Annual Requirements

Annual Requirements - The following is a listing of the annual requirements IMAs are responsible for completing:


Submit a projected IDT/AT Schedule to your supervisor NLT 15 Aug for the next fiscal year


Schedule AT in AROWS-R  (NLT 15 May or 45 days before the start of the tour…whichever is sooner)


Complete the following annual requirements to ensure IMA information is current:

o
Medical Requirements - IMA must schedule - IMA must maintain a copy in their mobilization folder

o
Dental Requirements - IMA must schedule - IMA must maintain a copy in their mobilization folder

o
Mobilization Readiness Folder  – IMA maintains - Review to ensure all information is current

o    vMPF – IMA ensure vMPF is updated with your current information

o    DD Form 93 - Ensure your DD Form 93 is complete and updated in vMPF

o    Personnel RIP – Obtained through vMPF - ensure information is correct

o    AF Form 526 – Points Summary - Ensure you were properly credited for the prior year’s performance                                                             

o    Civilian Employment Information Program – Access databank through ARPC website at https://www.dmdc.osd.mil/Guard-ReservePortal 

o    ETS – (Enlisted only) – Check to ensure your ETS does not expire this year.  Contact ARPC Reenlistments for Reenlistment Paperwork (DSN 926-6503 or 1-800-525-0102) 

o    Evaluation – OPR – EPR  – If a report is due on you this year, ensure you provide your supervisor with inputs – Ensure you follow up on the completion of your report

o    DE – Developmental Education (Formally PME) – Enroll in PME if required.  You can enroll at:  https://arpc.afrc.af.mil/forcedevelopment/training/DE_Form.asp

o   AFSC Skill Level Training – Ensure CDCs are complete and you have the required skill level for your grade.  Your Unit Training Manager is the POC.
o    Medical IMAs  – Ensure Readiness Skills Verifications are complete

o   Security Clearance  – Check with your Security Manager to ensure you have a current security clearance.


Complete the following ancillary training requirements (tracked by your unit):

o
Family Care Plan Briefing – POC is your 1st Sergeant

o
Fitness Test – IAW AFI 10-248 

o
Self-Aid and Buddy Care - 

o
Suicide Awareness and Prevention – 

o
Anti-Terrorism Training 

o
SATE Training – Computer Training 

Your supervisor and/or Unit Reserve Coordinator will inform you of unit specific training requirements.  

Instructions For Completing Annual Requirements

IDT/AT Training Schedule – 

Due 15 Aug  - Annual Requirement – Effective 1 Oct 03, each IMA is required to submit a projected IDT/AT Training Schedule to their Unit Reserve Coordinator each year.  Projected schedules are due to the Directorate Reserve Coordinator NLT 15 August each year for the next FY.  When creating your schedule, the following guidelines are provided:

In addition to a 12 to 14 day annual training tour, each IMA is required to perform: 


- Reserve Section MC:  24 IDTs per fiscal year may perform a MAXIMUM of 8 IDTs in the 4th quarter

- Reserve Section ME:  48 IDTs per fiscal year may perform a MAXIMUM of 16 IDTs in the 4th quarter

Each IDT is normally a 4 hour work period.  2 IDTs are usually performed each duty day.  

A member may not perform in excess of the maximum amount of IDTs per quarter without prior approval from HQ ARPC/CC.  If the Directorate requires the IMA to perform in excess of the maximum allowable IDTs, a request for an Exception to the IDT policy must be submitted to the Directorate Reserve Coordinator at least 30 days before the scheduled duty.  

If you are unsure on whether or not your position requires you to perform 24 or 48 IDTs per FY, contact your Directorate Reserve Coordinator.

Exception to the IDT Policy:   A sample memo requesting Exception to the IDT Policy is attached to email 

Substitution of MPA Tour for FY Requirements:  IAW AFMAN 36-8001 Para 1.2, a member is requesting to substitute an MPA Tour for any or all of their FY requirements, the request must be submitted 30 days BEFORE the start of the MPA tour.  A sample memo requesting substitution is attached to email

MPA Orders – Reminder - All IMAs requesting to be placed on MPA orders must receive prior approval from the JFCOM IMA Program Manager.  Approval will not be given to personnel if medical/dental requirements are not complete or any annual requirement is not completed or scheduled.  

All personnel placed on MPA orders must provide a copy of the order to their supervisor and Unit Reserve coordinator for placement in their IMA Management Folder.

Annual Training Orders

Due 15 May  - Annual Requirement – All IMAs must request their FY annual training orders thru AROWS at least 45 days before the start date of the tour but NLT 15 May .  Requests inputted after 15 May may not be approved.  The following is the link so you can access AROWS:

http://arpc.afrc.af.mil/orders/arows-r.asp
The IMA must continually check AROWS to ensure the order was not kicked back and to print the order when it has been published.  Orders are not mailed to the IMA….the IMA must retrieve the order from the AROWS system.  

RCPHA - Medical and Dental Requirements 

Annual Reserve Component Physical Health Assessment - RCPHA - Medical and Dental Requirements - Annual Requirement - IMAs are required to have a current medical or dental exam on file (completed within one year).  If current exams are not on file, the IMA will be restricted from performing duty for pay and points.  Instructions for completing the requirement are located on the ARPC website.  The IMA may complete the annual requirements at any military medical treatment facility (DD Form 2813 may be completed by a civilian dentist).  All the forms and requirements are located on the ARPC website at:

http://arpc.afrc.af.mil/medical/operations/physical_exams.asp

IMA Responsibilities:

· IMA must schedule the dental and medical exam appointments

· The IMA is required to bring the applicable forms from the ARPC website to their appointment.  

Scheduling an appointment:  

The following are the phone numbers of the Nellis AFB medical and dental facilities:

Nellis AFB – RCPHA Clinic  - (702) 653-2197 / 653-3413 / 653-3416 / 653-2233 or 

                                                    Email:  99MDGPHA.PIMR@NELLIS.AF.MIL
Nellis Dental Clinic -  (702) 653-2600 or (702) 653-2611

Medical Records are maintained at the base of assignment (base of attachment for Centrally Managed IMAs).  The active duty medical facility maintaining your records will update the medical PIMR database with your current physical and dental dates.    Keep a copy of your exams for your records and Mobilization Folder.
Mobilization Readiness Folder  

Reviewed annually by the Unit Reserve Coordinator or Supervisor – The IMA is required to maintain a mobilization readiness folder with current data.  The folder should be readily accessible within a reasonable time frame (no longer than 12 hours).  Additional information about the mobilization readiness folder is listed in the Individual Reserve Guide.  The following is a listing of items required for the mobilization folder:

Mobilization Readiness Folder Contents

IMA Must Maintain

Name: ________________________________         
Date: ___________________

Unit of Assignment:  _____________________

R/R Date: __________ _____

Unit of Attachment:  ______________________

DAFSC:  _________________

Training Category:  ______________________

Reserve Section:  ___________

Supervisor:  ____________________________

Phone:  __________________

Reserve Coordinator:  ____________________

Phone:  __________________

Program Manager:  _____________________

Phone:  ___________________

BIMAA:  __SMSgt Walsh_________________

Phone: (702) 652-5208 or DSN 682-5208

RPO:  _________________________________

Phone:  __________________

MOBILIZATION READINESS FOLDER CHECKLIST:

· Dog Tags

· Training Record

· Certified copy of your marriage certificate

· Certified copies of birth certificates for yourself and authorized family members

· Certified copies of court orders or decrees pertaining to persons who are your authorized family members

· Immunization records:  PHS Form 73, International Certificate of Vaccination

· Copy of the order or mailgram ordering you to active duty

· AF Form 2293, US Air Force Motor Vehicle Operator Identification Card, if applicable

· Passport, if applicable

· SGLV 8286, Service members’ Group Life Insurance (SGLI)

· DD Form 93, Record of Emergency Data

· Latest officer performance report (OPR)/enlisted performance report (EPR)

· Most recent Personnel Record Review

· Most recent AF Form 526, Point Credit Summary

· AF Form 165, General Power of Attorney or AF Form 831, Special Power of Attorney

· Credential and/or Certification folder, if applicable

· AF Form 357, Dependent Care Certification, if applicable

· RCPHA with SF 600 overprint, reviewed and signed by a military doctor and a DD Form 2813, Dental form

Virtual MPF 

Virtual MPF (vMPF) is available through the Air Force Portal website and is accessible from home without a CAC Reader.  vMPF allows the IMA to retrieve their own personnel information such as a personnel records review printout, AF points summary, DD Form 93 (Emergency Data Card) and an awards and decorations printout.  In addition, IMAs can update their contact information.  IMAs are responsible for ensuring their contact information is current in vMPF.  Information in the vMPF system overwrites information in other personnel systems such as AROWS.  To ensure the most current information is in vMPF, the member must log into vMPF and verify their information.  

DD Form 93 – Emergency Data Card 

DD Form 93 – Emergency Data Card – Each IMA is responsible for accessing the vMPF and updating their DD Form 93, Emergency Data Card.  After update, print a copy and place the copy in your mobilization folder.  

Family Care Plan Briefing 

Due Annually  - Your First Sergeant is the POC - IAW AFI 36-2908, all Air Force members with families will have family care arrangements that reasonably cover all situations, both short and long term.  All members will be briefed on family care responsibilities.  

To complete this briefing requirement, the following information is provided:

Single parents, dual military couples with family members, and members with civilian spouses who have unique family situations are required to have a written family care plan on file in the organization.  The family care plan includes an AF Form 357, power of attorneys and additional information to assist the caregiver and dependents with the transition of care and to deal with the absence of the parent (as stated in AFI 36-2908, Para 2.2.7)  A member is required to identify themselves to the IMA Program Manager within 30 days if changes in personal status or family circumstances require the completion of an AF Form 357.  These may include:

·
Birth or adoption of a child.

·
Loss of a spouse through death, separation, or divorce.

·
Enlistment or commissioning in the military (active duty or Reserve component) when the member and spouse become a dual military couple with family members.

·
Assumption of sole care for an elderly or disabled family member.

·
Absence of a spouse through career or job commitments or other personal reasons.

A complete family plan will include:

·
A completed AF Form 357

·
Powers of Attorney

·
Information as stated in paragraph 2.2.7 of AFI 36-2908.

You will find a copy of AFI 36-2908, Family Care Plans and the AF Form 357 on the AF Publishing web site at: http://www.e-publishing.af.mil/.)  

If you are required to complete an AF Form 357, please review the AFI with particular attention to paragraph 2.8 and attachment 2.  If you are unsure of whether or not you are required to complete an AF Form 357, please contact your First Sergeant.  After completion of your Family Care Plan, a copy should be placed in your IMA Management Folder.

 (NOTE:  If all family members are 19 years of age or older and capable of self care, the AF member is required to complete section 1 of the AF Form 357 only.)  

Fitness Test – The new fitness instruction is AFI 10-248.  The publication can be viewed on the AF publications website at:  http://www.e-publishing.af.mil/  IMAs will be tested by their active duty units.  
