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This instruction implements Air Force Policy Directive 33-3, Information Management. It 

outlines responsibilities and procedures for official bulletin boards for the 916th Air Refueling 

Wing (916 ARW).  It establishes standards for required posting and maintenance of official 

bulletin boards.  This instruction applies to all units assigned to the 916 ARW.  Refer 

recommended changes and questions about this publication to the 916 FSS/SCOK using the Air 

Force (AF) Form 847, Recommendation for Change of Publication.  Route AF 847s through the 

appropriate chain of command.  Ensure all records created as prescribed in this publication are 

maintained in accordance with Air Force Manual (AFMAN) 33-363, Management of Records, 

and disposed of in accordance with the Air Force Records Disposition Schedule (RDS) located at 

https://www.my.af.mil/gcss-af61a/afrims/afrims/rds 

 

1.  General. 

1.1.  Official bulletin boards are an important means of communicating vital information to 

all Air Force personnel operating in an official capacity within the 916th Air Refueling 

Wing. 

1.1.1.  Official bulletin boards are to remain professional and orderly and under no 

circumstances will they contain any extraneous material or personal postings. 

2.  Responsibilities. 

2.1.  Wing OPR 

http://www.e-publishing.af.mil/
https://www.my.af.mil/gcss-af61a/afrims/afrims/rds
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2.1.1.  The 916th Air Refueling Wing Publications Management Office, assigned under 

the 916th Force Support Squadron, will be the focal point for the Wing OPR.  The office 

symbol for the Wing OPR will be 916 FSS/SCOK. 

2.1.1.1.  The 916 FSS/SCOK will be responsible for maintaining a shared folder that 

will contain an inclusive list of official, current, and mandatory items.  This folder 

will be accessible via the shared drive (S:\Public Information\Wing Bulletin Boards). 

2.1.2.  The 916 FSS/SCOK will maintain a list of appointed Bulletin Board Monitors and 

verify its currency quarterly. 

2.1.3.  The 916 FSS/SCOK will conduct inspections of bulletin boards on a random basis 

using the Bulletin Board Compliance Checklist found in Attachment 2. 

2.1.3.1.  Discrepancies documented on the Bulletin Board Compliance Checklist will 

be submitted to the unit commander. 

2.1.3.2.  Any bulletin boards with discrepancies will be re-inspected by the 916 

FSS/SCOK no later than 7 days after the initial inspection. 

2.2.  Appointed Bulletin Board Monitors. 

2.2.1.  The Bulletin Board Monitor will ensure a neat appearance of the bulletin boards 

under their purview. 

2.2.2.  Bulletin Board Monitors will ensure each bulletin board under their purview 

contains only official, current, and mandatory items.  They will be responsible for 

removing unauthorized items immediately. 

2.2.2.1.  It is not the responsibility of the Bulletin Board Monitor to inform the 

individuals that have posted unauthorized material of the removal.  The Bulletin 

Board Monitor may establish a location for storage of unauthorized material removed 

from the official bulletin board if no “Unofficial” bulletin board has been established 

(see chapter 3).  However, this will be the prerogative of the Bulletin Board Monitor.  

Disposal timelines and methods for the unauthorized material will be determined by 

the Monitor. 

2.2.3.  The Bulletin Board Monitor will be responsible for posting organizational specific 

items identified by the commander or Section Chiefs.  These items are not outlined in this 

instruction, but will only consist of official items. 

2.2.3.1.  Organizational specific items will not be inspected by the Wing OPR. 

2.3.  Commanders and Section Chiefs 

2.3.1.  Commanders and/or Section Chiefs will ensure Official Bulletin Boards are placed 

in locations where reasonable access is granted to the majority of Airmen; such as 

entranceways to buildings or in strategic areas with high traffic volume.  To meet this 

objective, Official Bulletin Boards as defined in this instruction will not be located in 

Sensitive Compartmented Information Facilities (SCIF). 

2.3.1.1.  Commanders and/or Section Chiefs will use their own discretion in 

providing bulletin boards that present a neat and standardized appearance. 
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2.3.2.  Commander and/or Section Chiefs will appoint Bulletin Board Monitors using the 

appointment template in Attachment 3. 

2.3.2.1.  It is not mandatory for the Commander and/or Section Chief to appoint an 

alternate Bulletin Board Monitor, but it is recommended. 

2.3.2.2.  Appointment letters will be address to the 916 FSS/SCOK 

2.3.3.  Commanders and/or Section Chiefs will determine what organizational specific 

items will be posted to the Official Bulletin Board. 

2.4.  Wing Commander 

2.4.1.  The Wing Commander is the only individual that can mandate an item be posted 

on each bulletin board throughout the Wing. 

2.4.2.  If the Wing Commander identifies an item that is to be posted on each bulletin 

board that is not listed on the Bulletin Board Compliance Checklist, the 916 FSS/SCOK 

will post it to the AF Portal page, but not update the Bulletin Board Compliance 

Checklist. 

2.5.  Wing Forms and Publications Manager 

2.5.1.  The Wing Forms and Publications Manager will be responsible for maintaining 

currency of all Visual Aids located on the Air Force E-Publishing website (www.e-

publishing.af.mil). 

2.5.2.  The Wing Forms and Publications Manager will follow the instructions outlined in 

AFI33-360, Publications and Forms Management, and AFI33-360_916ARWSUP_I, 

Publications and Forms Management, 916 ARW Supplement. 

2.5.3.  No Visual Aids are to be posted unless they have been assigned a control number 

as outlined in AFI33-360.  The 916 FSS/SCOK is responsible for assigning control 

numbers. 

3.  Unofficial Bulletin Boards. 

3.1.  Unofficial Bulletin Boards are not required. 

3.2.  Unofficial Bulletin Boards may contain all other items that are not classified as official; 

such as “For Sale” notices or organized motorcycle rides.  These unofficial items will not 

reference duty phone numbers. 

3.3.  Restricted Unofficial Material 

3.3.1.  Political announcements, commercial advertising, and “For Sale” notices that will 

benefit private companies, organizations, or groups are prohibited from being displayed. 

 

LAEN D. AUGUST, Colonel, USAFR 

Commander 

http://www.e-publishing.af.mil/
http://www.e-publishing.af.mil/
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFI 33-360, Publications and Forms Management, 18 May 2006 

AFI 33-360_916ARWSUP_I, Publications and Forms Management, 15 May 2012 

AFMAN 33-363, Management of Records, 01 March 2008 

AFPD 33-3, Information Management, 08 September 2011 

Adopted Forms 

AF Form 847, Recommendation for Change of Publication 

Abbreviations and Acronyms 

AF—Air Force 

AFMAN—Air Force Manual 

AFPD—Air Force Policy Directive 

ARW—Air Refueling Wing 

ARWI—Air Refueling Wing Instruction 

CC—Current Commander 

FSS—Force Support Squadron 

MSG—Mission Support Group 

OPR—Office of Primary Responsibility 

RDS—Records Disposition Schedule 

SCIF—Sensitive Compartmented Information Facilities 

SCOK—Knowledge Operations 

 



916ARWI33-301  6 JULY 2012   5  

Attachment 2 

BULLETIN BOARD COMPLIANCE CHECKLIST 

Overall Bulletin Board Appearance 

1.  Does the bulletin board present a professional and orderly appearance?  

Yes No 

 

1.  Is the bulletin board located in a location that grants reasonable access to the majority of 

Airmen? 

Yes No 

 

Bulletin Board Content 

 

1.  Does the bulletin board contain each item indentified on the Air Force Portal Page?  If yes, 

skip to question 3. 

Yes No 

 

2.  What items are missing?  Check all applicable: 

_____ 916ARWVA36-2701 (916 ARW Military Equal Opportunity) 

_____ 916ARWVA91-301 (916 ARW Inspector General) 

_____ 916ARWVA52-101 (916th ARW Chapel Staff) 

_____ AFVA91-307 (Air Force Occupational Safety and Health Program) 

_____ AFVA10-2511 (USAF Standardized Attach Warning Signals for CBRNE Medium and 

 High Threats) 

_____ AFVA10-2512 (Mission Oriented Protective Postures (MOPP)) 

_____ AFVA10-2510 (U.S. Air Force Emergency Notification Signals) 

_____ Installation Commander Safety Policy 

_____ Commander Equal Opportunity and Treatment Guidance Letter 

_____ Commander Discrimination and Sexual Harassment Guidance Letter 

_____  Seymour Johnson Area Defense Counsel Poster 

_____ ”Don’t Ever Leave It Unattended” CaC Security Poster 

_____ COMPUSEC Awareness Poster (Only One is Required) 

_____ Department of Defense “Combat Trafficking in Persons” Poster 

_____ ”Your Information Security Office Is” Dassign Poster 
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_____ Operations Security Warning  

_____ Rights Under USERRA Poster 

_____ AMC Form 15 (Report All Mishaps and Hazards) 

_____ Form CA-10 (What a Federal Employee Should Do When Injured at Work) 

 

3.  Are only authorized items placed on the Official Bulletin Board? 

Yes No 

 

4.  Are all visual aids current? 

Yes No 

 

5.  Do all visual aids have a control number assigned by the 916 FSS/SCOK? 

Yes No 
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Attachment 3 

BULLETIN BOARD MONITOR APPOINTMENT LETTER 
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