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This instruction implements Air Force Policy Directive (AFPD) 90-3, Inspector General--The
Complaints Resolution Program; Department of Defense  (DoD) Directive 5505.06,
Investigations of Allegations Against Senior Officials of the Department of Defense; DoD
Directive 7050.06, Military Whistleblower Protection; DoD Instruction 7050.01, Defense
Hotline Program and President’s Council on Integrity and Efficiency, Quality Standards for
Federal Offices of Inspector General, October 2003. It applies to all Regular Air Force
personnel, Department of the Air Force civilian employees, Air Force Reserve (AFR) personnel
and Air National Guard (ANG) personnel.

Military members who violate the prohibition against reprisal in paragraph 6.3 or the
prohibitions against restriction in paragraph 7.3 are subject to prosecution and/or disciplinary
and administrative action under Article 92 of the UCMJ. Air Force civilian employees who
violate these provisions are subject to administrative or disciplinary action. Air National Guard
personnel not in federal status are subject to their respective state military code or applicable
administrative actions, as appropriate.

This instruction assigns responsibilities and prescribes procedures for reporting and processing
all allegations or adverse information of any kind against Air Force Senior Officials, colonels
(grade of 0O-6), colonel-selects, civilian equivalents and complaints involving allegations of
reprisal or restriction. It also assigns responsibilities and prescribes procedures for reporting
substantiated findings of wrongdoing and/or adverse information against majors and lieutenant
colonels.
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This instruction requires collecting and maintaining information protected under the Privacy Act
of 1974, 5 United States Code (USC), Section 5523, as authorized by 10 USC 8013 and 8020.
System of Records Notice F090 AF IG B, Inspector General Records, applies and AF Form 102,
Inspector General Personal and Fraud, Waste and Abuse Complaints Registration, contains a
Privacy Act statement. In implementing this instruction, IGs may collect and maintain this
information. The reporting requirements in this instruction are exempt from licensing in
accordance with AFI 33-324, The Air Force Information Collections and Reports Management
Program.

Major Commands (MAJCOMs), Field Operating Agencies (FOAs), Direct Reporting Units
(DRUSs) or equivalent may supplement this instruction. However, any supplement must be
submitted to and approved by SAF/1GQ.

The authorities to waive wing/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, 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 SAF/IGQ for non-tiered compliance items.

For the purpose of this instruction, the term; “installation IG” refers to IGs serving at active
component installations, ANG wings, and AFR wings; “MAJCOM” includes the Air Force
District of Washington (AFDW). Additionally, for purposes of this instruction, commander is as
defined in AFI 51-604, Appointment to and Assumption of Command.

Commanders may use this directive as guidance for commander-directed inquiries or
investigations but not as the authority for such inquiries or investigations. Commanders should
use the inherent authority of command (rather than this instruction) to authorize commander-
directed administrative inquiries and investigations conducted outside of IG channels.

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 MAJCOM IG. Ensure that all records
created as a result of processes prescribed in this publication are maintained in accordance with
Air Force Manual (AFMAN) 33-363, Management of Records, and disposed of in accordance
with the Air Force Records Disposition Schedule (RDS) located in the Air Force Records
Information Management System (AFRIMS).

SUMMARY OF CHANGES

This document is substantially revised and must be completely reviewed. Major changes include
elimination of improper mental health evaluation (IMHE) referral investigation requirements and
the deletion of the chapter covering those investigations. Implements the new wing inspector
general program and provides guidance on the composition of the personnel. Modifies the
Complaint Resolution Timeline. Clarifies reporting requirements for interim reports, periodic
updates, progress reports and 180-day notification letters. Prohibits IGs from acting as equal
opportunity or alternative dispute resolution mediators. Removes templates as attachments and
directs the use of the Air Force Complaints Resolution Program Supplemental Guide
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(AFCRPSG). Requires attendance at the Inspector General Training Course (IGTC) or other
formal 1G training before conducting complaints analysis. Clarifies IG responsibilities with
inclusion of language from the Inspector General Act of 1978. Adds language to differentiate
issues from allegations. Requires approval of appointing authority to interview responsible
management officials during complaint analysis. Includes tiering of Wing level and below
requirements. Includes criteria for wear of the Inspector General Duty Badge.

Chapter 1—THE INSPECTOR GENERAL COMPLAINTS RESOLUTION PROGRAM 15
Section 1A—The Aiir Force Inspector General System 15
1.1 OVEBIVIBW. ...ttt bbbttt bt b e n e 15
1.2. THE IG SYSTEM. ..o 15
1.3. Relationships Within the 1G SYStEM. .........cooiiiiiiiie s 15
Section 1B—Authority of The Air Force Inspector General 15
1.4. KBY TBIMS. ...ttt r et r e bt renr e nn e 15
1.5. SEALULOTY AULNOTTEY. .o 16
1.6. Investigations not Covered by the Authority of the IG System. ..........cccceoeiinnne 16
1.7. Authority to Direct INVESTIGAtIONS. ........cooviiiiiiieieieeee e 16
1.8. Authority to Conduct INVESHIGAtiONS. ........c.cccviiiiiiii e 17
1.9. AULhOrIZEA 1G POSITIONS. ... s 17
1.10.  Authority for IG Access to Records/DOCUMENLS. ........cccevevveieieiieeiesieeiresie e 18
Section 1C—The Air Force Inspector General Complaints Resolution Program (CRP) 18
111, Program POLCY. ....cooiiiiiiiiicic ettt sttt sttt sr e st sreeteenae 18
1,12, IMIISSION FOCUS. ...ttt et 18
Section 1D—Roles and Responsibilities 19
1.13.  SAF/IG ReSpONSIDIIITIES. ...ocviiiiiiiiiieccce e e 19
1.14.  SAF/IGS ReSPONSIDIIITIES. ..c..oiviiiiiiiiiccce e 20
1.15. SAF/IGQ ReSPONSIDITITIES. ....c.oiviviiiiiicicies e 21
1.16. SAF/IGX ReSPONSIDIIITIES. ...cuoiviviiiieieisiesee e 22
1.17. MAJCOM, JFHQ, FOA, and DRU IG Responsibilities. ............cccccevvrivivervsiennnns 22
1.18.  Component Numbered Air FOrce (C-NAF). ..o 24

1.19.  Center/Host/Wing IG RespoNnSIiDIlItIES. .........cccoviiiriiiiiiiiiic e 25
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Section 1E—The Host Wing IG Program 27
1.20. Host Wing IG Program Background............cccccevvevieiienieneseeiese e seesiessie e e 27
1.21.  Establishment of the Installation IG Program. ...........cccccevevivevieniiiieeiesesie e 27
1.22.  Host/WING IG Organization. ..........cccoveieiiiieie s se s se st sre e 28
1.23.  Unique Requirements for Air National Guard (ANG) IGS. ........cccccevvvveieveiiennns 28
1.24.  Assigning Additional DULIES 10 IGS. .......ccvriiiiiriiiiecee e 29
Section 1IF—Commanders and the Inspector General Program 29
1,25, KBY TIMS. .ttt r e r et nr e ar e nreereene 29
1.26.  How the IG System Helps the Commander. ...........ccoceoviviniiiiiiieneseeseeeeee 29
1.27.  Roles of the IG in Relation to the Commander...........ccccceoviiinenineneieeeee 30
1.28. Commander Support of the IG SYStEm. ........ccciiiieiiicic e 30
1.29.  Issues/Allegations of Primary Interest Under the Air Force CRP. ........ccccccovvenee. 31
1.30. Commander-Directed Investigations (CDIS). .......cccoeieiiiniiiiiiiieeeeeeeee 31
Section 1G—Administering the IG Complaints Resolution and FWA Programs 32
I I =)V I 1 1T PSPPSR 32
1.32.  AAMINISLrative POLICY. ....ccvoiiiicicc et e 32
1.33.  Data ManagemeNL. ........ccueeiieeiieiesiee e sttt e s e se e st e et e e st e e snaeesnae e e nraeesnreeennneenn 32
Section 1H—Training Requirements 33
1.34. 1G Training REQUITEMENTS. ....ccveiiiiiiii ettt sttt st be e e reene 33
1.35.  Investigating Officer (10) Training ReqUIreMeNts. .........cccccvevveveiieeieseeie e 33
Section 11—Wear of the Inspector General Badge 34
1.36.  Air Force Inspector General Duty Badge. ..........cccceveeieiiiieiciesee e sie e 34
1,37, WWBAK CIITEIIA. ..veuieeieeieiieiie ettt 34
Section 1J—Education of Air Force Personnel 34
1.38.  Educating Air Force Personnel on the IG SyStem. .........ccccvviiiiiiineneneicee 34
Section 1K—Agencies with Responsibilities to the IG System 35
1.39.  Judge Advocates (JA) at every level assist IGS BY: ......c.cccoeveivviiiieveseie e 35
1.40.  The General Counsel of the Air Force (SAF/GC) assists SAF/IG by: ........cc.c....... 36

1.41.  The Judge Advocate General (AF/JA) assists SAF/IG DY ......ccocovvvvieieicine 36
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1.42.
1.43.
1.44.

1.45.
1.46.
1.47.
1.48.
1.49.

1.50.
1.51.

1.52.

The Deputy Chief of Staff, Manpower, Personnel and Services (AF/AL) assists ..
Equal Opportunity (EO) Office personnel at every level assist IGs by: .................

The Secretary of the Air Force, Legislative Liaison, Congressional Inquiry
Division (SAF/LLM) assists SAF/IG DY: ...

The Air Force Office of Special Investigations (AFOSI) supports SAF/IG by:.....
The Air Force Audit Agency (AFAA) assists SAF/IG BY: .....ccovveveevcviceviiecee,
The Secretary of the Air Force, Office of Public Affairs (SAF/PA) facilitates:......

The Headquarters Air Force Directorate of Security Forces (AF/A7S) assists

The Surgeon General of the Air Force (AF/SG) assists SAF/IG by: ........c.cccecueee.

The Office of the Assistant Secretary of the Air Force (Financial Management

The Secretary of the Air Force-Manpower and Reserve Affairs, Air Force
Civilian Appellate Review Office (SAF/MRBA) (also referred to as AFCARO)
ASSISES SAF/IG DY: o

Chapter 2—FILING AN IG COMPLAINT

Section 2A—Filing a Complaint

2.1.
2.2.
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Policy for Filing an 1G Complaint. ..o
Approval of Official Travel to Submit Complaints. ...........ccocovvviiiieniiiiice
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Requests to Delay Command ACLION. ..........cceviiiiieieeeee e

Section 2C—How to File an IG Complaint

2.8.
Table 2.1.

Procedures for Filing an 1G Complaint...........ccoooeieiineeie i

How t0 File @ COMPIAINT. ........ooiiiiiiie s

37
37

38
38
38
39
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40
40

40

40
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Chapter 3—MANAGING IG COMPLAINTS
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Chapter 1
THE INSPECTOR GENERAL COMPLAINTS RESOLUTION PROGRAM
Section 1A—The Air Force Inspector General System

1.1. Overview. This chapter covers the background, authority, and purpose of the IG system. It
defines the roles and responsibilities of IGs and other offices and agencies involved in the IG
process. It also covers the organization of the IG system throughout the Air Force, Air Force
Reserve, and Air National Guard.

1.2. The IG System. The IG system used throughout the total force is based on the concept that
IGs serve as an extension of their commander by acting as his/her eyes and ears to be alert to
issues affecting the organization. 1Gs primarily serve their commanders and their assigned
organizations both by executing the complaint resolution process and by proactively training all
members of the organization about IG processes and fraud, waste, and abuse (FWA) issues. A
successful complaint resolution program is designed to enhance the organization’s discipline,
readiness, and warfighting capability. 1Gs use fact-finding methodologies to seek out systemic
issues affecting the organization.

1.2.1. The effectiveness of the IG system requires the mutual cooperation of all Air Force
IGs.

1.2.2. 1Gs assist Airmen of all ranks, family members, civilian employees, retirees, and other
civilians. These individuals represent the IG’s constituency, and IGs bolster the chain of
command by performing a problem-solving mission in support of this constituency.

1.2.3. All I1Gs must maintain a clear distinction between being an extension of the
commander and their duty to serve as fair, impartial, and objective fact-finders and problem
solvers. They must be sufficiently independent so those complainants requesting 1G help
will continue to do so, even when they feel the commander may be the problem.
Commanders must support this clear distinction for their 1Gs to be effective.

1.2.4. The IG system support process includes operational planning, training, administration,
personnel, and resource management. These processes facilitate the execution of complaint
resolution processes to all Air Force leaders.

1.2.5. Operational readiness is integrated into all phases of the IG system. IGs provide
complaint resolution services at all times.

1.3. Relationships Within the IG System. IGs may request and are expected to provide
support to other IGs within the total force IG system. The IG system is not a stovepipe system
because 1Gs work for their respective commanders. All 1Gs who work matters under the
Complaint Resolution Program (CRP) must adhere to IG policies. SAF/IG maintains the
integrity of the IG system through policy, training, and oversight.

Section 1B—Authority of The Air Force Inspector General

1.4. Key Terms. This section uses the following key terms: The Adjutant General (TAG),
appointing authority, Automated Case Tracking System (ACTS), colonel (or civil servant Grade
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15),commander-directed investigation (CDI), The Commanding General, complaint analysis,
completion, file check, independence, inspector general (IG), The Inspector General (TIG),
investigating officer (10), report of investigation (ROI), senior officials, and statutory authority.
Refer to Attachment 1 for the definition of these key terms.

1.5. Statutory Authority. The Inspector General (TIG), United States Air Force, derives
statutory authority from Title 10, United States Code, Section 8014 and Section 8020 (10 USC
8014 and 8020).

1.5.1. In accordance with (IAW) 10 USC 8014, the Secretary of the Air Force has sole
responsibility for the function of The Office of the Inspector General of the Air Force
(SAF/IG) and provides for deputies and assistants to TIG. As further defined in 10 USC
8014, no other office or entity may be established or designated within the Air Staff to
conduct 1G functions.

1.5.2. In accordance with 10 USC 8020, when directed by the Secretary of the Air Force or
the Chief of Staff, The Inspector General shall:

1.5.2.1. Inquire into and report upon the discipline, efficiency, and economy of the Air
Force.

1.5.2.2. Perform any other duties prescribed by the Secretary or the Chief of Staff.

1.5.3. AFPD 90-3, Inspector General--The Complaints Resolution Program implements 10
USC 8020. Subordinate inspectors general at all organizational levels below SAF/IG derive
their authority from AFI 90-301, Inspector General Complaints Resolution. Within the Air
Force, authority to manage the Inspector General CRP is hereby delegated to IGs at all
organizational levels.

1.5.4. In accordance with 10 USC 936(b)(6), the authority to administer oaths for the
purpose of military administration may be granted to persons designated by regulations of the
armed forces. Authority to administer oaths for IG investigations is hereby granted to the IG
investigative staff and 10s at all organizational levels. This authority includes not only the
administering of oaths to witnesses, but also the administering of oaths to technical advisors
and administrative support personnel.

1.6. Investigations not Covered by the Authority of the IG System. Personnel who direct or
conduct administrative inquiries or investigations governed by other policy directives and
instructions (e.g., CDIs) will not cite this instruction as the authority.

1.7. Authority to Direct Investigations. The Air Force CRP requires each investigation be
initiated and closed in writing by a designated appointing authority. This authority is hereinafter
referred to as appointing authority. The individuals listed below are the only positions
authorized to direct an I1G investigation. Appointing authorities have the singular authority to
direct investigations, appoint investigating officers (10s), and approve the report of investigation.
Commanders or IGs at any organizational level will not further delegate “appointing authority”
except as stated below.

1.7.1. Secretary of the Air Force (SECAF).
1.7.2. The Inspector General of the Air Force (SAF/IG) and designees.
1.7.3. Chief of Staff of the Air Force (CSAF).
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1.7.4. Chief, National Guard Bureau (Chief, NGB).

1.7.5. The Adjutant General (TAG) of all states, Puerto Rico, the US Virgin Islands, Guam,
and The Commanding General of the District of Columbia.

1.7.5.1. The Assistant Adjutant General for Air (ATAG) of all states, Puerto Rico, the
US Virgin Islands, Guam, and the District of Columbia.

1.7.6. MAJCOM, FOA, DRU, NAF, Center, Wing, and Joint Base commanders.

1.7.7. MAJCOM, JFHQ, FOA, DRU, NAF, Center, NGB, ANGRC, and Wing Inspectors
General, if designated in writing by their respective commander. At the MAJCOM and
Center level, commanders can delegate appointing authority to their deputy Inspectors
General or IGQ division chief. In all cases, the Appointing Authority will be of equal or
greater rank than the subjects or suspects being investigated.

1.7.8. Appointing authorities will not initiate investigations into allegations against
themselves. Such allegations will be forwarded to the next higher-level IG for resolution.

1.7.9. Appointing authorities will not initiate investigations into allegations against their
commander. Such allegations will be transferred to the next higher-level IG for resolution.

1.8. Authority to Conduct Investigations.

1.8.1. Appointed investigating officers are authorized to conduct IG investigations within the
scope of their appointment and under the authority and guidance of this instruction.
Appointed investigating officers’ responsibilities expire when the report of investigation
(ROI) is approved by the Appointing Authority or after final higher headquarters approval,
whichever is later.

1.8.2. Under the authority of this instruction, properly appointed Inspectors General may
conduct complaints analyses to determine resolution paths for complaints received by their
IG office. If the recommended resolution path at the conclusion of the complaint analysis
includes investigation then the 1G must be appointed by their Appointing Authority to
conduct the investigation.

1.9. Authorized IG Positions. The below are authorized to have IG positions:
1.9.1. The Secretary of the Air Force.
1.9.2. National Guard Bureau (Chief, NGB).

1.9.3. The Adjutant General (TAG) of all states, Puerto Rico, the US Virgin Islands, Guam,
and The Commanding General of the District of Columbia.

1.9.4. MAJCOM, FOA, DRU, NAF, Center, and Wing.

1.9.5. Commanders must request SAF/IG, through the MAJCOM IG (if applicable),
approval to appoint IGs to positions not identified in this instruction. Commanders
requesting 1G authorization must certify the individuals assigned will function solely as a
full-time 1G. SAF/IG must approve requests for such positions in writing prior to individuals
functioning in this capacity.

1.9.6. 1Gs approved by SAF/IG have the same authority and responsibilities as IGs in
positions identified in this instruction.
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1.10. Authority for IG Access to Records/Documents. To carry out their responsibilities, I1Gs,
IG staff members, and 10s must have expeditious and unrestricted access to and copies of all Air
Force, Air Force Reserve, and Air National Guard records, reports, investigations, audits,
reviews, documents, papers, recommendations, or other relevant material authorized by law and
policy. IGs are authorized access to all documents and all other evidentiary materials needed to
discharge their duties to the extent allowed by law. For any record requiring special handling,
coordinate with a legal advisor to ensure records are properly obtained. No Air Force document,
regardless of medium, is exempt from 1G access.

1.10.1. No Air Force, Air Force Reserve, or Air National Guard member or employee may
deny an IG, an IG staff member, or a properly appointed 10 such access.

1.10.2. Appointing authorities will ensure 10s appointed to conduct investigations involving
classified material have the appropriate security clearance and access.

1.10.3. See DoD 6025.18-R, DoD Health Information Privacy Regulation, paragraph C 2.3,
for applicability of the Health Insurance Portability and Accountability Act (HIPAA) to I1G
operations.

Section 1C—The Air Force Inspector General Complaints Resolution Program (CRP)

1.11. Program Policy. The Air Force IG CRP is a leadership tool that:

1.11.1. Indicates where commander involvement is needed to correct systemic,
programmatic, or procedural weaknesses and ensures resources are used effectively and
efficiently.

1.11.2. Resolves issues affecting the Air Force mission promptly and objectively.

1.11.3. Creates an atmosphere of trust in which issues can be objectively and fully resolved
without retaliation or the fear of reprisal.

1.11.4. Assists commanders in instilling confidence in Air Force leadership.
1.12. Mission Focus.

1.12.1. The primary charge of the IG in this role is to sustain a credible Air Force IG system
by ensuring a responsive CRP. In addition, the 1G is responsible for the Fraud, Waste, and
Abuse (FWA) Program.

1.12.2. The IG ensures the concerns of all complainants and the best interests of the Air
Force are addressed through objective fact-finding.

1.12.3. To create an atmosphere encouraging submission of credible complaints, IGs must:
1.12.3.1. Ensure their personal behavior is above reproach.
1.12.3.2. Adhere to and advocate Air Force core values.

1.12.3.3. Enhance openness and approachability by briefing the Air Force IG CRP at
newcomers’ sessions, commander’s calls, staff meetings, First Term Airman Center
(FTAC), and other base and unit gatherings.

1.12.3.4. Educate Air Force members, commanders, and civilian leadership regarding
rights of and protection for those contacting an IG.
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1.12.3.5. Avoid self-investigation and the perception of self-investigation.

1.12.3.6. Ensure 10s and IG staff members are trained to write detailed complaint
analyses and conduct thorough, unbiased investigations based on fair and objective fact-
finding.

1.12.3.7. Ensure compliance with the timeline for completing all complaint actions (i.e.,
complaint analyses, investigations, etc.), thus promoting responsiveness to all parties and
enhancing Air Force credibility.

Section 1D—Roles and Responsibilities

1.13. SAF/IG Responsibilities.

1.13.1. SAF/IG provides Air Force IG policy guidance, develops procedures, and establishes
and evaluates the Air Force Complaints Resolution and FWA Programs.

1.13.2. When necessary, SAF/IG may direct, as the Appointing Authority, investigations be
conducted on any pertinent matter.

1.13.3. SAF/IG has also authorized the following individuals to be responsible for certain
types of cases:

1.13.3.1. Director, Senior Official Inquiries Directorate (SAF/IGS) for senior official and
special inquiries.

1.13.3.2. Director, Complaints Resolution Directorate (SAF/IGQ) for colonel (or civil
servant Grade 15) cases with Air Force wide delegated appointing authority.

1.13.3.3. Commander, Air Force Inspection Agency (AFIA) for investigations directed
by SAF/IG.

1.13.4. SAF/IG has oversight authority over all IG investigations to include commenting on
and overturning any subordinate IG’s findings.

1.13.5. SAF/IG must report all allegations of misconduct made against senior officials,
including a summary of the allegation(s) and date received in accordance with Table 4.2.

1.13.6. SAF/IG will, within 10 duty days of receipt, report to IG DoD all allegations
submitted to an Air Force IG that a service member was alleged to have been:

1.13.6.1. Reprised against for making a protected communication in violation of 10 USC
1034 and DoDD 7050.06. Refer to Chapter 6 for further guidance.

1.13.6.2. Restricted from making lawful communications to a Member of Congress or an
Inspector General (IG) in violation of 10 USC 1034 and DoDD 7050.06. Refer to
Chapter 7 for further guidance.

1.13.7. SAF/IG is responsible for reviewing all cases involving substantiated allegations or
adverse information against senior officials and colonels (or civil servant Grade 15) and for
preparing draft Adverse Information Summaries (AIS) to support the SECAF’s Senior
Officer Unfavorable Information File (SOUIF) process.

1.13.8. Following completion of investigations into allegations involving senior officials,
SAF/1G will forward a copy of the final report of investigation to IG DoD within 7 duty days.
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1.13.9. SAF/IG will comply with all reporting requirements to IG DoD upon completion of
investigations into allegations involving violations of DoDD 7050.06. Refer to Chapters 4,
5, 6, and/or 7 for specific guidance and requirements.

1.13.10. SAF/IG will provide IG DoD a written report of any disciplinary and/or
administrative action taken against any individual in connection with an investigation into
allegations involving senior officials and violations of DoDD 7050.06 within 7 duty days of
being notified of such action by the commander concerned.

1.13.11. SAF/IG will provide CSAF adverse information on Command Screening Board
(CSB) candidates. SAF/IG is the decision authority regarding which summaries are provided
to CSAF.

1.13.12. SAF/IG will forward to the Secretary of the Air Force, Manpower and Reserve
Affairs, Force Management and Personnel (SAF/MRM) an informational copy of all
incoming and outgoing Air Force Academy related correspondence that suggests a systemic
problem or involves a policy or procedural matter which could affect a significant number of
people.

1.13.13. Through command channels, The Inspector General (SAF/IG) may pursue removal
of any Airman or civilian from service as an IG for violations of law, directives, instructions
or ethical conduct regulations, which represent a combination of the Air Force Core Values
and, for 1Gs, the 1G oath. Commanders may relieve military 1Gs for cause without SAF/IG
approval when appropriate in accordance with AFI 90-301 but must notify SAF/IG
immediately through SAF/IGQ. Civilian 1Gs may lose their IG status based on misconduct
verified by an investigative action. SAF/IG will decertify the IG and permanently suspend
the individual's access to ACTS when appropriate.

1.14. SAF/IGS Responsibilities.

1.14.1. Manage the Senior Official Complaints Program and process senior official cases
IAW Chapter 4.

1.14.2. Conduct complaint analyses and investigations on complaints involving Air Force
senior officials, including allegations of military equal opportunity (MEO) violations. Only
SAF/IGS is authorized to conduct these investigations.

1.14.3. Assign 10s for senior official and special inquiries as a designated appointing
authority by SAF/IG.

1.14.4. Notify appropriate persons/offices involved with senior official complaints as set
forth in Table 4.2.

1.14.5. Act as the Air Force repository for all substantiated allegations or other adverse
information against senior officials.

1.14.6. Respond to inquiries involving senior officials. Conduct files checks as required by
the Air Force General Officer Management office (AF/DPG) (for general officers or general
officer selects), and Senior Executive Management (AF/DPS) (for civilian senior officials
only) to support pre- and post-board actions and US Senate confirmation. SAF/IGS will
review Air Force, DoD, and other government investigative files to determine whether
derogatory information exists on specific senior officials.
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1.15. SAF/1GQ Responsibilities.

1.15.1. Establish policies and procedures to manage and execute the Air Force IG
Complaints Resolution and FWA Programs for non-senior official personnel.

1.15.2. Administer the Automated Case Tracking System (ACTS) and serve as the central
point to compile, process, and analyze Air Force IG complaint data.

1.15.3. Conduct investigations as directed by SAF/IG, or as required by this instruction and,
as a designated appointing authority by SAF/IG, appoint I0s when investigations are
administered by SAF/1GQ.

1.15.4. Conduct training for newly assigned IGs and IG staff members at all levels. Provide
special training as requested by lower-level 1Gs.

1.15.5. Manage, monitor, and report to IG DoD the actions of audit, inspection, and
investigative groups on Defense Hotline complaints which IG DoD referred to the Air Force
for action.

1.15.5.1. Ensure such audits, inspections, and investigations are conducted 1AW
applicable laws, DoD regulations, and policies.

1.15.6. Upon organizational request or as needed, conduct staff assistance visits to answer
any questions and review MAJCOM, JFHQ, FOA, and DRU files and documentation to help
standardize the way Air Force IG cases are handled.

1.15.7. Manage the IG responsibilities for reporting intelligence oversight complaints under
the authority of DoDD 5240.1, DoD Intelligence Activities; DoD 5240.1-R, Procedures
Governing the Activities of DoD Intelligence Components that Affect United States Persons;
and AFI 14-104, Oversight of Intelligence Activities.

1.15.8. Maintain adverse information concerning colonels (or civil servant Grade 15).

1.15.8.1. Maintain the Air Force central repository for reports and adverse information of
any kind (other than AFOSI reports) concerning colonels (or civil servant Grade 15).

1.15.8.2. Act as the Air Force office of primary responsibility for SOUIF preparation
supporting the brigadier general selection process.

1.15.8.2.1. Ensure eligible colonels meeting a brigadier general promotion board are
afforded a reasonable opportunity to provide written comments on adverse
information concerning them, prior to Secretary of the Air Force General Counsel’s
(SAF/GC) decision to create a SOUIF. If provided, member comments become part
of the SOUIF.

1.15.8.2.2. Conduct files checks requested by AF/DPG or SAF/IG to identify adverse
information, or allegations, which, if substantiated, may constitute potentially adverse
information, about colonels (or civil servant Grade 15) by reviewing Air Force, DoD,
and other government investigative files to support the post-board US Senate
confirmation process. If adverse or potentially adverse information is identified, a
summary of the adverse or potentially adverse information will be provided to
AF/DPG.
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1.15.9. Examine Command Screening Board (CSB) and Civilian Strategic Leadership
Program candidates for adverse information. Prepare and submit Adverse Information
Summaries (AIS) to SAF/IG. SAF/IG will determine which summaries to provide to CSAF
along with the CSB report.

1.15.10. Review all non-senior official investigations involving allegations of reprisal and/or
restriction as identified in 10 USC 1034 and DoDD 7050.06. Provide progress reports to I1G
DoD as required by DoDD 7050.06 (refer to Chapters 6 and 7).

1.15.11. SAF/IGQ is the next higher-level IG for JFHQ-(State) 1Gs and the ANGRC. If the
SAF/IGQ complaint analysis determines an investigation is required, and the subject is a
certified Army IG under the authority of AR 20-1, Inspector General Activities and
Procedures, SAF/IGQ will coordinate with the Department of the Army IG to determine the
appropriate investigative course of action.

1.16. SAF/IGX Responsibilities.

1.16.1. Provide SAF/IG coordination on all allegations and adverse information on colonels
(or equivalent) and above.

1.16.1.1. Notify SAF/IGS when AFOSI receives allegations or adverse information of
any kind against a general officer (or equivalent), or information that a general officer (or
equivalent) was involved in an incident as a subject or suspect.

1.16.1.2. Notify SAF/IGQ when AFOSI receives allegations or adverse information of
any kind against a colonel (or equivalent), or information that a colonel (or equivalent)
was involved in an incident as a subject or suspect.

1.16.1.3. Provide periodic updates to SAF/IGS on AFOSI investigations with a senior
official as a subject or suspect.

1.16.1.4. Provide periodic updates to SAF/IGQ on AFOSI investigations with a colonel
(or equivalent) as a subject or suspect.

1.16.1.5. Provide SAF/IGS a copy of any AFOSI report where the subject of the report is
a general officer (or equivalent).

1.16.1.6. Provide SAF/IGQ a copy of any AFOSI report involving a colonel (or
equivalent).

1.16.2. Respond to inquiries involving colonels and above (or equivalents). Conduct a file
check as required by SAF/IG for adverse information or potential adverse information on
eligible officers for general officer or federal recognition in support of the Senior Officer
Unfavorable Information File (SOUIF), post-board US Senate confirmation, command
screening board, or other requests as appropriate.

1.17. MAJCOM, JFHQ, FOA, and DRU IG Responsibilities.

1.17.1. Establish procedures to manage and execute the Air Force IG Complaints Resolution
and FWA Programs for non-senior official personnel at MAJCOM level and below.

1.17.2. Answer all higher-headquarters 1G taskings within applicable time constraints.

1.17.3. Refer criminal allegations to AFOSI or Security Forces, IAW AFI 71-101V1,
Criminal Investigations Program, attachment 2. If they decide not to investigate a criminal
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matter, obtain a documented transfer back to the 1G and complete the complaint analysis to
determine appropriate resolution path.

1.17.4. Provide progress reports to SAF/IGQ as required by paragraph 3.55 of this
instruction.

1.17.5. Obtain SAF/IGQ review and approval of all MAJCOM, JFHQ, FOA, and DRU
supplements to this instruction prior to publication.

1.17.6. Follow all procedures and requirements for resolving IG complaints as outlined in
this instruction.

1.17.7. Ensure required training for newly assigned 1Gs and IG staff members is
accomplished.

1.17.8. Review, direct revisions, and approve or disapprove via signed endorsement
memorandum all lower level IG Complaints Analyses and Reports of Investigations
requiring SAF/1GQ review prior to forwarding.

1.17.9. Manage, monitor, and report to SAF/IGQ the actions of audit, inspection, and
investigative groups on Defense Hotline complaints which IG DoD referred to the Air Force
for action.

1.17.10. Upon request, conduct staff assistance visits to answer any questions and review
lower-level IG files and documentation to help standardize the way IG cases are addressed.

1.17.11. Notify SAF/IGQ within 7 duty days after receiving complaints containing
allegations of reprisal or restriction. Follow the notification procedures in paragraphs 6.5 or
7.5 of this instruction, as appropriate.

1.17.12. Immediately notify SAF/IGS after receiving complaints containing allegations of
wrongdoing by senior officials. Follow the procedures in Chapter 4.

1.17.13. May conduct the complaint analysis for reprisal and restriction complaints at the
MAJCOM level when manning allows. For an analysis accomplished at the MAJCOM,
JFHQ, FOA, or DRU level where investigation is required, the MAJCOM, JFHQ, FOA, or
DRU IG may either retain the investigation at their level or transfer the complaint to the
lower level IG for investigation.

1.17.14. Conduct all investigations for reprisal or restriction at the MAJCOM, JFHQ, FOA,
or DRU level using trained, experienced investigating officers when manning allows.

1.17.15. Maintain continuous and comprehensive oversight of analyses and investigations
dealing with reprisal or restriction to include periodic interim quality reviews to minimize
formal rework, improve quality, and ensure compliance with this instruction and other
governing directives. Early detection and correction of deficiencies will streamline the
formal quality review of the final product and preclude protracted rework.

1.17.16. Notify SAF/IGQ within 7 duty days after receiving complaints containing
allegations of wrongdoing by colonels (or civil servant Grade 15). Follow notification
procedures in Chapter 5 of this instruction, as appropriate.
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1.17.17. Report all substantiated findings of wrongdoing and/or adverse information against
majors and lieutenant colonels to SAF/IGQ using the Air Force Complaints Resolution
Supplemental Guide (AFCRPSG) attachment 28. Substantiated findings include:

1.17.17.1. Substantiated finding(s) from a Report of Investigation (ROI).

1.17.17.2. Substantiated finding(s) from a Commander Directed Investigation/Inquiry
(CDI).

1.17.17.3. Guilty finding(s) from a military court procedure (AF Form 1359).

1.17.17.4. Punitive LOCs (other than those for fitness assessment failures), LOAs,
LORs, and/or Articles 15s with or without an accompanying investigation.

1.17.18. Maintain an “Inspector General Complaint and Fraud, Waste and Abuse Hotline”.
1.18. Component Numbered Air Force (C-NAF).
1.18.1. C-NAF/IG:

1.18.1.1. C-NAF/IG is assigned to the rear headquarters element, works directly for the
C-NAF commander, and is responsible for crafting/coordinating strategic policy affecting
the complaints resolution program.

1.18.1.2. Validates and executes |G manpower requirements as functional manager.
1.18.1.3. Collaborates with combatant command (COCOM) and their subordinate IGs.

1.18.1.4. Acts as conduit with SAF/LLM and HAF functional managers to resolve high-
level inquiries.

1.18.1.5. Conducts IG investigations in the AOR initiated by the C-NAF/CC.

1.18.2. Air Force Forces (AFFOR) IG is assigned to the forward headquarters element,
works directly for the C-NAF commander, and is responsible for tactical operations affecting
the complaints resolution program. The AFFOR 1G will:

1.18.2.1. Oversee the liaison IG program including training and accountability.

1.18.2.2. Ensure each wing commander (or group commander when the group
commander is the highest ranking commander on the base) appoints a member to act as
their liaison 1G during their deployment IAW 1.18.3.

1.18.2.3. Resolve complaints from IG liaisons, AFFOR staff and component IGs from
Airmen.

1.18.2.4. Advise AFFOR staff and wing leadership.

1.18.2.5. Travel as directed by the C-NAF commander.
1.18.3. Deployed Liaison IGs:

1.18.3.1. Are authorized in the deployed environment only.

1.18.3.2. Will be a field grade officer who is not assigned to a commander/vice
commander position or SNCO.

1.18.3.3. Should not be a command chief, first sergeant, or director of staff.
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1.18.3.4. Liaison IGs will:

1.18.3.4.1. Brief leadership and assigned personnel on the availability of a local 1G
liaison program.

1.18.3.4.2. Advise complainants on the Air Force IG CRP and forward their
complaints to the IG responsible for the applicable AOR (i.e., complaints taken in
Afghanistan or Iraq would be forwarded to the AFFOR/IG).

1.18.3.4.3. Be appointed in writing by wing or group commander as appropriate who
will forward the letter to the AFFOR/IG.

1.18.4. Deployed Wing IG Responsibilities: Deployed wings authorized a fully trained
installation 1G will operate as directed by paragraph 1.19 of this instruction. (T-1).

1.18.4.1. For functional purposes, the IG falls under the C-NAF/IG for ACTS
management and consultation. The wing IG submits appropriate notifications and
complaint analyses through the C-NAF/IG to the appropriate component command 1GQ
office for review/approval. (T-1).

1.19. Center/Host/Wing IG Responsibilities.

1.19.1. Manage and execute the Air Force IG Complaints Resolution and FWA Programs for
non-senior official personnel at the wing level. (T-1).

1.19.2. Answer all higher-headquarters IG taskings within applicable time constraints. (T-
1).

1.19.3. Refer criminal allegations to AFOSI or Security Forces IAW AFI 71-101V1,
attachment 2. (T-1). If they decide not to investigate a criminal matter, obtain a documented
transfer back to the IG and complete the complaint analysis to determine appropriate
resolution path. (T-1).

1.19.4. Provide progress reports, interim reports, and periodic updates as required by
Chapter 3 of this instruction. (T-1).

1.19.5. Follow all procedures and requirements for handling 1G complaints as outlined in
this instruction. (T-1).

1.19.6. Manage, monitor, and report to SAF/IGQ, through the appropriate MAJCOM, NAF,
JFHQ, FOA, or DRU IG, the actions of audit, inspection, and investigative groups on
Defense Hotline complaints which 1G DoD referred to the Air Force for action. (T-1).

1.19.7. Notify SAF/IGQ, through the appropriate MAJCOM, NAF, JFHQ, FOA, or DRU
IG, within 7 duty days after receiving complaints containing allegations of reprisal, or
restriction. (T-0). Follow the notification procedures in Chapters 6 or 7 of this instruction,
as appropriate.

1.19.8. Notify SAF/IGQ, through the appropriate MAJCOM, NAF, JFHQ, FOA, or DRU
IG, within 7 duty days after receiving complaints containing allegations of wrongdoing by
colonels (or civil servant Grade 15). (T-1). Follow the procedures in Chapter 5.

1.19.9. Notify SAF/IGS, through the appropriate MAJCOM, NAF, JFHQ, FOA, or DRU IG,
after receiving complaints containing allegations of wrongdoing by senior officials. (T-1).
Follow the procedures in Chapter 4.
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1.19.10. Coordinate with EO, JA, and FOIA offices to ensure an understanding of each
other’s roles in the CRP. (T-2).

1.19.11. Participate as a member of the EO-led Commander’s Human Relations Climate
Assessment Subcommittee. (T-2).

1.19.12. Meet with the senior intelligence officer assigned to the installation and discuss the
handling of intelligence oversight complaints. (T-2).

1.19.13. Educate the base populace on their rights and responsibilities in regard to the Air
Force IG system (commander’s calls, newcomers briefings, etc). See AFCRPSG attachment
29 for documenting training in ACTS. (T-2).

1.19.14. In those situations where there is a host wing IG and an associate unit (with no
assigned 1G) from another MAJCOM residing on the installation, the host installation 1G
will:

1.19.14.1. Coordinate with all associate units and conduct training for all personnel. (T-
2).

1.19.14.2. Intake complaints from all sources. (T-2).

1.19.14.3. Coordinate with the appropriate MAJCOM, NAF, JFHQ, FOA, or DRU with
responsibility for the associate unit as to how to proceed. (T-2). The owning MAJCOM,
NAF, JFHQ, FOA, or DRU will have final determination concerning resolution by the
host wing IG for the local unit. Transfer complaints when initial complaint analysis
indicates that the issues are best resolved by a different organization/MAJCOM with
responsibility for the complainant and/or subject (refer to Table 3.7 and 3.8)

1.19.14.4. For allegations against colonels or associate unit commanders, notify the
owning MAJCOM through the host wing IG’s parent MAJCOM. (T-2).

1.19.14.5. Assist the Appointing Authority as requested. Appointing authority will
remain with commanders designated in paragraph 1.7. An associate unit commander (if
authorized in paragraph 1.7) is authorized to delegate their appointing authority to the
host wing IG. (T-2).

1.19.14.6. Work with associate units to develop memorandums of agreement (support
agreements) as required. (T-2).

1.19.15. Establish a program of regular unit visits to assess the economy, efficiency and
discipline of the installation’s organizations. (T-2). Each visit should involve informal
interaction with unit personnel in their working environment. Provide feedback to the
appropriate leadership.

1.19.16. Maintain continuous and comprehensive oversight of investigations conducted at
the center/host/wing level dealing with reprisal or restriction to include periodic interim
quality reviews to minimize formal rework, improve quality, and ensure compliance with this
instruction and other governing directives. (T-1). Early detection and correction of
deficiencies will streamline the formal quality review of the final product and preclude
protracted rework.
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1.19.17. Report all substantiated findings of wrongdoing and/or adverse information against
majors and lieutenant colonels through their MAJCOM, NAF, JFHQ, FOA, or DRU IG to
SAF/IGQ using AFCRPSG attachment 28. (T-1). Substantiated findings include:

1.19.17.1. Substantiated finding(s) from a Report of Investigation (ROI).

1.19.17.2. Substantiated finding(s) from a Commander Directed Investigation/Inquiry
(CDI).

1.19.17.3. Guilty finding(s) from a military court procedure (AF Form 1359).

1.19.17.4. Punitive LOCs (other than those for fitness assessment failures), LOAsS,
LORs, and/or Articles 15s with or without an accompanying investigation.

1.19.18. Maintain an “Inspector General Complaint and Fraud, Waste and Abuse Hotline”.
(T-1).

1.19.19. All IG staff members, including inspection staff, will be trained in the CRP and
assist in the CRP as necessary. (T-3).

Section 1IE—The Host Wing IG Program

1.20. Host Wing IG Program Background.

1.20.1. The concept of appointing a separate, full-time host wing IG was implemented to
remove any perceived conflict of interest, lack of independence, or apprehension by Air
Force personnel as a result of the previous practice of assigning vice commanders IG duties.
This issue was identified in Committee Report H.R. 4301 of the 1995 National Defense
Authorization Act.

1.20.2. To sustain a trustworthy relationship with Air Force personnel, the host wing IG
must be independent (see paragraphs 1.2.3 and 1.27.3). Air Force personnel must be free
from any form of retribution, retaliation, or reprisal for communicating with the host wing
IG.

1.21. Establishment of the Installation IG Program.

1.21.1. Independent IGs will be established at all active component, Air Force Reserve, and
Air National Guard wings. The desired rank/grade for the Host/Wing IG is lieutenant
colonel or employee meeting the requirements of the position description (PD). (T-1).
Appointing authorities are highly discouraged from selecting IGs lower than the rank of Lt
Col or civilian equivalent. Only in extreme circumstances should an appointing authority
select a non-field grade officer to lead their IG section. 1G sections led by non-field grade
officers or enlisted 1Gs are not perceived by complainants to have the same ability as field
grade officers to address command issues such as command climates, abusive/hostile
environments or other misconduct by leadership in the unit.

1.21.1.1. Host/Wing IG (87GXX). Be an O-5/ civilian equivalent or higher. (T-1).
Appointing authorities are highly discouraged from selecting IGs lower than the rank of
Lt Col or civilian equivalent. Only in extreme circumstances should an appointing
authority select a non-field grade officer to lead the IG section. IG sections led by non-
field grade officers or enlisted 1Gs are not perceived by complainants or inspectees to
have the same ability as field grade officers to: 1) address command issues such as
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command climates, abusive/hostile environments or other misconduct by leadership in
the unit; or 2) inspect and report on the full spectrum of unit effectiveness.

1.21.1.2. Host/Wing Director of Complaints Resolution (87QXX) and Host/Wing
Director of Inspections (871XX) will be an O-4/civilian equivalent or higher. (T-1).

1.21.1.3. Host/Wing Inspections Superintendent (81XXX). Be an E-9 to E-8 or civilian
equivalent. Wing/CC may waive this requirement on a case-by-case basis if qualified
candidates are not available to the rank of E-7. (T-3).

1.21.2. Associate unit personnel may use the host/wing IG for complaint analysis and
assistance.

1.22. Host/Wing IG Organization.

1.22.1. The host wing IG is organized as a staff function and will report directly to the host
wing commander. (T-1).

1.22.2. The two-letter functional address code for the Office of the Inspector General at all
levels will be ”IG* and the office symbol shall be “unit designation/IG* (e.g., 51 FW/IG) .
(T-2).

1.23. Unique Requirements for Air National Guard (ANG) IGs.

1.23.1. Each ANG wing is authorized an inspector general on the military manpower
document. The wing IG is a peacetime Unit Type Code (UTC.)

1.23.1.1. Air National Guard wing IGs are organized as a staff function and will report
directly to the wing commander.

1.23.2. The authorized grade for individuals serving as the wing IG is lieutenant colonel.

1.23.2.1. Selection or assignment of a lower grade officer (e.g., a major for lieutenant
colonel position) requires coordination with SAF/IGQ prior to nomination.

1.23.2.2. Waiver requests to nominate a company grade officer as the wing 1G will not
be considered.

1.23.3. To appoint an ANG wing IG, the ANG wing commander nominates a qualified
candidate in writing. The written appointment is endorsed by the JFHQ-(State) IG (or TAG
where no state IG is assigned) who forwards a copy to SAF/IGQ for information.

1.23.4. The tour of appointment for ANG members appointed as the 1G should be for three
or four years. A new appointment must be completed each time a subsequent IG is
appointed.

1.23.5. The wing IG will be responsible for all complaint resolution matters occurring within
the wing and within any Geographically Separate Units (GSUs) supported by the wing.

1.23.6. JFHQ-(State) is authorized to assign ANG members within their state IG office to
manage cases involving ANG personnel. Manpower authorizations and grade determination
are under the purview of each JFHQ-(State). ANG members assigned to the state 1G office
will complete Air Force inspector general training (and Army inspector general training as
required by the state 1G). The Adjutant General will select and appoint ANG members to the
state IG office. The written appointment will be sent to SAF/IGQ.
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1.23.6.1. JFHQ IG in each state is a staff function that reports directly to The Adjutant
General (TAG). The JFHQ-(State) IG has duties and responsibilities related to both the
Army National Guard and Air National Guard 1G systems.

1.23.7. In states where no ANG members are assigned to the JFHQ IG office, actions
associated with the CRP will be completed by the assigned Army or Army National Guard
staff.

1.24. Assigning Additional Duties to 1Gs.

1.24.1. The focus of host/wing 1Gs must be the Air Force Complaints Resolution, Inspection
and FWA Programs. (T-1). Any activities that may diminish the effectiveness of IGs in the
performance of their complaints resolution and FWA responsibilities are not acceptable.

1.24.2. The IG position will not be combined with another position in the organization. (T-
1). Operational duties required to maintain qualification/currency, as well as inspection
related responsibilities and duties defined in AFI 90-201, are not considered additional duties
for the IG and staff.

1.24.3. 1Gs must not be constrained by additional duties that detract from their primary
responsibilities. (T-1). Therefore, 1Gs and 1G staff members must not be:

1.24.3.1. Assigned any duties (such as Director of Staff) that subsequently disqualify
them from conducting an unbiased analysis of complaints against functions or activities
of the wing or installation to which they are assigned or organizations for which they
have 1G functional responsibility. (T-1).

1.24.3.1.1. 1Gs will not serve as mediators in support of Equal Opportunity or
Alternate Dispute Resolution actions. (T-1). These activities require the 1G to make
assessments and recommendations that could later be called into question should the
interested parties decide to file an IG complaint regarding those proceedings.

1.24.3.2. Appointed as an 10 to conduct a CDI. (NOTE: Air Force Reserve and Air
National Guard IGs may be appointed to conduct CDIs at installations other than their
own.) (T-1).

1.24.3.3. Given responsibility for the host wing commander’s action line”. (T-1).
1.24.4. Host wing IGs may act as the main processing POC for congressional inquiries. (T-
1).
Section 1IF—Commanders and the Inspector General Program

1.25. Key Terms. This section uses the following key terms: frivolous allegation, gross
mismanagement, independence and ombudsman. Refer to Attachment 1 for the definition of
these key terms.

1.26. How the IG System Helps the Commander.

1.26.1. Complaints help commanders discover and correct problems affecting the
productivity and morale of assigned personnel. Resolving the underlying cause of a
complaint may prevent more severe symptoms or costly consequences, such as reduced
performance, accidents, poor quality work, poor morale, or loss of resources.
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1.26.2. Even though allegations may not be substantiated, the evidence or investigation
findings may reveal systemic, morale, or other problems impeding efficiency and mission
effectiveness.

1.27. Roles of the IG in Relation to the Commander.
1.27.1. The roles of the IG are to:

1.27.1.1. Be the “eyes and ears” of the commander; be alert for and inform the
commander of matters indicative of systemic, morale, or other problems impeding
efficiency and mission effectiveness. (T-1).

1.27.1.2. Keep the commander informed of potential areas of concern as reflected by
trends based on analysis of complaint data. (T-1).

1.27.1.3. Function as the ombudsman, fact-finder, and honest broker in the resolution of
complaints.

1.27.1.4. Educate and train commanders and members of the base populace on their
rights and responsibilities in regard to the Air Force IG system. (T-1). See paragraph
1.36.2.4 for more requirements for educating commanders.

1.27.1.4.1. Provide semi-annual education/training to commanders and other
installation leadership regarding requirements in this instruction. At a minimum, the
IG will cover the following: reprisal, restriction, handling of allegations against senior
officers/officials, and adverse information reporting. (T-1).

1.27.1.5. Assist commanders in preventing, detecting, and correcting fraud, waste, abuse,
and gross mismanagement.

1.27.2. To fulfill these roles, the IG must be an integral member of the commander’s staff
and have unimpeded access to the commander. (T-1). Commanders must ensure their IG’s
authority, duties, and responsibilities are clearly delineated. (T-1).

1.27.3. The independence of the IG must be firmly established and supported to overcome
any perceived lack of autonomy that would discourage potential complainants and preclude
disclosures of wrongdoing from being brought to the attention of the 1G. 1G offices should
be located in areas that foster open and unfettered access to everyone and which are not in
proximity to the commander's office. (T-1).

1.27.3.1. Active Duty JFHQ IGs will have unfettered access to the Director ANG, Air
Force TIG, SAF/IGS and SAF/IGQ when circumstances arise within a state involving
non-frivolous complaints from airmen against the command chain within the state.

1.28. Commander Support of the IG System. To support the IG system, commanders will
ensure their 1Gs have the resources necessary to intake, process, maintain, and protect material
associated with the CRP. To support the IG system, commanders will:

1.28.1. Ensure the IG office is fully manned, equipped, and trained. (T-1).

1.28.2. Ensure the IG and subordinate commanders follow the requirements of this
instruction. (T-1).

1.28.3. Educate Air Force members about the rights and responsibilities of all personnel
regarding the IG system at commander’s calls, staff meetings, and other gatherings. (T-1).
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1.28.4. Ensure other staff agencies provide support when required. (T-1).
1.28.5. Designate personnel to serve as 10s to conduct investigations when required. (T-1).

1.29. Issues/Allegations of Primary Interest Under the Air Force CRP. 1Gs will always
retain responsibility to resolve allegations of:

1.29.1. Reprisal (see Chapter 6). (T-0).
1.29.2. Restriction (see Chapter 7). (T-0).

1.29.3. 1G wrongdoing regarding actions taken relating to the CRP. The next higher-level
IG will conduct the complaint analysis and investigate complaints if required.

1.30. Commander-Directed Investigations (CDIs).

1.30.1. All commanders possess inherent authority to investigate matters or incidents under
their jurisdiction unless preempted by a higher authority. The primary purpose of a CDI is to
gather, analyze, and record relevant information about matters of primary interest to
command authorities.

1.30.2. Commanders should:
1.30.2.1. Consult with the staff judge advocate (SJA) before initiating a CDI.

1.30.2.2. Refer to the CDI guide available on the SAF/IGQ portal website for guidance
on conducting a CDI.

1.30.3. Commanders will not:
1.30.3.1. Cite this instruction as authority to conduct CDIs. (T-1).

1.30.3.2. Investigate allegations of reprisal or restriction. (T-0). Commanders will refer
such allegations to the IG at the appropriate command level for investigation.

1.30.3.3. Appoint IGs or IG staff members as inquiry or investigation officers for CDIs.
(T-1). (NOTE: Air Force Reserve and Air National Guard 1Gs may be appointed to
conduct CDIs at installations other than their own.)

1.30.3.4. Conduct any investigations into allegations against senior officials (see Chapter
4). (T-1)
1.30.4. Authority responsible for making release determinations for CDIs.

1.30.4.1. The command/commander is the authority responsible for making release
determinations for commander-directed investigative reports.

1.30.4.2. The commander must ensure all information subject to the Privacy Act and
references to third-party information are protected. (T-1).

1.30.5. Commander’s reporting requirements for CDIs:

1.30.5.1. Report all allegations of wrongdoing (which are not obviously frivolous)
against colonels (or civil servant Grade 15) through their MAJCOM, NAF, JFHQ, FOA,
DRU, or installation IG to SAF/IGQ IAW the reporting requirements set forth in
Chapter 5 of this instruction. (T-1).
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1.30.5.2. Report all substantiated findings of wrongdoings in a CDI, or any other
investigation, and/or adverse information (e.g. LOC, LOA, etc.) against majors and
lieutenant colonels through their MAJCOM, NAF, JFHQ, FOA, DRU or installation IG.
IGs will ensure these reports are recorded in ACTS IAW requirements set forth in
Chapter 5. (T-1). Notification that an investigation is underway on majors and
lieutenant colonels is NOT required until the investigation is complete and the
allegation(s) is substantiated.

Section 1G—Administering the IG Complaints Resolution and FWA Programs

1.31. Key Terms. This section uses the following key terms: Automated Case Tracking System
(ACTS) and contact. Refer to Attachment 1 for the definition of these key terms.

1.32. Administrative Policy. IGs at every level are responsible for establishing and directing
the Air Force IG Complaints Resolution and Fraud, Waste, and Abuse Programs IAW this
instruction. (T-1). All IGs will:

1.32.1. Develop and implement procedures for administering the 1IG Complaints Resolution
and FWA Programs. (T-1).

1.32.2. Establish procedures for interaction with higher headquarters 1Gs, other military
service IGs, other statutory IGs, and other agencies regarding IG matters. (T-1).

1.32.3. Document correction of substantiated wrongs and their underlying causes. Identify
systemic problems and provide the commander, or a civilian leading an organization
designated as a unit IAW AFI 38-101, Air Force Organization, with recommendations for
corrective action (if requested) . (T-1).

1.32.4. Conduct and analyze trend assessments and submit reports when required. (T-1).

1.32.5. Control access to information obtained under this instruction to protect against
unauthorized disclosure. (T-1).

1.33. Data Management.

1.33.1. ACTS is the official AF system of record for the Inspector General Complaints
Resolution Program. All IG contacts, actions (assists, dismissals, investigations, referrals,
and transfers), Congressional inquiries, and FWA contacts must be recorded in ACTS. The
ACTS User’s Manual is available on the ACTS home page (https://acts.hg.af.mil).

1.33.1.1. ACTS is the Air Force IG tool used to capture all IG investigative and
administrative activity Air Force-wide, except for SAF/IGS. ACTS is the repository all
non- 1G actions tracked by the Air Force IG system, such as non-1G Congressional and
non-1G colonel cases.

1.33.1.2. ACTS enables IGs at every level to accurately analyze complaint trends and
findings in order to advise commanders, and civilians leading an organization designated
as a unit IAW AFI 38-101, on appropriate action to take in response to these trends.

1.33.1.3. To accomplish this data input, every IG must maintain proficiency in ACTS
use. (T-1).
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1.33.1.4. 1Gs will use ACTS to record all non-1G Congressional inquiries when the 1G is
the Congressional POC for the installation. See AFCRPSG Attachment 30 for ACTS
procedures. (T-1).

1.33.1.5. Use the ACTS attachment tab to attach all relevant case documents. (T-1).
Once files are attached to ACTS, the hard copies may be destroyed.

1.33.1.6. Access to ACTS will not be granted until IGs have attended ACTS training at
the IG Training Course. MAJCOM/IGQ is the waiver authority for this requirement.

1.33.1.7. 1Gs will document 1G-conducted training in ACTS (see AFCRPSG Attachment
29). (T-1).

Section 1H—Training Requirements

1.34. 1G Training Requirements.

1.34.1. Newly assigned IGs and IG staff members will attend the 1G Training Course prior
to assignment, but must attend no later than 90 days after assignment. Training will be
coordinated through the MAJCOM or equivalent command IG. (T-1).

1.34.1.1. Under no circumstances will an untrained IG conduct complaint analysis
beyond assistance (i.e. no evidence or assertion of wrongdoing) and/or investigate
allegations of wrongdoing brought forward by a complainant until completing the formal
IG training course. (T-1).

1.34.1.2. Air National Guard wing I1Gs must be appointed in writing by the wing
commander as the 1G before attending the course. (T-1).

1.34.1.3. Army personnel assigned to JFHQs as the primary 1G and other National Guard
personnel assigned to JFHQ IG offices with assigned responsibilities for ANG
complaints resolution matters should attend the Air Force IG Training Course as soon as
practical after assignment.

1.34.1.4. Air Force personnel assigned to JFHQs as the primary IG and other Air
National Guard personnel assigned to JFHQ IG offices with assigned responsibilities for
ANG complaints resolution matters will attend the Air Force IG Training Course. (T-1).

1.34.1.5. Other DoD or US Government agencies who desire to send IG personnel to AF
IG training will nominate their 1G personnel directly to SAF/IGQ.

1.34.1.6. Course dates and locations may be found on the SAF/IGQ portal website.

1.34.2. All IG staff members designated to receive complaints or conduct investigations will
be familiar with AFPD 90-3 and this instruction. (T-1).

1.34.3. IGs and their 1GQ staff will receive refresher training every three years (i.e., attend
IGTC or other SAF/IGQ approved refresher training) or if returning to the office after being
detailed or deployed for at least 12 months. (T-1).

1.35. Investigating Officer (10) Training Requirements.

1.35.1. IGs at all levels are required to provide investigative training and oversight to all
individuals appointed as 10s for IG investigations. (T-1).
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1.35.2. A Computer-Based 10 Overview course is available on the AETC/ADLS web site
(https://golearn.csd.disa.mil/kc/login/login.asp).

1.35.3. Upon completion of the 10 Overview course, all 10s will report to the IG office for
additional training and guidance prior to beginning their investigative duties. (T-1).

Section 11—Wear of the Inspector General Badge

1.36. Air Force Inspector General Duty Badge. The IG Duty Badge is required for wear by
any personnel performing official duties and assigned to an authorized IG billeted position.

1.36.1. IG bhillets include those at the SAF, MAJCOM, and Wing. It does not authorize
MAJCOM augmentees or Wing Inspection Team members to wear the badge or any
reprinted likeness in the performance of their duties. This includes team IG badges, papered
credentials, or any form of identification.

1.36.2. The badge is authorized to be printed on aircrew patches and worn by personnel in an
IG billet.

1.36.3. The IG badge, while assigned to an IG billet, takes precedence to other duty badges
regardless of CAFSC.

1.37. Wear criteria. The IG Duty Badge is worn by assigned IG personnel only under the
following conditions:

1.37.1. Upon completion of formalized training. Personnel must complete the combined
IGI/IGQ Inspector General Training Course. Until this course is available, all personnel who
have completed the Basic Inspector Course, or current Inspector General Training Course
meet training requirements to wear the badge.

1.37.2. Authorized Inspector General assigned to a Wing, MAJCOM, or the SAF/IG billeted
position.

1.37.3. The badge will be presented in a formal ceremony following certification and
affirmation of the IG oath.

1.37.4. The badge is not authorized for continued wear when no longer assigned to an
authorized IG position

Section 1J—Education of Air Force Personnel

1.38. Educating Air Force Personnel on the IG System.

1.38.1. IGs at every level are responsible for ensuring Air Force members are aware of and
understand their rights and responsibilities regarding the IG Complaints Resolution and FWA
Programs. (T-1).

1.38.2. I1Gs will actively publicize the IG CRP and FWA Program and train Air Force
members by taking the following actions. (T-1).

1.38.2.1. Publicize the IG CRP and FWA Hotline through base websites/newspapers,
bulletins, newcomers’ orientations, , staff meetings, commander’s calls, and by visiting
work areas. (T-1).
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1.38.2.2. Distribute IG Complaints Resolution and FWA Program posters for unit high
traffic areas (for maximum exposure), reflecting the IG’s name and picture, location, and
phone number, and the Defense Hotline, AF FWA Hotline, MAJCOM FWA Hotline, and
any base level FWA Hotline phone numbers. (T-1). The purpose of these posters is to
assist personnel in contacting the 1G. 1Gs at every level are authorized to develop and
publish visual aids using AF1 90-301 as the prescribing directive.

1.38.2.3. Educate personnel on how to use the IG system and the Air Force policy on
reprisal and restriction. (T-1).

1.38.2.4. Educate commanders and civilian leaders (squadron and above) within 30 days
(or two Unit Training Assemblies for Air Reserve Components) of their assignment:

1.38.2.4.1. On reporting responsibilities regarding allegations against senior officials
(see Chapter 4) and colonels (or civilian equivalents) (see Chapter 5) and on their
responsibility to provide documentation of non-1G cases (i.e., CDIs) on colonels (or
equivalent) to SAF/IGQ. (T-1).

1.38.2.4.2. On reporting responsibilities regarding substantiated findings of
wrongdoing and/or adverse information against majors and lieutenant colonels to
SAF/IGQ using AFCRPSG attachment 28. (T-1). Substantiated findings include:

1.38.2.4.2.1. Substantiated finding(s) from a Report of Investigation (ROI).

1.38.2.4.2.2. Substantiated finding(s) from a Commander Directed
Investigation/Inquiry (CDI).

1.38.2.4.2.3. Guilty finding(s) from a military court procedure (AF Form 1359).

1.38.2.4.2.4. Punitive LOCs (other than those for fitness assessment failures),
LOAs, LORs, and/or Articles 15s with or without an accompanying investigation.

1.38.2.4.3. On the rights of service members to make protected communications. (T-

1).

1.38.2.5. Locally disseminate IG-related news, innovative ideas, and lessons learned.

(T-1).

Section 1IK—Agencies with Responsibilities to the 1G System

1.39. Judge Advocates (JA) at every level assist 1Gs by:

1.39.1. Analyzing complaints to identify allegations of wrongdoing at the IG’s request.

1.39.2. Providing advice on framing or re-framing allegations prior to investigation.

1.39.3. Providing advice and assistance to 10s during the course of investigations.

1.39.4. Providing legal review of IG Reports of Investigation (ROI).

1.39.4.1. The servicing SJA or his/her designee will review the ROI for legal sufficiency
(see definition in Attachment 1) and provide written legal reviews prior to Appointing
Authority review. See Chapter 3.

1.39.4.2. A different JA should perform the legal review other than the individual
assigned to advise the 10 as legal advisor.
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1.39.5. Providing pertinent comments or recommendations regarding ROISs.

1.39.6. Reminding commanders, and civilians leading an organization designated as a unit
IAW AFI 38-101, of their responsibility to immediately notify SAF/IGS or SAF/IGQ
through their MAJCOM, NAF, JFHQ, FOA, DRU IG, or installation and their higher-level
commanders when:

1.39.6.1. They receive allegations against senior officials and colonels (or civil servant
Grade 15) IAW Chapter 4 and/or 5.

1.39.6.2. Article 15s are served on senior officials and colonels. Copies of the final
actions and any appeal documents must be provided upon completion of the action.

1.39.6.3. Court-martial charges are preferred against senior officials and colonels.
Follow-on notification must also be accomplished when a decision is made to refer the
charges to trial and again at the conclusion of the trial.

1.39.6.4. There is a substantiated finding of wrongdoing and/or adverse information
against majors and lieutenant colonels.

1.39.7. Advising IGs on the disposition of materials gathered during investigations such as
recording tapes, discs, memos, etc.

1.40. The General Counsel of the Air Force (SAF/GC) assists SAF/IG by:

1.40.1. Providing legal advice and support in administering the Air Force FWA Program.

1.40.2. Providing legal support in initiating, conducting, and finalizing cases on senior
officials as required.

1.40.3. Reviewing (when requested) any report submitted by or to SAF/IG.

1.40.4. Acting for the SECAF in determining the content of a SOUIF and whether a SOUIF
will be provided to a selection board.

1.40.5. Providing training and expertise to SAF/IGQ when SAF/IGQ conducts investigations
into alleged acts of reprisal against Air Force civilian employees at the direction the
Secretary of the Air Force.

1.41. The Judge Advocate General (AF/JA) assists SAF/IG by:

1.41.1. Providing legal support to SAF/IGS and SAF/IGQ as needed. Advising SAF/IGS
and SAF/IGQ on the disposition of materials gathered during investigations such as
recording tapes, discs, memos, etc.

1.41.2. Reviewing all senior official investigations and reviewing all adverse information
summaries proposed by SAF/IG.

1.41.3. Ensuring subordinate JAs are aware of their responsibility to remind commanders,
and civilians leading an organization designated as a unit IAW AFI 38-101, to immediately
notify SAF/IGS (for senior officials) or SAF/IGQ (for colonels or equivalent) through their
MAJCOM, NAF, JFHQ, FOA, DRU, or installation 1G when notified of allegations or
adverse information of any kind against individuals in these grades.
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1.41.4. Ensuring commanders notify SAF/IGS and SAF/IGQ whenever Article 15 action is
taken (upon completion of the action and appeal, if any) or when charges are preferred
against a senior official or colonel.

1.41.5. Providing SAF/IGS and SAF/IGQ, as appropriate, copies of Article 138 complaints
concerning general officers or colonels.

1.41.6. Reporting to SAF/IGQ all substantiated findings of wrongdoing and/or adverse
information against majors and lieutenant colonels.

1.42. The Deputy Chief of Staff, Manpower, Personnel and Services (AF/Al)
assists SAF/IG by:

1.42.1. Maintaining close liaison with SAF/IG on policies governed by this instruction.
1.42.2. Ensuring IG access to personnel records and information.

1.42.3. Ensuring the General Officer Management Office (AF/DPG) provides SAF/IGS
copies of any adverse information received on general officers or brigadier general selects.

1.42.4. Ensuring the Colonels Group (AF/DPQO) provides SAF/IGQ copies of any
Unfavorable Information Files on colonels.

1.42.5. Ensuring AF/DPO immediately notifies SAF/IGQ of any adverse information on
colonels (or civil servant Grade 15) and forwards derogatory information to SAF/IGQ
accordingly.

1.42.6. Notifying SAF/1IGQ when formal allegations of violations of EO policies are made
against colonels (or civil servant Grade 15).

1.42.6.1. Providing SAF/IGQ status reports of all EO or other grievance cases involving
allegations against colonels (or civil servant Grade 15) as required by paragraph 5.3.2
and Table 5.1, as appropriate.

1.42.7. Ensuring EO personnel do not conduct complaint clarification reviews of allegations
against senior officials. These complaints must be forwarded to SAF/IGS.

1.42.8. Acting as technical advisors, when requested, for IG investigations involving
personnel policy and/or procedures.

1.42.9. Providing SAF/IGS the same information provided to SAF/IGQ in paragraph 1.42.7
when complaints of violations of EEO policies against senior officials are made.

1.43. Equal Opportunity (EO) Office personnel at every level assist 1Gs by:

1.43.1. Acting as technical advisors on MEO complaints when unlawful discrimination or
sexual harassment allegations cannot be separated from other matters under 1G investigation.

1.43.2. Conducting a clarification on allegations of unlawful discrimination or sexual
harassment that can be separated from other matters under IG investigation. EO
professionals must contact potential complainants and advise them of their rights and options
under the formal EO process and follow all procedures for addressing and resolving EO
complaints as outlined in AFI 36-2706.

1.43.3. Referring any military member who claims to have been subjected to reprisal or
restriction to the installation IG.
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1.43.4. Referring any allegations against senior officials to SAF/IGS. Refer to Chapter 4.

1.43.5. Notifying SAF/1GQ through MAJCOM, NAF, JFHQ, FOA, DRU, or installation IG
when allegations of wrongdoing against colonels (or civil servant Grade 15) are received.
Refer to Chapter 5.

1.43.6. Providing the results of EO investigations or complaint analyses conducted as a
result of allegations against colonels (or civil servant Grade 15) to SAF/IGQ.

1.43.7. Reporting to SAF/IGQ all substantiated findings of wrongdoing against majors and
lieutenant colonels.

1.44. The Secretary of the Air Force, Legislative Liaison, Congressional Inquiry Division
(SAF/LLM) assists SAF/IG by:

1.44.1. Referring congressional complaints involving IG matters not pertaining to senior
officials to SAF/IGQ for complaint analysis and determination of appropriate 1G action.

1.44.2. Referring congressional complaints involving senior officials to SAF/IGS for
complaint analysis and determination of appropriate 1G action.

1.44.3. Notifying congressional staff members of complaints accepted by SAF/IG for action
and direct response to the complainant.

1.44.4. Referring complaints not accepted by SAF/IG for action to the appropriate agency
for action and response.

1.44.5. Acting as office of primary responsibility for communications with congressional
staffers.

1.44.6. Forwarding courtesy copies of IG investigative responses and findings to
congressional staffers, when appropriate.

1.45. The Air Force Inspection Agency (AFIA) supports SAF/IG by:

1.45.1. Reviewing FOA and DRU FWA programs, detecting FWA, and identifying
indicators of possible FWA during all inspection activities.

1.46. The Air Force Office of Special Investigations (AFOSI) supports SAF/IG by:

1.46.1. Detecting fraud during investigative activities and process disclosures referred to
AFOSI.

1.46.2. Conducting appropriate investigations into allegations of fraud referred through
SAF/IGQ by the Defense Hotline.

1.46.2.1. Providing SAF/IGQ interim reports on investigations into allegations of fraud
made through the Defense Hotline as prescribed in Chapter 3.

1.46.2.2. Reporting findings to SAF/IGQ by forwarding a copy of the findings, using
Hotline Completion Report (HCR) format, and corrective actions taken upon completion
of the investigation.

1.46.3. Providing periodic updates to SAF/IGQ for investigations assigned by SAF/IG.
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1.46.4. Assisting commanders, and civilians leading an organization designated as a unit
IAW AFI 38-101, by providing briefings and other material related to FWA, and providing
investigative assistance to inspectors and auditors examining suspected fraud.

1.46.5. Conducting internal reviews (using AFOSI/IG) for 1G complaints involving
allegations against AFOSI personnel or programs.

1.46.6. Notifying SAF/IG (through SAF/IGX) when AFOSI receives allegations or adverse
information of any kind against a senior official or a colonel (or civil servant Grade 15), or
information that a senior official or a colonel (or civil servant Grade 15) was involved in an
incident as a subject or suspect.

1.46.7. Providing SAF/IGS (through SAF/IGX) a copy of any AFOSI report involving a
senior official.

1.46.8. Providing SAF/IGQ (through SAF/IGX) a copy of any AFOSI report involving a
colonel (or civil servant Grade 15). Additionally, upon SAF/IGQ request, provide SAF/1GQ
(through SAF/IGX) a copy of any completed AFOSI report that substantiates allegations
against majors and lieutenant colonels.

1.46.9. Conducting files checks as requested by SAF/IGS and SAF/IGQ through SAF/IGX.
1.47. The Air Force Audit Agency (AFAA) assists SAF/IG by:

1.47.1. ldentifying policies and procedures discovered in the course of an audit, which may
contribute to FWA.

1.47.2. Performing audits when conditions or situations indicate FWA, determining the
effects on operations and programs, and recommending corrective action.

1.47.3. Reporting to leadership apparent FWA disclosed by an audit; referring the matter to
the appropriate commander, or civilian leading an organization designated as a unit IAW AFI
38-101, and AFOSI detachment for investigation when fraud is suspected; and delaying the
publication of audit results relating to apparent fraud, if requested by AFOSI, when
publication could interfere with ongoing investigations.

1.47.4. Reporting any FWA allegation or adverse information against senior officials to
SAF/IGS or against colonels (or civil servant Grade 15) to SAF/IGQ. Additionally, report
any substantiated findings against majors and lieutenant colonels to SAF/IGQ.

1.47.5. Providing audit assistance when asked by inspectors and investigators looking at
allegations of FWA and providing periodic updates to the tasking activity when audits
involve IG tasking, to allow preparation of progress and completion reports.

1.48. The Secretary of the Air Force, Office of Public Affairs (SAF/PA) facilitates: the
appropriate release of information regarding IG cases to news media representatives. News
media requests for IG records will be processed through the Freedom of Information Act.
SAF/PA is responsible for informing media officials of the proper procedures for obtaining 1G
records through the Freedom of Information Act.
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1.49. The Headquarters Air Force Directorate of Security Forces (AF/AT7S) assists SAF/IG
by:
1.49.1. Ensuring incidents of FWA reported to Security Forces are referred to the proper

agencies for information or action, assisting Loss Prevention Working Groups with
identifying waste, and staffing corrective actions.

1.49.2. Ensuring resource protection technical consultants are trained to recognize FWA
when performing surveys.

1.49.3. Notifying SAF/IGS when an allegation or adverse information is received regarding
senior officials.

1.49.4. Notifying SAF/1IGQ when an allegation of wrongdoing and/or adverse information is
received regarding colonels (or civil servant Grade 15).

1.49.5. Reporting to SAF/IGQ all substantiated findings of wrongdoing and/or adverse
information against majors and lieutenant colonels.

1.50. The Surgeon General of the Air Force (AF/SG) assists SAF/IG by:

1.50.1. Notifying SAF/IGS (for senior officials) or SAF/IGQ (for field grade officers or GS-
15s) when completing actions to suspend, limit, or revoke clinical privileges as governed by
AFI 44-119, Medical Quality Operations, and forwarding a copy of the final report to the
appropriate SAF/IG directorate. This process and subsequent documentation is protected
pursuant to Title 10, U.S.C, Section 1102, further release of the documents is not authorized
unless specifically provided for by the exemptions within the statute.

1.50.2. Conducting Medical Incident Investigations, or reviewing and commenting on
complaints referred by 1Gs regarding medical treatment. Provide the 1G who referred the
complaint with a copy of final response to complainant (if applicable). Medical Incident
Investigations or other quality of care reviews are protected pursuant to Title 10 U.S.C.
Section 1102, release of these medical quality assurance documents to complainants is
prohibited, and further release by the IG is prohibited unless specifically provided for by the
exemptions within the statute.

1.51. The Office of the Assistant Secretary of the Air Force (Financial Management and
Comptroller) (SAF/FM): assists SAF/IG when a senior official or colonel (or civil servant
Grade 15) is accused of violating the Anti-Deficiency Act, by notifying SAF/IGS or SAF/IGQ,
respectively, and by providing a copy of the completed ROIs to SAF/IG. Additionally, provide a
copy of the completed ROI for substantiated findings of wrongdoing against majors and
lieutenant colonels to SAF/IGQ.

1.52. The Secretary of the Air Force-Manpower and Reserve Affairs, Air Force Civilian
Appellate Review Office (SAF/MRBA) (also referred to as AFCAROQO) assists SAF/IG
by: providing case information and status to SAF/IGQ or SAF/GC upon request.
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Chapter 2
FILING AN IG COMPLAINT
Section 2A—Filing a Complaint

2.1. Policy for Filing an IG Complaint.

2.1.1. Air Force military and civilian employees (appropriated and non-appropriated fund),
unless otherwise exempted by operation of law, regulation, or policy, have a duty to
promptly report FWA or gross mismanagement; a violation of law, policy, procedures,
instructions, or regulations; an injustice; abuse of authority, inappropriate conduct, or
misconduct (as defined by this instruction); and a deficiency or like condition, through
appropriate supervisory channels, to an IG or other appropriate inspector, or through an
established grievance channel. FWA complaints may also be reported to the AFAA, AFOSI,
Security Forces, or other proper authority. All military and civilian employees, unless
otherwise exempted by operation of law, regulation, or policy, must promptly advise the
AFOSI of suspected criminal misconduct or fraud.

2.1.2. Complainants should attempt to resolve complaints at the lowest possible level
(appropriate for the circumstances) using supervisory channels before addressing them to
higher-level command channels or the 1G.

2.1.3. When complaints are addressed to a higher level (the President, Congress, 1G DoD,
CSAF, SAF/IG, etc.), the IG office tasked with the complaint will determine the appropriate
level or organization for redress of the complaint. The complaint may be referred back to the
complainant’s local IG for resolution.

2.1.4. When complainants send the same or a similar complaint to several levels of the
government, the highest level with which the complainant corresponds will reply, unless
determined otherwise by the higher level office or other directives. If it is decided that a
lower level will respond, the 1IG must inform the complainant they will not receive separate
replies from various levels of the government and inform the complainant which level will
provide the response.

2.2. Approval of Official Travel to Submit Complaints.

2.2.1. Complainants normally do not travel at government expense to present a complaint
unless authorized. If authorized, funding will come from the complainant’s unit or funded by
complainant's personal funds and travel conducted in leave or permissive TDY status. Such
travel may only be funded IAW the Joint Travel Regulation.

2.2.2. Requests to travel to meet with SAF/IG personnel must be coordinated with SAF/IGS
or SAF/IGQ prior to unit approval of the TDY request.

2.3. Complaints Not Appropriate for the IG System.

2.3.1. The IG CRP should not be used for matters normally addressed through other
established grievance or appeal channels, unless there is evidence those channels mishandled
the matter or process.
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2.3.1.1. If a policy directive or instruction provides a specific means of redress or appeal
of a grievance, complainants must exhaust those procedures before filing an IG
complaint.

2.3.1.2. Complainants must provide relevant evidence that the process was mishandled
or handled prejudicially before the 1G will process a complaint of mishandling. Mere
dissatisfaction or disagreement with the outcome or findings of an alternative grievance
or appeal process is not a sufficient basis to warrant an IG investigation.

2.3.2. Table 3.6 outlines agencies with established programs for the redress of various
complaints. The table is not all-inclusive. Matters without specific grievance channels or not
mentioned in Table 3.6 may generally be referred back to the chain of command.

Section 2B—Complainant’s Rights and Responsibilities

2.4. Complainant’s Rights. Complainants have the right to:

2.4.1. In accordance with The Inspector General Act of 1978, as amended by The Inspector
General Reform Act of 2008, Title 5, Appendix 3, Section 7; Complaints by Employees,
Disclosure of Identity, Reprisals:

2.4.1.1. The Inspector General may receive and investigate complaints or information
from an employee of the establishment concerning the possible existence of an activity
constituting a violation of law, rules, or regulations, or mismanagement, gross waste of
funds, abuse of authority or a substantial and specific danger to the public health and
safety.

2.4.1.2. The Inspector General shall not, after receipt of a complaint or information from
an employee, disclose the identity of the employee without the consent of the employee,
unless the Inspector General determines such disclosure is unavoidable during the course
of the investigation.

2.4.1.3. Any employee who has authority to take, direct others to take, recommend, or
approve any personnel action, shall not, with respect to such authority, take or threaten to
take any personnel action against any employee as a reprisal for making a complaint or
disclosing information to an Inspector General, unless the complaint was made or the
information disclosed with the knowledge that it was false or with willful disregard for its
truth or falsity.

2.4.2. File an IG complaint at any level without going through their supervisory channel.
2.4.3. File a complaint with an IG without fear of reprisal.

2.4.4. Request withdrawal of their IG complaint in writing; however, 1Gs may still examine
the issues at their discretion and treat it as a third-party complaint.

2.4.5. Request the next higher-level IG review their complaint within 90 days of receiving
the 1G response. However, simply disagreeing with the action taken will not justify
additional IG review. The request for review must:

2.4.5.1. Be in writing and give specific reasons why the complainant believes the
original IG complaint resolution was not valid or adequate.
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2.4.5.2. Provide additional information to justify a higher-level review on previously
considered issues.

2.4.5.3. When a complaint is referred by the IG to an agency outside of the IG,
complainants must request review by that agency, or, if appropriate, the next higher
organizational level within that agency.

2.4.6. Submit complaints anonymously. Additionally, when the complainant's identity is
known, the complainant may still select to be treated as anonymous filer when submitting the
complaint.

2.4.6.1. Complainants who do elect to file anonymously will be treated as third party
complainants. See paragraph 2.4.7.

2.4.7. Submit a complaint if they reasonably believe inappropriate conduct has occurred, or a
wrong or violation of law, policy, procedure, instruction, or regulation has been committed,
even if the complainant is not the wronged party or was not affected by the alleged violation.
Individuals may also submit a complaint on behalf of another individual. Those who do so
are known as third-party complainants.

2.4.7.1. Third-party complainants are not entitled to a response regarding the substance
of alleged wrongs not directly affecting them. Third-party complainants are only entitled
to have receipt of their complaint acknowledged.

2.4.7.2. Third-party complainants are not entitled to personal information or other
information not releasable to the public under the FOIA/Privacy Act (PA). To release
personal information concerning a first-party individual (complainant, subject), a written
and signed consent to release private information must be acquired from the affected
individual. (T-2). If the individual does not give their consent to release first-party
information to a third party, 1Gs must inform the requestor that personal privacy
information will not be released. See Chapter 13 for additional release information.

2.4.8. Request whistleblower protection under 10 USC 1034 if they believe they have been
reprised against for making or preparing a protected communication. Refer to Chapter 6 for
more specific information regarding reprisal complaints

2.4.9. File complaints with allegations that have been previously investigated and reviewed
by a higher-level 1G office. If the current complaint does not provide new information or
evidence that justifies further investigation, it will be dismissed.

2.4.10. Address their complaints to the host wing IG if their unit does not have an appointed
IG.

2.4.11. Contact an IG or Member of Congress regarding any issue
2.5. Complainant’s Responsibilities.

2.5.1. Under normal circumstances, complainants must submit IG complaints within one-
year of learning of the alleged wrong. Normally, complainants will prepare, sign, and submit
to an 1G an AF Form 102 to ensure awareness of the Privacy Act and their responsibilities.
Complainants making verbal or telephonic complaints should normally return a completed
AF Form 102 to an 1G within 5 calendar days. Complaints not submitted on an AF Form 102
should be drafted following the same format outlined in Table 2.1, steps 3, 4 and 5.
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2.5.2. Time limit: Complainants must submit IG complaints in a timely manner in order for
the 1G to resolve them effectively. An IG is not required to look into a complaint if the
complainant has failed to present the matter to an IG within one year of learning of the
alleged wrong. 1G complaints not reported within one year may seriously impede the
gathering of evidence and testimony. The IG may dismiss a complaint if, given the nature of
the alleged wrong and the passage of time, there is reasonable probability insufficient
information can be gathered to make a determination, and/or no special Air Force interests
exist to justify investigating the matter. See paragraph 3.26 and Table 3.12.

2.5.2.1. 1Gs may accept and refer complaints that exceed the above time requirements if
the complaint is of special Air Force interest or the complainant is able to demonstrate
that he/she was unable to meet the time standards due to unforeseen or extraordinary
circumstance, and such circumstance justifies the delay.

2.5.3. Cooperation. Complainants must cooperate with 1Gs and 10s by providing factual and
relevant information regarding the issues and/or allegations (unless exercising Article 31,
UCMJ, or Fifth Amendment rights). If complainants do not cooperate, the IG may dismiss
the complaint if the 1G is unable to conduct a thorough complaint analysis due to lack of
information.

2.5.3.1. Complainants will normally be allowed at least 5 calendar days to provide
requested information prior to the 1G dismissing their complaint. If a complaint is
dismissed, and complainant later files the same complaint issues, the complaint will be
accepted as a new complaint (i.e., with a new ACTS number).

2.5.4. Truthfulness. Complainants providing information to the Air Force IG system must
understand they are submitting official statements within official Air Force channels.
Therefore, they remain subject to punitive action (or adverse administrative action) for
knowingly making false statements and for submitting other unlawful communications.
Additionally, unless otherwise protected by law, any information complainants provide to the
IG is subject to release during or after the IG inquiry.

2.6. Removing Complaints from the IG System.

2.6.1. Complainants may elect to withdraw a complaint, in writing, from 1G channels and
then submit it to supervisory channels for resolution. However, IGs may elect to address the
complaint if the allegations identify a wrong or a violation of law, policy, procedure,
regulation or other recognized standard. EXCEPTION: Allegations of reprisal or restriction
must be resolved within IG channels. (T-0).

2.6.2. Unless there is evidence of mishandling by the appropriate grievance agency/channel,
IGs will refer complaints that belong in another Air Force investigative or grievance channel.
See paragraph 3.16 and Table 3.6 for assistance in determining if a complaint belongs in
other channels.

2.6.2.1. Inform the complainant of the alternatives and advise the complainant it would
be appropriate to submit their complaint in that channel.

2.6.2.2. 1Gs may refer a complaint even if the complainant disagrees with the referral.
Such referrals may include, but are not limited to: allegations of crimes, notice of danger
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to people and/or property, personnel matters, and problems with potential impact on
national defense.

2.7. Requests to Delay Command Action.

2.7.1. 1Gs cannot delay command and personnel actions regarding a complainant based on
the filing of an IG complaint or the initiation of an IG investigation. Filing an IG complaint
will not delay or prevent completion of command actions such as reassignment, retirement,
discharge, nonjudicial punishment, etc., unless deemed necessary by appropriate
commanders.

2.7.2. 1Gs do not have the authority to place individuals on administrative hold. The
authority to place an individual on administrative hold or to delay command action rests only
with commanders and the respective personnel center. Therefore, complainants must submit
such requests through their respective commander or servicing personnel office.

Section 2C—How to File an IG Complaint

2.8. Procedures for Filing an IG Complaint.

2.8.1. Complainants may file complaints anonymously through an IG FWA Hotline, the
Defense Hotline, or directly with an IG.

2.8.2. Complainants should follow the steps in Table 2.1 and complete an AF Form 102, I1G
Personal and Fraud, Waste and Abuse Complaint Registration, prior to filing a complaint
with the IG office.

2.8.3. Complaints not submitted on an AF Form 102 should be drafted following the same
format outlined in Table 2.1, steps 3, 4 and 5. Complaints not submitted in the outlined
format may cause a delay in the processing of the complaint and the determination of 1G
action.

Table 2.1. How to File a Complaint.

Step

Action

1

If unable to resolve the complaint in supervisory channels, review Table 3.6 to
determine if the complaint should be filed with the IG. Complainants should file a
complaint if they reasonably believe inappropriate conduct has occurred or a violation
of law, policy, procedure, instruction, or regulation has been committed.

Complete the personal data information on an AF Form 102 (typed or printed
legibly), the preferred format for submitting complaints so it may easily be
reproduced.

Briefly outline the facts and relevant background information related to the issue or
complaint on the AF Form 102 in chronological order. The complainant should include
witnesses who can corroborate the allegations or provide additional evidence relevant
to the issues. The complainant is responsible for describing what each recommended
witness can provide regarding the issues and/or allegations.
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4 List the issues and/or allegations of wrongdoing BRIEFLY, in general terms, and
provides supporting narrative detail including chronology and documents later when
interviewed. Allegations should be written as bullets and should answer:
1. When did the issue occur?
2. Where did the issue occur?
3. Who took the action in question 1. (e.g., Maj John A. Smith,
XXSQ/CC)?
4. What did the person (or people) in question 3. do (e.g., gave a letter of
reprimand, wasted resources)?
5. To whom did the action in question 4. happen (e.g., complainant, SSgt Smith,
etc.)?
6. What law, regulation or policy was violated (e.g., AFI 36-2803, 10 U.S.C,
etc)?
7. What remedy is being sought?
5 If more than one year has elapsed since learning of the alleged wrong, the complaint
should also include:
1. The date the complainant first became aware of the conduct.
2. How the complainant became aware of the conduct.
3. Why the complainant delayed filing the complaint.
6 Submit the completed AF Form 102 to any Air Force 1G and set up a follow-on
meeting to discuss the complaint.
7 If an 1G is named in the complaint, contact the next higher-level IG.
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Chapter 3
MANAGING IG COMPLAINTS
Section 3A—Introduction to the Complaints Resolution Process

3.1. Overview. This chapter instructs IGs at every organizational level how to manage and
process IG complaints and discusses the complaint lifecycle from receipt through resolution.
The Air Force endorses a proactive oversight and follow-up system that achieves the high
program standards described in the President’s Council on Integrity and Efficiency, Quality
Standards for Federal Offices of Inspector General.

3.2. Key Terms. This section uses the following key terms: allegation, complainant,
complaint, complaint analysis, complaint resolution process (CRP), confidentiality, contact,
referral completion report (RCR), self-investigation, thoroughness, and timeliness. Refer to
Attachment 1 for the definition of these key terms.

3.3. Protection of Information. A key goal of the Inspector General CRP is to facilitate a
complaints resolution environment that promotes confidence in Air Force leadership. Assurance
that an individual's privacy will be safeguarded to the maximum extent practicable encourages
voluntary cooperation and promotes a climate of openness in identifying issues requiring
leadership intervention. Specifically, the 1G has the responsibility to safeguard the personal
identity and complaints of individuals seeking assistance or participating in an IG process, such
as an investigation. (T-1). While this does not mean communications made to an IG are
privileged or confidential, it does mean disclosure of those communications (and the identity of
the communicant) should be strictly limited to an official, need-to-know basis. This information
should not be disclosed unless required by law or regulation, when necessary to take adverse
action against a subject, or with the approval of The Inspector General (SAF/IG), or IAW
paragraph 3.3.2. See Chapter 13 for guidance on the Air Force IG Records Release Program.
Persons who request anonymity or who express a concern about confidentiality must be
informed of this policy. (T-1). All personnel reviewing or processing IG information shall be
briefed on this policy. (T-1). All IGs and staff members are obligated to protect IG information
when their tenure of service as an IG is completed. The following guidance applies to all
personnel at all organizational levels:

3.3.1. IG personnel must protect the identity of all complainants as described in paragraph
3.3. (T-0). At the time the IG receives a complaint, they will advise the complainant:

3.3.1.1. In accordance with The Inspector General Act of 1978, as amended by The
Inspector General Reform Act of 2008, Title 5, Appendix 3, Section 7; Complaints by
Employees, Disclosure of Identity, Reprisals.

3.3.1.1.1. The Inspector General may receive and investigate complaints or
information from an employee of the establishment concerning the possible existence
of an activity constituting a violation of law, rules, or regulations, or mismanagement,
gross waste of funds, abuse of authority or a substantial and specific danger to the
public health and safety.
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3.3.1.1.2. The Inspector General shall not, after receipt of a complaint or information
from an employee, disclose the identity of the employee without the consent of the
employee, unless the Inspector General determines such disclosure is unavoidable
during the course of the investigation and/or complaint analysis. (T-1).

3.3.1.1.3. Any employee who has authority to take, direct others to take, recommend,
or approve any personnel action, shall not, with respect to such authority, take or
threaten to take any action against any employee as a reprisal for making a complaint
or disclosing information to an Inspector General, unless the complaint was made or
the information disclosed with the knowledge that it was false or with willful
disregard for its truth or falsity.

3.3.1.2. If a complaint is more appropriate for other channels, the 1G will refer the
complaint. (T-1).

3.3.1.2.1. Even if the complainant disagrees with referring the complaint, the
complaint may still be referred for action.

3.3.1.2.1.1. The referral may require release of the complainant’s identity so the
referral agency can effectively work to resolve the issue.

3.3.2. 1Gs/10s should not divulge a complainant's name to a subject or to any witness, or
permit a witness to read the complaint without the Appointing Authority's written permission
(reference paragraph 3.40.8).

3.3.2.1. 10s will advise witnesses in an investigation of the general nature of the
allegations under investigation. (T-1). To the maximum extent possible, the 10 should
protect the identifying information of complainants, subjects, and suspects.

3.3.2.2. 10s will advise subjects or suspects of the allegation(s) under investigation. (T-
1). The 10 will read the allegations verbatim to the subject/suspect.

3.4. Policy on Managing IG Complaints.

3.4.1. 1G complaints will be managed in a manner that facilitates efficient and effective
mission accomplishment. (T-1). 1G complaints will be reported and resolved with due
diligence and in a timely manner. (T-1). IGs at all organizational levels must document all
complaints and adhere to the process timeline outlined in Table 3.1. (T-1). Complaints
within the purview of the IG CRP should be addressed at the lowest appropriate level,
including high-level complaints (e.g., those sent to the President, Congress, DoD, SECAF,
SAF/IG).

3.4.1.1. This ensures the higher-level 1Gs remain unbiased and are available to review
any rebuttals or appeals of the lower-level investigations or actions.

3.4.2. 1Gs should resolve complaints at the lowest possible level, but may elevate complaints
when appropriate. 1Gs must elevate complaints when self-investigation or the perception of
self-investigation is an issue.

3.4.3. Complaints against senior officials will be processed IAW Chapter 4. (T-1).

3.4.4. Complaints against colonels (or civilian equivalents) will be processed 1AW
Chapter 5. (T-1).
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3.5. The Complaint Resolution Process. To assist IGs in managing complaints, the following
table describes actions required to resolve a complaint from receipt through investigation to
closure. The process contains 15 steps and is divided into 3 phases: complaint analysis,
investigation, and quality review. The goal is for 95 percent of all cases to be resolved according
to the guidelines described in Table 3.1. For example, the goal for completing dismissal cases is
29 days (contact, 5 days; conduct complaint analysis, 20 days; close case, 4 days). (T-1). For
Air National Guard and Air Force Reserve 1Gs: To meet the goal to resolve all case matters
promptly, Phase 1 actions need to be completed no later than the end of the next Unit Training
Assembly (UTA) after receipt of the complaint. Timelines for congressional inquiries are
different than listed here. See Chapter 8 for more information.

Table 3.1. The Complaint Resolution Process (T-1).

COMPLAINT SEE AFE%RPSG TIMELINE IN
RESOLUTION STEPS CONSIDERATISOTI\IESPDURING EACH (LESE'_?‘IA\S,\I OR
PROCESS PHASES S EQUAL TO)
Receive the
Complaint (AF Form Total Phase
102, phone call, Timelines
email, etc.)

PHASE 1: COMPLAINT ANALYSIS

Contact 1 5
Conduct Preliminary
Analysis (includes

. 2 20
complaint
clarification) 29 Days
Finalize the complaint
analysis and 3 4
determine resolution
path

29 DAY DECISION POINT*
Investigate, Assist, Refer, Dismiss or Transfer**
PHASE 2: INVESTIGATION***

Pre-Fact Finding 4 5
Fact Finding 5 63 Days 21
Write Report 6 37

PHASE 3: QUALITY REVIEW
Report Ready for Quality Review - 93 days from Complaint Receipt

IG Quality Review 7 7
Technical Review 8 5
Legal Review 9 10
Rework 10 58 Days c
Case Completion 11 5

Higher Headquarters 12 14
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Review (as
applicable)
SAF/IG Review
(as applicable)

Compliance with above timeline will ensure cases receive

13 14

appropriate level review within statutory and Air Force 150 Days
Instruction requirements

DoD Approval 14

(as applicable)

Case Closure/ 15

Command Action

* Notes:

— Except in extraordinary circumstances, a resolution path for each issue in a complaint will be
determined and tasked to appropriate agency no later than 29 days after receiving a complaint.

— A decision whether to transfer should be made within the first five days of complaint receipt.

— A report will be made to The Inspector General (SAF/IG) on all cases older than 150 days.

— Steps beyond this point only apply if the decision is made to investigate or a formal written
complaint analysis is required to recommend dismissal of a reprisal or restriction complaint
through Higher Headquarters channels.

Phase 1: Complaint Analysis Phase
Section 3B—Step 1: Contact (< 5 Days)

3.6. Key Terms. This section uses the following key terms: complaint, complaint clarification,
contact, and senior official. Refer to Attachment 1 for the definition of these key terms.

3.7. Policy on Receiving Complaints. Air Force, Air National Guard, and Air Force Reserve
IGs receive and process complaints from any source (including anonymous), via any medium,
regarding operations, organizations, functions, and personnel. 1Gs can accept telephonic and
verbal complaints, but every attempt should be made to obtain a written complaint. For
telephonic and verbal complaints, 1Gs should obtain adequate information for clarification and
follow-up actions. 1Gs will enter all contact/complaint data into ACTS within 5 calendar days of
initial contact (or by the conclusion of the next UTA for the ARC). (T-1). Reporting procedures
in paragraphs 3.55 and 3.56 of this instruction must be followed until the case is closed.

3.8. Complaint Clarification Procedures. Thoroughly understanding a complaint is the
foundation for conducting a complete and accurate complaint analysis. The IG will conduct a
complaint clarification using the procedures in Table 3.2. (T-1). Fully document the contact in
ACTS.

3.8.1. All IGs receiving complaints that allege wrongdoing or misconduct to be addressed in
IG channels will complete a complaint clarification interview. It is highly recommended that
this interview be recorded so that it is available for verbatim transcription if needed for
analysis and report documentation later during the inquiry process. In the absence of the
ability to transcribe the complaint clarification interview, the IG may summarize the
testimony using the recorded interview and request the complainant certify the IG’s
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summarized complainant’s testimony as accurate. Additionally, if the IG is unable to
complete a complaint clarification interview with the complainant, the complainant will be
asked to complete an AF Form 1168 Sworn Statement detailing his or her testimony.
Complainant clarification interviews are not required for allegations being referred outside of
IG channels, transferred to another Air Force IG, or those addressed through assistance.

Table 3.2. How to Conduct a Complaint Clarification.

Step | Action

1 Find a private location if the complaint is made in person.

2 If the complainant has not yet done so, ask them to complete the complainant portion
of an AF Form 102. (T-1).

3 Find out if the complaint was previously filed with another agency or individual.

4 If the complainant has not talked to their supervisory channel, find out why. Unless

circumstances warrant otherwise, encourage the complainant to attempt resolution in
supervisory channels first. Explain why this is the preferred approach (faster
resolution, commanders have the authority to remedy the situation, etc.). Explain if
the matter is clearly a commander issue and not an IG issue, the complaint should be
referred to supervisory channels regardless of the desires of the complainant (refer to
paragraph 3.3.1.1).

5 Determine if the individual has sought assistance from an appropriate support agency
(for example military personnel section, finance, or equal opportunity office).

Advise them to go to that agency if they have not.

6 If it has been more than one year since the complainant learned of the alleged wrong,
inform them the complaint may be dismissed. Explain that complaints are reviewed
for dismissal on a case-by-case basis and the length of time since the alleged event
can seriously impede the effectiveness of an investigation. Ask the complainant why
they delayed filing the complaint and if there were compelling circumstances.

7 Ask the complainant to clarify his/her allegations and provide a chronology, as
necessary. Generally, a statement of fact must identify the nature and substance of
the alleged wrong with sufficient detail and facts to enable the 1G to ascertain what
potential violations may have been committed. The complainant should also identify
the source (for example, the documents or names of witnesses who can corroborate
the allegations); the date; and the act or condition that occurred or existed at that
date. If the complainant alleges reprisal or restriction, explain the whistleblower
protection afforded by 10 USC 1034.

8 Advise the complainant any records or documents he/she provides to the IG become
part of an IG record and are not returnable.

9 Ask the complainant what remedy is being sought. Advise complainant the IG does
not have the authority to direct actions to initiate remedy sought by complainant.

10 Explain the steps involved in processing an IG complaint and/or conducting an
investigation.

11 Inform the complainant when you expect to get back to him/her (normally this will

be an interim reply).
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3.9. Administrative Procedures for Processing Complaints. 1Gs will log all contacts in
ACTS and follow the administrative procedures in Table 3.3 to process complaints made to their
office. (T-1).

Table 3.3. Processing Complaints.

Step | Action

1 Log complaint into the ACTS database (NOTE: ACTS Case Notes should contain a
complete description of the facts, sequence of IG actions taken, record of
persons/organizations contacted, and date contact was made.)

2 Mark/type/insert text, “COMPLAINANT PROVIDED” on each page of documents
provided by the complainant. Load as a printable document file (PDF) attachment to the
ACTS case file and put a check mark in the “complainant provided” box. (T-1).

3 Contact complainant in writing, by telephone, or in person within 5 duty days to
acknowledge receipt (unless received directly from complainant). (T-1). Provide an
periodic update to the complainant 60 days after receipt of the complaint and every 60
days (For ANG/AIr Force Reserve: every other UTA weekend) thereafter until a final
response is provided. (T-1). Log the periodic update in ACTS on the Suspenses Tab
and add a case note. (T-1).

Section 3C—Step 2: Analysis (< 20 Days) Conducting a Complaint Analysis

3.10. Key Terms. This section uses the following key terms: appointing authority, assist,
complaint analysis, criminal offense, dismiss, frivolous assertion, investigating officer (10),
investigation, referral, and transfer. Refer to Attachment 1 for the definition of these key
terms.

3.11. Policy for Complaint Analysis. In each case, IGs at every organizational level will
conduct a thorough complaint analysis to determine the appropriate complaint resolution
strategy. (T-1). A complaint analysis is always required and results in: assistance, dismissal,
investigation, referral or transfer of the complaint. Complaints containing multiple assertions
may require multiple resolution strategies, i.e., referral, dismissal and/or investigation. For every
contact, document the rationale for the selected resolution strategy in ACTS (see template at
AFCRPSG attachment 1).

3.11.1. When complaints have different resolution strategies (i.e. assist, referral, and
dismissal), it may be appropriate to create an additional ACTS case for each resolution
strategy.

3.11.2. When transferring portions of contacts/complainants to different MAJCOMs, create
an additional ACTS entry for the transfer.

3.11.3. All IGs during the complaint analysis process will consider the UPAs and PCs
presented by the complainant in the complaint regardless of whether reprisal or restriction is
raised. (T-1).

3.12. Conducting a Complaint Analysis. A complaint analysis is a preliminary review of
assertions and evidence to determine the potential validity and relevance of the issues to the Air
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Force and to determine what action, if any, is necessary within IG, supervisory, or other
channels.

3.12.1. During complaint analysis, complaints of wrongdoing will be treated as issues until it
is determined through the analysis that further investigation is warranted. (T-1). |If a
complaint analysis recommends further investigation, the IG will conclude the analysis of
each issue in the complaint analysis by framing a proper allegation for investigation. (T-1).
If the complaint analysis recommends dismissal, in that an investigation is not warranted,
then the IG will conclude the analysis of those issues as issues rather than allegations. (T-1).
The basis of this is two-fold. First, an allegation is not an allegation until a standard is
identified.  Secondly, once a standard is identified then an allegation can only be
Substantiated or Not Substantiated. Since prima facie evidence should exist before framing
an allegation against a subject or suspect, a properly framed allegation cannot be dismissed.

3.12.2. A properly framed allegation is a factual proposition to be proved or disproved
during an investigation, and which if true, would constitute wrongdoing. If an allegation
cannot be properly framed, then an investigation is inappropriate. Framed allegations must
contain the following: (T-1).

3.12.2.1. When did the alleged violation occur?

3.12.2.2. Who committed the alleged violation?

3.12.2.3. What violation was committed?

3.12.2.4. What law, regulation, procedure, standard, or policy was violated?
3.12.2.5. A properly framed allegation is constructed as follows:

When (on or about 10 January 2004), Who (Major John A. Smith, XX Sg/CC) did
what (gave a referral EPR to SrA William Tell), in violation of what standard (in
reprisal for a protected communication in violation of 10 USC 1034).

3.12.3. Do not combine allegations to simplify the process. If the complainant asserts
multiple violations on different occasions, make each of these a separate allegation. The
same rule applies when the complaint contains multiple subjects, occurrences, or standards.

3.12.4. Refer to paragraph 6.6 when conducting a complaint analysis into allegations of
reprisal.

3.13. Complaint Analysis Procedures. Use the complaint analysis procedures in Table 3.4 to
determine appropriate complaint resolution strategy.

Table 3.4. How to Conduct a Complaint Analysis.

Step

Action

1

If issues are appropriate for IG action but should be addressed by another IG, see
paragraph 3.19 and Table 3.7. If appropriate for transfer, follow the guidance
in paragraph 3.20 and Table 3.8.

Determine if the complaint is appropriate for 1G channels. See Table 3.6.
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Determine if the issues fall under the category of Special Interest Complaints in Table
3.5. If issue meets the criteria for a Special Interest Complaint, follow the directions in
Table 3.5. If the allegation does not meet the criteria, return to this table

If the issues are not IG related and there is no allegation of a violation or wrongdoing,
provide assistance as appropriate IAW paragraph 3.22 and Table 3.9. However, if
the IG completing the case analysis determines the issue warrants an inquiry by the
referral agency, see step 5 of this table to refer the issue.

If issues are not IG related and there is an allegation of a violation or wrongdoing,
follow the guidance in paragraph 3.24 and Table 3.10. If referral is appropriate
resolution strategy, follow the guidance in paragraph 3.25 and Table 3.11.

Determine whether the issues are appropriate for dismissal. See Table 3.12. If
appropriate for dismissal, follow the guidance in Table 3.13.

Determine whether the issues asserted are appropriate for investigation. See
paragraph 3.30.

Document the rationale for the selected complaint resolution strategy. The complaint
analysis documentation letter in AFCRPSG attachment 1 provides a template for
documenting complaint analysis. See paragraph 3.14.

Document appropriate complaint information in ACTS, either by case note or as an
attachment. See paragraph 3.14.

3.14. Documenting a Complaint Analysis. IGs and IG staff members at every organizational
level will document each complaint analysis and include the rationale for the selected complaint
resolution strategy. (T-1).

3.14.1. If, during the initial complaint analysis, the IG deems the complaint should be
handled by another IG office, contact that IG office and discuss rationale of potential
transfer. If transferred, the gaining 1G office will accomplish a detailed complaint analysis
and required documentation. (T-1).

3.14.2. Document the complaint analysis (see AFCRPSG attachment 1, for example) and
attach the document to the ACTS case file. (T-1). For complaints that are resolved through
an assist, dismiss, transfer or referral, the IG can document the complaint analysis in an
ACTS case note in place of the complaint analysis documentation letter. The case note must
include the background, issues, analysis, and resolution path.

3.14.3. If the complaint analysis recommends an IG investigation, the complaint analysis
document must contain properly framed allegations. (T-1).

3.14.4. All complaint analyses recommending investigation will be reviewed by the
Appointing Authority. (T-1).

3.15. Processing Allegations/Issues of a Special Nature. Table 3.5 explains special
processing instructions when a complainant makes assertions against senior officials, colonels
(or civil servant Grade 15), IGs, or allegations of a special nature.
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Table 3.5. Processing Special Interest Complaints. (T-1).

R|A

U B

L | If the complainant makes Then...

E | assertions...

1 [ Against a senior official Report and transfer the entire case through the
appropriate MAJCOM, NAF, JFHQ, FOA, or DRU IG
to SAF/IGS by using AFCRPSG attachment 14 and
reference Chapter 4.

2 | Against a colonel (or civil Report the allegations IAW paragraph 5.3 through the

servant Grade 15) appropriate MAJCOM, NAF, JFHQ, FOA, or DRU IG
to SAF/1GQ by using AFCRPSG attachment 15.
Follow the procedures in Chapter 5.

3 |[Againstan IG After consultation and coordination with the next higher-
level IG, transfer the complaint to the next higher-level
IG for action and document as a transfer in ACTS.

4 | That a military member was Advise complainants of whistleblower protection under
reprised against for making a 10 USC 1034. Follow procedures in Chapter 6.
protected communication

5 | That a military member was Advise complainants of whistleblower protection under
restricted. 10 USC 1034. Follow the procedures in Chapter 7.

6 | Of violations of Military Equal | Refer the complainant to the Equal Opportunity office
Opportunity policy for a complaint clarification following the procedures in

Chapter 9.

7 | Of fraud, espionage, sabotage, | Consult with the JA and local AFOSI office to
treason, subversion, disloyal determine whether the allegations should be handled
statements, disaffection, or through command or law enforcement channels.
other criminal offenses (i.e., to
include but not limited to
homicide, sexual assault,
use/possession/sale of drugs,
theft, travel fraud, etc.)

3.16. Other Agencies and Grievance Channels. DoD and Air Force policy mandates the use
of specialized investigative agencies or procedures for certain types of complaints made against
non-senior officials. In these cases, complainants should be advised of the appropriate agency.
Table 3.6 assists IGs in determining if a complaint belongs in other channels.

3.17. Handling Air Force Civilian Complaints. The IG CRP does not cover matters
concerning employment conditions for civilian employees. These matters must be processed
under applicable civilian grievance, complaint, or appeal systems as stated in other directives.
(T-1). Refer to Table 3.6 for procedures for handling civilian complaints.
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Table 3.6. Other Agencies and Grievance Channels (T-1).

R |A B
U | Type of Issue Appropriate Agency to Resolve the Issue
L
E
1 | Appropriated Fund employees | The servicing Civilian Personnel section for action
IAW civilian grievance system (either
Conditions of employment Administrative IAW AFI 36-1203, Administrative
(personnel policies, practices, and | Grievance System or Negotiated IAW locally
matters affecting working negotiated agreements).
conditions) EEO Complaints should be referred to the local EO
) Director for processing IAW AFI 36-2706, Equal
Equal Employment Opportunity | opportunity Program, Military and Civilian.
(EEO) issues (discrimination based . . . i
on age, race, color, sex, religion, For allegatlo_ns of reprisal, _dlrec_t the gomplalnant
disability, national origin, genetic to DoD Hotline (www.dodig.mil/hotline)
information; sexual harassment;
retaliated against for opposing
discrimination; or for participating
in a protected activity)
Reprisal against a civil service
employee or applicant.
2 Nonappropriated Fund Servicing Nonappropriated AF Employment Office
employees for conditions of employment. For reprisal
allegations, advise the complainant they can file
Conditions of employment and their complaint directly with 1G DoD (IAW DoDD
discrimination or reprisal 1401.3, Reprisal Protection for Non-appropriated
Fund Instrumentality Employees/Applicants). For
discrimination, complaints should be referred to the
local EO Director for processing IAW AFI 36-2706,
Equal Opportunity Program, Military and Civilian.
3 ANG Statutory tour program issues| See ANGI 36-6, The Air National Guard Statutory
Tour Program Policies and Procedures
4 | ANG Active Guard/Reserve (AGR) See ANGI 36-101, The Active Guard/Reserve(AGR)
issues Program
5 ANG incapacitation benefit Command -- ANGI 36-3001, Air National Guard
program Incapacitation Benefits
6 ANG Administrative demotions | Command -- ANGI 36-2503, Administrative
Demotion of Airmen
7 ANG enlistment/reenlistment Command -- ANGI 36-2002, Enlistment and
issues Reenlistment in the Air National Guard and As a
Reserve of the Air Force
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8 ANG retention matters Command -- ANGI 36-2606, Selective
Retention of Air National Guard Officer and
Enlisted Personnel; ANGI 36-2607, Air
National Guard Retention Program
9 National Guard Milita