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This instruction implements policy in Air Force Policy Directive (AFPD) 24-1, Personnel 

Movement and AFPD 24-2, Preparation and Movement of Air Force Material. Units have up to 

180 days after the effective date of this supplement to comply with requirements. This 

instruction provides guidance to all Reserve Aerial Port units regarding general responsibilities, 

programs, training deployments, volunteerism, Quality Assurance (QA) functions and training 

requirements.  It applies to all Air Force Reserve aerial port units. This publication may be 

supplemented at any level, but all direct supplements must be routed to the OPR of this 

publication for coordination prior to certification and approval. 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 from the field 

through the appropriate functional chain of command to HQ AFRC/A4RR.  The authorities to 

waive unit level requirements in this publication are identified with a Tier (“T-0, T-1, T-2, T-3”) 

number following the compliance statement. See AFI 33-360, Publications and Forms 

Management, Table 1.1 for a description of the authorities associated with the Tier numbers. 

Submit requests for waivers through the chain of command to the appropriate Tier waiver 

approval authority, or alternately, to the Publication OPR for non-tiered compliance items. 

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

Records Information Management System (AFRIMS). 
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SUMMARY OF CHANGES 

This document is substantially revised and must be completely reviewed. Major changes include, 

re-sequencing of chapters for flow of information, deletion of material covered in other 

guidance, and subject matter changes in all chapters.  All content has been researched for 

compliance with updated guidance.  It defines distinct roles for Air Force Reserve Command 

aerial ports. 
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Chapter 1 

ORGANIZATION OF AERIAL PORT UNITS 

1.1.  General.  The primary mission of the AFRC Aerial Port Squadrons (APS) is to train for 

Unit Type Code (UTC) taskings and provide qualified personnel to support all aerial port 

operations essential to the deployment, sustainment, and redeployment of DOD operations.  This 

mission includes the capability to expand an aerial port support presence at fixed and/or non-

fixed locations throughout the world as well as providing airlift support for exercises, 

contingencies and emergencies.  The wartime mission forms the foundation of the organizational 

structure. Essential peacetime training and support functions are added to allow maximum 

training for mission readiness. 

1.2.  The Aerial Port Squadrons/Flight.  The Aerial Port Squadrons/Flight are organized at a 

functional level to facilitate the training and deployment of air transportation specialists 

(2T2XX) and associated Air Force Specialty Codes (AFSCs) in support of the combatant 

commanders.  APS are comprised of the four flights and three sections:  Passenger Services 

Flight, Cargo Services Flight, Aerial Port Operations Support Flight, and Ramp Services Flight; 

Command Support Section, Quality Assurance Section, and Programs Section.  Attachment 2, 

Table A2.1 provides general descriptions of aerial port Unit Type Codes (UTCs).  Attachment 

2, Figures A2.1 through A2.3 illustrates aerial port structures based on unit size. Note: The 180 

day window for compliance does not apply to the APS restructuring efforts outlined in in this 

chapter.  All ongoing restructuring efforts to organize the APS into three distinct sizes based on 

future UTC/UMC realignments will be worked with AFRC/A1 staff.  These efforts will be a 

zero-balance transfer using existing resources phased over time. 

1.3.  Due to the nature of the Reserve mission.  Due to the nature of the Reserve mission, units 

rarely perform day-to-day air transportation operations.  If units are required to perform air 

transportation operations (e.g. Space-A passenger processing/manifesting) at a non-AMC base, 

follow guidance in AFI 24-114, Air Transportation Operations (Non-Aerial Port) and local 

operating instructions.  When performing air transportation duties at an AMC location, units will 

follow guidance in the AMCI 24-101 series.  Reserve aerial ports performing Aerial Delivery 

Operations (ADO) will follow guidance outlined in AFI 24-114. 
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Chapter 2 

AERIAL PORT AIR RESERVE TECHNICIAN (ART), ACTIVE GUARD RESERVE 

(AGR), AND SUPPORT STAFF GENERAL REQUIREMENTS 

2.1.  General.  This chapter outlines duties and responsibilities for Air Transportation (2T2XX), 

Administration (3A1X1), and the Education and Training (3S2X1) Air Reserve Technicians 

(ART) assigned to AFRC aerial port units.  AGRs will follow the duties and responsibilities of 

their respective ART counterparts including those positions with Air Force Specialty Code 

(AFSC) substitutions, i.e. 3A1X1 substituted with a Personnel Specialist (3S0X1). 

2.2.  Duties and Responsibilities. 

2.2.1.  Senior ART/AGR will: (T-2) 

2.2.1.1.  Represent the unit commander in managing day-to-day aerial port programs and 

activities. 

2.2.1.2.  Be fully trained and qualified in their assigned UTC. 

2.2.1.3.  Direct, control, and monitor activities of unit assigned ARTs, as applicable. 

2.2.1.4.  Ensure unit’s Annual Training Plan (ATP) is developed by 1 Sep of each fiscal 

year. As a minimum, the ATP will contain: Unit Training Assembly (UTA) schedule, 

annual tour schedule with training offered at each location, Task Qualification Training 

(TQT), block/ancillary training, Material Handling Equipment (MHE) recertification, and 

exercises.  The ATP will be evaluated each UTA to coordinate the next UTA’s training 

requirements. 

2.2.1.5.  Prepare, monitor, and process required monthly readiness reports, i.e. Status of 

Resource and Training System (SORTS), Defense Readiness Reporting System (DRRS), 

and Air and Space Expeditionary Force Tool (ART). 

2.2.1.6.  Submit for annual tours and UTA Fly-aways using the scheduling tool on the Air 

Reserve Component (ARC) Aerial Port Deployment Links web page. A confirmation 

email will be sent when submission is accepted. 

2.2.1.7.  Analyze assigned UTCs to determine nature and type of training required. 

2.2.1.8.  Coordinate unit deployment activities. 

2.2.1.9.  Provide coordination and guidance for unit personnel participating in 

training/readiness exercises. 

2.2.1.10.  Validate qualifications of personnel submitted to support taskings. 

2.2.1.11.  Brief unit commander and designated staff on issues affecting unit readiness. 

2.2.1.12.  Maintain liaison with Numbered Air Force (NAF) Point of Contact (POC), 

AFRC POCs and AMC aerial port Reserve Coordinators (RC). 

2.2.1.13.  Review/Validate all TR14s and Team Training Reports (TTR) prior to 

submission. Ensure TTR identifies any transportation and logistics deficiencies. 
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2.2.1.14.  Ensure Hazardous Material (HAZMAT), Load Planning, QA, and Joint 

Inspection (JI) certification data is entered into the AFRC Air Transportation Special 

Certification database located on the AFRC/A4RF website (see Attachment 5). 

2.2.1.15.  Coordinate and provide airdrop training support when applicable. 

2.2.1.16.  Serve as primary resource advisor. 

2.2.1.17.  Develop annual Reserve Personnel Appropriations (RPA) and Operations and 

Maintenance (O&M) budgets, and approve expenditures. 

2.2.1.18.  Serve as program manager for unit man-day requirements. 

2.2.1.19.  Perform duties as primary unit supply/equipment custodian. 

2.2.1.20.  Manage Government Travel Card (GTC) program. 

2.2.1.21.  Ensure facilities, equipment, and training aids are adequate and available prior 

to UTA start date; e.g. MHE, static aircraft, computers and transportation related systems, 

and training cargo. 

2.2.1.22.  Perform duties of unit Vehicle Control Officer (VCO) when vehicles are 

assigned to the unit. 

2.2.1.23.  Coordinate inter-service and host-tenant support agreements, and Memorandum 

of Understanding (MOU) and Memorandum of Agreement (MOA). 

2.2.2.  Unit Training Manager (UTM) ART/AGR will: (T-2). 

2.2.2.1.  In the absence of the Senior ART and in consultation with unit senior leadership, 

perform duties as the Senior ART in managing all aerial port operations and mobility 

readiness. 

2.2.2.2.  Assist the Senior ART ensuring facilities, equipment, and classroom training 

aids are adequate and available prior to a unit UTA. 

2.2.2.3.  Provide coordination and guidance for unit personnel participating in local unit 

training/readiness exercises. 

2.2.2.4.  Review with Senior ART inter-service and intra-service support agreements 

required to support the unit training program. 

2.2.2.5.  Monitor and coordinate unit training to include, but not limited to: Hazardous 

Materials Handling training, Annual Tour/UTA training schedules, Transportation 

Proficiency Center (TPC) training, and Seasoning Training Program (STP). 

2.2.2.6.  Ensure Training Business Area (TBA) is aligned with unit organization structure 

outlined IAW this instruction. 

2.2.2.7.  Assist annual tour Team Chiefs (TC) in preparing the TR14 and other documents 

required for training/deployment locations. 

2.2.2.8.  Validate training on the TR14 matches individual training requirements. 

2.2.2.9.  Assist unit in preparing Annual Training Plan (ATP). 

2.2.2.10.  Serve as unit 2T2 Advanced Distribution Learning Service (ADLS) 

Community College of the Air Force (CCAF) test proctor for reserve aerial port units. 
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2.2.3.  Administration ART/AGR will: (T-2) 

2.2.3.1.  Manage unit day-to-day administrative/personnel programs necessary to 

maintain continuity between UTAs. 

2.2.3.2.  Perform duties as alternate unit supply/equipment custodian. 

2.2.3.3.  Serve as Primary Automated Data Processing Equipment (ADPE) custodian. 

2.2.3.4.  Assist awards and decorations officer/NCO in submitting individual awards and 

annual transportation awards. 

2.2.3.5.  Prepare and maintain a monthly staff briefing to include, but not limited to: unit 

manning status, suspenses, incoming publications and correspondence, Enlisted 

Performance Reports (EPRs), Officer Performance Reports (OPRs) and other pertinent 

information as required. 

2.2.3.6.  Manage and monitor unit personnel participation and documentation. 

2.2.3.7.  Assist in the formulation and development of detailed deployment, recall, 

communications-out, and other similar plans in support of overall unit mission. 

2.2.3.8.  Manage the unit computer system security program. 

2.2.3.9.  Monitor unit security program. 

2.2.3.10.  Coordinate military personnel matters with the Military Personnel Flight 

(MPF). Compile reports and process personnel actions. 

2.2.3.11.  Assist with the government travel card program management. 
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Chapter 3 

TRAINING DEPLOYMENTS 

3.1.  General.  This chapter identifies preparation and general actions necessary for aerial port 

unit/team training deployments i.e., UTA/Drive/Fly-aways, Annual Training (AT) tours, and 

Exercises. This chapter also outlines references, guidelines, and responsibilities (NOT all- 

inclusive). A training deployment checklist is provided in Attachment 3. 

3.2.  Guidelines. 

3.2.1.  Annual Training Tours. The scheduling process begins in the 4th Qtr. of each fiscal 

year. The scheduling process includes members from each NAF, HQ AMC, National Guard 

Bureau (NGB) and HQ AFRC/A4RF. 

3.2.2.  HQ AFRC/A4RF will initiate a planning schedule and coordinate it through the 

process outlined in Table 4.1. All tasked agencies must complete their actions by the 

indicated suspense date to ensure a viable product. 

3.2.3.  AT tours are used to obtain maximum hands-on training. Team size depends on 

support capability of the training site and training needs of the deploying unit.  An entire unit 

may be scheduled for AT to support an exercise. 

3.2.4.  To facilitate effective scheduling, unit commanders must consider Air & Space 

Expeditionary Force (AEF) obligations and wing scheduled events. 

3.3.  Scheduling Guidelines.  (T-2) 

3.3.1.  All Reserve units are assigned to an active duty aerial port as their primary training 

location as indicated on ARC Aerial Port Deployment Links web page. 

3.3.2.  Only 50 percent of unit authorized, not assigned, personnel will be allowed to deploy 

away from their assigned active duty port for training each year for a standard annual tour. 

3.3.3.  Only one transcontinental annual tour consisting of not more than the training location 

(active port) maximum number of personnel, or 25 percent of the (Reserve) unit’s authorized 

personnel (whichever is less) may be scheduled during a fiscal year. 

3.3.4.  Exercises, Deployment Readiness Training at Dobbins or other special events will not 

apply to the 50 percent rule. 

3.3.5.  Annual tours are subject to redirection due to real world events. 

3.3.6.  When requesting individual’s training during an AT tour consideration should be 

given to skill level upgrade requirements, assigned UTC/AEF training requirements, and 

proficiency. 

3.4.  Categories of Training. 

3.4.1.  High OPS tempo - Proficiency training with minimal upgrade training. 

3.4.2.  Low OPS tempo - Upgrade training with minimal proficiency training. 

3.4.3.  Exercises - Combination of proficiency, upgrade and management opportunities. 
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3.4.4.  Patriot Partners - Active port take overs with a combination of proficiency, upgrade 

and management opportunities may be used when preparing for deployments with AEF 

partners. 

Table 3.1.  AT Planning Time Line (T-2). 

Action Office Action Suspense 

Units Start planning training requirements for fiscal year scheduling 

process. Each unit should start planning what will be needed for 

annual tours, dates and locations based on training needs. Until a 

master training schedule is available, time frames should be 

approximate i.e. January, February, etc., for planning purposes. 

4
th

 Qtr. of FY 

AFRC/A4RF Create AT planning schedule based on FY calendar and forward to 

AMC units for priority input. 

4
th

 Qtr. of FY 

AMC Units Annotate schedule with priorities and events that may affect 

training. AMC units will annotate the schedule with Priority Code 

1, 2, or 3. Priority 1 indicating the High Ops tempo, Priority 2 

indicating Low Ops Tempo and Priority 3 least need. 

4
th

 Qtr. of FY 

AFRC/A4RF Place training schedule on web and notify units of availability. 

Units finalize individual annual tour schedules. 

December 

Units Select locations/time frames using deployment guidelines in 

section 4.2 Unit/CCs determine their most urgent training needs 

and personnel availability for ATs throughout the FY. Use HQ 

AFRC/A4RF website to access the AMC RC information website. 

It provides information such as team size limits, available training, 

AFSC limits and other pertinent information crucial to planning 

tours for each AMC location. Personnel with less than a three skill 

level will be scheduled for home station annual tours or TPC 3-

level course only. 

1
st
 Qtr. of FY 

Units Submit individual schedules using the “Add Deployment Request” 

option on the ARC Aerial Port Deployment Links web page.(See 

Attachment 5) 

2
nd

 Qtr. of FY 

AFRC/A4RX Input schedule into Single Mobility System (SMS) and route for 

Deployment Review Board (DRB) approval. 

Deployments not approved by the Deployment Readiness Board 

(DRB) process will be returned to unit for resolution. 

2
nd

 Qtr. of FY 

3.5.  UTA Drive/Fly-away.  (T-2) 

3.5.1.  Unit Commanders may request UTA fly-away/drive-away deployment as deemed 

necessary.  The use of five or more UTA periods is recommended to maximize airlift, 

training facilities, and equipment at the deployed location. 

3.5.2.  UTA fly-away deployments are organic airlift only; no AFRC DRB commercial 

funding will be authorized. 
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3.5.3.  UTA drive-aways are permitted when the deployment destination is within reasonable 

driving distance.     Note: Personnel cannot travel in a UTA status without being able to 

perform six hours of duty before or after travel to location.  Units should consider using a DD 

Form 1610, Request and Authorization for TDY Travel of DoD Personnel, for travel with 

conversion into UTA status. 

3.6.  Patriot Partner Exercise.  (T-2) 

3.6.1.  Patriot Partner Exercises are authorized for AT with primary emphasis on the Air 

Reserve Component’s (ARC) partial takeover of the active duty aerial port.  The percentage 

of the takeover must be agreed upon by the active duty unit and the ARC units involved.  

These exercises provide the ARC with excellent management opportunities. 

3.6.2.  Patriot Partner exercises require additional coordination due to the number of 

participants.  These participants may come from one or several AF Reserve and/or Air 

National Guard (ANG) units.  When more than one unit is involved, a lead unit must be 

identified. The unit with the greatest number of participants will be designated as the lead 

unit. 

3.6.3.  The lead unit is responsible for conducting a Patriot Partner Planning Meeting to 

coordinate unit efforts and formalizing the Patriot Partner Plan. 

3.6.4.  The lead unit will provide AMC Aerial Port Reserve Coordinators with a list of units 

and number of personnel participating in each Patriot Partner Exercise to coordinate lodging, 

government transportation to/from duty section, and dining facilities.  Failure to do so may 

result in cancellation due to funding. 

3.7.  Exercises.  (T-2) 

3.7.1.  In order to maintain UTC accountability and personnel oversight, all aerial ports units 

must notify AFRC/A4RX of all off-station exercise involvement via the ARC Aerial Port 

Deployment website. 

3.8.  Approval Process Overview.  (T-2) 

3.8.1.  Unit Senior ARTs must submit training deployment requests and changes to HQ 

AFRC/A4RT using the ARC Aerial Port Deployment Links web page. 

3.8.2.  Training deployments are entered into SMS by AFRC/A4RX Functional Area 

Manager (FAM). 

3.8.3.  Submit to Wing DRB for approval. 

3.8.4.  Upon wing approval, AFRC/A4RX will submit training deployment request to the 

quarterly AFRC DRB. 

3.8.5.  Training deployments will be entered with an activity code of “P” (Pending).  Upon 

approval by the AFRC DRB, the activity code will be changed to “A” (Approved) and 

electronically sent to AFRC/FGOC to solicit organic airlift during the Airlift Allocation 

Planning Council (AAPC). 

3.8.6.  Home station or drive-away deployments will be entered with an activity code of “I” 

(Informational) in SMS.  Once it has been briefed to the AFRC DRB, the activity code will 

be changed to “B” (Briefed). 
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3.8.7.  The AAPC is held on a quarterly basis, to determine the availability of organic airlift. 

3.8.8.  If organic airlift is unavailable and the deployment was approved for commercial 

travel funds, units will forward a request for funding using an automated worksheet found on 

the AFRC/A4RT web site under ARC Deployments.  Units with outstanding TTRs and 

officer’s training reports will not be authorized future commercial travel funds. 

3.8.9.  Funding for travel is divided into two categories: 

3.8.9.1.  Continental United States (CONUS) - AFRC funded: Travel costs associated 

with stateside deployments, or to get team to/from Aerial Port of Embarkation (APOE) 

for OCONUS deployments. 

3.8.9.2.  Outside Continental United States (OCONUS) - AMC funded: Travel costs 

associated between the APOE/Commercial Gateway to the OCONUS training location.  

If AMC channel or charter (Patriot Express) flights are not available when team needs to 

travel, then AMC will provide travel funding for coast to coast or direct flights to nearest 

international airport.  Once commercial travel is procured, it will not be cancelled within 

30 days of departure date, even if organic airlift becomes available (See Procedural 

Information Message for AMC Transportation Working Capital Fund (TWCF) F68). 

3.8.10.  Changes or cancellation of scheduled training deployments must be coordinated as 

outlined above.  Notify training location to prevent adverse effects on host base (training 

location) facilities, airlift requirements and funding allocations.  Ensure justification is 

provided for cancellation/deviation from scheduled deployment.  Use the Deployment 

Change Request worksheet found on the AFRC/A4RT web site under Aerial Port 

Deployments. (T-2) 

3.9.  Unit Responsibilities. 

3.9.1.  Units must follow the guidance as outlined in AFI 36-2254, Vol 1, Reserve Personnel 

Participation. 

3.9.2.  Unit Commanders will: (T-2) 

3.9.2.1.  Monitor and support all aspects of training deployment activities. 

3.9.2.2.  Review/approve final draft of TTR. 

3.9.3.  Unit Senior ART will: (T-2) 

3.9.3.1.  Ensure a Team Chief (TC) is identified. 

3.9.3.2.  Establish a “View only” SMS account through US Transportation Command 

(USTRANSCOM). 

3.9.3.3.  Review unit deployments through SMS to determine status, airlift, etc. 

3.9.3.4.  Initiate checklist (see Attachment 3) for each deployment and provide to the 

TC. 

3.9.3.5.  Keep the commander and staff informed of training deployment status. 

3.9.3.6.  Provide assistance to the TC. 

3.9.4.  Team Chief will: (T-2) 
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3.9.4.1.  Comply with all requirements.  Failure to meet responsibilities could result in 

cancellation of the deployment. 

3.9.4.2.  Confirm deployment information with the Unit Deployment Manager (UDM) 

and/or unit Senior ART. 

3.9.4.3.  With the assistance of the UDM, maintain and update the Training Deployment 

Checklist of required actions.  Keep the Senior ART updated at all times. 

3.9.4.4.  Prepare the Training Request 14 (TR14) Aerial Port Deployment Personnel 

Data. Use the "INITIAL TRAINING REQUESTED" column to indicate all initial 

training and the “Proficiency TNG Requested” column to indicate all proficiency training 

for all enlisted 2T2 personnel only.  All requested training for non 2T2 and Officers must 

be entered in the “Special Remarks” column.  Validate the host unit’s training capabilities 

by using the active duty training matrix.  See HQ AFRC/A4RT Website for link. 

3.9.4.5.  Ensure individual training objectives are identified on the TR14 for all team 

members to include, officers and Senior NCOs.  If available, Officers/SNCOs are 

encouraged to participate in the host unit’s training and orientation program while 

deployed on AT. 

3.9.4.6.  Ensure the Senior ART/UTM validates the TR14. Units must submit the 

completed TR14 NLT 60 days prior to deployment.  Submit a request to NAF POCs or 

AFRC/A4RF to unlock the TR14 to make any changes.   Note: Changes can be made 

once the TR14 has been unlocked, however, adding or swapping personnel within 30 

days prior to the scheduled deployment will not be allowed. 

3.9.4.7.  No later than 45 days before team arrival, submit all required items listed on the 

RC web site, to host unit. 

3.9.4.8.  Notify the Senior ART if any deviations or difficulties arise such as, but not 

limited to: changes in airlift, lodging, and ground transportation. 

3.9.4.9.  Ensure each Team member has a copy of the Team Member Checklist (see 

Attachment 4) prior to leaving home station. 

3.9.4.10.  Continuously monitor progress of team’s requested training on TR14 during 

annual tour. 

3.9.4.11.  Conduct a mid-tour evaluation with the host unit leadership to provide status of 

training as requested on the TR14, problems and/or areas of concern.  Resolve issues at 

the lowest level.  If problems persist, (i.e. agreed training not available) the team chief 

must immediately notify the Senior ART. 

3.9.4.12.  Team Training Report (TTR).  A TTR is required for all AT tours as well as 

UTA deployments. Units will utilize the online TTR for this requirement.  Use the Team 

Training Report to identify problems or areas of concern not resolved prior to departure.  

The TTR must be completed NLT 30 days after the deployment or the next UTA 

following tour completion.    Note: Authorizations for future commercial travel funds 

will not be processed if all TTRs have not been submitted as required. 
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Chapter 4 

VOLUNTEERISM MAN-DAY PROGRAM 

4.1.  General.  This chapter outlines the responsibilities regarding volunteerism for non-

mobilization support utilizing Military Personnel Appropriation (MPA)/non-unit RPA funding. 

4.2.  Responsibilities. 

4.2.1.  HQ AFRC/A4RX will: (T-2) 

4.2.1.1.  Provide units notification of volunteer man-day opportunities from requesting 

organizations. 

4.2.1.2.  Request non-mobilization deployment opportunities if available from 

participating MAJCOMs when additional unit volunteers are identified and wing 

approvals are received. 

4.2.1.3.  Submit volunteers’ name and personnel data to the requesting 

MAJCOM/organization for approval. 

4.2.1.4.  Monitor/track unit volunteerism for HQ AFRC recognition of mission support 

and contributions to real-world activities. 

4.2.2.  Unit will: (T-2) 

4.2.2.1.  Consider AEF mobilization commitments before submitting for approval of any 

volunteer man-day requests. 

4.2.2.2.  Ensure screening process is in place for personnel selected for volunteer man-

days. 

4.2.2.3.  Ensure, at a minimum, volunteers meet readiness requirements to include 

medical/dental standards, fitness currency and security validation. 

4.2.2.4.  Ensure personnel volunteering for non-mobilization deployments, meet 

readiness requirements in line with mobilization standards including UTC skill/line 

remark requirements. 

4.2.2.5.  Ensure volunteerism man-day tours are identified and reported to HQ 

AFRC/A4RX for monitoring/tracking of mission support and real-world contributions. 

4.2.2.6.  Ensure all funding requests are coordinated as soon as possible but NLT 30 days 

prior to start of duty, when applicable. Note: Units submits funding for MPA volunteers. 

4.2.2.7.  Coordinate all Volunteer Reserve System (VRS) requests with the AFRC/A4RX 

prior to approval routing for source validation. 
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Chapter 5 

TRAINING MANAGEMENT AND ADMINISTRATION 

5.1.  General. 

5.1.1.  The goal of air transportation training is to reach and maintain operational readiness to 

fulfill UTC requirements.  To achieve this, units will train to requirements identified in the 

air transportation (2T2X1) Career Field Education and Training Plan (CFETP). 

5.2.  Training Sources. 

5.2.1.  Command Training and Evaluation List (CTEL).  The CTEL is a one-stop shop, used 

by CCs, APS QA, UTM, shop leads and even the trainees.  It is a guide for training and 

provides QA requirements.  Qualification Training Package (QTP) link is provided and lists 

all the prerequisites for each CFETP item under the respective UTC.  It also provides QA 

with the acceptable quality levels (AQL) for each task. The CTEL is located on the 

AFRC/A4RR SharePoint site (see Attachment 5). 

5.2.2.  Qualification Training Package (QTP). The QTP is a standardized training plan to 

provide universal upgrade and proficiency training to the aerial port community.  QTPs aid 

trainers and evaluators.  QTPs contain either Task Training Guides (TTGs) or Knowledge 

Training Guides (KTGs). 

5.2.2.1.  Task-oriented QTPs consist of a TTG, lesson plan, online Test Assessment (TA) 

and a Task Evaluation Checklist (TEC).  The TTG is a training guide used by the trainer.  

It includes task number, training objectives, training references, 

prerequisites/requirements/equipment, an estimated completion time, and detailed 

training steps.  TAs are online tests for each specific task.  The TA must be completed 

and passed prior to final unassisted evaluation.  The TEC is task specific checklist used 

by the trainer to perform a final unassisted evaluation on the trainee.  The TA and TEC 

are used to ensure training was properly conducted and the required baseline level of 

knowledge was attained. 

5.2.2.2.  Knowledge-based QTPs consist of, at a minimum, a KTG.  The KTG will 

include task number, training objectives, training references, and prerequisites.  Not all 

Knowledge based QTPs include a Lesson Plan, TA and/or a TEC. 

5.2.3.  Individuals who do not meet minimum TA score or who do not satisfactorily complete 

the TEC will continue with training until the requirements are met.  The Unit Program 

Manager (UPM) and supervisor will determine if re-training will be accomplished by the 

same trainer. 

5.2.4.  Recurring QTP re-training is not required.  Exceptions are as follows: retraining is 

requested by the individual and/or section leadership as determined by the Proficiency 

Assessment (PA)/QA findings. 

5.2.5.  Individuals trained by active duty trainers (i.e. during STP or annual tours) will retain 

completed TECs until training dates can be documented in TBA. 

5.2.6.  USAF Expeditionary Center (USAF/EC) maintains QTPs that can be accessed 

through the HQ AMC/A4TR web page. 
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5.2.7.  Advanced Distributed Learning Service (ADLS). Ancillary and functional web-based 

training is available. Refer to the ADLS website. (see Attachment 5) 

5.2.8.  Transportation Proficiency Center (TPC). Offers training to aerial port basic, refresher 

and specialized training requirements through in-residence courses, Distance Learning Center 

and Mobile Training Teams (MTT). (see Attachment 5). 

5.2.9.  USAF Expeditionary Center (EC).  Current course list, descriptions, and prerequisites 

can be found at: https://etca.randolph.af.mil/default1.asp. 

5.2.10.  Mobile Training Teams (MTTs). MTTs provide academic training courses at mobile 

location.  Units must coordinate all MTT requirements with AFRC/A4RF for consolidation 

and approval.  The host organization will be responsible for providing all necessary 

classroom facilities, rental vehicles/u-drive it, lodging and funding MTT instructor 

Temporary Duty (TDY) costs if the request is for an out-of-cycle class.    Note: Must have 

wing FM funding preapproval in writing prior to requesting MTT. 

5.2.11.  Audiovisual Media. Audiovisual media is effective in providing technical data and 

transitioning students from an academic learning environment to actually performing in the 

field.  Audiovisual media should be used to supplement training and not be used as a 

replacement for QTPs. 

5.3.  Responsibilities.  The responsibilities listed below are in addition to duties outlined in AFI 

36-2201, Air Force Training Program. 

5.3.1.  HQ AFRC/MAJCOM Functional Manager (MFM) will: (T-2) 

5.3.1.1.  Identify and forecast training requirements for aerial port 2T2 personnel. 

5.3.1.2.  Approve/disapprove of AFRC 2T2 training media. Send final notification 

directly to the requesting unit and information copies. 

5.3.1.3.  Validate and coordinate all aerial port training requirements with appropriate 

agencies. 

5.3.1.4.  Solicit AETC/EC MTT requirements from NAF/POCs to ensure sufficient 

training opportunities are requested. 

5.3.1.5.  Make final determination on the use of AETC/EC MTTs to include locations and 

dates. 

5.3.1.6.  Monitor formal school training opportunities. Advise NAF/POCs of available 

training quotas. 

5.3.1.7.  Solicits the TPC to develop courses to enhance AFRC 2T2 training goals/needs. 

5.3.1.8.  Manage AFRC 2T2 ADLS CCAF Proctoring Programs and issue passwords as 

required. 

5.3.2.  TPC will: (T-2) 

5.3.2.1.  Monitor and identify changes to governing guidance to ensure curriculum 

accurately represents 2T2 requirements. 

5.3.2.2.  Develop, validate and maintain curriculum and testing measures according to the 

Instructional Systems Development (ISD) process for all course objectives. 

https://etca.randolph.af.mil/default1.asp
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5.3.2.3.  Develop a schedule every fiscal year for in-resident courses and mobile training 

teams. 

5.3.2.4.  Publish and maintain course schedules on the TPC website. 

5.3.2.5.  Manage student pre-registration, changes, and cancellations for courses through 

the TPC website. 

5.3.2.6.  Communicate course attendance prerequisites to UTMs in advance. Members 

failing to meet prerequisites will be removed and returned to home station. 

5.3.3.  NAF/A4R will: (T-2) 

5.3.3.1.  Identify and coordinate training requirements and procedural changes. 

5.3.4.  Unit Commanders will: (T-2) 

5.3.4.1.  Ensure training requirements are accomplished IAW this publication. 

5.3.4.2.  Ensure training is accomplished using QTPs for all duty position training. 

5.3.4.3.  Ensure training is properly documented and maintained in TBA. 

5.3.4.4.  Ensure 3-levels in upgrade training are informed of STP availability in a timely 

manner. 

5.3.4.5.  Establish procedures to ensure allocated annual school quotas are filled or 

returned at HQ AFRC least 30 days prior to the class start date. 

5.3.4.6.  Ensure individuals assigned additional duty positions are fully qualified 

(Training status code R) and continue to receive proficiency training in their assigned 

UTC position. 

5.3.5.  Supervisors will: (T-2) 

5.3.5.1.  Monitor trainee’s upgrade and proficiency training progress. 

5.3.5.2.  Oversee training process within respective section. 

5.3.5.3.  Ensure to the greatest extent possible Web Based Training (WBT) is completed 

at home station prior to participating in deployed training to ensure maximum on-the-job-

training (OJT) is achieved. 

5.3.5.4.  Perform periodic checks of work centers, training settings, classroom 

environments, and OJT to ensure effectiveness. 

5.3.5.5.  Compile a list of classroom no-show personnel and forward to unit management 

staff. 

5.3.6.  Trainers will: (T-2) 

5.3.6.1.  Be QTP trained proficient and know the most current policies and procedures on 

the tasks/processes for which they train others. 

5.3.6.2.  Only use approved training material. 

5.3.6.3.  Follow steps outlined within QTPs and not deviate from instructional guidance. 
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5.3.6.4.  Ensure trainees complete all training steps outlined within QTPs in the proper 

order. 

5.3.6.5.  Ensure all training dates are documented in TBA. 

5.3.6.6.  Record student attendance in formal classroom settings and forward attendance 

roster/no-show personnel to supervisors and UTM. 

5.4.  Proficiency Assessments (PA).  When personnel change duty sections, use current QTP to 

train member if the member was not previously trained on a task.  Member must undergo a PA 

before performing any unassisted task within the new work center.  Supervisor/trainer will assess 

member knowledge in comparison to current QTPs.  Individuals who fail a PA will be 

decertified and retrained in deficient areas as outlined in the current QTP.    Note: PAs will be 

accomplished on personnel that have not performed in their work center for at least six months. 

(e.g. Security Forces augmentee, etc.). 

5.5.  MHE/Vehicle Assessments.  As a minimum, units will perform assessments on all MHE 

and specialty vehicles (e.g. bus, water truck, latrine truck, etc.) for all licensed operators, every 

three (3) years prior to reissuing of licenses by Vehicle Operations. (T-2)  This assessment is not 

full retraining but a proficiency check to validate the driver is still qualified to safely operate 

licensed vehicles.  This requirement is not a QA responsibility.  Recommend units use vehicle 

trainers to accomplish these assessments.  QA may be present to accomplish Trainer Proficiency 

Evaluations (TPE). 

5.5.1.  The exception to the previous paragraph is the 60K Tunner.  60K Tunner operators 

must have vehicle assessments performed on them every two (2) years and/or within 12 

months prior to the AEF deployment window. (T-2) This assessment is not full retraining but 

a proficiency check to validate the driver is still qualified to safely operate licensed vehicles.  

This requirement is not a QA responsibility.  Recommend units use vehicle trainers to 

accomplish these assessments.  QA may be present to accomplish TPEs. 

5.5.2.  Individuals who fail MHE/vehicle assessments will be decertified and retrained in 

deficient areas as outlined in the current vehicle QTP.  All refresher vehicle assessments 

must be documented in TBA. (T-2) 

5.6.  Additional Training. 

5.6.1.  HAZMAT Training.  Reserve 2T2 personnel will follow requirements outlined in 

AFMAN 24-204 for HAZMAT technical specialist, handler, inspector, and certified/preparer 

as applicable to meet UTC needs. (T-1)  Work center supervisors will ensure accuracy of 

data entered into the AFRC Air Transportation Special Certification database. (T-2) 

5.6.2.  Load Planning. Trainees must have met all requirements in AFI 24-114, Attachment 8, 

prior to performing load planning functions unassisted. (T-1) 

5.6.2.1.  In addition, all reserve load planners must attend TPC Load Planning Course 

during their first 12 months of assignment. (T-2)  This course complements the ADLS 

Load Planning online training lessons and provides concentrated proficiency to initial 

trainees.  Prior to attending the TPC course, trainees must have completed the ADLS 

Load Planning online training lessons and HAZMAT requirements. (T-2)  Trainees must 

also establish an ICODES account and have basic working knowledge of the system. (T-

2) 
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5.6.2.2.  Units may request a waiver in lieu of attending TPC Load Planning Course if 

unit has organic home station capabilities to gain initial hands-on proficiency.  Waiver 

must outline unit’s plan to include: training location and milestones.  Waivers will be sent 

to HQ AFRC 2T2 MFMs for final determination.  The waiver request must outline 

training for the following: Cargo Selection, Documentation, C-17/C-130/C-5 

Characteristics, ICODES /ATTLA/SMS, Cargo Sequencing, Cape Forecasting, Manual 

AF 4080, Inventory/“Walking Load”, and/or OJT Scenarios. (T-2) 

5.6.2.3.  Work center supervisors will enter and ensure accuracy of data entered into the 

AFRC Air Transportation Special Certification database.  Unit commander must 

designate each load planner by specific airframe they have been trained to load plan. (T-

2)           Note: Growing a load planner from cradle to grave is a time extensive task; 

recommend units fully leverage UTA, AT, and RPA opportunities to develop this skill 

set. 

5.6.3.  Joint Inspection (JI). Reserve 2T2 personnel must meet the requirements in AFI 24-

114, Attachment 7, to be JI qualified.  (T-1)  Additional requirements for unit ran JI 

Instructors and JI program manager (train the trainer) are listed in same attachment.  All 

locally ran JI programs will follow prescribed guidance and only use approved training 

material.  TPC and select AT locations offer Joint Inspection qualifying courses (train the 

operator) on a recurring basis.  Work center supervisors will enter and ensure accuracy of 

data entered into the AFRC Air Transportation Special Certification database. (T-2)     Note: 

Growing a JI from cradle to grave is tie extensive task, recommend units fully leverage UTA, 

AT, and RPA opportunities to develop this skill set. 

5.6.4.  Load Team Chief (LTC). Reserve 2T2 personnel will complete the following tasks to 

be qualified as LTCs.  Units will input completed training in the AFRC Air Transportation 

Special Certification database. (T-2) 

5.6.4.1.  Must complete all 5-skill level requirements, award of skill level is mandatory. 

5.6.4.2.  Must have a minimum rank of Senior Airman. 

5.6.4.3.  Must have completed the air freight online training course and aerial port 

vehicles online training course and QTPs 3.4 Accident Prevention, 3.5 Accident 

Reporting, 14.2 Determine Shoring Requirements, 14.5.1 Prepare Tie-Down Equipment 

Checklist, and 14.8 Perform Concurrent Service. 

5.6.4.4.  Must be hazardous material handler qualified. 

5.6.4.5.  Must have completed Supervisor Safety Training (SST) and reviewed work 

center’s Job Safety Training Outline (JSTO). 

5.6.4.6.  Possess AF Form 483, Certificate of Competency for flightline training. 

5.6.4.7.  Must be identified by their unit commander (or designated representative) and 

documented in the AFRC Air Transportation Special Certification database. 

5.6.5.  Aerial Delivery.  Reserve 2T2 personnel performing aerial delivery rigging duties 

must be a  5-level or above, assigned to Aerial Delivery and successfully completed 

L9AZA2T251 00AA, Airdrop Specialist Course.  (T-2)  Personnel performing Joint Airdrop 

Inspector (JAI) duties must complete J5AZA1A251 0F5A, Airdrop Load Inspector 
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Certification Course. (T-1)  Units will input completed training data into AFRC Air 

Transportation Special Certification database. (T-2) 
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Chapter 6 

QUALITY ASSURANCE (QA) 

6.1.  General.  This chapter provides guidance for aerial port units’ QA programs. The terms 

“Air Transportation Standardization/Evaluation (ATSEV)” and “QA” are synonymous.  This 

chapter covers program implementation, execution, and maintenance. Aerial Port Flights (APF) 

are not required to establish a QA function. APF Commanders electing to establish a QA 

function at their discretion will comply with the guidance in this chapter.  Aerial port (2T2) 

personnel assigned to a Logistics Readiness Squadron (LRS) will comply with guidance in AFI 

20-112_AFRCSUP, Logistics Readiness Squadron Quality Assurance Program (LRS QA). 

6.1.1.  The QA program provides commanders with a systematic, quantitative measurement 

of process and task performances with associated feedback. The program serves as the aerial 

port QA function with the following objectives: 

6.1.2.  Evaluate the unit’s ability to perform key air transportation tasks and processes to 

ensure standardized, repeatable, and technically compliant process execution. 

6.1.3.  Serve as subject matter experts to assist commanders, supervisors and trainers to 

resolve quality related issues without controlling all process factors. 

6.1.4.  Evaluate problem areas, analyze deficiencies, and identify underlying causes of poor 

quality and non-standardization in air transportation processes. 

6.2.  QA Structure. 

6.2.1.  Organization.  The QA section will be aligned directly under the unit commander as a 

separate work center. (T-2) Additional duties will not be assigned to QA program manager. 

6.2.2.  Structure. (T-2) The baseline structure for QA is three (UPM plus two full-time 

evaluators). All QA evaluators must remain UTC trained and deployable.  Personnel assigned 

as primary evaluators will not perform daily functional duties except in cases where mission 

failure will result.  To avoid potential conflicts of interest, evaluators will be assigned to the 

QA UPM for reporting purposes.  Augmentation can be used to ensure an 

evaluation/inspection is accomplished in all areas outlined in the Command Training and 

Evaluation Listing (CTEL). 

6.2.3.  If a work center does not have a primary evaluator but specialized expertise is 

required (e.g. ATOC, Load Planning, Special Handling, Joint Inspection, etc.), select 

qualified personnel who are recommended by their flight leadership to serve as Augmentees.  

Augmentees cannot be the Superintendent/NCOIC for the work center being evaluated to 

avoid conflicts of interest. While working as a QA augmentee, members will not perform 

functional duties (i.e. inspect their own work). 

6.3.  QA Training. 

6.3.1.  A training plan must be developed to train all QA evaluators to include Augmentees.  

Training must cover inspection and evaluation techniques, documenting inspections, and 

actions to prevent personal injury or equipment damage.  Training must be documented in 

TBA using the AF Form 797, Job Qualification Standard Continuation/Command JQS. (T-

2)  The AFRC QA Evaluator’s Training Guide will be used for this training.  The training 
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guide and AF Form 797 can be found on the AFRC/A4RR SharePoint site.  To become fully 

qualified, evaluators/augmentees must: (T-2) 

6.3.1.1.  Complete evaluation technique training requirements outlined in the AF Form 

797 and training guide, and practical hands on training. 

6.3.1.2.  Pass three EPEs within four UTAs of being assigned, and pass an annual EPE 

conducted by a qualified evaluator. 

6.3.1.3.  Complete any other courses required for specific tasks (e.g. Joint Inspector, 

Special Handling, Load Planning, etc.). 

6.4.  Methodology. 

6.4.1.  There are five categories of evaluation/inspections and three categories of 

observations. Evaluations include Personnel Evaluation (PE), Trainer Proficiency Evaluation 

(TPE), and Evaluator Proficiency Evaluation (EPE).  Inspections include Quality Verification 

Inspection (QVI), and Special Inspection (SI).  Observations include Detected Safety 

Violation (DSV), Technical Data Violation (TDV), and Unsatisfactory Condition Report 

(UCR). 

6.4.2.  Evaluations. Evaluations will accurately assess the proficiency of each individual, 

team, trainer, and/or evaluator.  The evaluator will focus on members’ knowledge in relation 

to task standard as outlined in QTPs.  Use of the Task Evaluation Checklists (TECs) is 

required to assess basic knowledge and proficiency.  All evaluations will be rated as a “Pass” 

or “Fail”.  QA staff does not decertify or recommend decertification of individuals failing an 

evaluation. 

6.4.3.  All 2T2 personnel involved in performing air transportation processes are subject to 

an evaluation, to include Senior NCOs.  All personnel with tasks signed off in TBA should 

be evaluated at least once during the calendar year. (T-2) 

6.4.4.  PEs are an over the shoulder evaluation of a specific individual or team of individuals 

while actually performing a task.  The evaluator may start and/or stop the evaluation at any 

step in the task.  Evaluators must immediately correct any safety or security issues 

discovered that could result in harm to an individual, an aircraft delay, and/or damage to 

equipment.  In the case of a team evaluation, the supervisor of a team task is responsible for 

the entire team’s performance but all members may be rated separately.  Note: During team 

evaluations, errors committed by team member(s) and not detected by the team chief may 

also be attributed to the team chief. 

6.4.5.  TPEs are an over-the-shoulder evaluation of the trainer while they provide training.  

This form of evaluation will accurately assess the proficiency of the trainer.  The evaluator 

will focus on trainer’s use of current QTPs, their assessment of trainee as outlined by QTPs, 

and documentation within TBA. 

6.4.6.  EPEs are the direct evaluation of a QA individual or any individual performing a 

quality assurance function in a unit.  It consists of an over-the-shoulder evaluation of a QA 

evaluator conducting a PE.  This form of evaluation will accurately assess the proficiency of 

each evaluator and will be conducted by the UPM. 

6.4.7.  Inspections. Inspections are a review of a completed process/task such as a form 

review. All inspections will be rated as a “Pass” or “Fail”. 
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6.4.7.1.  QVIs are an after-the-fact assessment following a process or task to verify the 

proper completion of that action.  QVIs, like PEs, are attributable to a specific individual 

or team of individuals and will follow the same rules for assignment of a pass/fail rating 

as those outlined for a PE.  Because they are assigned to a specific individual or team of 

individuals, QVIs will be conducted only when reasonable assurance can be obtained 

through personal observation or inference that the environment in which the task was 

originally completed has not been significantly altered. 

6.4.7.2.  SIs are inspections not otherwise covered by QVI or PE. SIs may include, but 

are not limited to, vehicle and equipment forms inspection, files, housekeeping, etc.  

Generally, individuals are not assigned responsibility in regards to an SI, because they are 

unknown or identification would be inappropriate. 

6.4.8.  Observations. Observations are unplanned events that are neither evaluations nor 

inspections.  Observations occur when a QA members’ intent was to assess other events, 

however, the observation is discovered/witnessed and action must be taken due to 

safety/security.  Additionally, observations cannot occur during an evaluation or inspection.  

If an unsafe act or security violation occurs during an evaluation or inspection it results in an 

immediate failure of that evaluation or inspection not an observation. 

6.4.8.1.  DSVs are observations of an unsafe act committed by an individual. The 

evaluator will stop the unsafe act immediately and notify the individual’s supervisor. 

6.4.8.2.  TDVs are observations of any person performing a task without proper technical 

data available and/or in use. The evaluator will stop the task being performed 

immediately and notify the individual’s supervisor. 

6.4.8.3.  UCRs are an observed unsafe or unsatisfactory condition, other than a DSV, 

which cannot be assigned to a specific individual; however, it can be charged to a specific 

work center.  Document these types of inspection discrepancies as a UCR rather than a 

DSV when it is not possible to determine who created the unsafe condition.  In addition, 

security violations that cannot be attributed to an individual are documented as a UCR. 

6.4.9.  Acceptable Quality Levels (AQLs). An AQL denotes the maximum allowable number 

of minor findings that a process or product may be charged for the task to be rated “Pass.” It 

must be strict enough that the task, process or product meets an acceptable level of quality, 

but is not so strict that a pass rating is unattainable. 

6.5.  Rating Criteria.  Assign one of the following ratings to every process 

evaluation/inspection: 

6.5.1.  A “Pass” rating indicates the process met the acceptable standard and did not exceed 

the number of findings as outlined by AFRC Acceptable Quality Levels (AQLs).  AQL 

standards are located on the CTEL, which is located on the AFRC/A4RR SharePoint site. 

6.5.2.  A “Fail” rating indicates the process did not meet acceptable standards due to major 

discrepancies or minor discrepancies exceeding the AQL. 

6.5.3.  Findings are validated deficiencies and will be tracked until resolved.  The following 

are the two types of findings: 

6.5.3.1.  Minor Finding. A deficiency that is procedurally incorrect but, only has minor 

mission impact. 
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6.5.3.2.  Major Finding. A deficiency that results or could result in widespread or 

significant mission impact or failure.  May include any repeat minor finding deemed 

appropriate by the QA  Program Manager.  When these conditions are observed, correct 

them immediately.  Under no circumstance will a safety or equipment reliability error go 

uncorrected.  The evaluator will consider the seriousness of the error when deciding 

whether or not the member(s) performing the process, and the evaluation itself, should 

continue. 

6.6.  Responsibilities. 

6.6.1.  HQ AFRC/A4RR will: 

6.6.1.1.  Establish policy and administration of the program. 

6.6.1.2.  Review unit metric/trend data for all assigned units. 

6.6.1.3.  Publish command specific Air Transportation Interest Items (ATIIs) in response 

to trend data or when otherwise directed. 

6.6.1.4.  Coordinate with NAF POCs and manage/update CTEL as required. 

6.6.1.5.  Manage the QA database. 

6.6.1.6.  Manage the AFRC APS QA SharePoint site. 

6.6.2.  Unit commanders will: (T-2) 

6.6.2.1.  Establish a QA program and define in writing, a response policy for all failed 

evaluations and noted observations. 

6.6.2.2.  Designate, in writing, the QA UPM, evaluators, and augmentees. 

6.6.2.3.  Establish a rotation policy to ensure expertise flows in and out of the QA section 

without disrupting continuity.  Personnel shall be assigned to QA for a minimum of 24 

months but no longer than 36 months.  Rotation of personnel will be staggered to ensure 

continuity within the QA section. 

6.6.2.4.  Host quarterly QA summary meetings to assess squadron’s performance and 

discussion of common problem areas, reviews trend data, and successful initiatives.  

Attendees will include as a minimum: QA UPM, UTM, and Flight Leadership. 

6.6.2.5.  Waive evaluations/inspections when units are involved in official exercises or 

contingencies, or during Wing mandated down days (i.e. Safety Day, SAPR, etc.).  The 

commander must complete a signed memo specifying the reason and timeframe for the 

waiver. The waiver must be sent to AFRC/A4RR. 

6.6.3.  QA UPM will: (T-2) 

6.6.3.1.  Must be a SNCO with a 7-skill level or higher. 

6.6.3.2.  Have prior experience as a QA evaluator. 

6.6.3.3.  Must complete AFRC APS QA training package (located on A4RR SharePoint) 

and document on AF Form 797. Note: Attendance in AFRC’s Logistics Enterprise 

Quality Assurance Course conducted by HQ AFRC/A4RR is not mandatory but 

recommended. 
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6.6.3.4.  Manage the unit-level QA Program and select/nominate the most knowledgeable 

personnel within the unit to serve as evaluators. 

6.6.3.5.  Enter QA UPM, evaluators, and augmentees into the AFRC Air Transportation 

Special Certification database. 

6.6.3.6.  Work closely with the UTM to ensure training deficiencies are addressed. 

6.6.3.7.  Administer a training plan to train all QA personnel, to include augmentees.  

Training will be documented in individual training records using AF Form 797. 

6.6.3.8.  Work with unit commander/Flight Chiefs/Superintendents to establish 

augmentee schedule. 

6.6.3.9.  Maintain a current listing of QA personnel, to include Augmentees. 

6.6.3.10.  Ensure QA personnel are qualified on the tasks they are evaluating. 

6.6.3.11.  Ensure three initial Evaluator Proficiency Evaluations (EPEs) are performed on 

each QA evaluator, to include augmentees.  Initial EPEs will be based on observing the 

evaluator in training perform two evaluations; Personnel Evaluation (PE)/Trainer 

Proficiency Evaluation (TPE) and one technical inspection; Quality Verification 

Inspection (QVI)/Special Inspection (SI).  Prior to performing unsupervised, QA 

evaluators must pass an EPE on each type of evaluation.  New evaluators will be 

evaluated within two UTAs of being appointed. 

6.6.3.12.  Ensure an annual EPE is conducted on all appointed evaluators/augmentees. 

6.6.3.13.  Determine if retraining or removal from the QA program is necessary in the 

event of a failed EPE. 

6.6.3.14.  Ensure QA evaluation/inspection targets are accomplished according to the 

evaluation plan outlined in the CTEL. 

6.6.3.15.  Ensure all evaluators are entering evaluations/inspections/observation into the 

QA database by close of the following UTA. 

6.6.3.16.  Provide supervisors access to evaluation data to allow information sharing. 

6.6.3.17.  Track all evaluations/inspections rated fail and all observations until resolved.  

Inform unit leadership on all late replies and repeat findings. 

6.6.3.18.  Ensure evaluations/inspections/observations are closed with appropriate 

corrective action and dates. 

6.6.3.19.  Assist section leads with root cause analysis for all major findings to determine 

underlying causes and appropriate corrective action. 

6.6.3.20.  Prepare data and provide the commander and unit leadership with a quarterly 

QA briefing consisting, at a minimum, the number of evaluations/inspections completed, 

pass/fail rate, observations, major findings/trends, root cause and corrective actions. 

6.6.3.20.1.  Upload the completed briefing notes/slides in the appropriate unit folder 

located on the AFRC/A4RR SharePoint site. (T-2) 

6.6.4.  QA Evaluators/Augmentees will: (T-2) 
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6.6.4.1.  Have an awarded 7-skill level. 

6.6.4.2.  Must be QTP trained on all CFETP processes they are certified to evaluate. 

6.6.4.3.  Must complete AFRC APS QA training package (located on A4RR SharePoint) 

and document on AF Form 797. 

6.6.4.4.  Ensure APS related local Operating Instructions (OIs), and IMTs/forms are 

reviewed, during evaluations and inspections; ensure Technical Orders (TOs), checklists, 

TBA, and policy documents and manuals are spot checked for currency. 

6.6.4.5.  Not serve as an extension of the workforce and will not provide assistance (i.e. 

ground spotting duties, verify vehicle lights are operable, etc.) during an evaluation. 

6.6.4.6.  Conduct evaluations/inspections as outlined in paragraphs 6.3 through 6.5 of this 

instruction.  All evaluations/inspections on personnel, including Senior NCOs, must be 

conducted by using the current QTPs. 

6.6.4.7.  Provide introductory and post-evaluation feedback to personnel, offering 

guidance/suggestions as needed during the post-evaluation feedback session, as 

appropriate to the evaluation. 

6.6.4.8.  Verify evaluated individuals have been trained properly and training was 

documented in member’s TBA. 

6.6.4.9.  Enter all assessments into the QA database. 

6.6.4.10.  Provide UPM with updates on all evaluations/inspections rated fail and 

observations including a narrative that details the exact finding and valid reference. 

6.6.5.  Work center Supervisors: (T-2) 

6.6.5.1.  Provide responses to failed assessments IAW the commander’s written guidance 

and provide an Estimated Closure Date (ECDs). 

6.6.5.2.  Provide root cause analysis and corrective actions for all major discrepancies, 

observations and/or repeat findings. 

6.6.5.3.  Determine if decertification/retraining is warranted for an individual that has 

failed an assessment. 

6.6.5.4.  Work closely with the QA UPM to ensure training deficiencies are being 

addressed. 
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Chapter 7 

RESERVE AERIAL PORT EQUIPMENT 

7.1.  General.  This chapter establishes procedures and responsibilities for AFRC aerial port 

equipment management. 

7.2.  Material Handling Equipment (MHE)/Vehicle Program. 

7.2.1.  Due to the nature of the reserve mission, units rarely have MHE and/or specialized 

vehicles directly assigned to the Aerial Port; however, all bases have basic equipment 

available through the host unit. 

7.2.2.  Unit leadership is responsible for developing relationships with host unit owners of 

MHE and/or specialized vehicles to maximize potential home station training (i.e., Utilizing 

home station active duty APS’s Latrine Servicing Truck (LST) vs waiting to train on LST 

until annual tour at different location.). 

7.2.3.  Units need to develop a MOU/MOA with MHE and/or specialized vehicles owners to 

include: (T-2) 

7.2.3.1.  Equipment loan utilization during UTA/other training events. 

7.2.3.2.  Vehicle check-out/turn-in procedures and timeframes. 

7.2.3.3.  Reserve APS responsibilities for inspections/refueling. 

7.2.3.4.  O&M funding requirements (i.e. replacement parts, supplies, etc.). 

7.2.4.  Once an MOU/MOA is established and approved locally, forward to the appropriate 

NAF POC for final approval, concurrence and coordination.  NAF will then forward to all 

documents to HQ AFRC/A4RF for informational awareness. 

7.3.  Weighing Devices. 

7.3.1.  Weighing devices can include cargo, baggage and personnel scales. 

7.3.2.  All units must maintain equipment UTC (UFBLJ), as assigned. (T-1) UTC package 

consists of six portable cargo weight scales.  If units have other weighing devices such as 

baggage and/or personnel scales, these devices must also be maintained and calibrated. 

7.3.3.  Units need to work with base Precision Measurements Equipment Laboratory (PMEL) 

for weighing device calibration, repair, and turn-in. (T-1) 

7.3.4.  Weighing devices will be calibrated IAW TO 00-20-14, Air Force Metrology and 

Calibration Program. If guidance does not apply to your weighing devices, then calibrations 

will not exceed 180 days.  When calibration period has elapsed and/or weighing devices is 

inoperative, placard it with an Air Force Technical Order (AFTO) Form 350, Repairable 

Item Processing Tag, IAW TO 00-20-2, Data Documentation.  (T-1) 

7.3.5.  All changes to PME equipment must be coordinated/ documented on unit’s Custody 

Authorization/Custody Receipt Listing (CA/CRL) with unit equipment custodian.  (T-1) 

7.4.  Radios. 
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7.4.1.  All units must maintain equipment UTC (UFBS1), as assigned.  (T-1)  UTC package 

consists of four UHF, four VHF radios and one base station; however, per the Mission 

Capability Statement (MISCAP).  VHF radios are not mandatory for AFRC units.    Note: 

Units not having VHF radios does not constitute a downgrade to their monthly readiness 

reporting status. 

7.4.2.  Units need to work with base communication offices for upgrades, replacements, 

repairs and/or final radio dispositions.  Radio replacements may be available from local 

sources and can be transferred from other units.  If no available replacements exist, units 

need to project funding in annual budget forecast to replace radios as needed.  An unfunded 

request can also be submitted for radio upgrades/ replacements. 

7.4.3.  All changes to radio equipment must be coordinated/ documented on unit’s CA/CRL 

with unit equipment custodian.  (T-1) 

7.4.4.  For operations and training activities that utilize the radio frequency spectrum, users 

must comply with AFI 33-118, Chapter 3, Electromagnetic Spectrum Management.  

Coordinate with the local frequency managers before operating any radio 

(UHF/VHF/FM/HF) equipment.  Units supporting exercises may be tasked or requested to 

supply radios or other support equipment. (T-1) 

7.5.  Personnel Protective Equipment (PPE).  (T-2) 

7.5.1.  Units will ensure accountability/marking on all personal protective equipment (PPE). 

7.5.2.  Only unit purchased PPE items are authorized for work centers and flightline usage. 

7.5.3.  Individual PPE includes but is not limited to: reflective vests/belts, ear defenders, 

gloves, pocket knives, flashlights, and steel-toed boots.  Marking of individual PPE will be 

accomplished prior to utilizing equipment. 

7.5.4.  Personnel will account for all equipment/tools on their person before leaving the 

flightline and/or work area.  PPE accountability will be documented at the beginning and end 

of each shift by the shift supervisor and documented IAW local procedures. 

7.5.5.  PPE marking identification markings will include the following: 

7.5.5.1.  Member’s first initial. 

7.5.5.2.  Member’s full last name. 

7.5.5.3.  Unit assigned (e.g., J. Smith/67 APS). 

7.5.6.  Markings are not required on steel-toe boots. 

7.5.7.  Operations Superintendent will maintain local listing of all assigned PPE.  Conduct 

quarterly spot inspections to ensure all sections are properly monitoring/ accounting for PPE. 

7.5.8.  In the event of lost or missing PPE item(s), the person identifying the missing item 

will search the immediate work area.  After completing an initial search if item is not found, 

notify the Flight Commander/Superintendent, and Operations Superintendent. 

7.5.8.1.  If the possibility exists the PPE was lost on an aircraft/flightline, Operations 

Superintendent will notify base Command Post and Maintenance Operations Center 
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(MOC) to initiate local Operating Instructions and/or complete Lost Item Quick Reaction 

Checklist (QRC). 

7.6.  Team Issued Equipment (TIE).  (T-2) 

7.6.1.  Units will ensure accountability/marking on all Team Issued Equipment (TIE). 

7.6.2.  Only unit purchased TIE items are authorized for work centers and flightline usage. 

7.6.3.  TIE includes but not limited to: radios, reflective vests/belts, light wands, fall restraint 

harnesses, Night Vision Goggles (NVG), pocket knives, flashlights, aircraft loading 

checklists, and/or tools assigned to specific aircraft servicing equipment such as Lavatory 

Service Truck (LST) or Potable Water Trucks; and, aircraft intercom headsets.  Marking of 

TIE will be accomplished prior to utilizing equipment. 

7.6.4.  Personnel will account for all issued TIE before leaving the flightline and/or work 

area.  TIE accountability will be documented at the beginning and end of each shift by the 

shift supervisor and documented IAW local procedures. 

7.6.5.  TIE marking identification markings will include the following: 

7.6.5.1.  Unit assigned. 

7.6.5.2.  Flight/Section assigned. 

7.6.5.3.  Local sequential tracking number (e.g., 48 APS/RAMP FLT/#1). 

7.6.6.  Operations Superintendent will maintain local listing of all assigned TIE.  Conduct 

quarterly spot inspections to ensure all sections are properly monitoring/ accounting for TIE. 

7.6.7.  In the event of lost or missing equipment item(s), the person identifying the missing 

item will search the immediate work area.  After completing an initial search if item is not 

found, notify the Flight Commander/Superintendent, and Operations Superintendent. 

7.6.7.1.  If the possibility exists the TIE was lost on an aircraft/flightline, Operations 

Superintendent will notify base Command Post and Maintenance Operations Center 

(MOC) to initiate local Operating Instructions and/or complete Lost Item Quick Reaction 

Checklist (QRC). 

 

CURTIS L. WILLIAMS, Brig Gen, USAFR 

Director of Logistics, Engineering and Force 

Protection 
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Attachment 2 

AERIAL PORT UNIT TYPE CODES 

Table A2.1.  Aerial Port UTC Descriptions. 

UTC Work Center 
Office 

Symbol 
General Description 

UFBAT 
Air Terminal Operations 

Center (ATOC) 
TROA 

Required core tasks outlined in CTEL.   

UFBBR Ramp Processing TRKR Required core tasks outlined in CTEL.    

UFBCP Cargo Processing TRKC Required core tasks outlined in CTEL.    

UFBJE Supervisory Elements Various SMSgt or CMSgt only. 

UFBJT 
Special Handling/Joint 

Inspector 
TROS 

Required core tasks outlined in CTEL.     

UFBML Passenger Service TROP Required core tasks outlined in CTEL.     

UFBN2 Fleet Service TROF Required core tasks outlined in CTEL.  

UFBPL Load Planning TROL Required core tasks outlined in CTEL.  

UFBXC 
Operations 

Superintendent 
TR 

CMSgt only.   

UFBXS 
Programs & Quality 

Assurance 

TRXX (Pgms) 

TRXA (QA) 

7 Level Personnel only. Programs training 

is based on programs assigned (e.g. UDM, 

Safety, PMEL, etc.) 

UTC Air Transportation Combination Packages 

UFBB1 
24x person large aerial port modular UTC package consisting of a mixture of the 

following: UFBAT, UFBBR, UFBCP, UFBJT, UFBPL, and UFBML. 

UFBBS 
15x person small aerial port modular UTC package consisting of a mixture of the 

following: UFBAT, UFBBR, UFBCP, UFBJT, UFBPL, and UFBML. 

UTC Office Symbol Non-Air Transportation 2T2XX UTCs 

6KDA5 CCQ Administration Support 

9AFS2 CCF First Sergeant 

9LRCC CC Squadron Commander 

9LRCG Various Company Grade Logistics Readiness 

officer (LRO). May be filled with a Major. 

9LRFG TR or TRX Field Grade LRO 

RFPF8 CCQ Unit Personnel Support 

TFRR8 CCQ Squadron Training Manager 
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Figure A2.1.  AFRC Aerial Port Squadron Structure (Small Squadron). 
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Figure A2.2.  AFRC Aerial Port Squadron Structure (Medium Squadron). 
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Figure A2.3.  AFRC Aerial Port Squadron Structure (Large Squadron). 
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Attachment 3 

TRAINING DEPLOYMENT CHECKLIST 

A3.1.  This checklist is a guide to assist with required actions prior to a deployment. 

Table A3.1.  Deployment Checklist. 

 ACTION ITEM TIME FRAME OPR DATE 

COMPLETED 

 Select/approve deployment TC NLT 120 days prior Unit Leadership  

 Select/approve deployment team 

members 

NLT 120 days prior Unit Leadership  

 Ensure GTC for all members or AF 

Form 616 has been approved 

NLT 120 days prior Sr ART  

 Initiate TR14 NLT 120 days prior TC  

 Verify military airlift or arrange 

commercial air trip port calls with 

supporting TMO/CTO  

NLT 90 days prior TC/UDM/ART   

 Notify HQ AFRC/A4RF of any 

changes in airlift requirements 

As required Unit/POC  

 Check FCG for requirements and 

submit country clearance, if required 

60 days prior TC/UDM/ART   

 Conduct initial team briefing to 

ensure team members are informed 

of deployment procedures 

NLT 90 days prior TC  

 Determine any special clothing 

requirements from host base 

60 days prior TC  

 Ensure specific training objectives 

are established and validated for all 

team members 

60  days prior Supervisors/TC/

UTM/Senior 

ART 

 

 Submit TR14  NLT 60 days prior TC/Unit ART   

 Request orders 60 days prior TC/ARTs  

 Provide host unit RC with travel 

information 

NLT 45 days prior TC  

 Submit all required documentation to 

RC (as identified on RC web page). 

NLT 45 days prior TC  

 Submit commercial transportation 

funding request (if organic airlift is 

not available) 

NLT 45 days prior TC/Senior ART   
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 Notify base supply if mobility items 

are required 

30 days or UTA 

prior 

TC  

 Ensure all team members have 

completed Individual Checklist  

30 days or UTA 

prior 

TC  

 Confirm lodging and ground 

transportation 

30 days TC  

 Coordinate in-flight meals for 

organic airlift 

30 days  TC  

 Schedule Threat Awareness/Force 

Protection Briefing 

30 days or UTA 

prior 

TC  

 Brief Commander on deployment 

status 

15 days UDM/TC/Senior 

ART 
 

 Advise host unit RC of any updated 

travel info to include separate team 

member arrival 

10 days prior TC/Sr ART  

 Obtain commercial airline itineraries 

from TMO and distribute to team 

members 

15 day prior or as 

dictated by the travel 

office 

TC  

 Final deployment team briefing to 

include Force Protection Briefing 

Immediately prior TC/SF/OSI  

 Accomplish on-site orientation 

briefing to include work and safety 

hazards 

Day of arrival TC/RC  

 Ensure transportation is established to 

support work schedules and meal 

runs  

Day of arrival TC  

 Reconfirm return airlift Approximately seven 

days before end-of-

tour 

TC  

 Conduct mid-tour briefing on all 

aspects of the tour 

Mid-tour TC/RC  

 File Travel Voucher NLT 5 days after 

return 

TC/Individuals  

 Complete Team Training Report  Within 30 days 

following 

deployment 

TC  

Note: Failure to comply with timelines may result in the training deployment being cancelled. If the 

training deployment is cancelled the unit will be required to perform the tour at home station. 
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Attachment 4 

ANNUAL TOUR INDIVIDUAL TEAM MEMBER CHECKLIST 

A4.1.  This checklist is a guide to assist individuals with required actions prior to a deployment. 

Table A4.1.  Team Member Checklist. 

 ACTION ITEM TIME FRAME OPR 
DATE 

COMPLETED 

1 

Ensure all Web Based Training 

(WBTs) are completed at home 

station prior to departure 

NLT 30 days prior Team Member  

2 

Ensure GTC (Government Travel 

Card) is active or have approved 

AF Form 616 

NLT 30 days prior Team Member  

3 

Appropriate AF Form 1199, USAF 

Entry Control Card (Restricted 

Area Badge) 

NLT 30 days prior Team Member  

4 

AF Form 2293, US Air Force 

Motor Vehicle Operator 

Identification Card 

NLT 30 days prior Team Member  

5 

AF Form 483, Certificate of 

Competency, (i.e. flight line 

proficiency cards) 

NLT 30 days prior Team Member  

6 Identification tags (dog tags) NLT 30 days prior Team Member  

7 
Proper uniforms, safety equipment, 

and additional clothing/equipment 
NLT 30 days prior Team Member  

8 

AF IMT 938, Request And 

Authorization For Active Duty 

Training/Active Duty Tour, (Travel 

order) 

NLT 5 days prior Team Member  

9 Common Access Card (CAC) As Required Team Member  

10 Valid civilian driver’s license As Required Team Member  

11 File Travel Voucher 
NLT 5 days after 

return from tour 

Team Chief/ 

Team Member 
 

12 

Ensure all articles obtained from 

base supply are returned within 5 

days of arrival at home station 

NLT 5 days after 

return from tour 

Team Chief/ 

Team Member 
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Attachment 5 

WEBSITES 

A5.1.  AFRC Air Transportation Branch https://www.my.af.mil/gcss-

af/USAF/ep/globalTab.do?channelPageId=s2D8EB9D627CDF7B60127D4A6BC2D069E&c

ommand=org 

A5.2.  Advanced Distributed Learning Service (ADLS)  

https://golearn.adls.af.mil/kc/rso/login/ADLS_login.asp 

A5.3.  Transportation Proficiency Center (TPC)  

https://webapps.afrc.af.mil/a4/a4r/a4rt/tpc/accessform.aspx 

A5.4.  AFRC/A4R Logistics Readiness Division SharePoint  

https://afrc.eim.us.af.mil/sites/A4/A4R/default.aspx 

A5.5.  AMC Qualification Training Packages  

https://www.my.af.mil/USAF/AFP40/d/s6925EC1353610FB5E044080020E329A9/Files/a4t/

a4tr/atsev/qtp/hello.html 
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https://www.my.af.mil/gcss-af/USAF/ep/globalTab.do?channelPageId=s2D8EB9D627CDF7B60127D4A6BC2D069E&command=org
https://www.my.af.mil/gcss-af/USAF/ep/globalTab.do?channelPageId=s2D8EB9D627CDF7B60127D4A6BC2D069E&command=org
https://golearn.adls.af.mil/kc/rso/login/ADLS_login.asp
https://webapps.afrc.af.mil/a4/a4r/a4rt/tpc/accessform.aspx
https://afrc.eim.us.af.mil/sites/A4/A4R/default.aspx
https://www.my.af.mil/USAF/AFP40/d/s6925EC1353610FB5E044080020E329A9/Files/a4t/a4tr/atsev/qtp/hello.html
https://www.my.af.mil/USAF/AFP40/d/s6925EC1353610FB5E044080020E329A9/Files/a4t/a4tr/atsev/qtp/hello.html
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Attachment 6 

SAMPLE HAZMAT WAIVER REQUEST 

MEMORANDUM FOR HQ AF/POC                                                           DATE 

HQ AFRC/A4RF 

In Turn 

FROM:  XX APS/CC 

Address 

SUBJECT:  Extension for Hazardous Material Inspector/Preparer 

 

 

1. Request approval for extension of certification for the following individual: 

MSgt Jones, Ronald B. 

Expires: DATE 

2. Justification: Member was deployed on short notice to replace injured individual and is 

unable to test prior to expiration.  The member will return from deployment on/about DATE. 

3. POC is TSgt Kathleen C. Russell, DSN: 456-7890 

 

 

//Signed// 

Signature Block 

Commander, XXAPS 

 


