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This publication establishes procedures for escorting members with administrative separations on
Mountain Home AFB (MHAFB). This publication applies to the 366th Fighter Wing (366 FW)
and tenant units. This publication does not apply to Air National Guard units or the Air Force
Reserve Command. OPR determines waivers may not be granted for any part of the publication.
Ensure all records created as a result of processes prescribed in this publication are maintained in
accordance with (IAW) Air Force Manual (AFMAN) 33-363, Management of Records, and
disposed of IAW Air Force Records Information Management System (AFRIMS) Records
Disposition Schedule (RDS) located at https://www.my.af.mil/gcss-af6la/afrims/afrims/.
Contact supporting records managers as required. Refer recommended changes and questions
regarding this publication to the office of primary responsibility (OPR) using AF Form 847,
Recommendation for Change of Publication, route AF Forms 847 through the base publications
and forms manager. See Attachment 1 for a glossary of references and supporting information.

SUMMARY OF CHANGES

Updated organizations and office symbols to fall in line with the reorganization of the 366th
Mission Support Squadron and the 366th Services Squadron to the 366th Force Support
Squadron (366 FSS).
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1. General:

1.1. A member of the unit will escort personnel being processed for involuntary separation
(general discharge or below) to all processing agencies. As a minimum, a responsible person
in the grade of Staff Sergeant, or higher than the person being separated, will escort that
member.

1.2. Unit escort will ensure the person completes all actions before reporting to the Military
Personnel Section for out processing and, in those cases involving barment, will facilitate
their immediate removal from the base.

RONALD D. BUCKLEY, Colonel, USAF
Commander
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Attachment 1
GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION

References

AFMAN 33-363, Management of Records, 1 March 2008
Adopted Forms:

AF Form 847, Recommendation for Change of Publication
Prescribed Forms:

No forms are prescribed in this publication.

Abbreviations and Acronyms
AFMAN—AIr Force Manual
FSS—Force Support Squadron (366 FSS)
IAW—In Accordance With



