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SUBJECT:  Air Force Guidance Memorandum to AFI 11-253, Managing Off-Station 
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By Order of the Secretary of the Air Force, this Air Force Guidance Memorandum 
immediately changes AFI 11-253, Managing Off-Station Purchases of Aviation Fuel and 
Ground Services.  Compliance with the Memorandum is mandatory.  To the extent its 
directions are inconsistent with other Air Force publications, the information herein prevails, 
in accordance with AFI 33-360, Publications and Forms Management.  
 

In advance of a rewrite of AFI 11-253, the Attachment to this Memorandum provides 
guidance changes that are effective immediately. 
 

This Memorandum becomes void after one year has elapsed from the date of this 
Memorandum, or upon incorporation by interim change to, or review of AFI 11-253, 
whichever is earlier. 
 
 
 
 

JOHN W. RAYMOND, Lt Gen, USAF 
Deputy Chief of Staff, Operations 
 
 

Attachment:  Guidance Changes 
 
 
 
 
 
 
 
 
 



Attachment 
GUIDANCE CHANGES 

 
(Replaced) 2.9.13. Retain all AIR Card® delivery receipts, invoice-supporting 
documentation, and source documentation for 10 years. (T-0) 
 
(Added) 2.9.20.  Complete a memorandum, on a monthly basis, that confirms validation of 
the accuracy of the DFAS interfund bill (aviation fuel) (T-0).  See Attachment 7 for a sample 
memorandum.  Retain the signed / dated memorandum for 10 years (T-0). 
 

(Added) Attachment 7 

MONTHLY VALIDATION MEMORANDUM 
 

 
XX XXX XXXX 

 
MEMORANDUM FOR RECORD 
 
FROM:  XX WG/WRDCO 
 
SUBJECT: Monthly Aviation Fuel Validation 
 
I completed the July 2016 monthly validation of all aviation fuel transactions on the DFAS 
interfund bill IAW AFI 11-253, Managing Off-Station Purchases of Aviation Fuel and 
Ground Services.   
 
 
 
         

FIRST M. LAST, Rank, USAF 
Wing Refueling Document Control Officer 
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RELEASABILITY: There are no releasability restrictions on this publication. 
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This instruction implements Air Force Policy Directive 11-2, Aircraft Rules and Procedures.  It 

establishes accountability requirements for purchase of aviation fuel and services while aircraft 

are away from their home station.  It establishes the US Air Force Aviation Into-plane 

Reimbursement (AIR) Card® program and provides procedures for its management and use.  It 

applies to all Air Force Activities, including the United States Air Force Reserve and Air 

National Guard units.  Violations of paragraphs 5.5 and 5.8 within this instruction by 

military members may constitute a violation of Uniform Code of Military Justice (UCMJ). 

Violations by civilian personnel may result in administrative or other disciplinary action 

under applicable civilian personnel regulations or instructions. If this Instruction is in 

conflict with any technical order, the technical order takes precedence.  Refer recommended 

changes and questions about this publication to AF/A3O-I, 1480 Air Force Pentagon RM 5D756, 

Washington DC 20330-1030 using the AF Form 847, Recommendation for Change of 

Publication; route AF Form 847s from the field through the appropriate functional’s chain of 

command.  This publication may be supplemented by the MAJCOMs, but all direct Supplements 

must be routed to the Office of Primary Responsibility (OPR) for coordination prior to 

certification and approval.  Unless otherwise specified, the OPR is the waiver authority for this 

instruction.  Waiver authority for supplemental guidance will be as specified in the Supplement 

and approved through higher level coordination authority.  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 the Air 

Force Records Disposition Schedule (RDS) located in the Air Force Records Information 

Management System (AFRIMS).  The use of the name or trademark of any specific 

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

endorsement by the Air Force. 

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

PROCESS OVERVIEW / GENERAL GUIDELINES 

1.1.  Fuel Purchases.  The Defense Logistics Agency (DLA), through the Defense Working 

Capital Fund, purchases all fuel used by the services, regardless of whether an aircraft refuels on 

an Air Force base, another DoD location, or a commercial airport.  DLA then bills the Air Force 

directly for the fuel.  Any non-fuel charges incurred are paid by Air Force units. 

1.2.  AF Form 664, Aircraft Fuels Documentation Log.  Regardless of the refueling method, 

aircrew members must use the AF Form 664 to document each and every refueling and ground 

services transaction that occurs away from the aircraft’s home station, and to turn in receipts 

from all transactions.  Wing Refueling Document Control Officers (WRDCOs) will track these 

transactions (both aviation fuel and ground services), verify that they are accurate within DoD 

financial systems, and take appropriate action when errors occur. 

1.3.  Aircrew.  For the purposes of this instruction, the term “aircrew” will be used in a generic 

sense to represent both operational aircrew members and any aircraft maintenance personnel 

(e.g. crew chiefs) who accompany the aircraft as part of its mission.  At a minimum, the term 

“aircrew” will mean the Pilot in Command / Aircraft Commander (PIC/AC). 
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Chapter 2 

ROLES AND RESPONSIBILITIES 

2.1.  Headquarters, US Air Force (HAF).  HAF will oversee the off-station purchase of 

aviation fuel and ground services for the Air Force.  HAF will do the following: 

2.1.1.  Publish and maintain written guidance for the off-station refueling of aircraft, to 

include the AIR Card® program.  Disseminate current guidance and information including 

the latest policies, procedures, standards and mandates established by the DoD, the HAF, 

federal regulation and/or the laws that pertain to aircraft refueling, AIR Card® use and 

financial requirements. 

2.1.2.  Work with DLA Energy to resolve any matters involving aircraft refueling away from 

home station. 

2.1.3.  Ensure MAJCOMs comply with applicable regulations, policies and procedures. 

2.1.4.  Establish and oversee an assistance visit program that includes the following: 

2.1.4.1.  Performing on-site reviews when required and/or requested ensuring 

reasonableness and accuracy of local operating procedures, internal management controls 

and transactional reviews. 

2.1.4.2.  Ensuring that appropriate action is taken when local reviews reveal 

noncompliance, misuse, and/or abuse. 

2.1.4.3.  Documenting best practices and making them available to the rest of the Air 

Force. 

2.1.5.  Appoint the AIR Card® Component Program Manager (CPM), and provide program 

management and execution for the Air Force in accordance with DoDM 4140.25-M, Vol II, 

Chapter 16, Government Fuel Card Program Management Office, DoD FLEET Card®, AIR 

Card®, and SEA Card®.  Use Table 1 in Attachment 6, along with AF Form 2519, All 

Purpose Checklist (available electronically), to develop a CPM checklist, as appropriate.  

The AIR Card® CPM will: 

2.1.5.1.  Have a detailed knowledge and understanding of all policies and procedures 

related to off-station refueling of aircraft. 

2.1.5.2.  Ensure that Agency Program Coordinators (APCs) and Alternate APCs are 

trained and performing their duties in accordance with paragraph 2.2.6. 

2.1.5.3.  Notify DLA Energy promptly of the departure and replacement of CPM 

personnel. 

2.1.5.4.  Provide fraud or audit analysis by: 

2.1.5.4.1.  Performing data analysis to identify questionable transactions and/or 

patterns of suspicious activities. 

2.1.5.4.2.  Researching suspicious transactions or activities to determine if they need 

to be referred to appropriate audit or investigative agencies. 
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2.1.5.4.3.  Cooperating and coordinating with formal internal or external audits and 

inspections of fuel card programs. 

2.1.5.4.4.  Notify DLA Energy of any Service-initiated audits or investigations of 

potential fraud, misuse or abuse of DLA Energy sponsored fuel charge cards. 

2.1.5.4.5.  Acting as the liaison between DLA Energy and affiliated DoD, Federal 

agencies or program participants as applicable. 

2.1.5.5.  Develop and submit to DLA Energy any recommended changes to the program 

or systems along with justification and impact statements. 

2.1.5.6.  Assist DLA Energy’s Government Fuel Card Account Managers and fuel card 

processors to resolve issues of mutual interest. 

2.1.5.7.  Assist MAJCOMs in relevant aspects of program execution.  Ensure they have 

access to adequate guidance, training, and assistance in routine program matters. Provide 

help in resolving local problems, answering questions, and/or referring MAJCOMs to the 

appropriate POC for resolving problems. 

2.1.5.8.  Use Table 1 in Attachment 6 and/or an approved checklist provided by HAF as a 

guide for an effective program. 

2.2.  Major Commands (MAJCOMs).  MAJCOMs will oversee the off-station purchase of 

aviation fuel and ground services across the command, and will oversee and assist the WRDCOs.  

MAJCOMs will do the following: 

2.2.1.  May publish and maintain written guidance to address command-specific issues.  

Disseminate current guidance and information throughout the command including the latest 

policies, procedures, standards and mandates from the DoD, the USAF, federal regulations 

and/or the laws regarding aircraft refueling, the AIR Card® and financial requirements. 

2.2.2.  Ensure wings comply with applicable regulations, policies and procedures, to include 

local guidance. 

2.2.3.  Establish and oversee an AIR Card® management program within the headquarters 

and throughout the command.   Use Tables 2 and 3 in Attachment 6, along with AF Form 

2519, All Purpose Checklist (available electronically), to develop subordinate level 

checklists, as appropriate. 

2.2.4.  Appoint in writing a primary and an alternate Agency Program Coordinator (APC) 

who will oversee the AIR Card® program for the command and report to the CPM on behalf 

of the command. 

2.2.5.  The AIR Card® primary and alternate APC will: 

2.2.5.1.  Have a detailed knowledge and understanding of all policies, guidance and 

procedures related to the off-station procurement of aviation fuel and ground services, 

and understand the consequences of inappropriate actions. 

2.2.5.2.  Complete the required training upon appointment, and complete refresher 

training every 3 years, or more often as required.  The courses are available on the DLA 

Energy AIR Card® Program Page (https://www.us.army.mil/suite/page/655719). 

https://www.us.army.mil/suite/page/655719
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2.2.5.3.  Monitor AIR Card® accounts for delinquencies, assist in resolving any account 

delinquencies, and ensure that unit commanders are aware of delinquent accounts. 

2.2.5.4.  Obtain access to information systems that contain transaction data from their 

subordinate units and develop standard reports or queries to monitor purchases by 

subordinate units. 

2.2.5.5.  Notify the CPM immediately when any investigation is initiated involving 

alleged or suspected fraud, misuse, or abuse of any DLA Energy sponsored fuel charge 

cards.  Document and report to the CPM any disciplinary actions resulting from any 

investigation. 

2.2.5.6.  Ensure that personnel requesting DLA Energy sponsored fuel charge cards for 

mission requirements are trained to use the fuel cards and that cards are only issued for 

authorized USAF aircraft. 

2.2.5.7.  Maintain a complete list of accounts and POC information (name, e-mail 

address, telephone number, and fax number) for financial matters and notify the CPM 

and the card processor of any changes that affect management, reporting, or billing. 

2.2.5.8.  Establish an account on the AIR Card® website:  www.airseacard.com. 

2.2.5.9.  Ensure that subordinate units execute an AF Form 406, Miscellaneous 

Obligation/Reimbursement Document (MORD), before the end of the fiscal year with 

enough funds to pay all unbilled ground services charges. 

2.2.5.10.  Use Table 2 in Attachment 6 and/or approved checklist provided by the 

MAJCOMs as a guide for an effective program. 

2.3.  Centralized Asset Management (AFMC/FMB). 

2.3.1.  Monitor financial systems to ensure that any aviation fuel charges from prior fiscal 

years are not paid with current fiscal year funds.  Manually process any prior year charges. 

2.3.2.  Research and clear rejected interfund bill line items. 

2.3.3.  At the end of the fiscal year, uses historical data and the average daily burn rate to 

determine the amount of unbilled aviation fuel charges.  Execute MORDs with sufficient 

funds to cover all unbilled aviation fuel charges. 

2.4.  Tanker Airlift Control Center (TACC). 

2.4.1.  Mission Planning.  Consider sources and availability of fuel when planning off-station 

missions and use U.S. military fuel resources and related services whenever possible.  Follow 

the priorities in paragraph 3 during mission planning. 

2.4.2.  Passenger Flight Contingencies.  Air Force aircraft often fly missions where the 

passengers are on group orders and thus ineligible for per diem payments.  If an aircraft 

flying this kind of mission is funded by the Transportation Working Capital Fund (TWCF) 

and must make an unexpected stop, the TACC has the authority to approve AIR Card® 

expenses to pay for passenger provisions (i.e. food, lodging, and transportation).  Aircrew 

members will document these expenses in the same manner as other ground service 

expenses. 

http://www.airseacard.com/
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2.5.  Wing Commander or Equivalent.  The wing commander is responsible for the financial 

resources used to refuel a wing’s aircraft regardless of the fund source.  Therefore, the wing 

commander is ultimately responsible for ensuring that refueling expenditures are monitored, 

tracked, and reconciled against the current financial systems.  Wing Commanders of tanker-

assigned units are also responsible to ensure that the Air Force is appropriately reimbursed for 

any fuel provided via in-flight refuelings.  Therefore, wing commanders will do the following: 

2.5.1.  Appoint in writing a WRDCO.  The WRDCO must be an Air Force member or a DoD 

civilian. 

2.5.2.  Ensure the unit executes a MORD with the supporting Defense Finance & Accounting 

Service (DFAS) location to cover non-fuel purchases made with the AIR Card®. 

2.5.3.  For units whose fuel is not centrally paid by Centralized Asset Management (CAM), 

ensure the unit executes a MORD with the supporting DFAS location to cover fuel 

purchases, and that there are sufficient funds at the end of the fiscal year (FY) to cover 

unprocessed fuel purchases. 

2.5.4.  For units whose fuel is centrally purchased by CAM, ensure the unit informs CAM of 

unprocessed fuel purchases before the end of the FY. 

2.5.5.  When mission planning is performed locally, ensure mission planners and aircrews 

use the into-plane, AIR Card® and ground service provider list during mission planning.  

The AIR Card® Acceptor List is located at http://www.airseacard.com.  Ensure refueling 

sources selected for all flights are consistent with conservation and mission requirements. 

2.5.6.  Ensure that all AIR Card® users understand proper procedures when purchasing fuel 

or ground services off-station. 

2.5.7.  Ensure the WRDCO provides information pertaining to off-station refueling 

procedures to the Stan/Eval shop for inclusion in the Flight Crew Bulletin. 

2.5.8.  Oversee the wing AIR Card® Program. 

2.5.8.1.  Ensure that all pilots and other aircrew members who are AIR Card® users 

comply with AIR Card® training requirements. 

2.5.8.2.  Ensure accountability and proper card use. 

2.5.9.  Publish written guidance which: 

2.5.9.1.  Defines where and when aircrew turn in AF Form 664s and receipts from off 

station transactions, and how the receipts and completed AF From 664s are provided to 

the WRDCO. 

2.5.9.2.  Ensures AIR Card® ground service invoices are validated and certified by the 

WRDCO and forwarded to DFAS within seven days after receipt of the invoices and 

source documents. 

2.5.9.3.  Defines the process for accurately recording, verifying, and entering in to the 

BSM-E all in-flight issuances of fuel (tanker units). 

2.5.9.4.  Defines the process to verify and submit to DLA Energy the DD Form 791s in a 

timely manner (when applicable). 

http://www.airseacard.com/
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2.5.9.5.  Includes Geographically Separated Units (GSUs) that conduct flying operations. 

2.6.  Deployed Wing Commanders. 

2.6.1.  Appoint in writing a WRDCO to oversee the proper handling of fuel and ground 

service source documents. 

2.6.2.  Establish in writing and enforce local procedures to ensure all fuel and ground service 

receipts are returned to each aircraft’s home station. 

2.6.3.  Establish in writing and enforce local procedures to ensure all DD Form 791s from 

tanker missions are returned to the tanker’s home station. 

2.7.  Geographically Separated Unit (GSU) Commanders.  Commanders of GSUs that 

conduct flying operations have the same fiscal responsibilities for their units as wing 

commanders (paragraph 2.4).  The GSU commander is responsible for ensuring unit refueling 

expenditures are monitored, tracked, and reconciled.  Commanders of tanker units also are 

responsible for seeing that the Air Force is promptly reimbursed for fuel provided during in-

flight refueling.  GSU commanders will: 

2.7.1.  Appoint in writing a Refueling Document Control Officer (RDCO). 

2.7.2.  Ensure the unit executes a MORD with the supporting DFAS location to cover non-

fuel purchases made with the AIR Card®. 

2.7.3.  For units whose fuel is not centrally paid by CAM, ensure the unit executes a MORD 

with the supporting DFAS location by the end of the FY to cover unprocessed fuel purchases. 

2.7.4.  For units whose fuel is centrally purchased by CAM, ensure the unit informs CAM of 

unprocessed fuel purchases before the end of the FY. 

2.7.5.  When mission planning is performed locally, ensure mission planners and aircrews 

use the into-plane, AIR Card® and ground service provider list during mission planning.  

The AIR Card® Acceptor List is located at http://www.airseacard.com.  Ensure refueling 

sources selected for all flights are consistent with conservation and mission requirements. 

2.7.6.  Ensure that all aircrew personnel understand proper procedures when purchasing fuel 

or ground services off-station. 

2.7.7.  Ensure the RDCO maintains information pertaining to off-station refueling procedures 

in the Flight Crew Bulletin. 

2.7.8.  Oversee the unit AIR Card® Program when no wing support is available from home 

station or deployed location. 

2.7.8.1.  Ensure that all pilots and other AIR Card® users comply with AIR Card® 

training requirements. 

2.7.8.2.  Ensure accountability of proper card use. 

2.7.9.  Establish in writing and enforce guidance that does the following: 

2.7.9.1.  Defines where and when aircrew turn in AF Form 664s and receipts from off 

station transactions, and how the receipts and completed AF From 664s are provided to 

the WRDCO. 

http://www.airseacard.com/
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2.7.9.2.  Ensures AIR Card® ground service invoices are validated and certified by the 

WRDCO and forwarded to DFAS within seven days after receipt of the invoices and 

source documents. 

2.7.9.3.  Defines when and where tanker crews turn in DD Form 791s (when applicable). 

2.7.9.4.  Defines the process for accurately recording, verifying, and entering in to the 

BSM-E all in-flight issuances of fuel (tanker units). 

2.8.  Maintenance Group/Squadron Commanders or Equivalent.  Establish written 

procedures to ensure that maintenance personnel do the following: 

2.8.1.  Ensure the AIR Card® and DD Form 1896, DoD Fuel Identaplate, are maintained on 

each aircraft. 

2.8.2.  Notify the WRDCO when an assigned aircraft is sent to depot or transferred to another 

base/command.  Provide the WRDCO with the tail number of the aircraft, date the aircraft 

transferred to depot status and the date and time when transferred to another base/command.  

Update aircraft change in Integrated Maintenance Database System (IMDS) or in Core 

Automated Maintenance System (CAMS) for Mobility (IMDS and CAMS for Mobility are 

also known as G054 and G081, respectively). 

2.8.3.  Notify the WRDCO when a new aircraft is received or when an AIR Card® is lost, 

misplaced or damaged.  Provide the WRDCO with the Mission Design Series (MDS) and the 

eight-digit tail number.  Update aircraft ownership in IMDS or G081. 

2.8.4.  Notify the fuels management office when an aircraft needs a new or replacement DD 

Form 1896. 

2.8.5.  Ensure that refueling technicians put a copy of refueling documentation (e.g. fuel 

receipts) on board any aircraft away from its home station. 

2.9.  (Wing)  Refueling Document Control Officer.  At the wing level, the term WRDCO 

should be used.  When referring to squadrons, flights, and detachments use the term RDCO to 

identify the level of control below the wing. The responsibilities for the positions are the same, 

although the scope of responsibility may differ depending on organizational structure.  In this 

instruction, the terms may be used interchangeably.  WRDCOs/RDCOs will: 

2.9.1.  Forward a copy of the appointment letter for themselves and their alternates to the 

MAJCOM APCs and to CAM (where applicable). 

2.9.2.  Forward a copy of a completed U.S. Government AIR Card® Accountable Official 

Nomination Form and a copy of a completed DD Form 577, Appointment/Termination 

Record – Authorized Signature, to DLA Energy. These forms are part of the Accountable 

Official enrollment package on the US Government AIR Card® Program page 

(http://www.desc.dla.mil/DCM/DCMPage.asp?PageID=225) at the DLA Energy website 

(https://www.desc.dla.mil/).  New WRDCOs should download the package and complete it 

according to the included instructions.  The direct link for the package is:  

http://www.desc.dla.mil/DCM/Files/AO_Enrollment_Package_06092010.pdf . 

2.9.3.  Implement operating procedures in accordance with federal, DoD, Air Force, 

MAJCOM, and local guidance. 

http://www.desc.dla.mil/DCM/DCMPage.asp?PageID=225
https://www.desc.dla.mil/
http://www.desc.dla.mil/DCM/Files/AO_Enrollment_Package_06092010.pdf
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2.9.4.  Forward copies of any source documents to the appropriate WRDCO if 

staging/servicing any aircraft that are not assigned to the wing. 

2.9.5.  Initiate corrective action with agencies to ensure credit transactions are processed for 

erroneous charges. 

2.9.6.  Receive, audit and track all aviation fuel and ground services receipts from aircrews. 

2.9.7.  Accurately record and track aviation fuel and ground service charges, validate billings 

for payment, and perform necessary documentation follow-up. 

2.9.8.  Validate the accuracy of all aviation fuel transactions on the monthly DFAS interfund 

bill with source documents.  Initiate corrective action to resolve any discrepancies (e.g. 

duplicate charges). 

2.9.9.  Research and clear rejected aviation fuel and ground services interfund bill line items. 

2.9.10.  Monitor financial systems to ensure that any aviation fuel charges from prior fiscal 

years are not paid with current fiscal year funds.  Manually process any prior year charges. 

2.9.11.  Follow-up on unbilled charges to ensure timely and accurate billing. 

2.9.12.  Analyze and track obligations for aviation fuel and ground servicing charges against 

MORDs. 

2.9.13.  Retain all AIR Card® delivery receipts and invoice-supporting documentation for 6 

years, 3 months.  Retain all other receipts and source documentation for 5 years. 

2.9.14.  Maintain a list of aircraft by MDS and report any changes to the AIR Card® 

Contractor (ACC) and DLA Energy.  The list must identify the fuel capacity of the MDS, and 

if applicable, the capacity of any external fuel tanks.  The AIR Card® Aircraft Inventory 

Form is located at the DLA Energy AIR Card® program website. 

2.9.15.  Provide MORD-establishing agency (e.g. finance office) the documentation to ensure 

MORDs are appropriately funded to cover all unbilled fuel and ground services transactions 

prior to fiscal year closeout. 

2.9.16.  Notify the MAJCOM APC, DLA Energy and the ACC prior to transferring aircraft 

to another unit and when receiving aircraft from another unit. 

2.9.17.  Forward fuel purchase data to CAM at the end of the fiscal year, to include any 

charges that have not processed through the financial systems (only applies if the unit’s fuel 

is centrally funded by CAM). 

2.9.18.  When applicable, provide information pertaining to off-station refueling or ground 

servicing procedures to the Stan/Eval shop for inclusion in the Flight Crew Bulletin. 

2.9.19.  Manage the wing AIR Card® program as the AIR Card® Accountable Official 

(AO).  Use the Hierarchy Level 4 checklist at Attachment 6 as a guide for an effective 

program. 

2.9.19.1.  Complete initial AIR Card® training when appointed; complete refresher 

training at least once every 3 years. 

2.9.19.2.  Ensure each assigned aircraft has the appropriate AIR Card® and that 

maintenance personnel know whom to notify if the card is lost. 
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2.9.19.3.  Assist the CPM and the MAJCOM with resolving AIR Card® deficiencies. 

2.9.19.4.  Advise local commanders on all aspects of the AIR Card® program, working 

with MAJCOM APCs when applicable. 

2.9.19.5.  Provide technical assistance on fuel, accounting, and operational requirements 

on the AIR Card® program as needed. 

2.9.19.6.  Validate the accuracy of AIR Card® invoices against source documents; and 

forward them to the supporting DFAS field site to pay for all incurred ground servicing 

charges.   Follow up with the local resource advisor and/or finance office to ensure that 

the invoices are paid in a timely manner. 

2.9.19.6.1.  AIR Card® invoices may have charges, such as value-added taxes, that 

are not included on the source documentation.  These situations will often arise when 

aircraft are serviced in foreign countries. 

2.9.19.6.2.  In these cases, the WRDCO must exercise good judgment when 

submitting the invoices for payment.   If the charges are reasonable, then the 

WRDCO should submit the invoice for payment, even though there is no source 

documentation that matches the transactions.  However, the WRDCO should question 

any charges that seem odd or excessive. 

2.9.19.7.  Establish an account on the AIR Card® Contractor’s website.  The current 

ACC website is:  www.airseacard.com.  WRDCOs will use the online system to request 

new cards and to perform account maintenance. 

2.9.19.8.  Use Table 3 in Attachment 6 and/or approved checklist provided by the 

MAJCOMs  as a guide for an effective program. 

2.10.  Deployed Wing Refueling Document Control Officer.  Coordinate with the home-

station WRDCOs of deployed aircraft to return fuel and ground service transaction source 

documentation (to include DD Form 791s) as required. 

2.11.  Wing Finance Offices/Resource Advisors.  Wing resource advisors will perform the 

functions of a Certifying Official for non-fuel purchases. 

2.11.1.  Execute a MORD with the supporting DFAS Accounting Liaison Office to pay for 

non-fuel charges.  Ensure MORDs are executed with enough funds to cover AIR Card® 

charges for an entire fiscal year.  Ensure that the MORD is processed and recorded in the 

accounting records prior to the end of the FY.  Monitor the MORD to ensure that it is 

reduced as the outstanding charges are processed.  Ensure that any residual funds after all 

transactions have cleared are deobligated. 

2.11.2.  For units that use TWCF funds, execute a MORD with DFAS at the end of the fiscal 

year to pay for unbilled fuel charges.  Ensure that the MORD is processed and recorded in 

the accounting records prior to the end of the fiscal year.  Monitor the MORD to ensure that 

it is reduced as the outstanding charges are processed.  Ensure that any residual funds after 

all transactions have cleared are deobligated. 

2.11.3.  Ensure all documents are filed in a permanent file plan in a manner that would allow 

easy research should a problem or an audit occur. 

http://www.airseacard.com/
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2.12.  Pilot in Command (PIC) / Aircraft Commander (AC).  Even if the PIC/AC did not 

personally oversee the aircraft refueling process, the PIC/AC has the overall responsibility for all 

actions associated with the aircraft.  Therefore, the PIC/AC has the ultimate responsibility to 

ensure that all refueling transactions (to include issuances of fuel from tanker missions) are 

completely and accurately recorded on the appropriate forms and that all source documentation 

(i.e. receipts) is retained.    All pilots are considered to be AIR Card® users and must fulfill all 

associated responsibilities (e.g. user training).  All PIC/ACs shall: 

2.12.1.  Consider sources and availability of fuel when planning off-station missions and use 

U.S. military fuel resources and related services whenever possible.  Follow the priorities in 

paragraph 3 during mission planning. 

2.12.2.  Ensure that all purchases of fuel and ground services are completely and accurately 

recorded in accordance with paragraph 4. 

2.12.3.  Follow local procedures for turning in AF Form 664s, including all receipts for all 

fuel and ground service transactions, upon returning an aircraft to its home station; if local 

requirements dictate removing the receipts off station, then follow local procedures. 

2.13.  AIR Card® Users.  Regardless of the method used (to include in-flight refueling), any 

pilot or other aircrew member who authorizes an off-station refuel or the servicing of an aircraft 

becomes a purchasing agent of the United States Air Force.  An aircrew member signature as 

purchaser documents the receipt of supplies and services and obligates the United States 

Government to pay all charges on the receipt.  Compliance with DoD and Air Force Standards 

for ethical conduct is mandatory.  Any Air Force member who uses an AIR Card® must comply 

with Executive Order 12731, Principles of Ethical Conduct for Government Employees, dated 17 

Oct 1990, 5 CFR 2635.202,  DoD 5500.7-R, Joint Ethics Regulation, and  DoD Charge Card 

Guidebook Appendix G, "Unique Business Rules for AIR Card Programs," 20 Jan 06.  All AIR 

Card® users are held responsible to the government for any transaction not made for official 

government use.  All AIR Card® users shall: 

2.13.1.  Follow the guidelines outlined in paragraph 4 when purchasing mission essential 

items. 

2.13.2.  Ensure receipt documentation accurately reflects supplies/services rendered and 

retain all receipts.  Record all purchases on the AF Form 664, regardless of whether the 

vendor provides a receipt.  If a vendor refuses to provide a receipt, document the point-of-

sale information by whatever means possible and store the documentation in the AF Form 

664.  Report the situation to the WRDCO upon return.  (Contracted vendors are to provide 

receipts in accordance with the terms of their contract). 

2.13.3.  Complete initial AIR Card® user training before using the card; complete refresher 

training at least once every 3 years. 

2.13.4.  Understand all policies, procedures and record-keeping requirements for the AIR 

Card® program and ensure proper use of the AIR Card®. 
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Chapter 3 

PRIORITY FOR FUEL RESOURCES 

3.1.  Priority for Fuel Resources.  All Mission Planners must consider sources and availability 

of fuel when planning off-station missions and will use U.S. military fuel resources and related 

services whenever possible due to significant cost savings relative to prices charged at 

commercial contract and non-contract facilities.  Flight crews will use DLA Energy Into-Plane 

contract vendors at commercial locations where DLA Energy Into-Plane contract fuel and 

services are available.  Aircrews are authorized to purchase fuel and services from any available 

source when no DLA Energy Into-Plane contract exists at the commercial locations.  Aircrews 

will use AIR Card® merchants for aviation fuel purchases where available.  Aircrews will follow 

the order of precedent below when determining what refueling source to choose. 

3.2.  DoD Locations.  Refueling support is available at most airfields operated by the Air Force, 

Army, Navy and Marine Corps.  These sources charge the Air Force the DoD standard price for 

aviation fuel.  Depending upon local procedures, aircrews will present either the DD Form 1896 

or the AIR Card® when refueling. 

3.3.  Other Foreign Government Support.  Depending upon local procedures, aircrews will 

present the DD Form 1896 or the AIR Card® when refueling. 

3.3.1.  DLA Energy has different types of agreements with foreign governments that provide 

for the reciprocal refueling of military aircraft and other vehicles.  See DoD 4120.45-M, 

Volume 2, DoD Management of Bulk Petroleum Products, Natural Gas, and Coal, Chapter 

17, International Agreements, for additional details. 

3.3.1.1.  Fuel Exchange Agreements (FEAs).  Under the terms of FEAs, transactions are 

documented and periodically exchanged for validation.  The party owed is normally 

reimbursed in fuel.  Former Air Force agreements were referred to as Replacement-In-

Kind agreements. 

3.3.1.2.  Offset Billing Agreements (OBAs).  Under the terms of OBAs, transactions are 

documented and periodically exchanged for validation.  The parties determine a net 

balance owed, who is then reimbursed in cash. 

3.3.1.3.  Direct Bill Agreements (DBAs).  DBAs are agreements between DLA Energy 

and a foreign government where transactions are documented and billed individually or 

monthly and are paid in cash based upon the invoices submitted by the provider.  DBAs 

are generally the preferred method for reimbursement. 

3.3.2.  Multi-national Agreements.  Within the North Atlantic Treaty Organization (NATO), 

obtain aviation fuel from foreign air forces under NATO Standardization Agreement 

(STANAG) 3113.  Under this STANAG, the host air force services the United States aircraft 

charging the same price that the host air force charges its own units. 

3.4.  Into-Plane Contracts.  DLA Energy negotiates into-plane refueling contracts at many 

commercial airports.  Aircrews must present an AIR Card® when purchasing aviation fuel from 

DLA Energy into-plane contract sites.   Refueling is normally available 24-hours a day, seven 

days a week unless the contract specifies otherwise.  DLA Energy bills the Air Force at a 
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standard contract rate for transactions at these sites and requires fuel quality surveillance from 

the vendors. 

3.4.1.  Commercial vendors will not honor an expired AIR Card®.  In the event an aircraft’s 

AIR Card® has expired, the aircrew should try to contact the ACC obtain a valid AIR Card® 

account number.  If the aircrew cannot obtain a valid card account number, they should use a 

SF 44. 

3.4.2.  The terms of the Into-Plane contracts require payment by the AIR Card®; therefore, if 

the aircrew does not present a valid AIR Card® for a contract purchase, the purchase will not 

qualify as a contract delivery at the contract price and will be processed as a local purchase. 

3.4.3.  The Into Plane Contract Information System and the Fixed Base Operator (FBO) 

Locator, both available from the DLA Energy website, contain details on contract fuel 

vendors, ground services vendors, and vendors that accept the AIR Card®. 

3.5.  United States Air Force and Canadian Forces Suspense Account Agreement.  This 

agreement allows reciprocal servicing of United States Air Force and Canadian Forces aircraft at 

each other's bases and at both DoD and Canadian Forces into-plane locations.  The Into-plane 

Contract Listing outlines the Canadian forces into-plane locations.  The DD Form 1896 is the 

only authorized purchase card at Canadian into-plane locations for aviation fuel and must be 

used.  DO NOT present the AIR Card® to purchase fuel at these locations; aircrews will use the 

AIR Card® for non-fuel purchases only. 

3.5.1.  Purchases at Canadian Into-plane locations with DD Form 1896 are exempt from 

Canadian excise taxes and will be at the Into-Plane contract price. 

3.5.2.  Canadian vendors under contract will accept the AIR Card® for payment of fuel.  

However, fuel purchases made with the AIR Card® at these locations will be charged the full 

retail price and will not be exempt from excise taxes. 

3.6.  Non-Contract Purchase at Commercial Airfields.  Aircrews may purchase aviation fuel 

and ground services on the open market using the AIR Card®.  At locations where the AIR 

Card® is not accepted and time permits, advise the vendor to call the 24-hour customer service 

line on the back of the AIR Card® to secure an agreement for fuel and services.  In the event the 

vendor will not accept the AIR Card®, aircrews shall use an SF 44, for payment purposes.  In a 

few cases, aircrews may use cash to pay for fuel.  See Attachment 4 for details regarding cash 

purchases.  DLA Energy bills the Air Force at the standard rate for aviation fuel for transactions 

at non-contract sites.  In addition, DLA Energy does not maintain oversight of fuel quality at 

these locations. 
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Chapter 4 

DOCUMENTING REFUELING TRANSACTIONS 

4.1.  Documenting Refueling Transactions.  Regardless of the method of refueling, aircrews 

will record all aviation fuel transactions on the AF Form 664.  In addition, aircrews will place 

copies of all vendor receipts and completed DD Forms 1898, Energy Sales Slip, in the AF Form 

664.  If a commercial vendor does not provide a receipt, then document all Point of Sale 

information by any means available, place the sale data in the AF Form 664, and record the 

transaction on the exterior of the AF Form 664. 

4.2.  Standard Refuels. 

4.2.1.  A minimum of one aircrew member (ordering official) shall be present during aircraft 

servicing to verify the accuracy of the recorded point of sale (POS) data and to ensure safe 

performance of the refueling operation. 

4.2.2.  The aircrew member shall present the DD Form 1896  or the AIR Card® to the 

refueling personnel for imprinting/swiping of aircraft POS billing data. Aviation fuel or 

services charged without aircrew presentation of an AIR Card® will not be paid by the ACC 

and shall be processed by the home station Certifying Officer and/or AO as a local purchase.  

Aircrews refueling at Canadian National Defense Locations will present the DD Form 1896 

to receive contract pricing.  Aircrews will use AIR Cards® to purchase non-fuel items at 

these locations. 

4.2.3.  The aircrew member shall ensure that fuel products and ground services are 

separately, accurately, and legibly recorded on the DD Form 1898, commercial delivery 

ticket, or other POS ticket.  The aircrew member shall ensure that the date of delivery is also 

correctly and legibly reflected on the form. 

4.2.4.  The aircrew member shall ensure that the merchant prints and/or imprints the 

following minimum POS data on the DD Form 1898 or commercial delivery ticket: 

4.2.4.1.  Merchant Identification Number (MIN) or the four character International Civil 

Aviation Organization (ICAO) airport identifier. 

4.2.4.2.  CARNET number (CARNET refers to the Aircraft Tail Number) or, if 

applicable, AIR Card® number. 

4.2.4.3.  Purchase date (Julian). 

4.2.4.4.  Fuel Grade. 

4.2.4.5.  Net fuel quantity purchased. 

4.2.4.6.  Any additional charges for additives, call out fees, or applicable taxes (i.e. 

Federal, state, local, or airport). 

4.2.4.7.  Overtime charges. The merchant shall record start and stop times on the DD 

Form 1898 or commercial delivery ticket with the total overtime annotated in fractional 

hours (e.g., 1 hour, 15 minutes = 1.25 hours). 

4.2.5.  All commercial vendors are authorized to use a customized commercial U.S. 

Government AIR Card® slip, a DD Form 1898, or a commercial delivery ticket to capture all 
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pertinent POS data.  The merchant and aircrew member will both sign the DD Form 1898 or 

commercial delivery ticket to certify that it accurately describes the purchase transaction. The 

merchant shall provide a copy of the DD Form 1898 or commercial delivery ticket to the 

aircrew member.  (Into-Plane contracts require vendors to provide a completed copy of the 

delivery ticket to the aircrew member.) 

4.2.6.  The merchant shall transmit POS purchase transaction data to the ACC for subsequent 

processing into the ACC database and the Defense Fuels Automated Management System for 

customer billing. 

4.2.7.  In the event that a vendor provides a non-itemized receipt, the aircrew member should 

request a breakout of the charges.  If the vendor refuses to provide one to the aircrew, the 

aircrew member should write “DISPUTED” on the receipt before signing. 

4.3.  In-Flight Refueling. 

4.3.1.  MAJCOMs will develop guidance to ensure that tanker crews complete a DD Form 

791 as accurately as possible for each in-flight fueling mission.  The DD Form 791 must 

contain enough information that the providing unit can bill the correct unit, service, or 

country for the fuel. In-flight issues will not be consolidated.  MAJCOMs will also develop 

guidance to ensure that all aircrews receiving fuel from an in-flight refueling will completely 

record all such transactions on the AF Form 664. 

4.3.2.  Conversion factors for fuel grades issued/jettisoned by tanker aircraft are: 

4.3.2.1.  Grade JP5 6.8 pounds per gallon. 

4.3.2.2.  Grade JP8/Jet A 6.7 pounds per gallon. 

4.3.2.3.  Grade TS1 6.6 pounds per gallon. 

4.3.3.  HQ Air Mobility Command (AMC) is responsible for processing classified in-flight 

refueling transactions. These transactions will be processed only after being verified by HQ 

AMC-TACC/DOOS. 

4.4.  Aircraft Transfers. 

4.4.1.  Maintenance personnel at both the losing and gaining units must inform their 

respective WRDCO of the loss/gain of any aircraft and the effective date of the transfer.  

Gaining maintenance personnel should turn in the old DD Form 1896 to the fuels 

management office and request a new DD Form 1896 with the DODAAC of the gaining unit.  

If the DD Form 1896 cannot be produced locally, the gaining unit must make a request via 

email to descsa.imprinters@dla.mil.  The AIR Card® remains with the aircraft throughout 

the transfer. 

4.4.2.  When aircraft transfer from one unit to another, the Fuels Enterprise System (FES) 

must be updated in order to charge the correct unit for the fuel.  The FES has data feeds from 

the Reliability & Maintainability Information System (REMIS), and from the ACC’s billing 

system.  In order for the billing data in the Business Systems Modernization – Energy (BSM-

E) to be correct, the information in these two systems must also be correct. 

4.4.3.  When transferring an aircraft to a different unit, the gaining unit will perform an 

acceptance inspection and update either IMDS or G081, depending upon the MDS of the 

aircraft.  Both of these systems update the Reliability & Maintainability Information System 

mailto:descsa.imprinters@dla.mil.
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(REMIS), which will update the BSM-E with the new aircraft data (e.g. DODAAC, owning 

organization). 

4.4.4.  The WRDCOs of the losing unit will use the AIR Card® website to request that 

applicable AIR Card® be transferred to the gaining unit.  The gaining WRDCO should 

include a Line of Accounting and the appropriate AIR Card® customer number for the 

transferred aircraft. 

4.4.4.1.  Because of technical limitations with the AIR Card® system, any AIR Card® 

transactions that occur before the ACC transfers the aircraft in their system will be the 

financial responsibility of the losing unit, even if the aircraft was transferred in REMIS 

and gaining unit flew the mission. 

4.4.4.2.  In these circumstances, the losing unit should request reimbursement from the 

gaining unit for those transactions. 

4.5.  Depot / New Aircraft. 

4.5.1.  The AIR Card® and the DD Form 1896 will remain on any aircraft departing for 

maintenance depots (to include both DoD and contractor facilities).  Maintenance crews at 

depots will inspect and transfer aircraft in accordance with paragraph 4.4. 

4.5.2.  Aviation fuel purchases for aircraft en route to these facilities will be charged to the 

releasing organization.  Product credited from these aircraft prior to start of depot work will 

be credited to the releasing organization.  Upon release from AFMC depots and contract 

facilities, flyaway sales and sales en route will be charged to the gaining home station. 

4.5.3.  Sales of aviation fuel to new production aircraft enroute to their first USAF 

assignment base will be billed to their gaining home station.  The gaining organization must 

ensure that the correct information is in the BSM-E to pay for any such fuel transactions. 

4.6.  Deployed Aircraft.  While deployed, air crews will follow the same procedures as in 

garrison. 

4.7.  Retiring Aircraft. 

4.7.1.  When retiring an aircraft, the AC or designated aircrew representative will present the 

DD Form 1896 and the AIR Card® to the representative of the 309th Aerospace 

Maintenance and Regeneration Group (AMARG). 

4.7.2.  The AMARG representative will photocopy the front side of the DD Form 1896 and 

of the AIR Card® into the appropriate box on the termination form (see attachment 2). 

4.7.3.  The AC/designated representative will sign the form indicating that the DD Form 

1896 and the AIR Card® have been turned over to the AMARG representative. 

4.7.4.  The AMARG representative will destroy the DD Form 1896 and the AIR Card®, then 

print and sign his name.  Once the form is complete, the AMARG representative will fax a 

copy to the WRDCO identified on the termination form, provide a copy to the aircrew, and 

keep one with the aircraft records. 

4.7.5.  The WRDCO will ensure that the crew ferrying the aircraft to AMARG turns the AIR 

Card® in and returns a copy of the termination form, regardless of whether the crew is 

military, government civilian, or contractor. 
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4.7.6.  If the AIR Card® has a different serial number than the aircraft, the AMARG 

representative will return it to the aircrew.  The representative will annotate in the space 

reserved for the AIR Card® photocopy that the aircrew did not arrive with the correct card, 

then provide the aircrew a copy of the form, fax a copy to the WRDCO identified on the 

termination form, and file a copy of the form with the aircraft records. 
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Chapter 5 

THE AIR CARD® PROGRAM 

5.1.  The AIR Card® Program.  The U.S. Government AIR Card® is a co-branded commercial 

purchase card that aircrews use to obtain fuel, fuel related supplies, and ground services at 

military facilities, DLA Energy Into-plane contract sites or noncontract locations.  Vendors can 

electronically swipe the AIR Card®, make a mechanical imprint, or hand-scribe it onto a 

commercial delivery ticket or a DD Form 1898.  The AIR Card® is the only charge card which 

USAF personnel are authorized to use to purchase aviation fuel, fuel related supplies and ground 

services for USAF-owned aircraft.  Its use is mandatory at all DLA Energy Into-Plane contract 

locations that accept the AIR Card® and optional at DoD installations.  AIR Cards® are 

assigned to aircraft, not individuals.  Each AIR Card® must remain with the aircraft whose tail 

number is embossed upon it.  Only USAF military and civilian personnel are authorized users of 

the AIR Card®. 

5.2.  AIR Card® Program Hierarchy. 

5.2.1.  Level 1:  DoD.  DLA Energy is the overall program manager for the US Government 

AIR Card®. 

5.2.2.  Level 2:  HQ USAF.  Headquarters, Air Force, is the USAF Component Program 

Manager for the AIR Card®. 

5.2.3.  Level 3:  MAJCOM.  Each MAJCOM establishes an APC to oversee the wing AIR 

Card® programs within that MAJCOM. 

5.2.4.  Level 4:  Wing.  Each wing CC appoints a WRDCO to oversee the AIR Card® 

program for the wing. 

5.3.  Opening New Accounts and Closing Active Accounts.  To open a new AIR Card® 

account, the WRDCO will download the Accountable Official enrollment package from the US 

Government AIR Card® Program page 

(http://www.desc.dla.mil/DCM/DCMPage.asp?PageID=225) at the DLA Energy website 

(https://www.desc.dla.mil/) and complete it according to the included instructions.  The direct 

link for the package is:  

http://www.desc.dla.mil/DCM/Files/AO_Enrollment_Package_06092010.pdf .  To close an 

active account, the outstanding balance on all associated cards must be zero.  The WRDCO can 

then request that the ACC terminate the account. 

5.4.  Authorized Products and Services.  AIR Card® users may purchase fuel products and 

related ground services in direct support of the aircraft and/or the mission.  The AIR Card® will 

not be used purchase any goods or services for which the travel card is authorized (e.g. aircrew 

transportation to/from the terminal and lodging facilities); the travel card must be used for such 

purchases.  See Attachment 5 for the complete list of approved purchases. 

5.4.1.  In extenuating circumstances, the AIR Card® may be used to purchase meals, 

lodging, and transportation for passengers on AMC missions.  The situation must meet all of 

the following conditions: 

http://www.desc.dla.mil/DCM/DCMPage.asp?PageID=225
https://www.desc.dla.mil/
http://www.desc.dla.mil/DCM/Files/AO_Enrollment_Package_06092010.pdf
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5.4.1.1.  The passengers must be in group travel status (on group travel orders and not 

getting per diem). 

5.4.1.2.  The mission must be funded by the TWCF. 

5.4.1.3.  The passengers must be subject to an unscheduled stop or layover.  (Refer to 

MDS-specific Operations Procedures for additional guidance to determine when aircrews 

may procure provisions for passengers) 

5.4.2.  The AIR Card® is authorized for purchasing fuel at an aircraft’s home station in lieu 

of the DD Form 1896.  When a unit shares facilities with a commercial airport, the unit may 

use the AIR Card® to purchase both fuel and ground services for its aircraft, provided that 

the ACC has an AIR Card® agreement in place with the Vendor. 

5.5.  Unauthorized Use of the AIR Card®.  WRDCOs will exercise due diligence in managing 

AIR Card® cards issued to their unit.  Purchases made using the AIR Card® at DLA Energy 

Into-Plane contract sites and commercial locations must comply with Executive Order 12731 and 

the DOD Charge Card Guidebook Appendix G, "Unique Business Rules for AIR Card 

Programs," 20 Jan 06.  Misuse of the AIR Card® includes any use at establishments or for 

purposes that are inconsistent with DoD Official Business or applicable governing regulations.  

Misuse includes the illegal acceptance of gratuities.  Transactions for aircrew meals, food, 

beverages, and alcohol are strictly prohibited.  Do not use the AIR Card® for purchases where 

the government travel card is authorized.  Additionally, aircrews are not authorized to 

accumulate or earn points or rewards that may be commercially offered by merchants for any 

AIR Card® purchases.  WRDCOs, resource advisors, commanders, or other program personnel 

shall immediately investigate and report any suspected card misuse to the appropriate local 

investigative office and CPM.  WRDCOs shall consult the DoD Foreign Clearance Guide for any 

taxes or fees that may be applicable at overseas airport locations.  Executive Order 12731 

prohibits misuse of government positions/resources and violations thereof may result in Uniform 

Code of Military Justice (UCMJ) or civilian agency disciplinary action. 

5.6.  Accounts Payable. 

5.6.1.  The Prompt Payment Act requires the U.S. Government to pay its debts to commercial 

vendors within 30 days of the date of the invoice or incur interest charges.  Therefore, units 

should make every effort possible to pay AIR Card® invoices within 30 days.  If the unit 

needs copies of transaction receipts in order to verify the charges on an invoice, it can request 

copies of those receipts from the ACC. 

5.6.2.  The processes for billing and payment are different for fuel and ground services. The 

ACC passes fuel bills from vendors on an Into-Plane contract directly to DLA Energy for 

payment. The ACC pays noncontract fuel vendors and then bills DLA Energy.  DLA Energy 

certifies that appropriated funds are available for payment, transmits the billing data to the 

DFAS for payment, and enters fuel-billing information into the FES. 

5.6.3.  DFAS uses the Military Standard Billing System (MILSBILLS) to bill the Air Force 

for the fuel.  Units whose fuel is paid through TWCF are billed directly.  All other units have 

their fuel purchases paid by CAM.  For ground services, the ACC bills the Air Force unit that 

received the service. The WRDCO compares the charges with receipts, and the certifying 

official certifies that the charges are correct and forwards the bill to DFAS for payment. 

DFAS then pays the bill.  The ACC separates fuel purchases from non-fuel purchases on AIR 
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Card® invoices.  For the fuel portions, DLA Energy San Antonio acts as the certifying 

office, and DFAS uses the MILSBILLS process to make payments.  For the non-fuel 

portions, each incurring unit is the certifying office, and the appropriate DFAS office for the 

unit is the paying office.  Individual units should continue processing the non-fuel portion of 

their invoice from the fuel card contractor through their established channels. 

5.6.4.  Units will use a MORD to fund non-fuel charges.  Invoices for ground services will be 

paid in full, unless any disputes are noted. 

5.6.5.  Two different DFAS operating sites handle miscellaneous (non-fuel) AIR Card® 

charges for the Air Force. 

5.6.5.1.  The following active and reserve sites will submit payments to DFAS-

Columbus:  Arnold, Dobbins, Schriever, Kirtland, Rome Labs, Hill, Patrick, Warner 

Robins, Peterson, Buckley, Vandenberg, Eglin, Kelly, Brooks, Tinker, Wright Patterson, 

Edwards and Los Angeles.  In addition, the following ANG sites will submit payments to 

DFAS-Columbus:  Mansfield, Fort Wayne, Great Falls, Cheyenne, Buckley, Fresno, 

Channel Island, Salt Lake City, Moffet Field, New Mexico, and Springfield IL, and 

Springfield, OH. 

5.6.5.2.  All other USAF sites will submit payments to DFAS-Limestone. 

5.6.5.3.  Payments to DFAS-Limestone may be faxed to DSN 869-2608 or emailed to 

dfas-li-fpd@dfas.mil. 

5.6.5.4.  Payments to DFAS-Columbus may be faxed to 866-244-2894. 

5.6.6.  The WRDCO will clearly stamp, write or type the following items on page one (or 

page two if there is not enough room on page one)  of the Multi-Services Invoice: 

5.6.6.1.  “ Received on” and the date the invoice was physically received. 

5.6.6.2.  “Accepted on” and the date the invoice was accepted as accurate (charges have 

been validated).  This may be combined with the above in a single statement (e.g. 

“Received and accepted on:”). 

5.6.6.3.  The Accepting Official’s name, office symbol, address, and phone number. 

5.6.6.4.  The Standard Document Number(s) (SDN) from the MORD(s) used for 

payment.  If using more than one MORD to pay the invoice, indicate the amount to pay 

from each SDN. 

5.6.6.5.  The amount requested for payment (“AMOUNT PAID”). 

5.6.6.6.  If the amount paid is less than the amount due, the reason(s) why. 

5.6.7.  The WRDCO will sign the invoice.     Note:  Do not over-write, black out, or use 

white-out to make corrections.  Use a single line through the original data so it may still be 

read and initial the change. 

5.6.8.  The WRDCO will provide the finance office the following pages of the invoice;  the 

finance office will fax these pages to DFAS. 

5.6.8.1.  Page one. 

mailto:dfas-li-fpd@dfas.mil.
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5.6.8.2.  The page that includes the items above in paragraphs 5.6.5. and 5.6.6. if they are 

not on page one. 

5.6.8.3.  Any additional pages that include a portion of the “Current Invoice Purchase 

Summary,” composed of the following sections:  Contract Fuel Purchase Volume, Non-

Contract Fuel Purchase Volume, and Non-Contract Ground Services Summary. 

5.6.8.4.  Each page that includes itemized lists of charges (“Transaction Details”). 

5.7.  Disputes.  When an AIR Card® invoice includes charges that the WRDCO believes are 

errant, then the WRDCO should open a dispute with the ACC concerning those transactions.  

However, the WRDCO should also process for payment the portion of the invoice not in dispute.  

If a unit receives a past-due notice but did not receive the original invoice in question, then the 

unit should request a copy of the invoice in question from the ACC for resolution.  Use the 

following procedures to correct transaction discrepancies prior to billing and to formally dispute 

erroneously billed purchases in accordance with Defense Energy Support Center Policy (DESC-

P-13), Government Fuel Card (GFC) Program Dispute Processes, 27 May 2010. 

5.7.1.  Corrective Actions at Time of Delivery.  The AIR Card® user shall take the following 

actions when discrepancies occur during a purchase transaction: 

5.7.1.1.  Attempt to resolve the discrepancy with the FBO whenever possible. 

Additionally, the cardholder shall notify the WRDCO of the discrepancy and advise 

whether the FBO corrected the discrepancy. 

5.7.1.2.  If the FBO resolves the discrepancy at time of delivery, the WRDCO shall 

review and verify that only valid charges appear on the bill/invoice upon receipt. 

5.7.1.3.  If the discrepancy is not resolved at the time of delivery, the WRDCO shall 

immediately notify the ACC and shall request error correction prior to billing. The 

WRDCO shall provide the following information with the notification. 

5.7.1.3.1.  The invoice number. 

5.7.1.3.2.  The customer account number. 

5.7.1.3.3.  The transaction date (e.g. date of fuel purchase). 

5.7.1.3.4.  An explanation of the disputed charge/billing. 

5.7.1.3.5.  The purchasing aircraft MDS or Type Mission Series (TMS) and the 

aircraft tail number or Bureau Number (BUNO) number. 

5.7.1.4.  In all instances, upon receiving the invoice/bill, the WRDCO shall verify the 

validity of all charges. The WRDCO shall initiate a formal dispute if billed charges are 

incorrect. 

5.7.2.  AIR Card® Fuel Charge Formal Disputes.  The WRDCO shall submit the minimum 

information in paragraph 5.7.1 to the DLA Energy Help Desk to negotiate AIR Card® billing 

disputes. In addition, the WRDCO shall also provide a copy of the invoice with the invalid 

transaction(s) clearly identified. For tracking purposes, WRDCOs shall direct all 

questionable fuel card charges to the DLA Energy Help Desk at 1-800-446-4950/DSN 697-

6733/36/37/38 or by email at bsme.helpdesk@dla.mil. The DLA Energy Help Desk will 

mailto:bsme.helpdesk@dla.mil.
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coordinate with the DLA Energy Fuel Card Program Office Account Managers to determine 

appropriate points of contact and corrective action. 

5.7.2.1.  Duplicate Billing of Fuel Purchase.  Upon receipt of Help Desk notification and 

required billing information, DLA Energy shall coordinate with the ACC and CPM to 

review transaction details and confirm duplicate billing has occurred. When appropriate, 

DLA Energy and the ACC shall correct billing discrepancies with credit/debit 

transactions processed to BSM-E. This applies to both contract and non-contract 

locations. 

5.7.2.2.  Erroneous Billing Due To Aircraft Transfers.  If the WRDCO of the gaining unit 

notified DLA Energy of the transfer before the charges, follow the Help Desk procedures 

above.  Otherwise, see paragraphs 4.4.4.1 and 4.4.4.2. 

5.7.2.3.  Incorrect Invoice Data/Information.  An invoice may occasionally cite an 

incorrect card number, quantity, organization, or related data. When this occurs, DLA 

Energy shall review the transaction data processed by the ACC and request a copy of the 

merchant invoice. DLA Energy will request the ACC provide a corrected invoice/bill 

upon validation of a customer dispute. 

5.8.  Disciplinary Guidance.  The AIR Card® is for official Government business only.  

Improper, fraudulent, abusive or negligent use of the AIR Card® is strictly prohibited and will 

not be tolerated. 

5.8.1.  Specific examples of misuse of AIR Card®  include, but are not limited to, the 

following: 

5.8.1.1.  Any AIR Card® transaction by an unauthorized user. 

5.8.1.2.  AIR Card® fuel and ground service charges billed for a date when and/or at a 

location where the aircraft was not deployed. 

5.8.1.3.  AIR Card® transactions for fuel quantities in excess of what was actually 

serviced to the aircraft. 

5.8.1.4.  AIR Card® transactions for fuel quantities that exceed the aircraft capacity. 

5.8.1.5.  AIR Card® transactions for unauthorized fuel products and ground services. 

5.8.1.6.  Duplicate billings for identical fuel products and/or ground services to an 

aircraft. 

5.8.1.7.  Acceptance by any personnel of illegal gratuities from merchants. 

5.8.1.8.  Any AIR Card® transaction not performed as official DoD business. 

 

BURTON M. FIELD, Lt Gen, USAF 

DCS, Operations, Plans & Requirements 
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Attachment 1 
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AF Form 664, Aircraft Fuels Documentation Log 
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DD Form 577, Appointment/Termination Record – Authorized Signature 

DD Form 791, In-Flight Issue Log 

DD Form 1896, DoD Fuel Identaplate 

DD Form 1898, Energy Sales Slip 
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Abbreviations and Acronyms 

AC—Aircraft Commander 

ACC—AIR Card® Contractor 

ADSN—Accounting and Disbursement Station Number 

AFLO—Air Force Liaison Office 

AIR Card®—Aviation Into-Plane Reimbursement Card 

AMARG—309th Aerospace Maintenance and Regeneration Group 

AO—Accountable Official 

BSM-E—Business System Modernization – Energy 

CAM—Centralized Asset Management 

CAMS—Core Automated Maintenance System 

CO—Certifying Official 

DBA—Direct Billing Agreement 

DLA Energy—Defense Logistics Agency Energy 

DFAS—Defense Finance & Accounting Service 

DFAS-CO—Defense Finance and Accounting Service - Columbus Center 

DFAS-LI—Defense Finance and Accounting Service - Limestone Center 

DLA—Defense Logistics Agency 

DoD—Department of Defense 

DODAAC—Department of Defense Activity Address Code 

FAR—Federal Acquisition Regulation 

FCB—Flight Crew Bulletin 

FEA—Fuel Exchange Agreement 

FES—Fuels Enterprise System 

FSO—Financial Services Office 

GO81—CAMS for Mobility 

HAF—Headquarters, U.S. Air Force 

IMDS—Integrated Maintenance Database System 

LOA—Line of Accounting 

MAJCOM—Major Command 

MDS—Mission, Design, Series 

METEO—Meteorology 
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MILSBILLS—Military Standard Billing System 

MSC—Multi-Services Corporation 

NATO—North Atlantic Treaty Organization 

OBA—Offset Billing Agreements 

PIC—Pilot in Command 

REMIS—Reliability and Maintainability Information System 

RDCO—Refueling Document Control Officer 

STANAG—Standardization Agreement 

TACC—Tanker Airlift Control Center 

TWCF—Transportation Working Capital Fund 

WRDCO—Wing Refueling Document Control Officer 

WX—Weather 

Terms 

Accountable Official—The Accountable Official provides source information or data to a 

Certifying Official to support the certification of payment vouchers and documents for vendor 

payment.  They are financially liable for erroneous payments resulting from their negligent 

actions.  The unit WRDCO serves as the Accountable Official for the AIR Card®. 

Aviation Into-Plane Reimbursement Card—A centrally billed, government charge card used 

by Federal agencies, state and local law enforcement agencies, and foreign governments as a 

means to procure aviation fuel and related ground services. 

Business System Modernization-Energy and the Fuels Enterprise System—The BSM-E is a 

vertically integrated automated information system consisting of base-level components and 

enterprise-level systems providing visibility of bulk fuel assets and fuel transactions to the 

Services and DLA Energy. 

Card user—The legal agent using the charge card to buy goods and services in support of 

official government business. The card user holds the primary responsibility for the card’s proper 

use.  Card users consist of pilots, flight commanders, aircraft commanders, loadmasters and crew 

chiefs who are all authorized to procure aviation fuel, fueling related services and ground 

services for Government-owned aircraft. 

Certifying Officials—Certifying Officials are the primary focal point for receipt of invoices and 

obligation of funds; they are responsible for the existence, accuracy, and legality of information 

on a voucher.  DLA Energy is the Certifying Official for all fuel purchases, and unit Certifying 

Officials handle all non-fuel charges. 

Delinquency/delinquent account—A charge card account balance that is unpaid for more than 

61 days past the statement date. 

Fraud.—Any felonious act of corruption or attempting to cheat the government or corrupt the 

government's agents. For the purposes of this Instruction, use of the AIR Card® to transact 

business that is not sanctioned, not authorized, not in one’s official government capacity, not for 
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the purpose for which the card was issued, and not as a part of official government business, are 

instances of fraud. This list is not intended to be all inclusive. 

Fuels Enterprise System—The FES is a web-based environment that collects, routes, and 

reports fuel transactions among bases, contractors, DLA Energy, DFAS and other entities.  Most 

AIR Card® fuel purchases are passed to FES by the ACC.  Transactions are rolled up by 

DODAAC/sub-account, are assigned a document number, and have a standard price applied for 

inter-fund billing.  The information is then passed to DFAS.  The FES is also called the “Purple 

Hub.” 

Interfund Bill—A bill processed under the interfund billing system.  These bills are not only 

“bills” but notices to the billed office that funds have been disbursed and the bills “paid.” 

Interfund Billing System—An automated billing and fund transfer system used by DFAS. 

Into-Plane Contracts-—Aviation fuel contracts negotiated by the DLA Energy at commercial 

locations guaranteeing a standard price. 

Military Standard Billing System—The procedures, formats, and other business rules 

contained in DoD 4000.25-7-M l are referred to collectively as the Military Standard Billing 

System (MILSBILLS).  It provides the data elements, codes, standard procedures, and formats to 

be used for billing and related adjustments and collections for sales of materiel and related 

services. It also provides standards, procedures, and formats prescribed for the Interfund Billing 

System. 

Misuse—Use of the AIR Card® for anything other than its official purpose. 

Purple Hub—See BSM-E/FES. 

Split Billing—Split billing is a means of centrally billing DLA Energy for fuel purchases and the 

home station for non-fuel items. 

Transportation Working Capital Fund—A revolving fund that allows prompt payment for 

aviation fuel purchases for DoD aircraft and is reimbursed by using organization flying-hour 

programs. 
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Attachment 2 

AIR CARD® TERMINATION FORM 

Figure A2.1.  AF Form 665, AIR Card® Termination Form. 

Date (dd mmm yy):  

Owning Unit:  

WRDCO name:  

WRDCO email:  

WRDCO duty phone:  Fax:  

Base:  DODAAC:  

MAJCOM (circle one): 

ACC   AETC   AFGSC   AFMC   AFRC   AFSOC   AFSPC   AMC   ANG   PACAF   USAFE 

Aircraft MDS:  8-digit Tail Number:  

AIR Card® number:  

AMARG representative who destroyed AIR Card® and DD Form 1896, DoD Fuel Identaplate, 

and sent form to WRDCO: 

 

Name:______________________________  Signature:________________________________ 

 

Aircraft Commander/aircrew representative who surrendered AIR Card® and DD Form 1896, 

DoD Fuel Identaplate, to AMARG representative: 

 

Name:______________________________  Signature:________________________________ 

 

Photocopy front side of AIR Card® in this block before card is destroyed and form is submitted 

to WRDCO. 

Photocopy front side of DD Form 1896, DoD Fuel Identaplate, in this block before card is 

destroyed and form is submitted to WRDCO. 
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Attachment 3 

INSTRUCTIONS FOR COMPLETING STANDARD FORM 44 

A3.1.  The SF 44 is a controlled form available through the Federal Supply Service using stock 

number 7540-01-152-8068.  Users may contact Federal Supply customer assistance at 800-525-

8027 to order the forms.  (See Figure A3.1. for an example.)  Aircrews must use one SF 44 for 

aviation fuel and a different SF 44 for ground services (different billing addresses).  Mandatory 

Data requirements for fuel purchases using the SF 44 are as follows: 

A3.1.1.  Date of Order Block.  Enter the date of purchase. 

A3.1.2.  Order Number Block.  Leave blank if for fuel purchase only. (Units are no longer 

required to provide a Requisition/Transaction Document number since a MILSTRIP 

Document Number will be assigned by the FES using the following construct:  Customer 

DODAAC + Julian date + FA + 2 Alpha/Numeric character sequence number, (e.g., 

FP44184145FA01).  For non-fuel product and services enter appropriate Document Serial 

Number for purchaser’s unit. 

A3.1.3.  Print Name and Address of Seller Block.  Print fuel vendor’s name and address. 

A3.1.4.  Furnish Supplies or Services To Block.  Print the Wing/Squadron/Unit name and 

complete mailing address.  Note:  Information may be pre-printed on forms by the units. 

A3.1.5.  Supplies and Services Column.  Enter an itemized list of fuel or other authorized 

services/products purchased.  Indicate the grade of the fuel purchased (such as, Jet A-1 with 

Fuel System Icing Inhibitor, Jet A without additives, Jet B, and so forth).  Document fuel 

purchases on a separate SF 44 from ground services and other authorized products. 

A3.1.6.  Quantity Column.  Enter the quantity of each itemized purchase item.  For fuel also 

enter the unit of issue (for example, U.S. Gallons or Liters). 

A3.1.7.  Unit Price Column.  Unit price for each itemized purchase item and type currency 

(for example, U.S. dollar, Euro, Lira). 

A3.1.8.  Amount Column.  Total cost for each itemized purchase item and type currency (for 

example, U.S. dollar, Euro, Lira). 

A3.1.9.  Agency Name and Billing Address.  Document fuel purchases on a separate SF 44 

from ground services and other authorized products. 

A3.1.9.1.  For ground services and authorized non-fuel items, enter the name and address 

for the purchaser’s billing/paying office. 

A3.1.9.2.  For Fuel Purchases only, enter the following address: 

Retail Management Division, Financial Operations (DLA Energy-RR) 

1014 Billy Mitchell Blvd. 

San Antonio, TX 78226-1859 

A3.1.10.  Total Block.  Enter the total purchase cost and currency type (for example, U.S. 

dollars, EURO, Lira). 

A3.1.11.  Discount Terms Block.  Leave blank. To be completed by paying office. 
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A3.1.12.  Date Invoice Received Blocks.  Leave blank. To be completed by paying office. 

A3.1.13.  Ordered By Block.  Signature of crew member acknowledging receipt of products 

and/or services. 

A3.1.14.  Purpose and Accounting Data Block.  Enter the following purchaser line-of-

accounting data. 

A3.1.14.1.  DODAAC of purchasing organization; 

A3.1.14.1.1.  Sub-Account Code:  Account Processing Code (Army); TEC (DoN); 

Org Code (AF); 

A3.1.14.1.2.  Aircraft Type (TMS or MDS) and tail number for AF and Army, or 

BUNO for DoN; 

A3.1.14.1.3.  Fund Code and Signal Code; and 

A3.1.14.1.4.  Supplemental DODAAC if other than Signal Code A is used (Identifies 

Bill-to Activity). 

A3.1.15.  Received By Block.  Printed name of aircrew member receiving the product or 

service. 

A3.1.16.  Title Block.  Title of aircrew member receiving the product or service. 

A3.1.17.  Date Block.  Date of signature/purchase. 

A3.1.18.  Seller Section, Payment Received.  To be completed by the merchant. 

A3.1.18.1.  If cash payment, ensure the SF 44 indicates the total cash paid/received in the 

appropriate block. 

A3.1.18.2.  Merchant representative must sign and date the SF 44. 

A3.1.19.  Certifying Officer Blocks.  To be completed by office processing the invoice. 

(a)   DLA Energy-RR shall certify and complete this section for all fuel items, and 

forward the invoice to DFAS-CO for payment to the merchant. 

(b)  The purchasing organization or their paying office shall certify and complete this 

section for non-fuel services and products. 

A3.1.20.  Paid By/Date Paid/Voucher No Blocks.  To be completed by office making 

payment to the merchant. 

A3.1.20.1.  These blocks will be completed by DFAS-CO when the item is a fuel item. 

A3.1.20.2.  The purchasing organization paying office shall complete this section of the 

form for non-fuel services and product. 
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Figure A3.1.  SF 44 Example. 
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Attachment 4 

PROCEDURES FOR CASH PAYMENTS FOR AVIATION FUEL 

A4.1.  Cash fuel purchases are only authorized when either the DoD 4500.54-G, “DOD Foreign 

Clearance Guide” requires cash payment or when refueling operators outside the United States 

and U. S. Territories refuse U.S. Government AIR Card® and/or SF 44 invoicing processes. 

A4.2.  Aircrews required to pay cash for aviation fuel purchases shall employ the following 

procedures. These procedures do not apply to non-fuel products or services. 

A4.3.  Prior to departure from home station, the aircrew shall obtain cash from the supporting 

DoD finance office in accordance with service-specific guidance. Cash advances shall be 

accounted for and resolved in accordance with service-specific guidance. 

A4.4.  Aircrews shall complete the SF 44 and obtain the required annotations from the merchant 

on the SF 44 according to the instructions provided in Attachment 3.  Aircrews will put the 

signed SF 44 in the AF Form 664. 

A4.5.  Commanders may request reimbursement for fuel purchases from DLA Energy via 

written request.  Reimbursement requests shall not be approved unless sufficient supporting 

documentation is provided. 

A4.6.  Approved DLA Energy reimbursement actions will be provided to DFAS-CO with the 

appropriate documentation for processing. DFAS-CO shall reimburse the applicable DoD 

finance office from the Defense Working Capital Fund. 

A4.7.  DFAS-CO shall process the reimbursement and provide DLA Energy copies of the 

completed SF 44 and the supporting documentation for the reimbursement. 

A4.8.  DLA Energy shall provide a copy of the completed SF 44 to the fuel customer advising 

that the reimbursement action is completed. 

A4.9.  DLA Energy shall process the purchase and subsequent sale transactions into the DLA 

Energy system of record. Completion of this processing formally acknowledges the purchase and 

sale of product by DoD which results in the end-use customer being billed at the DoD Local 

Purchase Standard Price for non-contract commercial purchases. 
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Attachment 5 

GROUND SERVICE CHARGES ON AIR CARD® INVOICES 

Figure A5.1.  Acceptable AIR Card® Ground Service Charges. 

Authorized 

Service 
Ground Service Charge Description 

Acceptable 

Terminology 

ABO Aviator 

Breathing 

Oxygen 

O2 for pressurized aircraft 
Liquid Oxygen, 

LOX, O2 

Air Start External engine start  

Aircraft Cleaning   
Aircraft Fleet 

Service 

Aircraft Rental     

Aircraft Towing   Tow Bar 

Airport Fee   

Airport Tax 
Tax imposed by airport authority – occurs at 

OCONUS locations 
 

APU 

Auxiliary Power Unit or Ground Power Unit (GPU) - 

used when aircraft needs power but does not want to 

use own batteries and or fuel.  

ACU, GPU, 

Generator, Power 

Cart 

Baggage Fee  
Baggage Service, 

Luggage 

Callout Fees 
Overtime fees - charged when personnel are called out 

to the airfield after normal business hours 
  

Canadian Excise 

Tax 
    

Cargo Loading/ 

Unloading 
Services charged to load and/or unload any cargo 

Portor, Conveyor 

Belt, Loader, 

Loading 

Equipment, 

Paymover, MDL 

(Main Deck 

Loader), Tractor, 

Airbridge 

Catering 
Catering for passenger flights only (i.e., food and non-

alcoholic beverages for non per diem passengers only) 
 

Chocks Used to keep aircraft from rolling on the ramp  

CI Corrosion 

Inhibitor 
    

Communications 

Forms of communications that are authorized for use:  

sita, phone, fax, internet.  **Cell phones WILL NOT 

be purchased** 

Sita, Phone, Fax, 

Internet 

Compulsory 

Storage Fee 
Contract CLIN - used on contract transactions only   
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Concession Fee 

An airport fee or airport concession fee is a recovery 

fee.  The airport charges the car rental company a 

certain percentage of each rental, for the right to 

operate on or near the airport.  This fee is collected by 

the car rental company and paid to the airport.  ONLY 

AUTHORIZED WHEN SECURITY FORCES 

REQUIRE RENTAL VEHICLE. 

 

Crane Truck Used for cargo  

Crew 

Transportation 

Crew transportation to the airport terminal ONLY.  

Transportation services (i.e., taxi, car rental, bus, etc) 

outside of the terminal are not authorized.  

Ramp 

Transportation 

Customs 
OCONUS locations when crew need to put paper 

work or visas through customs and immigration. 

Immigration, Visa, 

Port Health 

De-fuel 

FBO removes fuel from aircraft for a number of 

reasons including maintenance. Can be a credit if the 

FBO "buys" the fuel from the aircraft and can also be 

a charge for the service of defueling 

  

De-icing Glycol used to de-ice a plane   

Dispatch Communication between ground crew and pilot  

Disposal Fee 
Used when items need to be disposed of such as 

spilled fuel 
  

Dolly Used for cargo  

Energy Duty     

Facility Fee Charged for use of airport facility    

Fire Truck   
Fire Car, Fire 

Brigade 

Flight 

Cancellation 

A pre-arranged flight cancellation charge when fuel 

and/or services were already obtained by the merchant 
 

Flight Planning / 

Weather 
  

Flight Tracking, 

METEO 

Flowage Fee     

Follow Me 
Small Cart with the words “Follow Me” directing the 

pilot to the ramp, taxiway, or back to runway. 

Leading, Aircraft 

guidance 

Fork Lift Used for cargo  

Fumigation 
When customs is required to fumigate aircraft in 

certain countries and locations. 
 

Government 

Thru-put Fee 
Contract CLIN - used on contract transactions only   

Harmonized 

Sales Tax 
Canadian Tax charged on all invoices.    

High Loader Used for cargo  

Hook Up Fee   

Hydrant Fee Contract CLIN - used on contract transactions only   

Hydraulic Fluid     

Ice    
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Into-Bladder 

Delivery Fee 
Contract CLIN - used on contract transactions only   

Into-Plane Fee Contract CLIN - used on contract transactions only   

Into-truck/Into-

bladder fees 
Contract CLIN - used on contract transactions only   

Ladder Fee  Stairs, Steps 

Lavatory 

Services 
  

Latrine, Toilet, 

Toilet Cart, Water 

Service 

Lighting 
Charge for when the landing lights must be turned on 

– usually after normal airport hours 
 

Maintenance Aircraft maintenance Maintenance Labor 

Marshaling 
Charge for line service crew who manually direct the 

aircraft to a designated location 
 

Mineral Oil Tax     

Monthly Use Fee Contract CLIN - used on contract transactions only   

Nitrogen 

Used in landing gear.  Sometimes comes with 

maintenance fee due to the fact that an A&P tech must 

perform the service. 

 

Noise Tax Fee charged by the airport authority for aircraft noise   

Oil     

Overtime Fee 
Fee charged when personnel are needed after normal 

business hours. 

Peak Charges, 

Holiday Charges, 

Weekend Charges 

Parking Fee 
Fee charged to park aircraft at airport - typically for 

several hours or overnight. 

Reposition Aircraft, 

RON Fee, 

Overnight, 

Mooring, Stayover, 

Ramp Parking 

Passenger Fee 
Typically OCONUS.  Fees charged by airport 

authority based on the number of passengers aboard. 
PAX fee 

Passenger 

Handling 

Fees charged for FBO to handle any paperwork and/or 

luggage for the passengers 

PAX Handling.  

PRM (Passenger of 

Reduced Mobility) 

Passenger 

Provisions 

Must be approved prior to invoicing – food and 

lodging for non per diem passengers ONLY.  (For 

emergency use only) 

 

Passenger Tax 
Typically OCONUS.  Taxes charged by airport 

authority based on the number of passengers aboard 
  

Pilot Supplies Charts, sectionals, IFR Maps, approach plates.   

Potable Water 
Drinking water or water for lavatory sinks for hand 

washing purposes. 

Drinking Water, 

Palletized Water 

Preheat 
Used when very icy, or to heat up the aircraft before 

flight. 
Heater 
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Push Back 

Fee charged to push the aircraft back into a hanger, to 

a different section of the ramp, or back from the 

terminal. 

Nose Car, 

Positioning 

Ramp Fee 
Basic fee that all aircraft pay for use of the ramp. Most 

often charged by the airport authority 
  

Re-service Putting de-fueled fuel back on the aircraft.    

Security 

Communication 
Security staff cell phone usage   

Security Force 

Vehicle Rental 

Renamed from car rental.  This charge is used when 

security forces guarding an aircraft use the vehicle as a 

shed 

 

Security Services 
Fee charged for security personnel to safeguard the 

government aircraft.  
  

Slot Time & 

Fees 

Fee charged for slot time, typically only at OCONUS 

high volume airports. 
  

Spill Clean Up 

Fee 
  

State Tax     

Storage Fee Fuel storage fee    

Take Off Fees 
Fees charged by the airport authority for runway and 

taxiway use.  Typically based upon aircraft weight. 
  

Tax/Fee/Duty Contract CLIN - used on contract transactions only   

Terminal 

Operations Fee 
  

Operations, 

Terminal Fee, 

Flight Service 

Tie Down 
Securing Aircraft to Ramp for a period of time, 

usually overnight. 
  

Touch and Go 
Type of landing charge when aircraft land and 

immediately take off again – usually training exercise. 
 

Trash Removal   

Garbage, Garbage 

Removal, Litter 

Service 

Turnover Tax     

VAT Value Added Tax   

Vendor Admin 

Fee 

Fee charged to arrange services at an airport.  

Merchants arrange services at an airport with various 

local venders.  These vendors often require payment in 

advance or accept only cash payment.  The 

coordinating vendor will pay the local venders in 

advance for the services and bill the customer's AIR 

Card®.  This allows pilots to avoid paying cash.    

Third Party Charge, 

Agent Fee, Aircraft 

Service Fee, 

Arrangement Fee, 

Coordination Fee, 

Administration Fee, 

Aircraft Handling 

Service Charge 
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Attachment 6 

HIERARCHY CHECKLISTS 

Table A6.1.  Hierarchy Level 2 Checklist. 

Is the CPM knowledgeable of the policies and procedures regulating the Fuel Card Programs?  

(DoD FMR 7000.14-R; Appendix B OMB Cir A-123 Attachment 3, Establishing Management 

Controls; DoD Government Charge Card Guide Book Appendix G, Unique Business Rules for 

AIR Card Programs) 

Has the CPM developed supplemental Fuel Card guidance and training for the Fuel Card 

Programs?  How often is the guidance and training updated/revised?  

Does the CPM take adequate measures to ensure all regulated and supplemental guidance is 

disseminated throughout the hierarchy levels?  How?   

Does the CPM maintain all policies and Fuel Card Program material in a centralized location? 

(for regular use as well as successor)  

Does the CPM ensure training requirements are thereafter completed at a minimum of every 3 

years?  How?   

Does the CPM ensure copies of training certificates are maintained as required?   

Does the CPM monitor account delinquency?  How often?  What procedures are in place to do 

so?  What action is taken on delinquent accounts?   

In events of account delinquency, does the CPM perform data analysis to identify possible 

trends or misuse in delinquency?   

Does the CPM have adequate guidance in place to monitor for suspicious or fraudulent 

activity?   

Does the CPM communicate with and assist the Government Fuel Card Program Management 

Office to develop, monitor and resolve issues of mutual interest?  Including but not limited to:  

Notification when there is investigation for misuse or abuse of the Fuel Cards? 

Providing copies of all Service specific supplemental guidance and training? 

Develop and submit recommended program or system changes with justification, 

requirements and impact statements? 

Assist with routine matters as it relates to program execution? 

Does the CPM have Service specific guidance on how accounts will be established and 

approved?  

Does the CPM have a list of standard reports for distribution throughout hierarchy levels?  

Does the CPM conduct reviews at the hierarchy 3 levels?  

Is there a predetermined review schedule: 

Does the CPM perform unannounced reviews of the hierarchy 3 level? 
Does the CPM ensure all hierarchy levels maintain access to and knowledge of applicable fuel 

card systems?  

Table A6.2.  Hierarchy Level 3 Checklist. 

Is the APC knowledgeable of the policies and procedures regulating the Fuel Card Programs? 

Has the APC developed supplemental guidance for the Fuel Card Programs?  How often is the 

guidance and training updated/revised?  

Does the APC take adequate measures to ensure all regulated and supplemental guidance is 
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disseminated to the subordinate units?  How? 

Does the APC maintain all guidance and Fuel Card Program material in a centralized location? 

(for regular use as well as successor) 

Does the APC ensure Certifying Officers, Accountable Officials and Card Users are trained 

prior to appointment? 

Does the APC ensure training requirements are thereafter completed at a minimum of every 3 

years?  How?   

Does the APC ensure copies of training certificates are maintained as required?   

Does the APC monitor account delinquency?  How often?  What procedures are in place to do 

so?  What action is taken on delinquent accounts?   

In events of account delinquency, does the APC perform data analysis to identify possible 

trends or misuse in delinquency?  

Does the APC ensure adequate guidance is in place to monitor for suspicious or fraudulent 

activity?   

Does the APC communicate with throughout the hierarchy levels and assist the Government 

Fuel Card Program Management Office to develop, monitor and resolve issues of mutual 

interest?  Including but not limited to:  

Notification when there is investigation for misuse or abuse of the Fuel Cards? 

Providing copies of all Service specific supplemental guidance and training? 

Develop and submit recommended program or system changes with justification, 

requirements and impact statements? 

Assist with routine matters as it relates to program execution? 

Does the APC have Service specific guidance on how accounts will be established and 

approved?  

Does the APC have a list of standard reports for distribution throughout hierarchy levels?  

Does the APC conduct reviews at the hierarchy 4 levels?  

Is there a predetermined review schedule: 

Does the APC perform unannounced reviews of the hierarchy 4 level? 
Does the APC ensure all hierarchy levels maintain access to and knowledge of applicable fuel 

card systems? 

Table A6.3.  Hierarchy Level 4 Checklist. 

Is the WRDCO knowledgeable of the policies and procedures regulating the Fuel Card 

Programs? 

Has the WRDCO established local supplemental program guidance and training?   

Does the WRDCO take adequate measures to ensure all regulated and supplemental guidance 

is disseminated to the card users?  

Has the WRDCO completed all required training (both at DLA Energy level as well as any 

supplemental Air Force/MAJCOM/local training?) 

Does the WRDCO maintain all policies and Fuel Card Program material in a centralized 

location? (for regular use as well as successor) 

Does the WRDCO ensure card user training requirements are completed a minimum of every 3 

years? 

Does the WRDCO ensure copies of training certificates are maintained as required?   

Does the WRDCO communicate with and ensure that card users are aware of their card use 
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responsibilities? 

Does the WRDCO properly maintain records of cards and their use/distribution? 

Does the WRDCO ensure collection and maintenance of all transaction receipts? 

Is the WRDCO aware that he may be held pecuniary liable for any misuse/misappropriation of 

the cards/accounts? 

Does the WRDCO monitor account delinquency?   

In events of account delinquency, does the WRDCO perform data analysis to identify possible 

trends or misuse in delinquency?  

Does the WRDCO have adequate guidance in place to monitor for suspicious or fraudulent 

activity?   

Does the WRDCO communicate with throughout the hierarchy levels and assist the 

Government Fuel Card Program Management Office to develop, monitor and resolve issues of 

mutual interest?  Including but not limited to:  

Notification when there is investigation for misuse or abuse of the Fuel Cards? 

Providing copies of all Service specific supplemental guidance and training? 

Develop and submit recommended program or system changes with justification, 

requirements and impact statements? 

Assist with routine matters as it relates to program execution? 

Does the WRDCO conduct account reviews?  

Is there a predetermined review schedule?  

Does the WRDCO monitor reports either from the upper hierarchy levels or those provided by 

the Card Contractor?  

Does the WRDCO report discrepancies or other issues up the hierarchy levels in a timely 

manner? 

Does the WRDCO follow up/monitor such issues? 
 


