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This instruction implements AFPD 36-26, Total Force Development.  It outlines Air Force 

Reserve Officer Training Corps (AFROTC) support of Air Force Institute of Technology (AFIT) 

and Air Force Fellows personnel attending civilian institutions (CI) that host AFROTC 

detachments and those individuals located within the proximity of support and oversight to the 

AFROTC host institution.  This instruction applies to active-duty- AFIT, Air Force and School 

of Advanced Air and Space Studies Fellows (SAASS) personnel.  This instruction does not apply 

to AFROTC-assigned personnel or AF Education Leave of Absence Program.  Send a copy of 

any correspondence affecting this instruction to Air University Personnel and Manpower 

Directorate (AU/A1), 55 LeMay Plaza South, Maxwell AFB, AL 36112-6335 using the AF Form 

847, Recommendation for Change of Publication.  Ensure that all records created as a result of 

processes prescribed in this publication are maintained in accordance with Air Force Manual 

(AFMAN) 33-363, Management of Records, and disposed of in accordance with the Air Force 

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

located at https://www.my.af.mil/afrims/afrims/afrims/rims.cfm. 

SUMMARY OF CHANGES 

This document is substantially revised and must be completely reviewed.  This revision 

further defines and clarifies responsibilites for the AFIT Civilian Institution Programs (CIP) 

office, the Air Force Research Institute (AFRI), who manages the Air Force Fellows, the School 

http://www.e-publishing.af.mil/
https://www.my.af.mil/afrims/afrims/afrims/rims.cfm
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of Advanced Air and Space Studies (SAASS), and AFROTC detachments in the support of AFIT 

students attending AFIT CI programs, Air Force Fellows attending fellows programs, and 

SAASS personnel in the Lorenz Fellowship program.  Responsibilities for the AFIT CIP Liaison 

Officer (LO) have been expanded and an AFIT CIP student responsibility section has been 

added.  

1.  Policy.  The goal of all parties to this instruction is to provide effective and efficient 

management of geographically separated students where practical with minimal impact on 

external organizations.  Many CI students and some Air Force and SAASS Fellows attend 

universities where there is an AFROTC Detachment co-located or where there is an AFROTC 

detachment in reasonable proximity.  In these locations, it is practical to look to AFROTC 

detachments to assist in providing administrative support to AFIT students and Air Force 

Fellows within their geographic region.  Servicing base FSS/MPSs will also desire to “attach” 

AFIT CIP students to the nearest AFROTC Detachment for administrative purposes. 

2.  Definitions and Terms:  See Attachment 1 for a listing of definitions and terms used in this 

publication. 

3.  AFIT CIP Office, AFRI and SAASS Responsibilities.  The AFIT CIP Office is responsible 

for all actions listed below pertaining to AFIT CIP students.  AFRI is responsible for all actions 

pertaining to AF and SAASS Fellows.  For its respective group, the AFIT CIP Office and AFRI 

will: 

3.1.  Coordinate all Commander and UCMJ matters pertaining to AFIT CIP students through 

the AFIT Chain of Command or the Air University chain of command for AF and SAASS 

Fellows. 

3.2.  Monitor the effectiveness of support to AFIT CIP students and AF and SAASS Fellows. 

3.3.  Administer academic programs for AFIT CIP students and AF and SAASS Fellows. 

3.4.  Implement student disenrollment procedures in accordance with AUI 36-2315, Student 

Disenrollment Procedures.  The AU/CC is the final decision authority for all misconduct 

disenrollment cases.  Medical students will be disenrolled IAW AFI 41-117, Medical Service 

Officer Education. 

3.5.  Develop, with HQ AFROTC, procedural guidance for support of designated AFIT CIP 

students and AF and SAASS Fellows. 

3.6.  Maintain accountability and duty status for AFIT CIP students and AF and SAASS 

Fellows as directed.  Appropriate methods of accountability include use of the Air Force 

Personnel Accountability and Assessment System (AFPAAS) and may require individual 

student telephone and email contact. 

3.7.  Accomplish training reports on AFIT CIP active-duty students and AF and SAASS 

Fellows. 

3.8.  Require AFIT CIP students and AF and SAASS Fellows to report to assigned AFROTC 

Detachment upon arrival on campus. 

3.9.  Notify AFROTC Det/CCs of those AFIT CIP students and AF and SAASS Fellows 

designated to be assigned to their Detachment during the course of the academic year as well 

as any changes to the list over the course of the year. 
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3.9.1.  AFIT CIP Office notification procedures.  The AFIT CIP Office maintains an 

automated roster of AFIT students assigned to AFROTC Detachments.  The AFROTC 

Detachment staff can access the roster at any time via a secure module on the AFIT CIP 

website.  AFIT CIP office will send email notifications on a quarterly basis to AFROTC 

Detachments with assigned AFIT CI students.  AFIT CIP will send an e-mail notification 

to Detachments with assigned AFIT CI students and to the LO of future student gains and 

losses as they occur. 

3.9.2.  AFRI and SAASS notification procedures.  During the first week in July each 

year, AFRI and SAASS will send a proposed student attachment roster by email to the 

AFROTC Detachment.  Not later than 15 August, AFROTC Det/CCs will notify AFRI 

and/or SAASS by e-mail that they accept the roster. 

3.10.  Provide all AFIT CIP students and AF and SAASS Fellows their respective chains of 

command. 

3.11.  Inform AFIT CIP students and AF and SAASS Fellows that they may be asked to act 

as investigating officers as requested by the AFROTC Det/CC. 

3.12.  AFIT CIP will appoint an AFIT LO (generally at locations with 2 or more AFIT 

students) and inform the AFROTC Det/CC of the name of the AFIT LO. 

3.12.1.  Inform the AFIT LO of his/her responsibilities. 

3.13.  The AFIT CIP Office will review and certify all TDY travel and local travel 

documents funded under AFIT funding.  AFRI and SAASS will review and certify all TDY 

and local travel documents utilizing AF and SAASS Fellows funding, as applicable. 

3.14.  Leave Process:  AFIT CIP office will receive requests for convalescent leave (CONL), 

overseas leave (OSL), and permissive TDY (PTDY) from AFIT students on paper AF Form 

988.  AFIT CIP will route for approval and return approved AF Form 988 to students for 

final processing through LeaveWeb through the AFROTC Det Leave Monitor.  AFIT CIP 

Office will direct students to process ordinary leave requests through their AFIT LO.  AFIT 

LOs will submit their ordinary leave requests to AFIT CIP.  All students are responsible for 

making sure they have a current LeaveWeb account and sending all approved CONL, OSL, 

and PTDY requests to the AFROTC Det Leave Monitor for entry into LeaveWeb and 

assignment of a leave authorization number (LAN).  AFRI/SAASS will manage all 

leave/PTDY requests for AF/SAASS Fellows, as applicable. 

3.14.1.    AFIT CIP will receive and approve requests for ordinary leave only when the AFIT 

LO is not available or when one is not assigned.  AFIT CIP will give students a copy of the 

approved paper AF Form 988 leave request for students to submit to the AFROTC Det Leave 

Monitor for entry into LeaveWeb and assignment of a LAN. 

3.15.  Oversee/monitor the AF fitness program in accordance with AFI 36-2905, Fitness 

Program.  Determine appropriate corrective/administrative action consistent with standards 

applied to AFIT in-resident students.  Coordinate action with AFIT LO and Det/CC.  

AFRI/SAASS will manage all fitness requirements for AF/SAASS Fellows, as applicable. 

3.16.  Coordinate/facilitate strategic communications through the AFROTC Regional CCs. 
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4.  AFIT LO Responsibilities.  The AFIT LO is the local representative of the AFIT Associate 

Dean for Students and serves as a primary point of contact between the AFROTC Detachment, 

AFIT students at the assigned location, and AFIT.  The AFIT LO will: 

4.1.  Read the AFIT LO Handbook. 

4.2.  Assist AFIT CIP, and the AFROTC Det/CC as needed, with matters involving 

designated AFIT CIP students.  These matters could be personal or professional, and include 

follow-on administrative/non-judicial punishment actions against members for failed Fitness 

Assessments, as appropriate. 

4.3.  Assign AFIT CIP students to assist with in-processing new AFIT CIP students, as 

requested by AFROTC Det/CC. 

4.4.  Maintain current personnel support roster of all designated AFIT CIP students and a 

pyramid recall plan. 

4.5.  Receive/approve ordinary leave requests from assigned AFIT CIP students through 

LeaveWeb.  If the student does not have access to LeaveWeb, the student requesting leave is 

required to send a copy of the approved leave request to the AFROTC Det Leave Monitor for 

entry into LeaveWeb and assigning a LAN. 

4.6.  Ensure required Safety/Motorcycle/High Risk activities briefings are provided to AFIT 

Students as appropriate (see item 6.5 under Student Responsibilities).  Coordinate with the 

AFROTC Det for assistance in maintaining safety documentation. 

4.6.1.  Ensure AETC Form 29A, Commander’s Newcomer’s Safety Briefing, is completed 

on all newly assigned AFIT CIP students under 26 years of age 

4.6.2.  Ensure AETC Form 29B, Predeparture Safety Briefing, is completed on all AFIT 

CIP students under 26 years of age prior to their departing on leave, holiday and long 

weekends, TDY, or PCS. 

4.6.3.  Ensure AFIT CIP students are briefed on High Risk Activities and complete 

AETC Form 410, High Risk Activities, as necessary. 

4.6.4.  Ensure any AFIT CIP students who ride a motorcycle have completed AETC 

Form 708, Commander’s Motorcycle Safety Interview. 

4.6.5.  Ensure completion of Mishap Reporting, AETC Form 435, Mishap Reporting, on 

AFIT CIP students as necessary. 

4.6.6.  Provide AFIT PM with copies of AETC forms 29A, 29B, 410, 435 and 708. 

4.7.  Provide counseling for designated AFIT CIP students as requested by AFIT CIP.  Work 

with Det/CC and AFIT CIP to determine who the appropriate counselor is based on the 

nature of the issue, type of counseling, and rank.  If there is no LO, the Det CC will provide 

the counseling. 

4.8.  Manage AFIT student completion of all necessary Ancillary Training and Preventive 

Health Assessment and Individual Medical Readiness (PIMR) requirements. 

4.9.  Assist AFIT CIP in maintaining accountability and duty status for all assigned AFIT 

CIP students.   Coordinate with the Detachment to inform the MPS/MPE and the AFIT CIP 

Office of any known change in a designated AFIT CIP student’s duty status. 
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4.10.  Appoint Assistant LO(s) as necessary to help maintain oversight and accountability 

(e.g., at schools with a large AFIT CIP student population). 

4.11.  Report any incidents involving AFIT students (hospitalization, police incidents, 

campus issues impacting CI students, etc) to AFIT CIP and the AFROTC Det/CC within 24 

hours of notification. 

4.12.  Notify AFIT when a new LO should be appointed and recommend a replacement. 

4.13.  Assist AFIT/CIP in monitoring individual fitness in accordance with AFI 36-2905 and 

coordinating with the AFROTC Det/cc as appropriate, for all active-duty designated AFIT 

CIP students.  Notify the AFIT CIP Office of any CIP student who fails to meet fitness 

standards or currency, and assist with corrective action as determined by AFIT CIP office. 

5.  AFROTC Det/CC Responsibilities.  The AFROTC Det/CC will: 

5.1.  Inform AFIT CIP, AFRI, or SAASS, as appropriate, of any incident involving AFIT 

CIP students or AF/SAASS Fellows that could result in disciplinary action or embarrassment 

to the Air Force.  This includes recommendations to the AFIT CIP Office, AFRI, or SAASS 

on disenrollment actions on any AFIT CIP student or AF/SAASS Fellow who fails to meet 

Air Force standards.  Disciplinary actions are handled by AFIT CIP, AFRI, or SAASS 

through the LO or Detachment CC, as appropriate. 

5.2.  Quarterly, verify the roster of assigned AFIT CIP students as provided by AFIT CIP 

(see paragraph 3.9.1) and AF/SAASS Fellows as provided by AFRI/SAASS, as applicable 

(see paragraph 3.9.2). 

5.3.  Assist the AFIT LO and AFIT CIP, AFRI, or SAASS with Mishap Reporting, AETC 

Form 435, on AFIT CIP students or AF/SAASS Fellows as necessary and as applicable. 

5.4.  Provide counseling for designated AFIT CIP students or AF Fellows as requested by 

AFIT CIP or AFRI and/or SAASS.  Work with AFIT CIP to determine who the appropriate 

counselor is based on the nature of the issue, type of counseling, and rank.  If there is no LO, 

the Det/CC will provide the counseling. 

5.5.  Assist LO and AFIT CIP with AFIT student completion of all necessary ancillary 

training and PIMR requirements.  AFRI will manage all ancillary training and PIMR 

requirements for AF Fellows. 

5.6.  Assist AFIT CIP AFRI, and SAASS with accountability and duty status for all 

designated AFIT CIP students and AF Fellows. 

5.7.  Include all designated AFIT CIP students and AF and SAASS Fellows in the AFROTC 

Detachment pyramid recall plan. 

5.8.  Provide the following administrative support to designated AFIT CIP students and AF 

and SAASS Fellows: 

5.8.1.  Distribute correspondence to and from the servicing base military personnel 

section/military personnel element (MPS/MPE). 

5.8.2.  Assist AFIT CIP students and AF and SAASS Fellows with in-processing actions 

not completed at the FSS or on-line. 
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5.8.3.  In coordination with the LO, conduct commander/LO calls annually and as needed 

for designated AFIT CIP students.  Coordinate with AFIT CIP for issues or topics to 

discuss. 

5.8.4.  Supervise and document the use of nonappropriated funds provided by AU (AFI 

34-202, Protecting Nonappropriated Fund Assets) to ensure morale, welfare and 

recreation services are available to all AFIT CIP and AF and SAASS Fellows-assigned 

personnel attending the host institution. 

5.8.5.  Direct AFIT CIP students to request ordinary leave through their assigned LO.  If 

no LO is assigned/available, or if request is for CONL, OSL, or PTDY, then direct 

students to submit their paper request to their AFIT PM.  AFRI and SAASS will process 

all leave for AF and SAASS Fellows, as applicable, via Leave Web primarily, or 

hardcopy form as a back-up. 

5.8.6.  Assist LO as required to ensure AFIT students are provided appropriate safety, 

motorcycle, and high-risk activities information/briefings (see items 4.6 and 6.6). 

5.8.7.  Assist LO in establishing a file system and storage space for administrative 

paperwork pertaining to each AFIT CIP student assigned to the Det.  AFRI will manage 

all administrative requirements for AF Fellows.  SAASS will manage all administrative 

requirements for its Fellows. 

5.8.8.  Provide other administrative support for designated AFIT CIP students and AF 

Fellows and SAASS as follows: 

5.8.8.1.  Outprocessing.  Notify designated AFIT CIP students and AF Fellows of 

follow-on assignment and provide them with the official assignment notification 

when/if received by the MPS/MPE.  Direct AFIT CIP students to notify their AFIT 

PM of the assignment action and for coordination on their assignment RIP. 

5.8.8.2.  Fitness Program.  Assist AFIT/CIP and the LO or AFRI or SAASS with 

administration of the AF fitness program to  include scheduling and administering 

actions in accordance with AFI 36-2905 when any individual fails to meet fitness 

standards (e.g., HAWC counseling) and/or serving Letters of Counseling/Reprimand, 

etc. when necessary. 

5.8.9.  Casual Student Status.  AFIT CIP students may be employed by the AFROTC 

Det/CC when not actively engaged in academic or clinical programs with prior approval 

of the AFIT CIP office.  The goal is to ensure effective utilization of those students who 

may require early reporting to school or are delayed PCS from school for periods longer 

than normally authorized by AFIT, or who have been disenrolled from their program and 

are awaiting PCS action. 

6.  AFIT CIP Student Responsibilities:  The primary duty for AFIT CIP students is completing 

their required education program; however, students are reminded they are still military members 

and are responsible for upholding and complying with all military standards and duties.  Students 

must: 

6.1.  Follow all in-processing instructions posted on the AFIT CIP website and provided by 

the AFROTC Detachment. 
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6.2.  Obtain and maintain a working CAC reader and access to all CAC enabled Air Force 

personnel and management applications such as, but not limited to, LeaveWeb, Defense 

Travel System, Virtual MPF, AF Portal and Secure AFPC. 

6.3.  Immediately report any changes that affect accountability (phone or address change, 

hospitalization, etc.) or duty status to the AFIT LO, AFIT PM and AFROTC Detachment.  

Ensure contact information is updated thru the AFIT CIP website and AFPAAS. 

6.4.  Inform AFIT LO, AFIT PM, and AFROTC Det/CC of plans and contact information 

any time you depart on leave, passes, TDY, CONL, OSL, or PTDY.  It is the student’s 

responsibility to ensure the LO, PM, and Det/CC know where the student is and how to 

contact the student in the event of an emergency. 

6.5.  Ensure a LeaveWeb account is established.  Submit approved leave to the AFROTC Det 

Leave Monitor when leave type is CONL, OSL, PTDY, or approved ordinary leave when the 

student does not have access to LeaveWeb.  Students must obtain approved leave before 

departing the local area.  Report leave dates/location to their AFIT PM when the LO 

approves ordinary leave. 

6.6.  Complete safety/high-risk activities briefings as required.  These items include:  AETC 

Form 29A (required for all newly assigned students under 26 years of age); AETC Form 29B 

(required for students under 26 years of age prior to departing on leave, holiday/long 

weekends, TDY, or PCS); AETC Form 410; AETC Form 435; AETC Form 708 (motorcycle 

riders). 

6.6.1.  High-Risk Activities:  Per AFI 91-202, AETC Supplement, The USAF Mishap 

Prevention Program, Attachment 6, all military personnel participating in a high-risk 

activity must have an AETC Form 410 signed through the LO and on file at the AFROTC 

Det, with a copy sent to the AFIT PM.  High-risk activities are defined as those activities 

having a higher potential for personal injury due to the level of competition, speed, risk, 

or skills needed and requiring greater agility, stamina, and dexterity.  The high-risk 

activities approval process is outline below: 

6.6.1.1.  Member informs supervisor of their intent to participate in high-risk 

activities.  Student “supervisor” is considered the LO.  If there is no LO or member is 

the LO, the AFROTC Det/CC can serve as supervisor. 

6.6.1.2.  Member makes an appointment to meet with their supervisor to discuss high-

risk activities and gain approval on AETC Form 410. 

6.6.1.3.  Prior to each event thereafter, member informs supervisor where/when they 

will be participating in the high-risk activity. 

6.6.1.4.  High-Risk Activity Examples (not all inclusive):  ATVs, auto racing; hot air 

ballooning; boating; bungee jumping; civilian light aircraft flight; dirt biking; 

experimental aircraft; hang gliding; helicopter flight (civilian); hunting; jet skiing and 

personal water craft; motorcycle racing/operation; mountain climbing and rappelling; 

parasailing; powered parachute (ultralight aircraft); rodeo, bull riding and bucking 

events; scuba diving; ski jumping; skydiving; soaring; snowmobiling; white water 

rafting. 
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6.7.  Complete all ancillary training as required and ensure PIMR data are current and 

compliant. 

6.8.  Maintain physical fitness standards and ensure timely accomplishment of fitness 

assessments (FA) consistent with AFI 36-2905.  Students must understand that fitness is their 

personal responsibility. 

6.8.1.  Coordinate with detachment to ensure fitness assessments are scheduled and 

conducted according to AFI 36-2905. 

6.8.2.  Coordinate with Det UFPM or base HAWC to ensure individual fitness 

assessment record in Air Force Fitness Management System (AFFMS) is 

updated/maintained. 

6.8.3.  Should you have Duty Limiting Conditions, ensure a profile is issued and 

exemptions updated in the AFFMS in a timely manner.  Consult AFI 36-2905, Chapter 4 

as needed. 

6.9.  Respond to all inquiries from AFIT, AFROTC Det, LO, and servicing base MPS in a 

timely manner. 

 

DAVID S. FADOK, Lieutenant General, USAF 

Commander 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

Uniform Code of Military Justice 

DFAS-DEM 7073-2, Unit Leave Procedures 

AFPD 36-26, Total Force Development, 27 September 2011 

AFI 34-202, Protecting Nonappropriated Fund Assets, 27 August 2004 

AFI 36-2201, Air Force Training Program, 15 September 2010 

AFI 36-2134, Air Force Duty Status Program, 8 October 2004 

AFI 36-2903, Dress and Personal Appearance of Air Force Personnel, 18 July 2011 

AFI 36-2905, Fitness Program, 1 July 2010 

AFI 36-2908, Family Care Plans, 1 October 2000 

AFI 41-117, Medical Service Officer Education, 19 October 2011 

AFI 51-202, Nonjudical Punishment, 7 November 2003 

AFI 91-202, AETC Supplement, The USAF Mishap Prevention Program, 7 September 2010 

AUI 36-2315, Student Disenrollment Procedures, 19 November 2008 

Adopted Forms 

AETC Form 29A, Commander’s Newcomer’s Safety Briefing 

AETC Form 29B, Predeparture Safety Briefing 

AETC Form 410, High-Risk Activities 

AETC Form 435, Mishap Reporting 

AETC Form 708, Commander’s Motorcycle Safety Interview 

Abbreviations and Acronyms 

AFIT—Air Force Institute of Technology 

AFFMS—AF Fitness Management System 

AFPAAS—Air Force Personnel Accountability and Assessment System 

AFROTC—Air Force Reserve Officer Training Corps 

AFRI—Air Force Research Institute 

AU—Air University 

CAC—Common Access Card 

CI—Civilian Institutions 

CIP—Civilian Institution Programs 
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CONL—Convalescent Leave 

Det/CC—Detachment Commander 

FSS—Force Support Squadron 

IAW—In Accordance With 

NJP—Nonjudicial Punisment 

LAN—Leave Authorization Number 

LO—Liaison Officer 

MOU—Memorandum of Understanding 

MPS/MPE—Military Personnel Section/Military Personnel Element 

OSL—Overseas Leave 

PIF—Personnel Information File 

PIMR—Preventive Health Assessment and Individual Medical Readiness 

PM—Program Manager 

PTDY—Permissive Temporary Duty 

RIP—Report on Individual Personnel 

SAASS—School of Advanced Air and Space Studies 

TDY—Temporary Duty 

UCMJ—Uniform Code of Military Justice 

UFPM—Unit Fitness Program Manager 

v MPF—Virtual Military Personnel Flight 

Terms 

Air Force (AF) Fellow—Any United States Air Force officer participating in an Air Force 

Fellowship program for which in-residence, force development credit is awarded.  Air Force 

Research Institute (AFRI) manages the Air Force Fellows program. 

AFIT Civilian Institution Programs (CIP) Student—Any active-duty Air Force officer 

participating in an AFIT-sponsored program at a university, college, school, civilian 

organization, or hospital. 

AFIT Liaison Officer (LO)—A senior-ranking AFIT CIP student at a university, college, 

school, industrial organization, or hospital designated by the AFIT CIP Office to perform the 

liaison officer function.  The AFIT LO is the local representative of the AFIT Associate Dean for 

Students. 
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AFIT Program Manger (PM)—Serves as main AFIT POC for assigned students.  An officer 

assigned to manage, track, and assist AF students selected to attend graduate degree and non-

degree educational programs at civilian institutions, hospitals, civilian companies, or other 

military training locations.  Manages/approves school placements, tracks program/academic 

progress, assists students with academic and leave travel, and assists students with a multitude of 

personnel requirements.  Drafts training reports. 
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