. 

Family members may visit unaccompanied Reserve members while they are on duty here; however, they must abide by on-installation billeting and housing guidelines governing length of stay. Reserve members may have to pay additional hotel expenses when family members reside in on-installation hotel rooms. 

Outprocessing 
Members on an extended tour of duty for more than 140 days will begin outprocessing 30 days prior to completion of your active duty tour. Obtain an outprocessing checklist from the Headquarters Commandant. It is imperative that you properly outprocess housing, the APO, return all personal and professional gear issued to you during your tour and get an evaluation or letter of input. 

Members performing Annual Training or multiple drills only need to check out of the Headquarters Commandant’s office and the RP&R office on the final day of duty.  
Checklist for Reservists assigned to Africa Command and supporting Reserve Units 
· Ensure you have orders assigning you to an Africa Command billet on the JTMD or a billet in a Reserve Unit supporting Africa Command. 

· Provide information to Headquarters Commandant, RP&R Program Manager and your supervisor that will enable them to track suspenses for your physical/dental exam, physical fitness test, performance report, and security clearance. 

· Work with your office, supervisor and RP&R to complete all paperwork and necessary actions to cut orders for all duty tours, including IDTs. 

· When traveling to Stuttgart, complete Family Care Plan (if necessary), Will, Powers of Attorney and legal documents prior to arrival. (If you cannot complete them before departing your home or home station, complete these actions upon arrival at Africa Command). 

· Ensure you have all necessary uniforms for duty tour or make arrangements with sponsoring unit to purchase or procure items upon arrival.  Africa Command wears the utility/combat/battle uniform daily and the service uniform weekly or monthly.
· During duty tour, complete all required Africa Command and service-specific ancillary training. 

· Attend all training sessions for Reserve members. 

· Notify RP&R and Headquarters Commandant of any modifications to duty tour lengths (extensions, amendments, cancellations or curtailments). 

· If your duty tour is extended (or upon receipt of new concurrent orders), ensure lodging facility (billeting or housing) is notified immediately. 

· For members on orders for more than 140 days, start out-processing 30 days prior to end of duty tour and return to home of record or home station. Follow instructions on checklist provided by Headquarters Commandant. 

· Complete all end-of-tour actions with your office to include after action reports, end-of-tour awards, and performance evaluation reports.  
Checklist for Reservists temporarily attached to Africa Command 
· Ensure written approval from unit of assignment to perform duty in support of Africa Command. 

· Work with sponsoring office and RP&R to complete all paperwork and necessary actions to cut orders for duty tour. 

· Ensure security clearance is current and physical/dental exams, physical fitness, weight-management and service-specific ancillary training requirements are met prior to start of the duty tour. 

· Complete Family Care Plans, Wills, Powers of Attorney and legal documents prior to arrival. (If you cannot complete before departing your home or home station, complete these actions upon arrival at Africa Command). 

· Be prepared to provide the following information to Headquarters Commandant, RP&R, sponsoring office and supervisor of attachment: 

· Emergency Contact name, address, phone number and e-mail 

· Location of personnel and medical records 

· Rater’s name, e-mail and phone number 

· Copy of most recent performance report 

· Closeout date of upcoming performance report 

· Common Access Card 

· Active Duty and travel orders 



· Ensure you have all necessary uniforms for duty tour or make arrangements with sponsoring unit to purchase or procure items upon arrival.  Africa Command wears the utility/combat/battle uniform daily and the service uniform weekly or monthly.
· During duty tour, complete all required Africa Command and service-specific ancillary training. 

· Attend training sessions for Reserve members. 

· Notify RP&R and Headquarters Commandant of any changes to duty tour lengths (extensions or curtailments). If your duty tour is extended (or a new tour order is cut immediately following current tour), ensure lodging facility (billeting or housing) is notified immediately. 

· For members on orders for more than 140 days, start out-processing 30 days prior to end of duty tour and return to home of record or home station. Follow instructions on checklist provided by Headquarters Commandant. 

· Complete all end-of-tour actions with your office to include after action reports, end-of-tour awards, and performance evaluation reports. 

Information for members of the Army Reserve Components 
1. RECRUITING AND RETENTION 
While retention is historically a leader's job, leaders of RC troops are also responsible for recruiting. The US Army Reserve (USAR) will attempt to fill vacant positions with qualified Soldiers. Africa Command Army JTMD positions are nominative, which requires interested Soldiers to submit a packet consisting of a Bio-summary and their last three evaluations. 

2. TOURS 
Annual Training (AT) 
A period of active duty normally performed in consecutive days. A minimum of 12 days a year is required for Selected Reserve (SELRES) and may go up to 29 days depending on funding and service regulations. All members of the SELRES are required to perform AT each year. 
US Africa Command Soldiers are required to serve on AT for 12 days (excluding travel time) during each year. Soldiers residing OCONUS are authorized 12 days AT without a waiver. CONUS based assigned Soldiers are authorized up to 19 days AT without a waiver. Subject to availability of funds, written justification and OCAR approval, they may be ordered to AT for up to 29 days (excluding travel time). 

Active Duty Operational Support (ADOS) 
AR 135-210, dated 17 Sep 99. 

Voluntary active duty performed by USAR Soldiers in support of the Active Army, a Unified or specified command, Office of the Joint Chiefs of Staff (OJCS), or an active force mission of the Office, Secretary of Defense (OSD). This program is designed to meet a short-term need of the Active Army. 

Active Duty Operation support – Reserve Component (ADOS-RC) 
AR 135-200 dated 30 Jun 99 

Established to clearly distinguish between tours intended for the training of individual Soldiers (ADT).  ADOS-RC is authorized for projects supporting USAR programs and will not be used to meet real or perceived manpower shortages. Normal full-time staff, command and control duties and responsibilities will not be included in ADOS-RC projects and missions. 

Tour Criteria. 
Only tours that meet the following criteria will be authorized: 

· Must be essential to the functioning of the USAR. 

· Must be a temporary project or mission normally not more than 139 days. 

· RC experience and background. 

· Firsthand knowledge of the USAR. 

· Directorate is required to submit a Letter of Justification 

Personnel performing ADOS-RC tours of 1 through 139 days will be placed in a temporary duty (TDY) status and authorized proper rates of per diem and travel. 
Inactive Duty Training (IDT) 
AR 140-1, dated 12 Jan 04. 

A drill period of a minimum 4 hours of training that can be performed monthly or sequentially. The reservist may be authorized up to 48 drills per year dependent on service funding. Training may occur on either weekdays or weekends dependent on mission requirements. 

Leave Accrued During Period of Active Duty 
When a reservist participates in a tour of active duty for 30 consecutive days or more, leave is accrued at the rate of 2.5 days per month. When requesting orders for a reservist for a period of 30 consecutive days or more, it is the responsibility of the RLO, respective supervisor and the service member to plan and coordinate whether the service member will sell back or elect to take leave accrued during the period of duty. If the service member elects to take his/her accrued leave, it must be taken prior to the end date of orders. Orders will not be extended to accommodate unused leave. 

Separation Documents 
DD Form 214 (Certificate of Release or Discharge from Active Duty) will be issued upon release from active duty tours of 90 days or more. Soldiers should contact the Stuttgart Transition Center at DSN 431-2698 at least 30 days prior to the end of their orders to arrange an appointment. 

3. MILITARY PAY 
General 
Pay and allowances (P&A) include not only service members pay, but also retirement points and privileges such as commissary, medical, etc. With the exception of Temporary Tours of Active Duty (ADOS), the AC cannot provide RC pay and allowances. The pay comes from Reserve Personnel Appropriations (RPA). The AC unit can, however, forecast RPA through the appropriate RC channels. The RC Soldier's pay and allowances are divided into two major categories - Inactive Duty (IDT) and Active Duty (AD). 

USAR Pay Types: SURE-PAY IS MANDATORY  

Active Duty (AD)
Active duty consists of AT, ADT, ADOS-RC, CO-ADOS, OP-ADOS, and Mobilization.  During periods of AD, the Soldier receives full pay and allowances. 

Annual Training (AT) 
RP&R submits base pay and allowance documents to HRC St. Louis after the Soldier in-processes. A Certificate of Completion is faxed to HRC-St. Louis as the Soldier is out-processing. Pay is normally received within 10 days of completion of duty. 

ADOS 
DA provides the basic pay and allowances for ADOS Tours. The Directorate is responsible for the Soldier’s per diem and travel will be processed through 208th Finance. ADOS is designed to put Soldiers on active duty to perform special projects for the AC when no similarly qualified AC Soldier is available. Unless properly waived, ADOS Soldiers are for a period between 31 and 179 days. ADOS is not designed to be for individual Soldier training. 

ADOS-RC/ADT 
ADOS-RC is designed to put Soldiers in an active duty status to perform special projects in support of the RC. Unless properly wavered, ADOS-RC is limited to a maximum of 179 days. ADOS-RC is not intended to be used for individual Soldier training and can be in either a title 10 or title 32 status (see AR 135-200). 

Inactive Duty for Training (IDT)

· Paid IDT for Drilling IMA (DIMA) & Army Reserve Element (ARE) Soldiers. 

A DA Form 1380 (Record of Individual Performance of Reserve Duty Training) is prepared by the Soldier and signed by their supervisor verifying the duty performed; use code P=paid. It is then sent to the RP&R Army Program Manager for signature and processing to HRC. Once processed, the Soldier will receive his/her pay in approximately 2 weeks. For each paid IDT period of at least four hours, the Soldier receives one day of base pay and one IDT retirement point. IMAs are paid basic pay and qualified incentive pays for periods of IDT performed. Allowances are not paid for periods of IDT.  (see AR 140-185 Training and Retirement Point Credits and Unit Level Strength Accounting).
· Un-Paid IDT for Drilling IMA (DIMA) & Army Reserve Element (ARE) Soldiers. 

A DA 1380 is prepared by the Soldier and signed by their supervisor verifying the duty performed; use code N=not paid. It is then sent to the RP&R Army Program Manager for signature and processing to HRC.  The Soldier is not paid for the drill, but receives retirement points.  Soldiers can receive up to 130 paid and unpaid retirement points each FY.  These include IDT, correspondence courses and anything else that does not require orders.  (see AR 140-185).

· IMAs will be paid one-day's pay for working at least four hours. If the IDT is eight hours or more, the service member receives two-day’s pay. Service members cannot be paid for more than two periods in any one-calendar day. IMAs are not entitled to any travel pay to or from an IDT location. IMAs cannot perform IDT within the dates of annual training, school, special, or MPA active duty tours (i.e. weekends, holidays, days off, etc.) or while on travel status. 

Travel Pay 
The final travel voucher is submitted to DFAS Indianapolis by the Soldier upon their return to their home of record (HOR). Once DFAS receives the travel voucher, the travel pay is initiated. It will take approximately 4 weeks for the Soldier to receive travel pay. 

ORDERING AN RC SOLDIER TO DUTY (IDT OR AD) FOR ANY REASON IS AN OBLIGATION AND COMMITMENT OF FUNDS. PRIOR APPROVAL IS A MUST. 

4. UNIFORMS  
Officers

Officers are authorized a one-time payment of $200.00 upon initial commissioning with the Regular Reserve. Officers may also receive a maintenance allowance if they are on an active duty tour for more than 90 consecutive days and have not received an allowance in the past two years. For the initial clothing allowance a member should submit a copy of their appointment orders. For a member to receive the maintenance allowance, they should provide a copy of their active duty orders reflecting the active duty order reflecting a tour of 91 or more consecutive days with the appropriate forms to their servicing finance office. 

Enlisted 
AR 700-84 governs the issue and turn-in of uniforms. Newly assigned IMA Soldiers can have uniforms issued by having an In Kind Personal Clothing Record (DA Form 4886) completed by the IMA Program Manager ordered online. Soldiers may also DX old or damaged clothing for new issue. 

Required Documents 
In Kind Personal Clothing Record (DA Form 4886) 

5. IN-PROCESSING/OUT-PROCESSING
Reservists should report to the Commandant’s office on the first duty day. Checking in with RP&R will be part of their in-processing checklist they receive from the Commandant’s office. 

Soldiers will need a copy of their orders, Army Physical Fitness Test, and copies of any medical waivers or profile, if applicable. 

Soldiers will out-process RP&R with a completed Certificate of Performance (AHRC Form 3924) and a DA 1058 for the next Training year. 

6.  MEDICAL CARE 
Medical benefits are covered under Titles 10 and 37, USC. Reserve Member’s medical/dental records are maintained in the same manner as the records of Active Duty members. The following website provides information regarding medical/dental entitlements of reserve members on duty: http://www.tricareonline.com/index.html.  If a reserve member is severely injured while on orders, a Line of Duty determination must be completed.  
7. PHYSICAL FITNESS

Army Physical Fitness Test (APFT) 
The physical fitness test is used to evaluate the standards, in accordance with AR 350-1 and FM 21-20. A certified Army PT instructor administers the APFT. ADT/ADOS-RC and any long tours are tested every 6-months. IMAs are tested once a year during their AT. Soldiers in an ARE status are required to take the APFT with their ARE twice in a calendar year with at least 4 months between tests. All Reserve members performing duty in the months of April and October will take the test administered by the Commandant’s Office. The Soldier’s directorate will administer the test to assigned DIMA Soldiers. 

Army Weight Control Program (AWCP) 
The objective of the AWCP program is to ensure that all personnel are able to meet the physical demands of their duties. The Soldier should present a trim and lean appearance at all times. Self-discipline to maintain proper weight distribution and high standards of appearance are essential to every individual in the Army. These programs are set up to establish and maintain discipline, operational readiness, health, effectiveness of Army personnel through proper weight control, to establish appropriate body fat standards, to provide procedures for which personnel are counseled to assist in meeting the standards in accordance with AR 600-9. The Soldier should foster high standards of professional military appearance. 

8. EVALUATIONS 
Evaluation reports will be prepared and submitted annually for DIMA and ARE Soldiers assigned to Africa Command. Performance evaluations will include both AT and IDT periods of duty. (AR 140-145, Para 3-4.b (2)). This action will be accomplished even if the drills are not accomplished. 

Minimum Time Requirements for Rating Official 
1. AT, ADT, ADOS-RC, ADOS or IDT status – 12 or more consecutive calendar days. 

2. Mobilization, CO-ADOS & Sanctuary status – 90 days. 

3. Officers in DIMA/ARE status – 120 days or more in the same position under the same rater. 

4. Enlisted in DIMA/ARE status – 90 calendar days under the same rater. 

Counseling 
Face to face performance counseling with rater is mandatory. This discussion will be held at the first available drill or as soon as possible after reporting for AT, ADT, ADOS, or ADOS-RC. Initial counseling will be conducted within 30 days for CO-ADOS and mobilized Soldiers. Sessions will be conducted at least quarterly for NCOs, WO1s, CW2s, LTs, and CPTs. 

Instruction: AR 623-3 and DA PAM 623-3. 
Required Forms: 

DA Form 2166-8-1 NCO Counseling Checklist/Record 

DA Form 2166-8 NCO Evaluation Report 

DA Form 67-9 Officer Evaluation Report 

DA Form 67-9-1 Officer Evaluation Report Support Form  
DA Form 67-9-1a Developmental Support Form
9.  AWARDS & DECORATIONS 
For processing and award guidance for all Africa Command joint service awards, please refer to US Africa Command Instruction (ACI) 1100.01 Military Awards and Decorations. 

Awards for Reserve Component (RC) members are handled the same as for active component. The DA 638 is used for the recommendation of a Soldier for award other than the ARCAM and ARFM. Personnel need to call the RP&R army program manager for further details for the award of the ARCAM and ARFM. Reference: AR 600-8-22 

The following web site is used as a guide for reference material: 

http://www.army.mil/usapa/index.html 

Additionally, the Army PPG link has valuable personnel information: 

http://www.armyg1.army.mil/militaryPersonnel/ppg.asp 

10. PROMOTIONS 
Promotion Board Results 
All RC members meeting promotion boards will be notified of select/non-select status in accordance with applicable RC policies and directives. Generally, RC members will be informed of promotion results on or about the public release date by the senior officer in their directorate or chain of command. 

Army Reserve component promotion board dates can be found at the following link. https://www.hrc.army.mil/site/protect/Reserve/Soldierservices/pb/bdschedule.htm 

Officers 
The officer education system prescribed by DA Pam 600-3 provides the commissioned officer with guidance in the area of education. 

Officer promotions are covered in AR 135-155. Tables 2-1 & 2-2 show the time in grade (TIG) and military education requirements for officers to get promoted to the next higher grade. 

Noncommissioned Officer Education System (NCOERS). 
The Noncommissioned Officer Education System prescribed by AR 350-1, provides leader and MOS skill training in an integrated system of resident and nonresident training.
Enlisted promotions and Reductions are covered in AR 600-8-19. 

11. SPECIALTY TRAINING AND SCHOOLS  
Schools

All PDE schools for IRR and IMA Soldiers will be coordinated through their Career managers at HRC-St Louis. They will be required to submit a DA Form 1058, Application for training signed by the IMA Program Manager. 

The Army Correspondence Course Program 
The Army Correspondence Course Program (ACCP) is the formal nonresident extension of the United States Army Training and Doctrine Command (TRADOC) service schools' curriculum. 

Soldiers can enroll and complete online nonresident courses at the Army Institute for Professional Development Web site. (http://www.atsc.army.mil/accp/aipdnew.asp) 

12. MILITARY JUSTICE/LEGAL SUPPORT 
AC commanders should be familiar with the categories of assigned RC members when considering adverse actions or when attempting to arrange legal support for individual members. Different regulations and statues can apply depending on the category of member. Military Justice Actions involving RC Soldiers, AC commanders of RC member should consult with their servicing trial counsel when they suspect RC members of committing offenses. Servicing trial counsel will advise on appropriate courses of action. Generally, RC members must be in a duty status when committing an offense in order to confer military justice jurisdiction. 

13. LEGAL ASSISTANCE 
Effective legal assistance in accordance with AR 27-3 is critical to individual readiness. Commanders should be aware that legal assistance benefits for RC members (not on active duty) and their families are more limited than for AC members. Personal legal problems can be even more severe for RC members when they are mobilized. Commanders should make every effort to address RC members' mobilization issues through their pre-mobilization legal preparation program. 

14.  CAREER MANAGEMENT SUPPORT FOR IMAS ASSIGNED TO HQ AFRICOM

If you need assistance with career management (including schools, promotion counseling, assignments, and tours) or personnel support (including address change, records management, entitlements, boards, and retirement), contact HRC-STL toll-free at 1-800-318-5298 or commercial at 314-592-0000. 

Information for members of the Navy Reserve Component 
1. RECRUITING & RETENTION 
For recruiting and retention information, please refer to Navy Reserve website 
2. TOURS 
Annual Training (AT) 
Assigned IMAs are required to do at least 12 days of AT with their assigned directorate each fiscal year in accordance with the annual fiscal program and force policy guidance message. If a service member wishes to do his/her AT at a different location, approval must be given by the Africa Command directorate RLO. Exceptions to this rule will apply on a case by case basis (i.e. attendance of service specific schools required for advancement). 

Active Duty Training (ADT) 
ADT is a limited period of active duty for training, done on a volunteer basis, and normally for up to 29 days in length. 

Active Duty for Special Work (ADSW)
ADSW is an extended period of active duty for operational support done on a voluntary basis for up to 365 days. A member on ADOS orders will be required to mobilize through a mobilization station prior to reporting to the gaining command as well as demobilize through the mobilization station prior to the end date of his/her orders. The mobilization process is included in the number of dates that the member is on orders. 

For a member on ADSW orders for 180 days or more, he/she will receive station allowances paid by the service. 

For a member on ADSW orders for 179 days or less, he/she will receive per diem and the directorate in which he/she is assigned to will need to provide a line of accounting to fund the travel and per diem portion of the orders. 

Presidential Recall (PRC) 
PRC orders are for nine months and the member will receive per diem paid by the service. 

Leave Accrued During Period of Active Duty 
When a reservist participates in a tour of active duty for 30 consecutive days or more, leave is accrued at the rate of 2.5 days per month. When requesting orders for a reservist for a period of 30 consecutive days or more, it is the responsibility of the RLO, respective supervisor and the service member to plan and coordinate whether the service member will sell back or elect to take leave accrued during the period of duty. If the service member elects to take his/her accrued leave, it must be taken prior to the end date of orders. Orders will not be extended to accommodate unused leave.  
3. PAY & ALLOWANCES MILITARY PAY 
IMAs are entitled to pay and allowances for drills, in accordance with DoD 7000.14R of 15 November 1992. The NOSC that the members unit is attached to has a Reserve Pay (RESPAY) department. The RESPAY department is responsible for ensuring members are paid accurately and in a timely fashion for all drills completed. When a member is performing AT or ADT, the identified Personnel Support Detachment on the member’s orders is responsible for processing the members pay. 

Travel claims for IMAs and Reservists will be processed and completed at the members NOSC for those that are performing AT and ADT less than 30 days. Travel claims for IMAs and Reservists on PRC orders or ADOS orders over 30 days will be processed and completed by Navy Customer Service Desk (CSD) Vaihingen located in Washington Square, Patch Barracks. Note: Pay entitlements change from “per diem” orders to “PCS-like allowances” on the 181st day. 

4. UNIFORMS, DRESS AND APPEARANCE 
Officer and Enlisted 
The Navy uniform is governed by the U.S. Navy Uniform Regulations that is found at http://buperscd.technology.navy.mil/bup_updt/508/unireg/uregMenu.html. The Reserve Center that your Reserve Member is assigned to is responsible for the issuance and replacement of the member’s uniforms.   All members reporting for over 140 days are required to bring:  working and dress uniform.
Grooming Standards 
If there are questions about the grooming standards of any of your Reserve Members, please refer to Chapter two of the U.S. Navy Uniform Regulations. 

Proper wear of the Navy uniform 
For illustrations of the proper wear of the Navy uniform for both officers and enlisted members please refer to chapter three of the U.S. Navy Uniform Regulations. Within Chapter three you will also find the uniform items that each member is required to have. 

5. IN-PROCESSING/OUT-PROCESSING 
USAR, USAFR, and USNR report to the Reserve Personnel and Resources Office, Bldg 3313, Basement, Room 18 on the first duty day. 

Personnel will need their original orders, travel itinerary and Page 2. 

Personnel do not need to out process through RP&R as long as no modifications were made to their original orders. If they were extended or leaving early then they would need to provide RP&R with a copy of their modified orders for appropriate pay and personnel issues.
6. MEDICAL CARE 
Medical benefits are covered under Titles 10 and 37, USC. Reserve Member’s medical/dental records are maintained in the same manner as the records of Active Duty members. The following website can provide information regarding medical/dental entitlements of reserve members on duty: http://www.tricareonline.com/index.html 

7. PHYSICAL FITNESS 
Navy Physical Fitness Program 
Assigned Navy Selected Reservists are tested within their unit of assignment twice annually. They are required to meet the physical qualifications as set forth in NAVMED P117, Manual of the Medical Department, as well as meet physical readiness standards outlined in OPNAVINST 6110.1H. Reservists serving on extended active duty, ADSW/OYR/CANREC or mobilization recall, they will be required to participate in the Africa Command Navy Physical Fitness Test, conducted twice annually. 

8. EVALUATIONS 
For guidance on processing evaluations on Naval Reserve personnel temporarily on Annual Training (AT), Active Duty for Training (ADT), Active Duty for Special Work (ADSW) or mobilization recall, please refer to Chapter 10 of BUPERSINST 1610.10B, Navy Performance Evaluation System. This instruction can be found at: http://www.npc.navy.mil/NR/rdonlyres/A1FA25A4-D292-4F83-9490-0010944D5565/0/161010.pdf For a block by block guidance on how to complete Navy evaluations (EVALs) or fitness report (FITREPs), please refer to Chapter 1 of BUPERSINST 1610.10B. 

For those members that fall into the same reporting category as active duty members, as explained in Chapter 10 of BUPERSINST 1610.10B, refer to the FITREP/EVAL Planning Calendar found below.

	
	PERIODIC FITREP/EVAL 
	MID-TERM COUNSELING

	
	Officers (Active) 
	Officers (FTS/Inac.) 
	Enlisted (All) 
	Officers (Active)
	Officers (FTS/Inac.)
	Enlisted (All) 

	Jan
	O3
	O3
	
	O6
	O6
	E3/2/1

	Feb
	O2
	O2
	
	
	
	

	Mar
	W5, W4, W3
	W5, W4, W3
	E5
	W2
	W2
	E8, E7

	Apr
	O5
	O5
	E9
	O4
	O4
	

	May
	O1
	O1
	
	
	
	E6

	Jun
	
	
	E4
	
	
	


	
	PERIODIC FITREP/EVAL 
	MID-TERM COUNSELING

	
	Officers (Active) 
	Officers (FTS/Inac.) 
	Enlisted (All) 
	Officers (Active)
	Officers (FTS/Inac.)
	Enlisted (All) 

	Jul
	O6
	O6
	E3/2/1
	O3
	O3
	

	Aug
	
	
	
	
	O2
	O2

	Sep
	W2
	W2
	E8, E7
	W5, W4, W3
	W5, W4, W3
	E5

	Oct
	O4
	O4
	
	O5
	O5
	E9

	Nov
	
	
	E6
	O1
	O1
	

	Dec
	
	
	
	
	
	E4


9. AWARDS & DECORATIONS 
For processing and award guidance for all Africa Command joint service awards, please refer to US Africa Command Dir 30-15 Military Awards and Decorations. 

For guidance and processing procedures on specific Campaign and Navy Service awards your assigned IMAs are authorized and entitled to, please refer to chapter four of the SECNAVINST 1650.1H, Navy and Marine Corps Awards Manual, found at www.npc.navy.mil/references.
10. EDUCATION, TRAINING, SPECIALTY TRAINING, AND SCHOOLS

All training courses and schools required for advancement will be coordinated through the member’s assigned unit and supporting NOSC. For information regarding schools required for promotion please refer to Chapter 1-3, Promotions of this RLO Handbook. 

Reserve Members on Long Tour Orders 
Additional training courses and schools for the members that are on long tour orders (ADSW, PRC or mobilization) will be coordinated through the member’s assigned directorate, to include funding. 

Orders for School or Training 
In the event that TAD/TDY orders are needed to send the member to the required training or school, ensure that the Navy Program Manager is given a copy of the TAD/TDY orders. 

11. PROMOTIONS 

Promotion of Navy Reserve Officers 
Promotions to CWO3 and CWO4 and to all grades above lieutenant (junior grade) result from recommendations made by selection boards, prior to being considered for promotion by a selection board. 

Officers must meet the following requirements:  
· Possess a date of rank and register number within or above the zone of consideration for their designator and grade 

· Serve continuously on the RASL or ADL during the one year period ending on the date of the convening of the promotion board (in accordance with 10 U.S.C. 14301). 

· Years of Commissioned Service. As defined in 10 U.S.C. 14706, a Reserve Officer’s years of service include all service, other than constructive service, of the officer as a commissioned officer of any uniformed service (other than service as warrant officer). 

Enlisted Promotions 
Advancements are governed by BUPERSINST 1430.16F. Enlisted personnel must be in good standing, i.e. satisfactory drill participation, etc. The reservist’s Commanding Officer and the Education Service Officer will determine advancement eligibility. 

Promotion Board Results 
All RC members meeting promotion boards will be notified of select/non-select status in accordance with applicable RC policies and directives. Generally, RC members will be informed of promotion results on or about the public release date by the senior officer in their directorate or chain of command. 

12. MILITARY JUSTICE/LEGAL SUPPORT 

AC commanders should be familiar with the categories of assigned RC members when considering adverse actions or when attempting to arrange legal support for individual members. Different regulations and statues can apply depending on the category of member. Military Justice Actions involving RC Soldiers, AC commanders of RC member should consult with their servicing trial counsel when they suspect RC members of committing offenses. Servicing trial counsel will advise on appropriate courses of action. Generally, RC members must be in a duty status when committing an offense in order to confer military justice jurisdiction. 

13. LEGAL ASSISTANCE 

Effective legal assistance in accordance with AR 27-3 is critical to individual readiness. Commanders should be aware that legal assistance benefits for RC members (not on active duty) and their families are more limited than for AC members. Personal legal problems can be even more severe for RC members when they are mobilized. Commanders should make every effort to address RC members' mobilization issues through their pre-mobilization legal preparation program. 

Information for members of the Air Force Reserve Components 
1.  RECRUITING & RETENTION 
Air Force members looking for current vacancies in either the IMA Program or Unit program can view them by clicking on the hyperlink: 

http://www.afpc.randolph.af.mil/afpcsecure/ 
Once you have logged into the secure site, click on Reserve Vacancies. 

All reservists interested in filling Global War on Terrorism (GWOT) billets can search for current vacancies in Volunteer Reserve System (VRS) by visiting https://vrs.afrc.af.mil/. 

2.  TOURS 
Military Personnel Appropriation (MPA Tours) 
Tours of active duty authorized to support short-term needs of the active force. Pay and allowances are granted by the service. The agency the airman is on tour with is responsible for the per diem and travel. 

Reserve Personnel Appropriation (RPA) tour 
RPA tours are used to support a training program for the Reserve mission. Special tours of active duty training (ADT) or active duty service (ADS) and school tours are funded and allocated by RPA. 

Active Duty Training (ADT) 
A tour of active duty for Reserve training under orders which provide for automatic return to non-active duty status when the period of active duty specified is completed. 

Inactive Duty Training (IDT) 
An IDT is a 4-hour block of training, duty, or instruction. An IR may work up to 2 blocks in one day for an 8-hour work day. One point is earned for each 4-hour block of time worked. Lunch time does not count. The points accrued are inactive points towards retirement. Individual Reservists can only earn IDT points for activities preparing them for full time utilization or mobilization. Activities must be authorized in advance by a supervisor or PM. IMAs will be paid for the required number of IDTs as dictated by their position. PIRRs can work IDTs in points-only status. Use separate forms for paid IDT and non-paid IDT. Travel for both IMAs and PIRRs to and from duty location is paid for by the member. No travel or per diem is authorized; however, lodging is reimbursable. Also use of the dining facility is authorized at no charge for enlisted airman only. The IMA must complete an AF IMT 40A and fax to his or her RPO for pay. 

Ensure appropriate and adequate training is provided. Supervisors of individual Mobilization Augmentees (IMAs) in Reserve Section ME who are authorized 48 IDT periods each Fiscal Year (FY), may authorize IDT training periods not to exceed 48 IDT periods during the FY. For IMAs in Reserve Section MC, who are required to perform 24 IDTs per FY, supervisors may authorize IDT not to exceed 24 per FY.  IMAs will develop a schedule of IDT training periods with their supervisors NLT 15 Aug for the upcoming FY. All IDT periods must be approved in advance, in writing, by the member’s supervisor with an information copy to the appropriate assigned Program Manager, in advance of performing any IDT period. 

Leave Accrued During Period of Active Duty 
When a reservist participates on a tour of active duty for 30 consecutive days or more, leave is accrued at the rate of 2.5 days per month. When requesting orders for a reservist for a period of 30 consecutive days or more, it is the responsibility of the RLO, respective supervisor and the service member to plan and coordinate whether the service member will sell back or elect to take leave accrued during the period of duty. If the service member elects to take his/her accrued leave, it must be taken prior to the end date of orders. Orders will not be extended to accommodate unused leave. 

Directives: Air Force Instruction 36-2619 (Military Personnel Appropriation (MPA) Man-Day Program and Air Force Instruction 36-8001 (Reserve Personnel Participation and Training Procedures). 
3.  MILITARY PAY 
IMAs living overseas will utilize RMG/RPO. IMAs assigned stateside have the option to use the nearest Air Force Reserve pay office. All assigned IMAs will complete appropriate pay documents (pay forms located at: http://arpc.afrc.af.mil/ima/welcome/default.asp) and submit to their selected pay office. 

Travel and Per Diem will be processed through Dobbins ARB Travel Pay Section. 

Travel Voucher. Individual Reservist must submit a DD Form 1351-2, Travel Voucher or sub Voucher with a copy of your AF Form 938, Request and Authorization for Active Duty Training/Active Duty Tour for payment of authorized travel allowances and per diem within 5 duty days after completion of a tour. These forms are submitted to IMAT-OL, 1392 Second Street, Dobbins ARB Georgia 30069-4823 or can be faxed to DSN 497-0625, or commercial (487) 327-0625 or emailed to imatravel@dobbins.af.mil. Voice numbers are DSN 625-5800 or commercial 1-800-808-5942. 

Forms: Air Force Form 40A dated 1 APR 2008, Record of Individual Inactive Duty Training. 
4.  UNIFORMS, DRESS AND APPEARANCE 
UNIFORM REPLACEMENT: The goal is to ensure individual reservists receive proper entitlements in regard to uniform replacement. (ref AFI 36-3014) 

http://www.e-publishing.af.mil/pubfiles/af/36/afi36-3014/afi36-3014.pdf 
Who this applies to: 
Enlisted – Members who have never been in the Air Force before are entitled to an initial issue. Members who are prior Air Force with a 90-day or greater break are entitled to a replacement-in-kind issue.  Members are entitled to a replacement-in-kind every 3 years of duty. Members with non serviceable items can have items replaced with proper justification. Members who are within 90 days of ETS are not entitled to any uniform request. 

Officers – Officers are not eligible for uniform replacements. They must purchase all uniform items as a personal expense. However, an allowance is given at the beginning of their assignment to the Air Force Reserve initial uniform and they are eligible once every 2 years for an additional allowance if they have served on active duty for 91 or more consecutive days. To obtain the additional allowance, submit an AF Form 1969 to your Reserve Pay Office. http://arpc.afrc.af.mil/finance/media/pdf/af1969OfficerClothing.pdf Authority: DoD Financial Management Regulation, Vol 7A chapter 30 
Member Responsibilities: Individual Reservists (IR and PIRR members) must acquire, wear, and maintain the proper uniform items. Uniforms must be ready for mobilization at all times and ready for the performance of their duties. Out-of-date items must be replaced by the established phase-out date. Issue of uniforms is authorized to all enlisted Individual Reservists. 

1. If eligible, complete Air Force Form 656, Clothing Request and Receipt, http://www.e-publishing.af.mil/forms/formlist.asp?puborg=AF&series=0600-0699 
2. Form must be complete and legible, showing member’s name, rank, SSN, clothing and quantities requested. Fax completed Air Force Form 656 to your Detachment Program Managers office or BIMAA. 

3. The PM office will sign and forward the request to rmg.fm@afrc.af.mil for processing. Once the RMG/FM office has confirmed eligibility, an authorization control number will be issued and the form will be returned to the Detachment. 

4. Upon receipt of the approved AF Form 656 from your PM office, take the form to the nearest military clothing sales store to purchase the items authorized. 

5. Once you receive your clothing items, return a copy of receipt and AF Form 656 to RMG/FM using fax number DSN 497-2294 or commercial (478) 327-2294 or scan and email to rmg.fm@afrc.af.mil. 

6. For more information on issuance of uniform items, contact your Program Manager or BIMAA. 

NOTE: Boots, shoes, jackets and coats can only be issued once every 3 years. If a member requests one of these items within that 3 year timeframe, additional justification from the member’s Program Manager or designated representative is required in order to process the request. Maternity Uniforms-Issuance of maternity uniforms requires an AF Form 469 (Medical Profile). Maternity uniforms can only be issued once every 3 years. Only one set of maternity uniforms (blues or BDUs) will be authorized in addition to a one time clothing allowance of $283. PT uniforms will be processed as usual. If member is deploying and require additional PT uniforms, the member must send a copy of their CED orders.  
5.  IN-PROCESSING / OUT-PROCESSING

IMAs report to the duty section in which they are assigned and adhere to their Directorate’s in and out process procedures. 

Member must turn in any temporary ID cards, security badges, cell phones, or issued equipment items. If government quarters where occupied, service members must process out through community housing. 

6.  ANNUAL RESERVE COMPONENT PERIODIC HEALTH ASSESSMENT 
Air Reserve Component (ARC) members to include the IR must maintain medical readiness for deployment and worldwide duty IAW AFI 48-123, MEDICAL EXAMINATIONS AND STANDARDS. This includes an annual Reserve Component Periodic Health Assessment (RCPHA) which consists of a medical and dental exam. IRs must notify their unit of assignment/attachment and PMs of any changes in their physical condition that may potentially affect their availability for worldwide duty or their ability to perform active/inactive duty in their specified AFSC. An IR who is not medically ready may be denied participation and be processed for separation IAW AFI 36-3209. 

The responsibility for scheduling RCPHA appointments rests with the Individual Reservist. You will need to contact your Medical Treatment Facility (MTF) well in advance (at least 30 days prior) to schedule your physical and/or dental examination appointment. Individual Reservists have the same level of access for examination appointments as their active duty counterparts. An IR does not need to be in an inactive or active status in order to make an RCPHA appointment, however, they are required to be in status (orders or an AF IMT 40a) on the actual day of the appointment. 

A medical and dental exam must be completed on an annual basis. The annual medical exam must be completed at a DoD MTF. An IMA will receive a type 1 or type 2 dental examination by a military dental officer every third year, as defined in the RCPHA grid. On the intervening two years, a civilian dental examination can satisfy the requirement and must be documented on DD form 2813, Active Duty/Reserves Dental Examination form. An active duty dentist needs to review the DD form 2813 and determine the Dental Readiness Classification (DRC). The DRC must be entered into DDS-W for either the military or civilian annual examination. If you are unsure of your status or location of your medical records please contact your BIMAA/Program Manager. 

IMA medical records are decentralized and should be at the active duty MTF where the member is assigned or attached. The required forms to complete your physical are AF Form 4321 (Medical Questionnaire), DD Form 2813 (Dental Form), SF Form 600 (Chronological Record of Medical Care). These forms can also be found on the RMG Home page under Medical Info tab, select annual medical forms, or at E Publishing website. Note: Reserve members profiled “4” may not perform military duty for pay or points.  All appropriate medical and dental readiness information needs to be entered into the PIMR/DDS-W database by the applicable MTF on a timely basis (normally within 3 workdays). 

PIRR medical/dental records are located at HQ RMG/DOM. Your original medical/dental exams should be sent to HQ RMG/DOM 233 Houston Rd., Ste. 131A, Warner Robins, GA 31093 for placement in your medical/dental records. Personnel conducting your exam should update the PIMR. Personnel conducting your dental exam should update the DDSW. PIMR and DDSW information can also be updated at HQ RMG/DOM. If you are a Cat E IMA please fax your paperwork to the RMG/DOM @ Comm: (478) 327-2349 or DSN 497-2349. 

HQ RMG/DPF maintains Flight Record Folder (FRF) for Cat “B” & “E” non-flying personnel. HQ RMG/DPF 233 Houston Rd., Ste 131A, Warner Robins, GA 31093. 

Note: All members are encouraged to keep a record/copy of their physical paperwork. 
7.  PHYSICAL FITNESS 
IRs are required by AFI 10-248, Fitness Program to meet fitness standards. A fitness evaluation is accomplished bi-annually. This must be done in a military status, whether it is annual tour, IDT, MPA or RPA man-days. The IR must schedule the test date with the active duty Unit Fitness Program Manager. Specific criteria included in the test, and retest requirements in the event of failure, are outlined in the AFI. IR members are required to present a lean, fit military appearance and to maintain the capability to accomplish required duties under considerable stress and pressure. 

8.  EVALUATIONS 
Evaluation System 
Air Force evaluation systems are designed to accurately appraise performance. Performance evaluation systems are an integral part of professional development. It is designed to provide a realistic assessment of performance, career standing, future potential, and actions required to assist the rated member in reaching the next level of professional development. 

Enlisted Performance Reports (EPRs) 
The grades of staff sergeant (SSgt) through chief master sergeant (CMSgt) require an EPR biennially (every two years). Also changes in supervision or assignment require an EPR. Sixteen points of training must have been completed under the direct supervision of the rater. The AF Form 910 is used for SSgt – TSgt, and the AF Form 911 is used for MSgt – CMSgt. Refer to AFI 36-2406, Officer and Enlisted Evaluation, or the active duty CCS for more information. 

Officer Performance Reports (OPRs) 
The OPR is vital to assignment, school selection, and promotion actions. Provide the reporting official with useful, informative, and accurate information in writing for use later at rating time. OPRs are due annually or after 12 points (whichever is later). A change of rater also initiates an OPR as long as 12 points are completed. The AF Form 707 is now used for grades Lt – Col. Performance Report Appeal Action 
If you believe an EPR or OPR in your personnel records is in error or unjust, you may request to have the report corrected or removed, in whole or in part. AFI 36-2401, Correcting Officer and Enlisted Evaluation Reports shows how to correct airman and officer evaluation reports after they are made a matter of record. Appeals can be filed under the provisions of AFI 36-2603, Air Force Board for Correction of Military Records, after all other administrative channels of correction have been exhausted. 

9. AWARDS & DECORATIONS 
For processing and award guidance for all Africa Command joint service awards, please refer to US Africa Command Dir 30-15 Military Awards and Decorations. 

HQ ARPC/DPSSP is the focal point for all Individual Mobilization Augmentees (IMA) Awards and Decorations. DPSSP is also the point of contact for reservists assigned to an inactive status. 

For additional Awards and Decorations information, please refer to HQ ARPC Web page: 

http://arpc.afrc.af.mil/ or via telephone at DSN: 926-6134, toll free 1-800-525-0102. 

10.  EDUCATION AND TRAINING / SPECIALTY TRAINING SCHOOLS 
Satisfactory progression in the training program is expected if IRs are in upgrade or re-training status. Failure to do so may result in demotion or discharge. Contact a supervisor, Unit Training Manager, or BIMAA for career guidance and counseling. Reference the enlisted skill-level progression chart in AFI 36-2101, Classifying Military Personnel (Officers and Airmen), AFI 36-2301, Professional Military Education, and AFI 36-2201 Air Force Training Program (Volumes 1-6), for detailed training requirements. 

Professional Military Development (PMD) 
Air Force training programs provide individual service members with the skills and knowledge to perform effectively in their duty assignments. Skill development of individuals is accomplished through a set of career patterns that involve various combinations of formal training, education, and practical experience. Reserve officers and airman accomplish Professional Military Education by completion of in-residence, correspondence, seminar method, or distance learning. AFI 36-2301, Professional Military Education, describes resident and nonresident programs as well as attendance, eligibility, selection, and removal criteria. PME is a requirement for promotion for enlisted personnel. AFI 36-2502, Airman Promotion Program, table 4.1, contains PME requirements for enlisted personnel and AFI 36-2301, Professional Military Education, table 5, contains PME eligibility criteria. 

Correspondence Courses 
PMD and Voluntary AFIADL Courses may be accomplished via correspondence. You may enroll in a voluntary course by contacting HQ ARPC/DPRPT. Base education offices may also furnish information about correspondence courses, but they cannot enroll you. You must have a valid stateside address, Aerial Post Office (APO), or Fleet Post Office (FPO) address in the PDS for courses to be sent to you. 

In-Residence  
Selected Reserve members eligible for resident PME include IMAs in Reserve Sections MA, MB, MC, ME, and MR. PIRR members are NOT eligible to attend in-residence courses. The complete application process and eligibility may be found in AFMAN 36-8001, Chapter 7. Completion of an in-residence PMD course authorizes enlisted members wear of the NCO PME Graduate ribbon. Forward a copy of your certificate to HQ ARPC/DPRPT for update. 

11. PROMOTIONS 
Officer Promotions 
The Reserve officer promotion system, based on the Reserve Officer Personnel Management Act effective 1 October 1996, is commonly referred to as ROPMA. Promotion is made under Title 10 U.S.C. and AFI 36-2504, Officer Promotion Continuation and Selective Early Removal in the Reserve of the Air Force. Action Agency: Reserve of the Air Force Selection Board Secretariat, HQ ARPC/DPB, 6760 E. Irvington Pl, Denver CO 80280-2000 toll free: 1-800-525-0102. Commissioned officers are selected for promotion by central selection boards which evaluate records using the “whole person” concept. Factors included in the "whole person" assessment are job performance, level of assignments, professional competence, breadth and depth of experience, job responsibility, PME, and specific achievements (awards, decorations, and special recognition). All officers eligible for consideration to the grade of colonel will have an AF Form 709, Promotion Recommendation (PRF) completed and submitted to the selection board. The promotion cycle begins about 120 days before the board convenes. When the board meets, at least five board members independently assess the Officer Selection Folder. The assessment of all folders is combined to form an order of merit listing and the select and non-select decisions are made from this list. The board president checks to ensure consistent, equitable promotion consideration for all eligible officers. 

Mandatory Consideration 
Officers eligible for mandatory consideration for promotion will receive a computerized Officer Pre-selection Brief (OPB). The OPB is a capsule history of the officer’s career, PME, decorations, grade history, civilian educational record, and so forth. Immediately verify the information and report any discrepancies to the appropriate agency. All Reserve Air Force officers in active status (to include PIRR) are eligible for consideration for promotion if they meet the following criteria: 

· Must be on the Reserve Active Status List (RASL), the active duty list (ADL), or a combination of both for one year before the board convening date 

· Remain in active status until the effective date of promotion. 

· Meet the Date of Rank requirements shown below. 

For Promotion to: 
Time in Grade 
First Lieutenant 
2 years
Captain 
2 years
Major 
7 years
Lieutenant Colonel 
7 years
Colonel 
4 years
Position Vacancy Consideration

Promotions under this program give commanders the means to nominate exceptionally well qualified candidates for promotion to fill vacancies in the grades captain through lieutenant colonel. PV boards convene in conjunction with annual promotion boards under Title 10 U.S.C., Section 14101(a). PIRRs are not eligible for this promotion program. Officers must meet the following criteria: 

· Must have at least 50 credit points for a year of satisfactory service during the last R/R year. 

· Must occupy, or be reassigned to, the position for which nominated at the time of submission of the PRF. 

· For captains through lieutenant colonel, the officer must occupy a position with an authorized grade higher than the officer’s current grade (not an overage). 

· TIG requirements: 

For Promotion to: 
Time in Grade 
Major 
5 years
Lieutenant Colonel 
5 years
Selection Folders 
Selection Folders is the term commonly used for the HQ USAF Officer Selection Record. It consists of the documents given to selection boards. Only certain documents can be included in the folder, per AFI 36-2504, Attachment 2. Appeals for removal information is in AFI 36-2401, Correcting Officer and Enlisted Performance Reports, and AFI 36-2603, Air Force Board for Correction of Military Records. The selection board may consider a letter to the board from you. Such letters are not required, but may be useful to explain, rebut, or mitigate information in your selection folder. For example, a letter might be useful to explain periods of unsatisfactory participation when board members might not otherwise know the circumstances. You may review your selection folder at HQ ARPC. If the folder contains incomplete or inaccurate information, you should take corrective action. Representatives in HQ ARPC/DPBR1 can advise you how to request correction of errors or injustices. 

Enlisted Promotions 
There are three methods for enlisted promotion. IMAs can qualify for all three. PIRR members only qualify for PEP or EPP promotions. Contact the URC, PM, or BIMAA with any questions. 

Unit Vacancy Promotions – The majority of IMA promotions are processed under the Unit Vacancy Promotion Program. Promotions occur monthly on the first day of the month. An eligibility roster is forwarded by the BIMAA to the CC of eligible IMAs. Eligibility is determined IAW AFI 36-2502, Airman Promotion Program. IMAs must be assigned as the primary incumbent of a position authorized at the next higher grade, meet all eligibility requirements, and be recommended by your CC. 

Promotion Enhancement Program (PEP) - PEP is a commander’s program designed to promote outstanding and well-deserving Reservists, including Individual Mobilization Augmentees (IMAs) and Participating Individual Ready Reservists (PIRR ) who have clearly demonstrated the potential to serve in the next higher grade and meet minimum eligibility requirements as outlined in AFI- 36-2502. A member can be promoted into the next higher grade over the grade of the billet occupied. They cannot be an overage in the billet. Members eligible for consideration may be nominated by their unit CC for PEP Board promotion consideration. Contact the URC, PM, or BIMAA for the PEP package and instructions. 

Extended Promotion Program (EPP) – Under this program, IRs who meet eligibility criteria outlined in AFI-36-2502 can be considered for promotion up to SSgt regardless of position or overage status. In addition, a SSgt may be considered for promotion to TSgt when they attain 16 years of satisfactory service. 

12.  MILITARY JUSTICE/LEGAL SUPPORT GENERAL 
AC commanders should be familiar with the categories of assigned RC members when considering adverse actions or when attempting to arrange legal support for individual members. Different regulations and statues can apply depending on the category of member. Military Justice Actions involving RC Soldiers, AC commanders of RC member should consult with their servicing trial counsel when they suspect RC members of committing offenses. Servicing trial counsel will advise on appropriate courses of action. Generally, RC members must be in a duty status when committing an offense in order to confer military justice jurisdiction. 

13.  LEGAL ASSISTANCE 
Effective legal assistance in accordance with AR 27-3 is critical to individual readiness. Commanders should be aware that legal assistance benefits for RC members (not on active duty) and their families are more limited than for AC members. Personal legal problems can be even more severe for RC members when they are mobilized. Commanders should make every effort to address RC members' mobilization issues through their pre-mobilization legal preparation program. 

Information for members of the Marine Corps Reserve Component 
1. RECRUITING & RETENTION 
Marine Reservists seeking IMA billets should refer to the Reserve Duty OnLine (RDOL) system which is available from the Marine On-Line (MOL) webpage: https://www.mol.usmc.mil/. Enlisted Marines seeking information on reenlistment should refer to the Career Management Team webpage: https://lnweb1.manpower.usmc.mil/manpower/mi/mra_ofct.nsf/ra/career+information 
2. TOURS 
Inactive Duty Training (IDT) 
All IMA Marines assigned to U. S. Africa Command are authorized 48 IDTs per fiscal year. Coordinate all IDT reporting requirements with the MARFOREUR RLO. 

Annual Training (AT) 
IMAs will perform a minimum of 12 days of AT (15 days, including travel) per fiscal year. Coordinate with U. S. Africa Command Marine Corps Reserve Program Manager for orders request submission. 

Active Duty Operational Support (ADOS) 
Marine Corps Order 1001R.59 Active Duty Special Work (ADSW) in support of the total force at:  http://www.marines.mil/news/publications/Pages/MCO%201001.59.aspx provides the policies and procedures for the assignment of RC personnel to active duty under the Total Force ADOS program. ADOS is designed to provide the Marine Corps with a means to utilize Reserve personnel on active duty to meet operational requirements short of Presidential Selected Reserve Call-up (PSRC) or mobilization and to support short term, special projects and exercise participation supporting both the AC and RC. Coordinate with Marine Corps Reserve Program Manager to determine whether funding is available to support the gaining directorate requirements. 

Administrative Instructions 
In order for a Reservist to perform Active Duty the Marine Corps Reserve Program Manager must first conduct an administrative eligibility screening of the Reservist. Please coordinate directly with the Marine Corps Reserve Program Manager. 

Leave Accrued During Period of Active Duty 
When a reservist participates in a tour of active duty for 31 or more consecutive days, leave is accrued at the rate of 2.5 days per month. When requesting orders for a reservist for a period of 31 or more consecutive days, it is the responsibility of the RLO, respective supervisor and the service member to plan and coordinate whether the service member will sell back or elect to take leave accrued during the period of duty. If the service member elects to take his/her accrued leave, it must be taken prior to the end date of orders. Orders will not be extended to accommodate unused leave. 

3.  PAY & ALLOWANCES / MILITARY PAY  

IDT 
IMAs will be paid one-day pay for each IDT of at least four hour's duration. If the IDT is for eight hours or more, the service member will receive two days' pay. Service member cannot be paid for more than two periods in any one-calendar day. IMAs are not entitled to travel pay to or from an IDT location, although Mobilization Command (MOBCOM) will allow ADOS to be utilized to fund the travel. IMAs cannot perform IDTs within the dates of annual, school, special, or ADOS tours. IMAs and their respective directorate sponsor must annotate and certify the dates of the IDTs on the form provided by the MARFOREUR RLO. The MARFOREUR RLO will sign as the operational sponsor and then submit the completed muster sheet to MOBCOM for payment. 

For PME opportunities contact the Marine Corps Reserve Program Manager. 
Requirements 
For information regarding school requirements for promotion, please contact the Marine Corps Reserve Program Manager.  
Africa Command assigned reservists may perform all paid drills back-to-back without Service Policy restrictions. 

Marines directed to perform IDT periods away from their normal drill site may be entitled to TDY/TAD allowances prescribed in the Joint Federal Travel Regulations (JFTR) (Per Diem and Travel). IDT credit will not be authorized while in a travel status under TDY/TAD orders. Orders will be issued to those Marines in the performance of the off-site drill. Coordinate with the Marine Corps Reserve Program Manager. 

Annual Training 
Annual Training pay is automatically computed upon approval of orders to AT. Individual Marines are responsible for coordinating with the Marine Corps Program Manager for submission of an In Progress Payment if they desire to be paid during the course of their AT. 

ADOS 
Marines on duty for 30 days or less who belong to an SMCR will coordinate with their parent command for Pay and Allowances. IMAs and IRR Marines will coordinate with the Marine Corps Reserve Program Manager. Marines on duty for 31 days or more will ensure proper paperwork has been submitted and completed and that the appropriate unit diary entries have been run in MCTFS. 

Travel Claims 
Marines on duty for 30 days or less who belong to an SMCR unit will submit their completed travel claims to the Marine Corps disbursing/finance office that supports their parent command. Marines on duty for 30 days or less who are members of an IMA detachment or the IRR will submit their completed travel claims to the Marine Corps Reserve Program Manager who will process them forward.  Marines on duty for 31 days or more who are joined by an active duty command will settle their travel claims through the disbursing/finance office of the command that supports their gaining command. See MARADMIN 229/00 for additional information. 

4.  UNIFORMS, DRESS AND APPEARANCE 
Officer and Enlisted 
The Marine Corps uniform is governed by the U.S. Marine Corps Uniform Regulations MCO P1020.34G.  Proper wear of the Uniform, required Articles of the Uniform and Grooming Standards, are all found within this regulation. 

Replacement of Uniforms 
The parent Reserve Command that your Enlisted Reserve Member is assigned to is responsible for the issuance and replacement of the member’s uniforms. IMA and IRR Marines will coordinate with CG MOBCOM Logistics Division via the Marine Corps Reserve Program Manager. 

5.  IN-PROCESSING / OUT-PROCESSING 
All Marine Reserves assigned to Africa Command with orders 31 days or more will check in/out with MARFOREUR/AF G-1 at Panzer Kaserne (attn: RLO)  on the first/last day of duty. 

6.  MEDICAL CARE 
Medical benefits are covered under Titles 10 and 37, USC. Reserve Member’s medical/dental records are maintained in the same manner as the records of Active Duty members. The following website can provide information regarding medical/dental entitlements of reserve members on duty: http://www.tricareonline.com/index.html. In all cases a Line of Duty determination must be reached 
7.  PHYSICAL FITNESS 
Marine Corps Physical Fitness Program  
Marines will conduct PFT and CFT testing per MCO 6100.13 and MARADMIN 476/09 Reserve Marines are required to conduct one PFT and one CFT per calendar year while in a drilling status. For those Marines who are on duty during a time when a PFT is not currently scheduled, contact the Marine Corps Reserve Program Manager for assistance in scheduling and monitoring the conduct of the PFT/CFT. 

8. EVALUATIONS 
Fitness Reports: 

MARINE CORPS ORDER P1610.7E PERFORMANCE EVALUATION SYSTEM (SHORT TITLE: PES) addresses fitness report policies, submission requirements, and guidance for completing evaluations for all Marines. While serving as a member of the COMUS Africa Command USMC IMA Detachment or as an Individual Augmentee, Marine fitness reports will be written by the Marine’s immediate supervisor (Reporting Senior), and normally, with the immediate supervisor’s Reporting Senior as the Reviewing Officer. It is every Marine’s individual responsibility to ensure their fitness report is completed in a timely manner in accordance with MCO P1610.7F. A copy of the regulation, and other useful information, can be found on the Marine Corps Personnel Management Support Branch Web page at: https://www.mmsb.usmc.mil/ 

Proficiency and Conduct Marks 

Proficiency and Conduct marks will be assigned for all corporals and below per the instructions contained in MCO P1070.12. 

9.  AWARDS & DECORATIONS 
For processing and award guidance for all Africa Command joint service awards, please refer to U. S. Africa Command Dir 30-15 or contact the Commandant’s office at U. S. Africa Command. 

For guidance and processing procedures for the Marine Corps Reserve, see the Marine Corps Reserve Program Manager.  
10.  SPECIALTY TRAINING AND SCHOOLS EDUCATION AND TRAINING

Officers 
For Officer PME opportunities see MCO P1553.4A and contact the Marine Corps Reserve Program Manager with any questions.
Enlisted 
For Enlisted PME opportunities see

MCO P1510.94 and contact the Marine Corps Reserve Program Manager with any questions.
11.  PROMOTIONS 
Promotion Board Results 
All RC members meeting promotion boards will be notified of select/non-select status in accordance with applicable RC policies and directives. Generally, RC members will be informed of promotion results on or about the public release date by the senior officer in their directorate or chain of command. 

Promotion of Marine Corps Reserve Officers Promotion of Marine Corps Reserve officers is governed by Title 10, U.S.C., and MCO P1400.31, Marine Corps Promotion Manual, Volume 1, Officer Promotions. Selection boards are convened annually by the Secretary of the Navy. HQMC will publish a MARADMIN announcing promotion zone and eligibility requirements annually in the February/March timeframe. 

Pertinent information and guidance can be found on the Marine Corps Promotions Branch website at: https://www.manpower.usmc.mil/portal/page?_pageid=278,1936016&_dad=portal&_schema=PORTAL 
Enlisted Promotions 
Promotion of enlisted members of the Marine Corps Reserve is detailed by the guidance established in MCO P1400.32, Marine Corps Promotion Manual, Volume 2, Enlisted Promotions. HQMC will publish a MARADMIN announcing promotion zone and eligibility requirements for SNCOs annually in the September/October timeframe. Pertinent information and guidance can be found on the Marine Corps Promotions Branch website at: 
https://www.manpower.usmc.mil/portal/page?_pageid=278,1936016&_dad=portal&_schema=PORTAL
12.  MILITARY JUSTICE/LEGAL SUPPORT 
AC commanders should be familiar with the categories of assigned RC members when considering adverse actions or when attempting to arrange legal support for individual members. Different regulations and statues can apply depending on the category of member. Military Justice Actions involving RC Soldiers, AC commanders of RC member should consult with their servicing trial counsel when they suspect RC members of committing offenses. Servicing trial counsel will advise on appropriate courses of action. Generally, RC members must be in a duty status when committing an offense in order to confer military justice jurisdiction. 

13.  LEGAL ASSISTANCE 
Effective legal assistance in accordance with AR 27-3 is critical to individual readiness. Commanders should be aware that legal assistance benefits for RC members (not on active duty) and their families are more limited than for AC members. Personal legal problems can be even more severe for RC members when they are mobilized. Commanders should make every effort to address RC members' mobilization issues through their pre-mobilization legal preparation program.

GLOSSARY OF TERMS 
AC - Active Component 
ADSW - Active Duty for Special Work. 
ADT - Active Duty for Training. Any full-time duty for training purposes. It includes annual training, military school attendance, special projects, military conferences, and participation in training exercises. The purpose of ADT tours is to provide training to the individual. 

AR - Army Reserve
ARE – Army Reserve Element.  A drilling unit similar to an Army reserve Troop Program Unit (TPU).  The IMA structure mirrors the JTMD; however an ARE requires additional full-time support personnel and facilities. 
AT - Annual Training. Active Duty performed annually. Number of days performed depends on the Branch of Service. 

EPR- Enlisted Performance Report (Air Force) 
EVAL- Navy Enlisted Performance Report 
FITREP- Navy Officer Fitness Report 
HRC St Louis – Human Resources Command, St. Louis. The Administrative and personnel management center for the Army Reserve.  It will move to Ft. Knox and combine with the active component HRC.
IDT - Inactive Duty for Training. A drill period of a minimum 4 hours training that can be performed monthly or sequentially. The reservist may be required to perform either 24 or 48 drills/year dependent on service funding. Training may occur on either weekdays or weekends dependent on mission requirements. A standard for the administration of IDT periods is service dependent. 

IMA - Individual Mobilization Augmentee - Applies to Army, Air Force, and Marine Corps Reserves only. May include a reservist who trains for 12 days/year (AT); 24 days/year (12 days AT + 12 days IDT); or 36 days/year (12 days AT + 24 days IDT). IMA's are considered essential mobilization assets with a high state of readiness. They train to augment the command staff in the event of mobilization or in a Presidential Selective Reserve Call-up. (PSRC) 

IRR - Individual Ready Reserve - In general, reservists who are part of the Ready Reserve but not a part of the SELRES. They are considered to be national mobilization assets with a longer preparation time required for mobilization. 

JTMD - Joint Table Mobilization and Document. The reserve manning authorization document. 

JRU – Joint Reserve Unit. Is an old term.  Has been replaced by individual units for each service.  Army ARE, Navy NOSC, and Air Force Det 21.
MPA - Military Personnel Appropriation. Funding associated with TTAD; ADSW training designed to meet the short-term needs of the active component (AC). 

MRD - Mandatory Removal Date. The date by which an RC soldier or officer must leave the USAR. 

OCAR - Office of the Chief, Army Reserve. The Agency of the DA Staff responsible for USAR policy and budget matters. 

OER - Officer Evaluation Report (Army) 
OPR- Officer Performance Report (Air Force) 
RC - Reserve Component. 
Reserve Personnel and Resources Office (RP&R) - Africa Command’s office responsible for HQ IMA personnel and OP-ADOS, ADSW, or Man-day orders funding. 
RPA - Reserve Personnel Appropriation (USAFR) - Funding normally associated with AT, ADSW, and ADT training designed to meet the reserve support needs of both the RC and AC. 

SELRES - Selected Reserves. Reservists who belong to either the IMA programs or to units. 

SJA - Staff Judge Advocate. 
TASS - Total Army Schools System. TRADOC training and accreditation system that allows AC to attend RC schools and vice versa. 

TTAD - Temporary Tour of Active Duty. An Army Reserve or National Guard tour of training of 30 or more consecutive days (All TTAD training includes weekends/holidays). TTAD is always given in days and may be sub-grouped into operational or administrative mission. TTAD is intended to meet the short-term needs of the active component. The object of TTAD is to support the AC rather than the RC. 

Checklist for Africa Command Directorates 
Reserve Liaison Officers, Division and Branch Chiefs 
· Review and understand Africa Command Instruction (TBD), Management of Reserve Component Forces at US Africa Command. 

· Ensure Directorate Reserve Liaison Officer undergo required training with RP&R. 

· Review Joint Table of Mobilization and Distribution (JTMD) with RP&R to determine which billets are assigned against your Directorate. If billets are vacant, work with RP&R to fill billets with qualified Reserve members. 

· Review Joint Manning Document with OPLOG to validate Individual Augmentee contingency requirements. 

· Schedule JTMD-assigned Reserve members for fiscal year annual training (AT) and Inactive Duty Training (IDT) drill periods. Afford Reserve members the opportunity to fulfill annual requirements like physical exams and fitness tests. 

· Ensure supervisors prepare periodic performance reports for JTMD-assigned Reserve members. 

· Submit man-day requests for Reserve augmentation to the Africa Command joint Human Resources Working Group (HRWG); do planning assessments to forecast requirements for the entire fiscal year. 

· Submit operating and maintenance (O&M) funding requests through RP&R to Africa Command Comptroller to pay for travel, lodging and per diem expenses for Reserve members serving on TDY man-day tours. 

· Ensure full comprehension of Reservists’ orders and entitlements to manage expectations prior to the Reservists’ arrival. 

· Assign a sponsor to each Reserve member performing duty at Africa Command. 

· Ensure Reserve members have adequate time while on active duty for personnel actions like medical care and leave. 

Checklist for Sponsors 
· Contact your assigned or attached Reserve member at the earliest opportunity. Phone contact is preferred, but use e-mail if unable to make phone contact. If unable to contact your Reservist, inform your RLO and RP&R to develop a resolution. 

· Ensure the new Reserve member has access to the Reserve Personnel Management Guide and reviews the Africa Command web page. 

· Provide sponsor and supervisor contact information to the Reserve member. Provide Reservists’ biographical and contact information to supervisors. 

· Work with RP&R, Comptroller (if necessary), HQ Commandant, SSO and USAG Stuttgart to secure orders, transportation, housing, security badges, installation access, and to schedule training classes. 

· Ensure Reservists have appropriate security clearance data available at the SSO. Arrange security badge in-processing for RC member. Escort RC member through secure areas until security badge in-processing is completed. 

· Provide advice and assistance on travel to Africa Command (i.e., airports, trains, etc.). Get a copy of RC member's itinerary. If the RC member flies into Stuttgart, meet them at the airport. .  If sponsors cannot pick up Reservists, then Reservists should ensure they take a taxi that has permission to drive on post.  If the member flies into an airport other than Stuttgart, ensure member has travel arrangements to Stuttgart. 

· Ensure member has adequate instruction on serving at Africa Command and knows what items to bring to Stuttgart. 

· Arrange any required computer orientation class for Reservists as early as practical. When appropriate, schedule Reservists to attend Headquarters Orientation Course, Staff Action Officer Course, and other training to ensure their success in a joint environment. 

· Introduce RC member to their supervisor. Set up meeting with Directorate leadership, if requested by Director. 

Checklist for Reservists assigned to Africa Command and supporting Reserve Units 
· Ensure you have orders assigning you to an Africa Command billet on the JTMD or a billet in one Reserve Units supporting Africa Command. 

· Provide information to Africa Command Headquarters Commandant, Reserve Personnel and Resources (RP&R) Program Manager, your directorate’s Reserve Liaison Officer, and your supervisor that will enable them to track suspenses for your physical/dental exam, weapons qualification training, physical fitness test, performance report, and security clearance. 

· Work with your office, supervisor and RP&R to complete all paperwork and necessary actions to cut orders for all duty tours, including IDTs. 

· When traveling outside of the 50-mile radius of USAG Stuttgart, complete Family Care Plan (if necessary), Wills, Powers of Attorney and legal documents prior to arrival. (If you cannot complete before departing your home or home station, complete these actions upon arrival at Africa Command). 

· Ensure you have all necessary uniforms for duty tour or make arrangements with sponsoring unit to purchase or procure items upon arrival. 

· During duty tour, complete all required Africa Command and service-specific ancillary training. 

· Attend town hall meetings and training sessions for Reserve members. 

· Notify your directorate’s Reserve Liaison Officer, RP&R and Headquarters Commandant of any modifications to duty tour lengths (extensions, amendments, cancellations or curtailments). 

· If your duty tour is extended (or upon receipt of new concurrent orders), ensure lodging facility (billeting or housing) is notified immediately. 

· Start out-processing 30 days prior to end of duty tour and return to home of record or home station. Follow instructions on checklist provided by Headquarters Commandant. 

· Complete all end-of-tour actions with your office to include after action reports, end-of-tour awards, and performance reports. 

Checklist for Reservists temporarily attached to Africa Command 
· Ensure written approval from unit of assignment to perform duty in support of Africa Command. 

· Work with sponsoring office and the Reserve Personnel and Resources (RP&R) Program Manager to complete all paperwork and necessary actions to cut orders for duty tour. 

· Ensure security clearance is current and physical/dental exams, physical fitness, weight-management, and service-specific ancillary training requirements are met prior to start of the duty tour. 

· Complete Family Care Plans, Wills, Powers of Attorney and legal documents prior to arrival. (If you cannot complete before departing your home or home station, complete these actions upon arrival at Africa Command). 

· Be prepared to provide the following information to Headquarters Commandant, RP&R, your directorate’s Reserve Liaison Officer and supervisor of attachment: 

o Emergency Contact name, address, phone number and e-mail 

o Location of personnel and medical records 

o Rater’s name, e-mail and phone number 

o Copy of most recent performance report 

o Closeout date of upcoming performance report 

o Common Access Card 

o Active Duty and travel orders 



· Ensure you have all necessary uniforms for duty tour or make arrangements with sponsoring unit to purchase or procure items upon arrival. 

· During duty tour, complete all required Africa Command and service-specific ancillary training. 

· Attend town hall meetings and training sessions for Reserve members. 

· Notify your directorate’s Reserve Liaison Officer, RP&R and Headquarters Commandant of any changes to duty tour lengths (extensions or curtailments). If your duty tour is extended (or a new tour order is cut immediately following current tour), ensure lodging facility (billeting or housing) is notified immediately. 

· Start out-processing 30 days prior to end of duty tour and return to home of record or home station. Follow instructions on checklist provided by Headquarters Commandant. 

· Complete all end-of-tour actions with your office to include after action reports, end-of-tour awards, and performance reports. 

Army, Air Force, Navy, and Marine Corp Entitlements Matrix
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Remarks:












(1)  BAH-RC for tour of 30 days or less








(2)  Authorized at the TDY HHG Weight Allowance rate.






(3)  For service members when his or her primary dependent resides in a CONUS high cost area.

(4)  When the member is away from the permanent station continuously for more than 30 days, and the member’s dependents are not residing at or near the TDY station.




(5)  Payable to a member with dependents for added housing expenses resulting from separation from the dependents when a member is assigned to an OCONUS location to which concurrent travel has been denied; payment is under the same conditions as for OHA for a member without dependents.











Acronyms:










 

BAH - Basic Allowance for Housing









BAH-RC - Basic Allowance for Housing - Reserve Components





BAS - Basic Allowance for Subsistence








CONUS COLA - Continental United States Cost of Living Allowance





FSA - Family Separation Allowance









FSH-O - Family Separation Housing – Overseas Housing Allowance Based Location



HHG - Household Goods Transportation








OCONUS COLA - Outside the Continental United States Cost of Living Allowance



TDY HHG - Temporary Duty Household Goods Transportation





TLA - Temporary Lodging Allowance (OCONUS)
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		Service		Status		Tour Length		Base Pay		BAS		BAH		CONUS COLA		OCONUS COLA		FSH-O		FSA		HHG		TLA		Per Diem		TDY HHG

		Air Force		Without Dependents		≤ 180		X		X		X (1)														X		X

						> 180		X		X		X										X (2)		X

				With Dependents		≤ 180		X		X		X		X (3)						X (4)						X		X

						> 180		X		X		X		X (3)				X (5)		X (4)		X (2)		X

		Army		Without Dependents		≤ 180		X		X		X (1)														X		X

						> 180		X		X		X										X (2)		X

				With Dependents		≤ 180		X		X		X		X (3)						X (4)						X		X

						> 180		X		X		X		X (3)				X (5)		X (4)		X (2)		X

		Marine Corps		Without Dependents		≤ 180		X		X		X (1)														X		X

						> 180		X		X		X										X (2)		X

				With Dependents		≤ 180		X		X		X		X (3)						X (4)						X		X

						> 180		X		X		X		X (3)				X (5)		X (4)		X (2)		X

		Navy		Without Dependents		≤ 180		X		X		X (1)														X		X

						> 180		X		X		X				X						X (2)		X

				With Dependents		≤ 180		X		X		X		X (3)						X (4)						X		X

						> 180		X		X		X		X (3)		X		X (5)		X (4)		X (2)		X

		Remarks:

		(1)  BAH-RC for tour of 30 days or less

		(2)  Authorized at the TDY HHG Weight Allowance rate.

		(3)  For service members when his or her primary dependent resides in a CONUS high cost area.

		(4)  When the member is away from the permanent station continuously for more than 30 days, and the member’s dependents are not residing at or near the TDY station.

		(5)  Payable to a member with dependents for added housing expenses resulting from separation from the dependents when a member is assigned to an OCONUS location to which concurrent travel has been denied; payment is under the same conditions as for OHA f

		Accronyms:

		BAH - Basic Allowance for Housing

		BAH-RC - Basic Allowance for Housing - Reserve Components

		BAS - Basic Allowance for Subsistence

		CONUS COLA - Continental United States Cost of Living Allowance

		FSA - Family Separation Allowance

		FSH-O - Family Separation Housing – Overseas Housing Allowance Based Location

		HHG - Household Goods Transportation

		OCONUS COLA - Outside the Continental United States Cost of Living Allowance

		TDY HHG - Temporary Duty Household Goods Transportation

		TLA - Temporary Lodging Allowance (OCONUS)
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