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This instruction implements Air Force Policy Directive (AFPD) 24-2, Preparation and 

Movement of Air Force Material, and outlines the responsibilities and procedures for 

maintenance and operation of the Reusable Container Program (RCP) at the 8th Fighter Wing.  

This instruction applies to all units assigned, attached, and tenant to 8th Fighter Wing, Kunsan 

Air Base, Republic of Korea.  Refer recommended changes and questions about this publication 

to the Office of Primary Responsibility (OPR) using the AF Form 847, Recommendation for 

Change of Publication; route AF Form 847s from the field through Major Command 

(MAJCOM) publications/forms managers. Ensure that all records created as a result of processes 

prescribed in this publication are maintained in accordance with Air Force Manual (AFMAN) 

33-363, Management of Records, and disposed of in accordance with Air Force Records 

Information Management System (AFRIMS) Records Disposition Schedule (RDS) located at 

https://www.my.af.mil/afrims/afrims/afrims/rims.cfm.  The use of the name or mark of any 

specific manufacturer, commercial product, commodity, or service in this publication does not 

imply endorsement by the Air Force. 

SUMMARY OF CHANGES 

This instruction has been substantially revised and must be completely reviewed.  Major changes 

include: Chapter 1 identifies new office symbols, duty titles and responsibilities, changes RCP 

working group to meet annually, and changes Unit Reusable Container Monitor responsibilities.  

Attachment 2 provides a standard format for unit monitor appointment letters.  Attachment 3 

revises the semi-annual unit inspection checklist.  Attachment 4 includes a standardized format 

for semi-annual reports.  Attachment 5 provides detailed instructions to complete AF Forms 451. 

http://www.e-publishing.af.mil/
https://www.my.af.mil/afrims/afrims/afrims/rims.cfm
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1.  Responsibilities. 

1.1.  8th Logistics Readiness Squadron, Cargo Movement Element (8 LRS/LGRD). 

1.1.1.  The Traffic Management Officer is the Base Container Manager (BCM). 

1.1.2.  The Traffic Management Officer will appoint an RCP Monitor. 

1.1.3.  Forward all AF Forms 451, with applicable packing costs annotated, to the 8 LRS 

resource advisor (RA) for coordination with unit RAs. 

1.2.  Reusable Container Program Monitor (Under supervision of the BCM). 

1.2.1.  Maintain a list of Unit Reusable Container Monitors (URCM). 

1.2.2.  Train all URCMs and document training. 

1.2.3.  Track reusable container usage/non-usage by squadron. 

1.2.4.  Conduct an initial on-site inspection of reusable container storage areas as well as 

necessary additional inspections (see Attachment 3). 

1.2.5.  Convene a RCP working group meeting at least annually.  The working group will 

be chaired by the RCP Manager and composed of URCMs and RAs from 8 LRS/LGRD, 

8 MXG, and any other applicable using organization.  The objective of the working group 

will be to coordinate program actions, analyze budgetary and operational requirements, 

evaluate container stock levels (including disposition progress, replacement cost, and 

container and packing material disposal negligence), address program deficiencies, and 

recommend corrective actions necessary for an effective/efficient base RCP. 

1.2.6.  Provide staff assistance and training upon unit commander or URCM request. 

1.2.7.  Monitor all reusable containers on the base for redistribution to units that need 

them, reducing the need to buy reusable containers. 

1.2.8.  Provide recommendations for the proper disposition of excess reusable containers 

and associated materials. 

1.2.9.  Process/monitor financial reimbursements for container replacement through the 8 

LRS RA and/or 8 CPTS. 

1.2.10.  If an item is turned in with an incorrect container, ensure that container is 

returned to the unit, and an appropriate container is provided for the item (units will be 

charged for the use/replacement of correct containers provided by 8 LRS). 

1.2.11.  Perform semi-annual inspections of organizational unit reusable container storage 

areas (see Attachment 3 for the inspection checklist).  Prepare a semi-annual report for 

the BCM for distribution to the wing, group, and applicable unit commanders and 

URCMs.  Semi-annual reports will contain at a minimum: 

1.2.11.1.  URCM Training. 

1.2.11.1.1.  Percent of all URCMs trained. 

1.2.11.1.2.  Number of URCMs trained within 60 days of appointment. 
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1.2.11.1.3.   Total number of URCMs appointed. 

1.2.11.1.4.   Number of URCMs appointed in last six months. 

1.2.11.2.  Reusable Container Return Efficiency. 

1.2.11.2.1.  Number of AF Forms 451 submitted in last six months and the 

associated total cost for supplies (EEIC 609) and labor (EEIC 39711) to 

provide/construct reusable containers. 

1.2.11.2.2.  Number of AF Forms 451 submitted due to container loss/destruction 

(including units responsible, item nomenclature, and SPI numbers) and the 

associated replacement cost. 

1.2.11.3.  Shipping Delays (days accrued between the date the item was received and 

the date the item was packaged). 

1.2.11.4.  Reusable Container Storage and Conservation. 

1.2.11.4.1.  Number of unit reusable container storage areas inspected in the last 

six months. 

1.2.11.4.2.  Percent of required inspections performed in the last six months. 

1.2.11.4.3.  Unit reusable container storage areas not inspected, including affected 

units and reasons inspections were not accomplished. 

1.2.11.4.4.  Deficiencies identified during inspections, including identification 

date, category (major or minor), unit, and status (open/closed). 

1.2.11.4.5.  Major deficiencies.  Report should identify containers which were 

discarded in waste/refuse receptacles, stored outside of designated storage areas, 

susceptible to weather damage (stored in locations exposed to weather), stored in 

a manner which could cause damage to the containers, or used for other than 

intended purpose.  The report should also address evidence of improper container 

opening/closing, and components which were not stored with the containers they 

were designed for. 

1.2.11.4.6.  Minor deficiencies.  Report should address storage areas not 

previously identified, storage areas used for other than reusable containers, and 

storage area housekeeping. 

1.3.  Units storing/using reusable containers. 

1.3.1.  Unit commanders will appoint in writing at least one primary and one alternate 

URCM; must be in the grade of E-4 or higher (see Attachment 2 for a sample 

appointment letter).  Units that have fewer than three Special Packing Instruction (SPI) 

containers, not including Fast Packs, can request a waiver from the BCM to preclude 

participation in unit-level RCP management. 

1.3.2.  URCMs will: 

1.3.2.1.  Ensure issued items remain with their specified containers.  If an item is 

turned in for second-level repair, periodic bench check, build-up, etc., ensure the 

specified container and item are promptly reunited. 
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1.3.2.2.  Upon receipt of a new item, ensure an appropriate container is available.  If 

the item is received without a container, and an appropriate container is not available 

at the unit, annotate “No SPI container available” on the issue document. 

1.3.2.3.  For items stored in incorrect containers, ensure copies of WEBSDR 

submittal and AF Forms 451 are kept with the containers. 

1.3.2.4.  Ensure an AF Form 451 accompanies any item turned in to 8 LRS/LGRD 

without a prescribed SPI or Fast Pack container (Note: Items missing an appropriate 

container will not be accepted without a completed AF Form 451), or when 

packaging services are required. 

1.3.2.5.  Provide a covered, clean, and dry space to store reusable containers and 

packing materials.  Note: Wood containers will be stored in their assembled 

configuration, not knocked down/broken apart.  Also, all internal packaging, 

blocking, braces and cushioning must remain stored with the respective container. 

1.3.2.6.  Mark storage areas with clearly visible signs reading, “REUSABLE 

CONTAINER STORAGE AREA.” 

1.3.2.7.  Educate unit members about proper storage and use of reusable containers. 

1.3.2.8.  Ensure appropriate steps are taken to maximize reusable container usage in 

the unit. 

1.3.2.9.  Attend RCP working group meetings. 

1.3.2.10.  Provide 8 LRS/LGRD with a list of excess reusable containers, to facilitate 

disposition coordination.  Note: Certain FSC 8140 and 8145 specialized containers 

may be loaded on organizational equipment accounts.  For these items, URCMs will 

need to also coordinate with 8 LRS/LGRM. 

 

SCOTT L. PLEUS, Colonel, USAF 

Commander 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFPD 24-2, Preparation and Movement of Air Force Materiel, April 2011 

AFI 24-203, Preparation and Movement of Air Force Cargo, November 2010 

Adopted Forms 

AF Form 451, Request for Packing Service 

AF Form 616, Fund Cite Authorization,  

SF Form 364, Report of Discrepancy (ROD) 

AF Form 847, Recommendation for Change of Publication 

Abbreviations and Acronyms 

AFPD—Air Force Policy Directive 

AFMAN—Air Force Manual 

AFRIMS—Air Force Records Information Management System 

ALC—Air Logistics Center 

BCM—Base Container Manager 

EEIC—Element of Expense Investment Code 

FSC—Federal Stock Class 

OPR—Office of Primary Responsibility 

NSN—National Stock Number 

POC—Point of Contact 

RA—Resource Advisor 

RCP—Reusable Container Program 

RDS—Records Disposition Schedule 

SPI—Special Packing Instruction 

TCN—Transportation Control Number 

TPO—Technical Packaging Order 

URCM—Unit Reusable Container Monitor 
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Attachment 2 

SAMPLE APPOINTMENT LETTER 

Figure A2.1.  Sample Appointment Letter 

 

MEMORANDUM FOR 8 LRS/LGRD 

 

FROM: Your Unit/Office Symbol 

 

SUBJECT:  Appointment of Unit Reusable Container Monitors (URCM) 

 

1. The following individuals are appointed as URCMs IAW AFI 24-203 and 8FWI 24-202.  The 

appointed individuals are authorized to sign AF Forms 451, Request for Packing Services. 

 

POSITION RANK/NAME OFF SYM DEROS DUTY PH 

Primary SSgt Doe, John MXM Jun 09 782-1234 

Alternate SSgt Smith, Mary MXD Jan 10 782-0123 

 

2. My POC for this appointment letter is SSgt Doe, DSN 782-1234. 

 

3. This letter supersedes all previous letters, same subject. 

 

 

 

 

       //SIGNED// 

       JOHN Q. PUBLIC, Maj, USAF 

       Commander 

 

NOTE:  Appointment letters may be accomplished electronically.  However, they must be 

attached to an email digitally signed by the unit commander.  Appointment letters can be emailed 

to 8LRS.LGRDDC@KUNSAN.AF.MIL. 

 



8FWI24-202  1 MARCH 2012   7  

Attachment 3 

SEMI-ANNUAL UNIT INSPECTION CHECKLIST 

A3.1.  Organization: 

A3.2.  Unit Reusable Container Monitors (URCM): 

A3.3.  Date of Inspection: 

A3.4.  Storage Location: 

A3.5.  Inspection Items: 

A3.5.1.  Are reusable containers stored with internal packaging and cushioning materials 

intact (1.3.2.5)? 

A3.5.2.  Is the unit providing adequate protection from adverse weather (1.3.2.5)? 

A3.5.3.  Is the reusable container storage area marked “REUSABLE CONTAINER 

STORAGE” (1.3.2.6)? 

A3.5.4.  Does the URCM prepare an AF Form 451 with required information when 

applicable container is not available (1.3.2.4)? 

A3.5.5.  Is the unit providing the BCM with an updated unit appointment letter (1.3.1)? 

A3.5.6.  Has the URCM taken steps to ensure maximum reutilization of containers (1.3.2.8)? 
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Attachment 4 

SAMPLE SEMI-ANNUAL REPORT 

A4.1.  Number of URCMs appointed in the last six months. 

A4.2.  Number of URCMs trained within 60 days of appointment. 

A4.3.  Total number of URCMs appointed (primary and alternate). 

A4.4.  Percent of URCMs trained. 

A4.5.  Number of AF Forms 451 submitted. 

A4.6.  Costs associated (supplies/labor) associated with AF Forms 451. 

A4.7.  Number of AF Forms 451 submitted due to loss/destruction of container(s). 

A4.8.  Number of days shipping delayed because of container construction/procurement. 

A4.9.  Number of units inspected. 

A4.10.  Number of units with an active RCP. 

A4.11.  Percent of unit inspections accomplished (goal of 90%). 

A4.12.  Number of major/minor deficiencies opened/closed in last six months. 
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Attachment 5 

PROCEDURES FOR COMPLETING AF FORM 451 

A5.1.  Submitting AF Form 451.  When AF Forms 451 are required, a minimum of five copies 

will be prepared.  Three copies will be provided to the Packaging and Preservation Office.  The 

original will remain with the item until packaging is complete.  The final copy will be 

maintained for document control. 

A5.2.  Request Control Log.  Document control copies are not required if a request control log 

is maintained.  Control logs, at a minimum, will reflect the information indicated on the AF 

Form 451, including the initiation date, request number, requesting organization, item requested, 

purpose, and date completed.  If a log is maintained, original versions of AF Forms 451 will be 

filed, in request number sequence, after the packing service is completed.  If a copy is 

maintained for document control purposes, it will be replaced with the original after the packing 

service is completed. 

A5.3.  Preparing AF Form 451.  All entries on AF Forms 451 may be handwritten.  The 

guidance that follows corresponds to the blocks shown on the form. 

A5.3.1.  Date.  Enter the date that you initiate the form. 

A5.3.2.  Priority.  Enter the supply priority and required delivery date assigned to the 

shipping document.  If the request is for a service instead of a shipment, enter the date that 

you need the service. 

A5.3.3.  Request No.  Document control request numbers should be assigned as requests are 

received.  Recommend numbers be assigned in ascending sequence for one year, starting at 

the beginning of each calendar year. 

A5.3.4.  To.  Enter the organization symbol or name of the packaging activity. 

A5.3.5.  From.  Enter the organization symbol or name of the activity initiating the request.  

If the form is prepared during the supply turn-in process, enter the symbol or name of the 

activity turning-in the item.  Do not enter the symbol or name of the supply activity unless 

the item is being shipped (or packaged for storage) from supply stock.  Enter the name of the 

person to contact for information on the request. 

A5.3.6.  Shipping Document No.  Enter the TCN from accompanying documentation.  If 

none is available, enter “N/A”. 

A5.3.7.  Issue Document No.  Enter the supply document number from accompanying 

documentation.  If none is available, enter “N/A”. 

A5.3.8.  Reason for Request.  Check the applicable block, as follows: 

A5.3.8.1.  Container Destroyed by User.  Check this block when the reusable container 

has been disposed of by the user according to local procedures, or has deteriorated in 

storage, and a replacement is not available from RCP resources.  If the required SPI 

container is the long-life variety, attach a copy of the document used to turn the 

unserviceable container into supply. 

A5.3.8.2.  Item Issued Without Proper Container.  Check this block when turning in an 

unserviceable reparable item for which the corresponding serviceable replacement item 
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was not issued with the correct SPI container.  If the serviceable item was received in 

another service's pack, a contractor's reusable pack, or a pack marked with an ALC 

deviation number, the pack may be used for shipment or storage. 

A5.3.8.3.  Item Due-Out Replacement Not Received.  Check this block when the 

appropriate SPI pack is not available through supply or RCP resources for Credit Due-In 

from Maintenance turn-ins.  If this block is checked, write “turn-in” in the remarks block. 

A5.3.8.4.  Initial Requirement.  Check this block when containers are not available for 

items turned in, and replacement items are not received, or are received in a different SPI 

pack. 

A5.3.8.5.  Other.  Check this block and specify the reason for the request when the 

circumstance is not covered in any of the blocks above.  For example, one-time-only, 

blocking and bracing, pallet repair, handling devices, etc. 

A5.3.9.  Item Requested.  Check the applicable block to indicate the type of container 

required.  Note: „TPO Pack‟ has been changed to „SPI Pack‟. 

A5.3.10.  Specifications.  Enter the applicable information in the blocks.  When additional 

information is necessary to describe the requested service, attach the information to the 

original copy of the AF Form 451 and write “Details attached.” in the remarks block. 

A5.3.10.1.  Quantity.  Enter the number of units required. 

A5.3.10.2.  Unit.  Enter the appropriate unit type; each, pieces, bags, etc. 

A5.3.10.3.  Spec/SPI No.  Enter the specification or SPI number.  If the SPI number is 

unknown, enter the NSN (The packaging activity will determine the SPI number required 

for the item, and enter the number).  If the service required is not covered by a 

specification or SPI, enter N/A. 

A5.3.10.4.  NSN.  Enter the part number when an NSN is unavailable.  This block may 

be left blank if an SPI number is entered in the „Spec/SPI No‟ block. 

A5.3.10.5.  Nomenclature.  Enter the name of the item or service requested if none have 

been indicated in the „item requested‟ block. 

A5.3.10.6.  Length, Width, and Depth.  Enter the measurements of the item requested. 

A5.3.11.  Purpose.  Check the applicable block to indicate the item‟s destination.  These 

blocks do not need to be checked when a complete shipping document is provided. 

A5.3.12.  Bldg. No.  Enter the building number of the requesting activity if the container or 

item is to be delivered upon completion. 

A5.3.13.  Phone No.  Enter the phone number of the person to contact for information about 

the request, or if pick-up/delivery is indicated. 

A5.3.14.  Signature of Requester.  Have the a person authorized to initiate AF Forms 451 

sign this block. 

A5.3.15.  Costs.  Complete these blocks as required. 

A5.3.16.  Remarks.  Enter the date the service is completed, required completion date, or 

other information as necessary. 


