
 

 

BY ORDER OF THE COMMANDER  

 

 

AIR FORCE PERSONNEL CENTER 

INSTRUCTION 10-100 

5 AUGUST 2010 

Operations 

AIR FORCE PERSONNEL CENTER 

OPERATIONS CENTER (AFPC OC) 

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY 

ACCESSIBILITY: Publications and forms are available on the e-publishing website at 
www.e-Publishing.af.mil  for downloading or ordering. 

RELEASABILITY: There are no releasability restrictions on this publication. 

 
OPR:  HQ AFPC/DPW 
 

Certified by: HQ AFPC/DPW  
(Col Paul Ackerley) 

Pages: 40  
 

The purpose of this operating instruction (OI) is to establish and define the composition, 
functions, training requirements, and activation procedures of the Air Force Personnel Center 
Operations Center (AFPC OC).  It implements AFPD 10-2, Readiness, to establish command and 
control structures and provides continuity of command and control in the event of hostile action 
or natural disaster.  This instruction establishes and defines AFPC OC’s responsibility to execute 
AEF sourcing and scheduling policy; provide visibility over deployed AF forces; assess 
readiness and projected reconstitution requirements; and integrate and execute personnel 
operations, Airmen development and meet commanders’ personnel requirements.  Adjustments 
to procedures contained in this instruction that occur between published revisions or interim 
changes thereto will be issued as an AFPC OC Interim Change (AFPC OC IC).  The purpose of 
an AFPC OCIC is to rapidly disseminate changing guidance throughout the AFPC OC.  They are 
approved by the AFPC OC Director (DIR).  A complete listing of current AFPC OCICs can be 
found on the AFPC OC Secret Internet Protocol Router Network (SIPRNET) website:  
https://aef.afpc.randolph.af.smil.mil/default.aspx.  Ensure all records created as a result of 
processes prescribed in this publication are maintained in accordance with AFMAN 33-363, 
Management of Records, and disposed of in accordance with the Air Force Records Disposition 
Schedule (RDS) located at https://www.my.af.mil/afrims/afrims/afrims/rims.cfm 
<https://www.my.af.mil/afrims/afrims/afrims/rims.cfm>.  Refer recommended changes and 
questions about this publication to the Office of Primary Responsibility (OPR) using the AF 
Form 847, Recommendation for Change of Publication, route AF Form 847 to the AFPC 
Publishing Office who in turn will forward to the OPR. 
 
 

                 Certified Current 31 August 2012

http://www.e-publishing.af.mil/
https://aef.afpc.randolph.af.smil.mil/default.aspx
https://www.my.af.mil/afrims/afrims/afrims/rims.cfm
https://www.my.af.mil/afrims/afrims/afrims/rims.cfm


  2  AFPCI10-100  5 AUGUST 2010 

 

Chapter 1—INTRODUCTION    4 

1.1. Introduction.   ...........................................................................................................  4 

Chapter 2—OPERATIONS CENTER MISSION    5 

2.1. Mission.  ..................................................................................................................  5 

Chapter 3—OPERATIONS CENTER OPERATION    6 

3.1. Function.   ................................................................................................................  6 

Figure 3.1. OC Normal Operations.   .........................................................................................  6 

3.2. Normal Operations (Figure 3.   ................................................................................  6 

Figure 3.2. After-duty hours.   ....................................................................................................  8 

3.3. After-duty hours.   ....................................................................................................  8 

Figure 3.3. OC Increased/Surge/Crisis Operations.   .................................................................  9 

3.4. Increased Operations (Partial Recall) (Figure 3.   ....................................................  9 

3.5. Surge/Crisis Operations (Full Recall).   ...................................................................  9 

Chapter 4—OPERATIONS CENTER STAFF    11 

4.1. Staff Responsibilities (Figure 4.   ............................................................................  11 

Figure 4.1. OC Staffing.   ...........................................................................................................  11 

Chapter 5—AFPC DIRECTORATES OPERATIONS CENTER DIRECTORATE 

REPRESENTATIVES (OCDR    15 

5.1. Responsibilities.   .....................................................................................................  15 

Chapter 6—LIAISON OFFICER (LNO)    17 

6.1. Responsibilities.   .....................................................................................................  17 

Chapter 7—PERSONNEL SYSTEMS OPERATIONS CALL CENTER (PSOCC) OPERATIONS 

(DPD)    18 

7.1. Responsibilities.   .....................................................................................................  18 

Chapter 8—FIELD ASSISTANCE CENTER (FAC)    19 

8.1. Responsibilities.   .....................................................................................................  19 

Chapter 9—CASUALTY SERVICES    20 

9.1. Casualty Operations and Augmentee Responsibilities.   .........................................  20 

Chapter 10—INFORMATION MANAGEMENT CLIENT SUPPORT ADMINISTRATION 

((DPWP) AND INFORMATION TECHNOLOGY SUPPORT (DPDOC)    21 

10.1. Information Manager Normal Operations.  .............................................................  21 

10.2. Information Manager After Hours.   ........................................................................  22 



AFPCI10-100  5 AUGUST 2010   3  

 

10.3. Information Manager Increased Operations (Partial Recall).   ................................  22 

10.4. Information Manager Surge/Crisis Operations (Full Recall).   ................................  22 

10.5. Information Technology (IT) Support – Tier 2 and Above.   ..................................  22 

Table 10.1. Systems and Supporting Organizations.   ................................................................  22 

10.6. Information Management Requirements.   ..............................................................  23 

Chapter 11—OCM QUALIFICATION AND TRAINING REQUIREMENTS    24 

11.1. Directors will appoint members for OC duty based on the minimum qualifications listed 
in Table 1.   ..............................................................................................................  24 

11.2. AFPC/DPWO is responsible for OC training.   .......................................................  24 

11.3. Training Schedule.   .................................................................................................  24 

Chapter 12—OPERATIONS CENTER RELOCATION ACTIONS    25 

12.1. Introduction.   ...........................................................................................................  25 

12.2. Relocation Kits.   .....................................................................................................  25 

12.3. Relocation Duties.   ..................................................................................................  25 

Chapter 13—PERSONNEL READINESS CENTER (PRC)    26 

13.1. Normal Operations.   ................................................................................................  26 

13.2. After Duty Hours.   ..................................................................................................  26 

13.3. Increased Operations (Partial Recall).   ...................................................................  26 

13.4. Surge/Crisis Operations (Full Recall).   ...................................................................  26 

13.5. PRC Augmentees.   ..................................................................................................  26 

13.6. Prescribed Forms.   ..................................................................................................  27 

13.7. Adopted Forms.   .....................................................................................................  27 

Attachment 1—GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION    28 

Attachment 2—OC TRAINING PROGRAM    32 

Attachment 3—FACILITY AND SYSTEM REQUIREMENTS    36 

Attachment 4—E-WING LAYOUT    37 

Attachment 5—OC MANNING    38 

 



  4  AFPCI10-100  5 AUGUST 2010 

 

Chapter 1 

INTRODUCTION 

1.1.  Introduction.  This OI establishes operational functions and procedures for the AFPC 
Operations Center (OC), AFPC Personnel Readiness Cell (PRC), and the AFPC Casualty 
Reporting Center (CRC).  The PRC function is incorporated into the OC in the event of hostile 
action or natural disaster or as directed by the AFPC/CC or AFPC OC DIR for the purpose of 
total force accountability.  Likewise, the CRC function is incorporated under the same conditions 
to provide 24-hours/7-days per week worldwide casualty reporting, notification, and assistance.  
It coordinates the actions required for total force personnel issues spanning the operational 
continuum in the event of hostile action or natural disaster as well as or in support of exercises. 
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Chapter 2 

OPERATIONS CENTER MISSION 

2.1.  Mission.  The AFPC OC  supports the AF Crisis Action Team (AF CAT), Air Force 
Operations Group (AFOG), Combatant Commands, Major Commands (MAJCOMs), Air Force 
Component Commands (AFCCs), Joint Force Provider (JFP) Air Force Components, Air Force 
Reserve Command (AFRC), Air National Guard (ANG), and Headquarters Air Force (HAF) 
roles and responsibilities as the Air Force’s managers for the scheduling, sourcing and providing 
of Expeditionary Combat Support (ECS) forces to meet President of the United States (POTUS), 
Secretary of Defense (SecDef), and Chairman Joint Chiefs of Staff (CJCS) taskings.  
Additionally, the OC is the Air Force focal point for personnel accountability in the event of 
hostile action or natural disaster.  The OC provides timely and accurate information to prepare 
and execute operational actions on real world requirements. 

2.1.1.  The AFPC OC supports AFPC's CSAF-directed responsibility to serve in a supporting 
command role to Air Combat Command (ACC) for sourcing and monitoring execution of all 
SECAF tasked requirements for conventional and CAF forces.  The CSAF designated direct 
liaison relationship between AFPC and AF components of the three primary JFPs (ACC, 
AMC, AFSOC) is exercised through communication between the respective Operation 
Centers and Crisis Action Teams. 
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Chapter 3 

OPERATIONS CENTER OPERATION 

3.1.  Function.  The AFPC/CC, through this OI, identifies the key AFPC personnel necessary to 
execute operational, GFM, exercise, and Adaptive Planning and Execution (APEX) force 
providing responsibilities.  In this capacity, the AFPC OC provides an enhanced communications 
capability between AFPC and other critical force providing organizations and agencies (e.g., 
AFOG, AF CAT, HAF, MAJCOMs, and AFCCs).  The AFPC OC is the conduit for all 
operational, GFM, exercise, and APEX force providing issues entering and exiting AFPC.  This 
link is essential to optimize timely information flow and coordination during planning and 
execution of AEF operations.  The OC is the focal point for all communication in and out of 
AFPC for personnel accountability, and AEF operational taskings.  The OC is the USAF primary 
collection and distribution point for information regarding impacted and threatened personnel.  
The Director, AEF and Personnel Operations is the senior Operations Center Director (OC DIR), 
the Chief, AEF Operations Division or Deputy, is responsible for the operations of the OC and 
the day-to-day supervision of assigned full-time  Operation Officers (OPSOs).  The Chief, AEF 
Operations Division or Deputy, serve as the OC DIR during normal operations and maintain a 
schedule of on-call OC Directors during periods of increased activities.  For surge/crisis 
operations, the AFPC/CC approves designation of OC DIR alternates as warranted, and directs 
AFPC directors to provide a roster of all on-call O-6s and civilian equivalents to function as OC 
DIR as necessary.  The OC maintains daily contact with the AFPC/DPW liaison officer(s) 
(LNO) to provide and receive timely, critical information and guidance. 

Figure 3.1.  OC Normal Operations. 

 

3.2.  Normal Operations (Figure 3.  1).  Normal operations are defined as operations when no 
hostile action, natural disaster, or exercise operations require increased or surge/crisis manning.  
During normal operations, the OC, under the direction of the OC DIR (Chief of AEF Operations 
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Division or Deputy), and when necessary in coordination with AFPC Directorates, is responsible 
for the following: 

3.2.1.  Communications in and out of AFPC for personnel accountability, AEF operational 
tasks, and as directed by the AFPC/CC. 

3.2.2.  Scheduling and sourcing information for ECS forces in support of the President of the 
United States (POTUS), SecDef , Chairman Joint Chiefs of Staff (CJCS), Secretary of the 
Air Force (CSAF), AF CAT, AFOG, combatant commands (COCOMs) through AF JFPs and 
MAJCOMs. 

3.2.3.  AFPC coordination on orders (e.g., Deployment, Execution, Planning, etc.) and 
Requests for Forces/Capability (RFFs/RFCs) by the AF CAT, AFOG and/or AF Components 
to JFPs.  Respond and prepare responses for appropriate signature on operational 
correspondence within prescribed parameters and on behalf of AFPC/CC. 

3.2.4.  Reviewing and forwarding Joint Staff (JS), Combatant Command, AF CAT, AFOG, 
MAJCOM, AFCC and other operations correspondence to the appropriate AFPC 
directorates, and consolidating inputs/preparing (coordinating, formatting, etc.) response for 
approval authority (CC, CD, DPW, etc.). 

3.2.5.  Ensuring information from appropriate agencies is provided via daily and weekly 
update briefings.  Through the update briefings, the OC is responsible for gathering sourcing, 
verification, names in system, aviation tailoring metrics/statistics, personnel accountability, 
and casualty status information for key staff on a weekly basis during non contingency 
operations or as required in the event of hostile action or natural disaster. 

3.2.6.  Monitoring the flow and availability of the following capabilities: 

3.2.6.1.  Plan/tasking information within Request For Forces (RFF) Logbook entries, 
Deployment and Execution Orders, SIPRNET emails, Deliberate and Crisis Action 
Planning and Execution Segments (DCAPES)   newsgroup exchanges and Component 
Command Websites.  Assisting HAF, MAJCOM, NAF, AFCC and/or JTF planners.  
Coordination with supporting commands to develop and source ECS requirements. 

3.2.6.2.  AEF forces currently committed to rotational and/or contingency operations and 
AEF residual forces currently on-call. 

3.2.6.3.  SecDef, CJCS, HAF and other pertinent guidance for availability of other 
Combatant Command Prepare to Deploy Order (PTDO)-assigned forces; potential for 
freezing deployed rotational forces in-place; and authority for AFPC to source PTDO in-
place forces. 

3.2.6.4.  Feedback, courses of action (COAs), and/or AF recommended sourcing 
solutions through the AFPC OC to the AF CAT and AFOG in response to a CCDR 
RFF/RFC, Joint Staff Action Packages (JSAPs), Joint Manning Document (JMD), AF 
ORDER or other SecDef-directed actions.  The AF CAT and AFOG will forward OC 
responses to the appropriate MAJCOM/AFCC (i.e. the ACC Operations Center for Joint 
Forces Command (JFCOM) JFP issues). 

3.2.6.5.  Status of currently committed AEF ECS forces (e.g. on PTDO) to identify 
availability, commitment, and readiness of forces; and communicating that information to 
leadership or coordinate between supported and supporting AF CCs. 
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3.2.6.6.  Joint Operation Planning and Execution System (JOPES), Deliberate Crisis 
Action Planning and Execution Segments (DCAPES), and Collaborative Force Analysis 
and Sustainment Transportation (CFAST) data to ensure the expeditious notification, 
deployment and contingency planning of forces. 

3.2.7.  DPW Operations, Scheduling, Plans, Casualty, Readiness, Personnel Systems 
Operations Control Center (PSOCC), Field Assistance Center (FAC) and other AFPC 
Directorate OC member (OCMs) responsibilities to the OC are covered in the respective 
paragraphs. 

3.2.8.  Day-to-day manning will be at the direction of the OC DIR and in accordance with 
Attachment 5. 

Figure 3.2.  After-duty hours. 

 

3.3.  After-duty hours. 

3.3.1.  After-duty manning (Figure 3.2). Normal operations are defined as operations when 
no events of hostile action, natural disasters, or exercise operations require increased or surge 
and crisis manning.  The OC continues to be responsible for routine and on-going operations 
conducted during normal duty hours.  With the exception of after-hours casualty services, 
normal operations do not require the OC to operate at extended hours. 

3.3.2.  All functional areas will be on-call and available via telephone.  All work areas will 
transfer phones to on-call devices.  The after-hours contact for the 12th Flying Training Wing 
(FTW) will be the OC when activated (the 12FTW/CP and Casualty Services will be notified 
of an OC activation and reminded to send notifications through the OC) and Casualty 
Services when it is not.  The Casualty Services Branch will physically man their office 24-
hours/7-days. 



AFPCI10-100  5 AUGUST 2010   9  

 

3.3.2.1.  Upon notification from 502 ABW CP, Casualty Services will notify the on-call 
OC DIR of recall notification.  AFPC’s Unit Control Center (UCC) is responsible for 
enacting recalls when directed by AFPC/CC, CD, DS, OC DIR or their alternates. 

Figure 3.3.  OC Increased/Surge/Crisis Operations. 

 

3.4.  Increased Operations (Partial Recall) (Figure 3.  3). 

3.4.1.  Partial Recall.  (Increased Operations Manning) The OC DIR will initiate partial recall 
anytime the operations tempo (OPSTEMPO) warrants increasing OCMs above normal 
operating level.  OPSTEMPO influences include hostile action, natural disasters, exercise 
and training, and/or APEX support.  OC DIR determines when selected OCMs are recalled 
based on the situation. 

3.4.2.  In the event of hostile action or natural disaster, exercise and/or APEX support where 
OPSTEMPO exceeds the normal capability of the AFPC OC, the OC DIR may direct partial 
or full recall resulting in up to 24-hours/7-days operations.  Manning will be at the direction 
of the OC DIR.  At a minimum, the OC when activated, will be manned by at least one 
OPSO per shift. 

3.5.  Surge/Crisis Operations (Full Recall). 

3.5.1.  Full Recall (Surge/Crisis Operations Manning).  All OCMs report as required. 

3.5.2.  The OC DIR will determine the battle rhythm and composition of personnel needed to 
sustain surge operations for an indefinite period of time.  By utilizing key, trained, AFPC 
DPW personnel, a surge capability is created to handle an event of hostile action, natural 
disasters, exercise, and/or APEX operations.  In the event of hostile action or natural disaster 
the AFPC OC consists of an OC DIR, Operations Support Officer (OPSO), Personnel 
Readiness Cell (PRC) representative (DPWO), Casualty Services representative (DPWCS), 
Personnel Systems Operations Control Center (PSOCC) representative, Requirements 
representative (DPWO), Scheduling representative (DPWS), AFPC OCMs, AFPC OC 
Directorate Representatives (OCDRs) and Information Managers (IMs) (Annex 9).  The FAC 
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will be called in, as required.  The total number of personnel required is situation dependent; 
however, there are approximately 40 duty positions needed for full operational capability 
(see Annex 9).  The remainder of the AFPC staff may be tasked as reach back support at the 
discretion of the OC DIR.  In the event of hostile action or natural disaster the OC is also 
responsible for the following: 

3.5.3.  Serve as the AFPC Battle Staff to address manpower and personnel actions in the 
event of hostile action or natural disaster. 

3.5.4.  Serve as the focal point at AFPC for personnel actions required in the event of hostile 
action or natural disaster. 

3.5.5.  Evaluating and documenting the need for and impact of freezing forces and stop 
movement for forces of an affected area for the duration of the surge.  Preparing formal 
recommendation for CSAF, AF CAT/AFOG, AF/3/5, AF/A1, and AFPC/CC as required. 

3.5.6.  Initiating actions to implement and rescind stop movement at the direction of the wing 
commander during natural disasters (e.g. hurricane) of the impacted base and coordinating 
this action with HQ AFPC/PA and HQ AFPC Director of Assignments (DPA). 

3.5.7.  Providing upon request from the AFCAT, the identifying and deployment information 
of deployed or deploying personnel assigned to the impacted area (e.g. hurricanes, typhoons) 
to include those deployed on verbal orders of the commander (VOCO). 

3.5.8.  Coordinating the status of affected MAJCOM(s) to determine if deployed personnel 
impacted by the crisis should return. If necessary, the OC, working with AFCC/CCs, will 
implement notification procedures IAW AFI 10-218, Personnel Accountability in 

Conjunction with National Emergencies or Natural Disasters. 
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Chapter 4 

OPERATIONS CENTER STAFF 

4.1.  Staff Responsibilities (Figure 4.  1). Personnel selected for OC duty will be approved and 
certified by the OC DIR to perform OC duty on behalf of AFPC/CC; ensure they have 
appropriate systems access (e.g. GCCS/NECC account); ensure they have an OC entry badge or 
are on the  access roster; ensure all OC taskings are accomplished in a timely manner IAW OC 
DIR or OPSO established suspenses/taskings; manage applicable OC related 
SIPRNET/NIPRNET message traffic; provide or assist in actions in support of RFF/RFCs, 
orders, JMDs, personnel accountability, casualties etc.; maintain telephone contact at all times. 
Ensure on-coming rep is briefed on all actions completed or open from previous shift.  Both on-
coming and off-going reps will attend weekly changeover briefings. Complete training 
requirements as listed in Attachment 2 (Tables 2 – 4, as appropriate). The OC duty takes 
precedence over scheduled appointments; however, OC DIR/OPSO may approve exemptions on 
a case-by-case basis.  When sending e-mail through internet systems be vigilant to protect 
Privacy Act (PA) and Personal Identifying Information (PII).  As a minimum the following 
references should be reviewed to ensure care is taken when forwarding e-mails with sensitive or 
For Official Use Only (FOUO) information:  DoD 5400.11-R Department of Defense Freedom 

of Information Act Program; AFI 33-332, Privacy Act Program, Chapter 7; AFI 33-202V1, 
Network and Computer Security; and AFI 33-129, Web Management and Internet Use. 

Figure 4.1.  OC Staffing. 

 

4.1.1.  Operations Center Director (OC DIR). 
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4.1.1.1.  OC Director Normal Operations.  The OC DIR is the AFPC/CC’s representative 
for tasking and information flow in the event of hostile action, natural disasters, exercise, 
and/or APEX operations and is responsible for directing all AFPC OC actions.  The OC 
DIR will approve all issues, changes to procedures, concepts, execution-planning 
considerations, or sourcing information to outside agencies.  The OC DIR, as AFPC/CC’s 
direct representative, has tasking authority over all OCMs in the event of hostile action, 
natural disasters, and/or exercise operations.  At direction of AFPC/CC or OC DIR, 
personnel will be pulled from other AFPC Directorates when required to support 
operational requirements.  The OC DIR has the authority to task AFPC Directorates as 
office of primary responsibility (OPR) or office of collateral responsibility (OCR) in the 
event of hostile action or natural disaster, exercise, APEX, or cross-functional issues.  
Regardless of where the support personnel are assigned, they are responsible to the OC 
DIR while detailed to the OC.  The OC DIR training requirements are listed in 
Attachment 2 (Tables 2 and 3). 

4.1.1.1.1.  Determines AFPC OC hours of operation and manning requirements based 
on current level of operations. 

4.1.1.1.2.  Conducts the update brief to senior AFPC leadership. 

4.1.1.1.3.  Directs changeover briefs for OPSOs, OCMs/OCDRs. 

4.1.1.1.4.  Approves DPW OCMs.  Members consist of division representatives, 
augmentees, and information managers (IMs).  Additional AFPC functional 
representatives and subject matter experts (SMEs) will be called in as the situation 
dictates. 

4.1.1.2.  OC Director (After Duty Hours).  On-call, available by telephone. 

4.1.1.3.  OC Director Increased Operations (Partial Recall). In the event of hostile action 
or natural disaster exercise and/or APEX operations, the OC may be fully activated at any 
time at the discretion of the AF/A1, AFPC/CC, AFPC/CD,  or OC DIR  The OC DIR 
determines selected OCMs/OCDRs to be recalled based on the situation.  In the event of 
hostile action or natural disaster, exercise and/or APEX operations, the OC DIR may 
direct additional OPSO manning.  If an OCM cannot be contacted, the OC DIR will 
contact the respective DPW Division Chief for an immediate replacement. 

4.1.1.3.1.  Notification/Recall Procedures: 

4.1.1.3.2.  At a minimum, the OC notification procedures will be exercised via a 
quarterly recall.  If the OC DIR directs a recall outside normal duty hours, the OPSO 
will recall the applicable OCMs.  Upon recall initiation, contractor task leads must be 
notified first; they will, in turn, initiate the contractor recall.  When recalled, 
personnel are to report to duty (in appropriate uniform) within one hour of 
notification, or as directed.  The OC will be capable of full operations within two 
hours of activation.  Contractors will respond as directed by their task lead.  The task 
lead will advise the company on-site manager and the government lead of contractor 
status. 

4.1.1.3.3.  AFPC/DPW is responsible for maintaining accurate recall listings for OC 
use at all times. 



AFPCI10-100  5 AUGUST 2010   13  

 

4.1.1.3.4.  The OC will have access to the AFPC master recall rosters on the AFPC 
server. 

4.1.1.4.  OC Director Surge/Crisis Operations (Full Recall).  Same requirements/duties as 
paragraph above and OC DIR directs a full recall.  All OCMs report to the OC to be 
briefed in the event of hostile action or natural disaster, exercise, or APEX operations.  A 
full recall can also be used quarterly to exercise the recall system. 

4.1.2.  Operations System Officer (OPSO). 

4.1.2.1.  OPSO Normal Operations. The OPSO is directly responsible to the OC DIR for 
day-to-day management of OC functions.  The OPSO ensures the smooth flow of 
operational information throughout the OC and AFPC and provides guidance and tasking 
to personnel assigned or attached to the OC for duty.  The OPSO must have a working 
knowledge in Scheduling, Requirements, Casualty, Personnel Readiness, Personnel 
Systems Operations, Call Center Operations, and other AFPC equities. The OC DIR may 
delegate the authority to task assigned or attached OCMs in support of operational 
taskings to the OPSO.  The OPSO will be available 24-hours/7-days, when on call. 

4.1.2.1.1.  Manages the OC SIPRNET/NIPRNET organizational inbox. 

4.1.2.1.2.  Develops and coordinates the update and changeover briefings. 

4.1.2.1.3.  Ensures all JSAPs, CCDR, AF CAT, AFOG, HAF staff packages, GFM, 
APEX, JMD and other force providing correspondence are tasked and distributed to 
the appropriate OCMs and AFPC directorates and follow-up action is taken, as 
required. This does not include staff packages which follow normal workflow ROE. 

4.1.2.1.4.  Reviews and forwards request for information or taskings to the 
appropriate OCM(s) for action with a corresponding suspense.  The OPSOs will 
ensure all appropriate reference documentation is available and attached when 
forwarding packages for OCM action. 

4.1.2.1.5.  Reviews relevant newsgroups. 

4.1.2.1.6.  Maintains and operationally tests OC relocation kits monthly. 

4.1.2.1.7.  Responsible for opening and closing the OC. 

4.1.2.1.8.  Develop and maintain quarterly schedules for AFPC OC manning for OC 
DIRs, OPSOs, and rotational and emerging requirements branch representatives, 
OCDRs, OCMs, and IM support. 

4.1.2.1.9.  Quarterly schedules.  Publish and distribute to AFPC directorates NLT 30-
days prior to the initial execution date of the schedule. 

4.1.2.1.10.  Publishes and maintains OC instructions, checklists, continuity folders, 
and the OC training binder. 

4.1.2.1.11.  Completes OPSO training requirements as listed in Attachment 2 (Tables 
2 and 3). 

4.1.2.2.  After Duty Hours.  The OPSO secures the OC during non-duty hours and 
ensures the OC DIR/OPSO phone lines are forwarded to the after-hours telephone 
number. 
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4.1.2.3.  OPSO Increased Operations (Partial Recall). Under direction of the OC DIR, 
initiates partial recall actions. 

4.1.2.4.  OPSO Surge/Crisis Operations (Full Recall).  Under direction of the OC DIR, 
initiates full recall actions. 
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Chapter 5 

AFPC DIRECTORATES OPERATIONS CENTER DIRECTORATE 

REPRESENTATIVES (OCDR 

5.1.  Responsibilities.  AFPC directors designate Colonels/Civilian Equivalents for standby OC 
DIR duty.  DPW will supply officers, NCOs, GS and contractor civilians to serve in the OC as 
OCDRs/OCMs.  Additional AFPC functional representatives and SMEs will be called in as the 
situation dictates. 

5.1.1.  AFPC Directors. 

5.1.1.1.  Provide a certification memo (Attachment 2, Figure A5.1.) to AFPC/DPW 
indicating their OCDRs meet the minimum requirements. 

5.1.1.2.  Ensure OCDRs are listed on the appropriate OC access lists or have an AFPC 
OC entry badge.  See DPW OI 31-1 Information Security. 

5.1.1.3.  Develop detailed procedures and reference material for all functions their 
representatives may be required to perform in support of the OC (e.g. a continuity book.) 

5.1.1.4.  Provide a quarterly list of representatives to the OC DIR and OPSO, via email 
no later than seven days prior to the first day of each month.  At a minimum, this list will 
include individual's name; rank; and office, home, cell phone numbers.  In the event of 
hostile action or natural disaster the OC DIR will coordinate with other directorates when 
the schedule requires augmentation. 

5.1.1.5.  When the OC is activated for surge operations, Directors must ensure all force 
provision issues are staffed through the OC to include responses to taskers regarding 
RFF/RFCs, orders, AFOG, AF JFPs, HAF staffing packages, sourcing drills, exercises, 
and all other force providing correspondence.  This ensures the OPSO remains the focal 
point for all operational, APEX, and exercise issues. 

5.1.2.  OC OCDR/OCM Responsibilities. 

5.1.2.1.  OCDR/OCM Normal Operations 

5.1.2.1.1.  Briefings.  Report to the OC for change-over or other required briefings.  
Incorporate interest items regarding their areas of expertise into the update and 
changeover briefings.  Must man duty stations during OC DIR defined duty hours. 

5.1.2.1.2.  Connectivity.  Maintain phone connectivity with the OPSO, and monitor 
appropriate SIPRNET/NIPRNET inboxes. The OC DIR may release OCMs to 
accomplish duties from their back shops. 

5.1.2.1.3.  Check e-mail accounts at least once per hour during duty hours to process 
taskers and respond to time-sensitive issues as directed by the OPSO. 

5.1.2.1.4.  Off-going OCDRs and OCMs will conduct change-over briefings with the 
on-coming OCDRs and OCMs and ensure they are aware of open/upcoming taskers.  
The change-over should occur prior to the OC change-over brief to ensure on-coming 
member is familiar with current issues. 
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5.1.2.1.5.  All on-coming OCDRs and OCMs must check and electronically sign off 
the latest OC Read File and AFPC ODs. 

5.1.2.2.  OCDR and OCM after duty hours: OCDRs and OCMs are subject to a one-hour 
recall during non-duty hours. 

5.1.2.3.  OCDR and OCM Increased Operations (partial recall) Surge and Crisis 
Operations (full recall). 

5.1.2.3.1.  OCDRs and OCMs will use quick reaction checklists (QRC) to ensure 
critical actions are completed first. All QRCs will be stored on the shared drive and in 
the QRC binder. 

5.1.2.3.2.  OCDRs and OCMs must report to the OC and remain on duty until shift 
change, redirected to their work station, or released by the OC DIR.  The PRC 
augmentees must report to the PRC Chief/ NCOIC and remain on duty until shift 
change or when released by the PRC Chief/NCOIC. 

5.1.2.3.3.  Check e-mail hourly in order to process taskers. 

5.1.2.3.4.  Maintain a log of the shift issues, events, and activities. 

5.1.2.3.5.  Off-going OCDRs and OCMs will conduct change-over briefings and 
ensure they are aware of open upcoming taskers.  The change-over should occur prior 
to the OC change-over brief to ensure the on-coming member is familiar with current 
issues. 

5.1.2.3.6.  On-coming OCDRs and OCMs are required to check the OC read file and 
electronically sign off the latest AFPC OCDs. 
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Chapter 6 

LIAISON OFFICER (LNO) 

6.1.  Responsibilities. 

6.1.1.  The LNO will monitor both AFPC OC and ACC OC messages and other information 
sources to remain abreast of the current operational issues, concerns, and requirements. 

6.1.2.  The LNO will advocate adherence to Joint and AF process that facilitate AFPC's 
ability to execute ECS requirements. 

6.1.3.  The LNO is on-call as needed. 
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Chapter 7 

PERSONNEL SYSTEMS OPERATIONS CALL CENTER (PSOCC) OPERATIONS 

(DPD) 

7.1.  Responsibilities.  The PSOCC provides status on AFPC systems/tools (dashboard 
monitoring, HP Openview tools , ECAST, ART, DPDRT, RPT, DCAPES, telephones, NIPR, 
SIPR and other System Status Reports 
(http://ask.afpc.randolph.af.mil/PSOCC/?prods3=308).  The PSOCC is Tier I for all AFPC 
systems, including AEF Operations. 

http://ask.afpc.randolph.af.mil/PSOCC/?prods3=308
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Chapter 8 

FIELD ASSISTANCE CENTER (FAC) 

8.1.  Responsibilities.  Provides functional and technical expertise to Personnel Readiness 
Functions, PRFs, and PERSCO.  Provides technical expertise on the use DCAPES and its allied 
hardware and software. 
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Chapter 9 

CASUALTY SERVICES 

9.1.  Casualty Operations and Augmentee Responsibilities.  This section will codify the 
responsibilities of augmentees during the three types of OC operations. 

9.1.1.  Casualty Normal Operations. 

9.1.1.1.  Casualty augmentees will not be called for duty during standard daily 
operations; however, they must be available for training to stay current on casualty 
processes and systems. 

9.1.2.  Casualty After-Duty hours. 

9.1.2.1.  Casualty augmentees will not be called for duty during standard daily operations. 

9.1.3.  Casualty Increased Operations (Partial Recall). 

9.1.3.1.  Level-one  trigger point: When directed by AFPC/DPWC.  During a level-one 
crisis, Casualty Services would rearrange the shifts to spread the manning evenly across 
the board. 

9.1.3.2.  Minimum of three-people every shift with an OIC or NCOIC on duty around the 
clock.  Casualty Services’ IMA and augmentees are placed on telephone recall standby.  
This posture is only intended to last for short periods. 

9.1.3.3.  Level-two trigger point:  When level-one staffing can no longer sustain number 
of casualties. 

9.1.3.4.  Casualty Services would begin activating between nine and twelve augmentees 
in order to support two, 12-hour shifts.  Ideally, the shifts will work two-days on and two-
days off; however this schedule can be adjusted as needed. 

9.1.4.  Casualty Surge/Crisis (Full Recall—Level Three Response). 

9.1.4.1.  Level-three trigger point: Mass Casualty exceeding 30 new cases per shift.  At 
this point, all augmentees will be recalled for a 7-day long, 12-hour shift.  IMA is 
activated and the chief of benefits and entitlements will convert to a shift work position. 

9.1.4.2.  A level-three response would require activation of the Casualty Services 
Individual Mobilization Augmentee (IMA).  At this point, extra phone lines would be 
required and Casualty Services would move all personnel to the Operations Center.  
Again, this is not considered a long-term solution. 
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Chapter 10 

INFORMATION MANAGEMENT CLIENT SUPPORT ADMINISTRATION ((DPWP) 

AND INFORMATION TECHNOLOGY SUPPORT (DPDOC) 

10.1.  Information Manager Normal Operations.  The IM’s primary responsibility to the 
AFPC OC Director is to provide client support administration (CSA) support.  The IM’s 
secondary responsibility is to provide information management support.  IM support will be 
provided during normal duty hours on an as needed basis. 

10.1.1.  Client Support Administration. 

10.1.1.1.  Setup and maintain computer hardware systems to include configuration, 
operating system support and network connectivity. 

10.1.1.2.  Setup, configure, and maintain user e-mail accounts. 

10.1.1.3.  Troubleshoot computer hardware and software deficiencies.  For those 
deficiencies that the IM cannot resolve, he or she will coordinate with Tier 2 (reference 
paragraph 10.5) and higher support until problem resolution. 

10.1.2.  Information Management.  The IM will provide the technical expertise to the 
appropriate AFPC OC personnel to establish and maintain an official file plan for all active 
and inactive files.  The IM is not responsible to perform the day-to-day file plan processing 
and maintenance.  Those tasks will be performed primarily by the OPSO. 

10.1.2.1.  Establish File Plan in accordance with AFI 33-322 and AFMAN 33-363.  All 
Air Force records are to be maintained, managed and disposed of in accordance approved 
records disposition schedules within the Air Force Records Disposition Schedule (RDS) 
located within the AFRIMS database at the Air Force Portal at 
https://www.my.af.mil/gcss-af61/afrims/afrims/ https://www.my.af.mil/gcss-

61a/afrims/afrims/rims.cfm 
10.1.2.2.  Ensure procedures in the proper maintenance and disposition of all records 
holdings are current for hard copies and electronic copies.  Records holding include 
creation, processed, transferred, dissemination, usage, storage, retrieval, preservation, and 
disposition of records. Air Force Records Disposition Schedule (AF RDS) may be 
located within AFRIMS at https://www.my.af.mil/gcss-af61/afrims/afrims/. 

10.1.2.3.  Establish criteria for disposal or preservation of records based on their 
administrative, legal, historical, or other value. 

10.1.2.3.1.  Prepare and submit an AF Form 525, Records Disposition 

Recommendation according to AFI 33-364, paragraph 11.2.1  for any records not 
having an approved records disposition schedule (RDS) within the AF Records 
Disposition Schedule located within the AFRIMS 11.2.1.   Record custodians will 
ensure personnel who are authorized to use military personnel records are aware that 
the concealment, removal, mutilation, or destruction of records or documents may be 
a criminal offense.  AFI 33-364,  Records Disposition-Procedures and 

Responsibilities, Chapter 4 and Chapter 5, paragraph 5.5 and IAW AFMAN 33-363, 
Management of Records, Chapter 6, paragraph 6.3. 

https://www.my.af.mil/gcss-af61/afrims/afrims
https://www.my.af.mil/gcss-61a/afrims/afrims/rims.cfm
https://www.my.af.mil/gcss-61a/afrims/afrims/rims.cfm
https://www.my.af.mil/gcss-af61/afrims/afrims
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10.1.2.4.  Maintain File Plan in accordance with AFMAN 33-363. 

10.1.2.4.1.  Establish classified and unclassified file structures.  Apply file cutoff 
procedures and disposition of and retrieved records. 

10.1.2.4.2.  Establish internal processing procedures for incoming communications, 
suspense, and redistribution. 

10.2.  Information Manager After Hours.  One on-call IM will provide support for after duty 
hours. 

10.3.  Information Manager Increased Operations (Partial Recall).  The AFPC OC DIR will 
determine the extent a single IM position needs to be filled and establish the required response 
time for when the IM is not physically sitting in the AFPC OC.  The AFPC OC DIR may request 
one or more additional IMs when information management support or additional CSA support is 
required. 

10.4.  Information Manager Surge/Crisis Operations (Full Recall).  The single IM position 
will be filled 24-hours/7-days.  The OC DIR will have sole OPCON of the IM.  The OC DIR 
may request one or more additional IMs when information management support or additional 
CSA support is required. 

10.4.1.  An on-call IM schedule will be established in the event of an emergency event.  The 
on-call IM must be able to respond to the AFPC OC within one hour of notification. 

10.4.2.  IM Training.  The IM is responsible for completing all training requirements as 
outlined in attachment 2 (tables 1 - 4) and detailed in the IM’s training plan. 

10.5.  Information Technology (IT) Support – Tier 2 and Above.  The AFPC OC will 
establish Memoranda of Agreements (MOAs) with external organizations and procedures with 
entities internal to AFPC to ensure the required Tier 2 IT support is available to assist the IM 
with troubleshooting and problem resolution in order to maintain AFPC OC operations across all 
three operation levels. 

Table 10.1.  Systems and Supporting Organizations. 

System(s) Supporting Organization(s) 
SIPRNET, 
NIPRNET 

DPD Functional System Administrators (FSAs) Base Communications 
Squadron 

C2 GCCS Terminal Area Security Officers (GTASOs) DPD Functional System 
Administrators (FSAs) Base Communications Squadron 

Telephones Telephone Control Officers (TCO) 
STUs/STEs Secure Voice Responsible Officer (SVRO) 
Mobile 
Devices 

Land, Mobile and Radio (LMR) Shop 
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10.6.  Information Management Requirements. 

10.6.1.  Records Management (RM).  Contact records professionals consisting of Chief of 
Office of Record (COR), Records Custodian (RC) and Functional Area Records Manager 
(FARM) to ensure proper Air Force Records Disposition Schedule (AF RDS) located within 
AFRIMS for TPFDD records; SORTS, ART, and GCCS database records; recall rosters, 
checklists, continuity folders, training binders, and AFPC OC publications; exemption and 
training letters; logs (and back-ups) of events, issues, and taskers; read/information files; 
recall rosters; and other required classified or unclassified official records. 
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Chapter 11 

OCM QUALIFICATION AND TRAINING REQUIREMENTS 

11.1.  Directors will appoint members for OC duty based on the minimum qualifications 

listed in Table 1.  Representatives and augmentees must be fully trained and qualified in their 
primary duties.  Individuals must be approved and certified by the OC DIR.  Representatives 
must ensure they have appropriate systems access (i.e. GCCS, NECC account, MILPDS, etc.). 

11.2.  AFPC/DPWO is responsible for OC training.  Personnel selected for any OC duty 
position must complete training as indicated in Attachment 2. 

11.2.1.  Individuals must complete training requirements as listed in Table 2 before being 
scheduled for OC specific training. 

11.2.2.  AFPC/DPWO will provide training briefings and familiarization tours on the specific 
operations and procedures of the OC. 

11.3.  Training Schedule.  OC training will be scheduled as needed. Trainees will be notified of 
the training location. OC training should normally be completed no later than one month prior to 
the start of OC duty.  The AFPC OC Director, or designated representative, will certify training 
is complete by signing a training certification letter (Attachment 2, Figure A5.2).  AFPC/DPWO 
will maintain training letters. 
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Chapter 12 

OPERATIONS CENTER RELOCATION ACTIONS 

12.1.  Introduction.  If the AFPC OC is at risk or under attack, the OC DIR or OPSO will take 
relocation kits  and sufficient personnel  and establish temporary OC operations at the alternate 
location until able to return to the primary location or  the Continuity of Operations (COOP) 
team is dispatched and is in place. 

12.2.  Relocation Kits.  Two relocation kits will be stored in OC safe with the following items: 
laptop computer with removable hard drives (one SIPRNET and one NIPRNET ), continuity 
binder, a hard copy of QRCs, basic administration supplies, and a STE secure phone.  Additional 
guidance (including the location of the alternate site) is contained in the AFPC OC COOP 
available in the OC safe and SIPRNET share folder. 

12.3.  Relocation Duties. 

12.3.1.  Establish connectivity from the temporary location (e.g. SIPRNET, NIPRNET, 
telephone). 

12.3.2.  Review the classified and unclassified COOP and determine manning levels needed 
to sustain operations from the temporary location. 

12.3.3.  Prepare and maintain backup log of open issues/taskers worked from the temporary 
location. 
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Chapter 13 

PERSONNEL READINESS CENTER (PRC) 

13.1.  Normal Operations. 

13.1.1.  The PRC provides direct personnel support in the event of hostile action or natural 
disaster.  The primary customer of the PRC is any Air Force (AF) agency who is in the midst 
of an emergency situation requiring personnel support.  During day-to-day operations the 
PRC reports to DPWO Branch Chief.  The PRC serves as Air Force Personnel 
Accountability and Assessment System (AFPAAS) Program Manager. 

13.2.  After Duty Hours. 

13.2.1.  After duty-hours, PRC is reachable by Treo.  The PRC staff is on call after hours. 

13.3.  Increased Operations (Partial Recall). 

13.3.1.  The PRC provides direct personnel support in the event of hostile action and natural 
disasters.  In the event of hostile action or natural disaster, the PRC function resides within 
the OC and works directly for the OPSO. 

13.3.2.  The PRC provides total force accountability in the event of hostile action or natural 
disaster. 

13.3.3.  The PRC will be activated concurrently with HQ USAF/A1PR, HQ 
USAF/Manpower and Personnel Readiness Center (MPRC) and the HQ USAF/AF 
Operations Group (AFOG) or when directed by HQ AFPC/CC. 

13.3.4.  Serves as the HQ AFPC Battle Staff to address manpower and personnel actions in 
the event of hostile action or natural disaster. 

13.3.5.  The PRC becomes the focal point at HQ AFPC for personnel actions required in the 
event of hostile action or natural disaster. 

13.3.6.  All personnel actions involving a crisis will be controlled by or coordinated through 
the PRC. 

13.4.  Surge/Crisis Operations (Full Recall). 

13.5.  PRC Augmentees.  Augmentees are critical to HQ AFPC/PRC’s capability to quickly 
assess the status of AF Airmen, their families, and APF and NAF civilians. The PRC does not 
require augmentation during normal operations. 

13.5.1.  The number of Augmentation Positions Required:  Personnelist (9 Primary, 9 
Alternate;   IM (3 Primary, 3 Alternate). 

13.5.2.  PRC augmentees and one IM augmentee for three shifts covering a 24- hour period. 

13.5.3.  The duration fluctuates depending how soon the situation settles into a steady state 
operation. 

13.5.4.  Requirements/Selection.  AFPC/DPW will coordinate with directorates to ensure fair 
share distribution between directorates.  DPW will contact the directorates, courtesy copy to 
DSC, via directorate workflow every six months for review and availability of assigned 
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augmentees.  Augmentees must be able to serve at least 18 months, must be enlisted E-6 or 
below, and must have a current SECRET clearance. 

13.6.  Prescribed Forms.  No forms are prescribed in this publication. 

13.7.  Adopted Forms. 

AF Form 847, Recommendation for Change of Publication,  

AF Form 525, Records Disposition Recommendation. 

 

K. C. MCCLAIN, Major General, USAF 
Commander, Air Force Personnel Center 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFPD 10-2,  Readiness, 30 October 2006 

AFPD 10-4, Operations Planning:  Air and Space Expeditionary Forces,  30 April 2009 

AFI 10-401,  Air Force Operations Planning and Execution,  26 May 2009 

AFI 13-1, Vol 1, Ground Environment Training- Air and Space Operations Center, 1 Aug 2005 

AFI 13-1, Vol 2,  Standardization/Evaluation Program – Air and Space Operations Center, 1 
Aug 2005 

AFI 13-1, Vol 3, Operational Procedures - Air and Space Operations Center, 1 Aug 2005 

AFI 33-332, Privacy Act Program,  29 January 2004 

AFI 33-321, Authentication of Air Force Records, 27 July 2006 

AFI 33-322, Air Force Records Management Program, 7 October 2003 

AFI 33-364, Records Disposition – Procedures and Responsibilities, 22 December 2006 

AFMAN 33-363, Management of Records, 1 March 2008 

Abbreviations and Acronyms 

ACC— Air Combat Command 

AEF— Air and Space Expeditionary Force 

AF CAT— Air Force Crisis Action Team 

AFCC— Air Force Component Command 

AFFOR— Air Force Forces 

AFOG— Air Force Operations Group 

AFPAAS— Air Force Personnel Accountability and Assessment System 

AFPC OC— Air Force Personnel Center Operations Center 

AFPC OCM— AFPC Operations Center Members 

AFPC OD— AFPC Operations Center Directive 

AF RDS— Air Force Records Disposition Schedule 

AFRIMS— Air Force Records Information Management 

AMHS— Automated Message Handling System 

APEX— Adaptive Planning and Execution 

ARC— Air Reserve Component 

ART— AEF UTC Reporting Tool 
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CAP— Crisis Action Planning 

CAT— Crisis Action Team 

CAT DIR— Contingency Action Team Director 

CENTAF— Central Command Air Forces 

COA— Course of Action 

CONPLAN— Concept Plan 

COOP— Continuity of Operations Plan 

COR— Chief of Office of Record 

CWPC— Contingency Wartime Planning Course 

CSA— Client Support Administrator 

DCAPES— Deliberate and Crisis Action Planning and Execution Segments 

DMS— Defense Messaging System 

DRMD— Deployment Requirements Manning Document 

DRRS— Defense Readiness Reporting System 

GCCS— Global Command and Control System 

FAM— Functional Area Manager 

FAR— Functional Area Representative 

FARM— Functional Area Records Manager 

FSA— Functional Support Administrator 

FVS— Force Visibility Section 

GFM— Global Force Management 

HHQ— Higher Headquarters 

HOI— Headquarters Operating Instruction 

IAW— In Accordance With 

IM— Information Management / Manager 

IMT— Information Management Team 

IPT— Integrated Product Team 

IRT— Initial Response Team / In Response To 

NIPRNET— Normal Internet Protocol Router Network 

JCS— Joint Chiefs of Staff 

JFCOM— Joint Forces Command 

JFP— Joint Force Provider 
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JMD— Joint Manning Document 

JOPES— Joint Operation Planning and Execution System 

JPEC— Joint Planning and Execution Community 

JPOC— Joint Planning Orientation Course 

JS— Joint Staff 

JSAP— Joint Staff Action Package 

LAN— Local Area Network 

LNO— Liaison Officer 

NCO— Noncommissioned officer 

NECC— Net-Enabled Command Capability 

OC— Operations Center 

OC DIR—  Operations Center Director 

OCDR— Operations Center Directorate Representative 

OCM— Operations Center Members 

OCR— Office of Collateral Responsibility 

OD— Operations Center Directive 

ODR— OC Directorate/Division Representative 

OIF—    Operations Center Information File 

OPLAN— Operation Plan 

OPR— Office of Primary Responsibility 

OPSO— Operations Officer 

PRC— Personnel Readiness Center 

QRC— Quick Reaction Checklist 

R&D— Retention and Disposition 

RC— Records Custodian 

RFC— Request for Capability 

RFF— Request for Forces 

RM— Records manager(s) 

RSS— Request for Secret Service 

SIOP— Single Integrated Operational Plan 

SIPRNET— Secret Internet Protocol Router Network 

SME— Subject Matter Expert 
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SNCO— Senior Noncommissioned Officer 

SORTS— Status of Resources and Training System 

TPFDD— Time-Phased Force and Deployment Data 

UDM— Unit Deployment Manager 

UTC— Unit Type Code 
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Attachment 2 

OC TRAINING PROGRAM 

A2.1.  AFPC OC Training Program.  Initial AFPC OC Training is an independent module 
taught as required .  Monthly refresher training on various subjects will be conducted. The target 
audience for the course includes any AFPC staff members required to perform duties associated 
with the positions listed in the AFPC OC manning tables (attachment 3). 

A2.2.  AFPC OC Course content. 

A2.2.1.  AFPC OC Duties and Responsibilities:  Provides an overview of the various 
designated positions assigned to the AFPC OC. 

A2.2.2.  Air Force Personnel Center (AFPC):  Encompasses an overview of the AFPC 
mission and functions.  This portion of training is not a substitute for the material presented 
during Indoctrination Training.  Explains the directorate’s contributions to the AFPC OC 
mission and broadens the overall AFPC knowledge for members assigned to perform AFPC 
OC duties. 

A2.2.3.  Key Systems and Tools:  Reviews in general terms the systems, tools and products 
used by the AFPC OC to conduct normal and crisis operations.  This portion of training is 
overview only, not actual systems/tools training. 

A2.2.4.  Using the AFPC OC ―INBOX‖: This portion of the training covers the appropriate 
method to complete both classified and unclassified messages using the network. 

A2.2.5.  OC Facility Walk-Through and Equipment Training: Members will tour the AFPC 
OC facility and receive specific instructions on the operation of AFPC OC equipment 
(STU/STE, computers, printers, copies, faxes, shredders, SVTC, etc.). 

A2.3.  Support Materials and Guidance. 

A2.3.1.  Instructional Methods:  Lecture/Discussion; Demonstration. 

A2.3.2.  Student Instructional Materials:  Slides and Note-taker. 

A2.3.3.  Audiovisual Aids:  Slide Presentation; Whiteboard. 

Table A2.1.  Minimum Qualifications. 

 OC DIR OPSO OCM/OCDR CSA 

RANK O6/YC-03 Senior 05/  
YA-03 for Normal Ops 

O4/GS-12 or CONTR 
(Note 1) 

O3/GS-12/E-7 
(Note 1) 

E-4 (Note 1) 

Clearance Top Secret 
(recommended) Secret 
mandatory 

Top Secret 
(recommended) 
Secret mandatory 

Secret Secret 

Operations 
Experience 

Recommended Recommended Recommended N/A 

HHQ 
Experience 

Recommended Recommended Recommended Recommended 

IM 
Experience 

N/A N/A N/A Mandatory 

NOTE 1.  Recommended. 
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Table A2.2.  Training Requirements. 

 OC DIR OPSO OCM/OCDR IM 

Microsoft Office 
Suite 

Mandatory Mandatory Mandatory Mandatory 

IM (Note 1) N/A N/A N/A Mandatory 
AMHS  N/A Recommended Recommended Mandatory 
JOPES Course N/A Recommended Recommended N/A 
DCAPES Course N/A Recommended Recommended N/A 
CFAST N/A Recommended Recommended N/A 
CWPC Recommended Recommended Recommended N/A 
JPOC Recommended Recommended Recommended N/A 
PRC Personnel 
Accountability 
Training 

Recommended Mandatory N/A N/A 

AFPC/OC 
COOP 

Mandatory Mandatory Mandatory  Mandatory 

AFPC/COOP Mandatory Mandatory Mandatory Mandatory 
PRC Augmentee 
Training 

N/A Recommended As required N/A 

Casualty 
Training 

Recommended Recommended As required N/A 

Note 1:  See Table 4. 
Only PRC Augmentees assigned 
* *Only Casualty Augmentees assigned 

Table A2.3.  AFPC OC Training Responsibilities. 

 OC DIR OPSO OCM/OCDR IM 

AFPC OC 
Orientation Course 

Mandatory Mandatory Mandatory Mandatory 

OC Facilities Tour Mandatory Mandatory Mandatory Mandatory 
Quick Reaction 
Checklist Course  

Mandatory Mandatory Mandatory Mandatory 

AFPC OC OPSO 
Duties Course  

N/A Mandatory N/A N/A 

OD Review/Sign 
Off 

Mandatory Mandatory Mandatory Mandatory 

Introduction to 
Messages   

N/A Mandatory Mandatory N/A 

PRC Orientation Recommended Recommended As required Recommended 
Casualty 
Orientation 

Recommended Recommended As required Recommended 

Contact Center 
Orientation 

As required Recommended As required Recommended 
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Table A2.4.  IM Training Requirements. 

 IM 

Computer / Network Administration Mandatory 
General Software Application Management Mandatory 
Communications Systems Management Mandatory 
Information Management N/A 
Facility Management N/A 

Table A2.5.  Interview/Certification Requirements. 

 OC DIR OPSO OCM/OCDR IM 

Interview/Certification 
By: 

DPW Director OC DIR OC DIR OPSO 

 

Figure A2.1.  AFPC OC Training Memorandum (Sample) (ADD MEMOs FOR 

DIR/OPSO). 

 
 
MEMORANDUM FOR AFPC/DPW 
 
FROM:  AFPC/XXX 
 
SUBJECT:  Completion of Required AFPC OC Training 
 
I certify that _____________ (Individual’s Name) meets all appropriate requirements listed in 
AFPC OI 10-100, paragraph 14, Tables 2 and 3.  Request AFPC/DPW schedule the  OC Director 
interview for completion of certification. 
 
 
/////Signed///// 
JOHN D. SMITH, Colonel, USAF 
Director, XXXXXXX 
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Figure A2.2.  AFPC OC Training Program Sample Certificate. 

 
 
MEMORANDUM FOR AFPC/XXX (Use directorate the DR/OCM is assigned to) 
 
FROM:  AFPC/DPW 
 
SUBJECT:  AFPC OC Member (OCM) Duty 
 
 
_______________________ has successfully completed the interview process and is cleared to 
perform AFPC OC duties on behalf of AFPC/CC. 
 
 
/////Signed///// 
JAKE A CROSS, Colonel, USAF 
Director, AEF and Personnel Operations 
 
 
Cc: 
AFPC/DPWO 
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Attachment 3 

FACILITY AND SYSTEM REQUIREMENTS 

A3.1.  OC Director, two  OC OPSOs,  one OC Civilian are the four permanent positions which 
require permanent work centers; four telephones (2 STE), four computers w/SIPR and NIPR 
connectivity; two Blackberries. 

A3.2.  Forty five work centers w/SIPR/NIPR connectivity. 

A3.3.  Forty Five telephones; 19 w/secure voice capability (STE) and fortessa cards. 

A3.4.  Two plasma screens. 

A3.5.  Two projector screens. 

A3.5.1.  Associated systems to project SIPR/NIPR onto plasma and projector screens and 
project sound as necessary. 

A3.6.  Access to all AFPC-related systems. 

A3.7.  Conference Room w/SIPR/NIPR capability; plasma screen; laptop ports (five)/ Ploycom 
Sound stations, three telephones (one STE). 

A3.8.  Digital clock. 

A3.9.  VTC w/Secure capability. 

A3.10.  Shredder (for up to SECRET). 

A3.11.  NIPR and SIPR printers. 

A3.12.  Whiteboards. 

A3.13.  Color printer (capable of copying classified and unclassified). 
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Attachment 4 

E-WING LAYOUT 

Figure A4.1.  E-Wing Layout. 
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Attachment 5 

OC MANNING 

A5.1.  AFPC OC Management. 

Table A5.1.  AFPC OC Management. 

POSITION MINIMUM 

RANK/GRADE 

Day Night 

(Note 1) 

On-Call 

(Note 2) 

SOURCE 

OC DIR O-6, YC-03 / GS-15 
(Notes 1 & 3) 

1 1  DPW 

Crisis/Surge OC 
DIR 

O-6, YC-03 / GS-15 
(Notes 1 & 3) 

1 1  CC, CD, 
DPA, DPD,  
DPS, DPW 

OPSO O-3/4/GS-12 (Note 4) 1 (2) 1 (2) 1 DPW 
Admin / Sys 
Support (IM) 

As required   1 1 1 DPW 

Requirements Rep O-2 Lead, E-5 
Support, Contractor 

  3 TBD    TBD DPW 

Notes:   
1.  During normal operations, the night requirement will be filled with the day individual 
being on-call and subject to reporting for duty within one-hour of recall notification.  
However, separate night individuals will be scheduled to facilitate a rapid transition to 
24-hours/7-days surge operations.  This note does not apply to Casualty Services.  DPW 
will be the source for OC DIRs during steady state/normal operations.  The Chief of AEF 
Operations Division or Deputy is the delegated OC DIR for normal operations.   When 
directed by AFPC/CC or AFPC/CD, OC DIR O-6s and equivalents will be appointed 
from throughout AFPC. 
2.  Recalled by direction of the OC DIR. 
3.  Colonel selects may be OC DIRs.  Contractor personnel may not be used for OC DIR 
duties.  During  normal operations an AFPC experienced, senior O-5 or Civil Service 
equivalent YA-03, is authorized to perform the  duties and authorities of the OC Director 
4.  Contractor personnel may serve as OPSOs on a case-by-case basis; must be approved 
by the OC DIR. 
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A5.2.  AFPC OC Members (OCMs): 

 

Table A5.2.  OCMs. 

POSITION MINIMUM 

RANK/GRADE 

Day Night 

(Note 1) 

On-Call 

(Note 2) 

SOURCE 

Air National Guard As required   1 CG 
Air Force Reserves As required   1 CR 
AEF Analyst As required   1 DPW 
AEF Systems As required   1 DPW 
AEF Policy As required   1 DPW 
AEF Readiness As required   1 DPW 
AEF Requirements As required   1 DPW 
Lead Scheduler As required 1 1  DPW 
Air Traffic Control, 
Airfield Management 

As required 1 1  DPW 

AOC, AFFOR As required 1 1  DPW 
Casualty Services As required 1 (Note 1) 1   DPW 
Civil Engineering As required 1 1  DPW 
Combat Air Forces, 
LS/HD 

As required 1 1  DPW 

Communication As required 1 1  DPW 
Contractor As required 1 1  DPW 
Command Post, Space As required 1 1  DPW 
Client Support 
Administrator 

As required 1 1  DPW 

Finance, OSI As required 1 1  DPW 
Fuels As required 1 1  DPW 
HQ As required 1 1  DPW 
IA Monitor As required   1 DPW 
Intelligence As required 1 1  DPW 
Judge Advocate, 1st Sgt As required 1 1  DPW 
Lead Scheduler As required 1 1  DPW 
Life Support, SERE, PJ As required 1 1  DPW 
Logistics Plans As required 1 1  DPW 
Logistics Readiness (21R) As required 1 1  DPW 
Manpower, Public Affairs, 
Linguist 

As required 1 1  DPW 

Medical, Health Services As required 1 1  DPW 
Mobility Air Forces As required 1 1  DPW 
MX ECS As required 1 1  DPW 
O-6, Historian, Chaplain, 
Safety 

As required 1 1  DPW 

Operations Support As required 1 1  DPW 
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POSITION MINIMUM 

RANK/GRADE 

Day Night 

(Note 1) 

On-Call 

(Note 2) 

SOURCE 

Squadrons 
OPS Interface As required 1 1  DPW 
Personnel As required 1 1  DPW 
Personnel Readiness As required 1 1  DPW 
Rated Staff As required 1 1  DPW 
Security Forces As required 1 1  DPW 
Services As required 1 1  DPW 
Shortfall/Reclama As required 1 1  DPW 
Supply As required 1 1  DPW 
TACP As required 1 1  DPW 
TACS As required 1 1  DPW 
Transportation As required 1 1  DPW 
Weather As required 1 1  DPW 
DR As required    Directorates 
IM As required 1 1  DPW/Directorates 
Note 1.  Casualty Swing Shift 

A5.3.  AFPC OC Liaisons.  There are designated AFPC LNOs at various CCDR and Air 
Component HQ.  Their duty is to coordinate flow of information and resolve difficulties on 
behalf of AFPC. 

 


