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This USAF Academy (USAFA) instruction implements Air Force Policy Directive (AFPD) 10-4, 

Operations Planning: Air & Space Expeditionary Force (AEF), and AFPD 36-35, United States Air 

Force Academy.  It establishes procedures and outlines responsibilities for the USAFA plans 

management program.  This publication applies to all Air Force (AF), civilian, and contractor 

personnel who prepare, manage, review, certify, approve, or use publications and forms.  This 

publication does not apply to Air Force Reserve Command (AFRC) units or the Air National Guard 

(ANG).  Refer recommended changes and questions about this publication to the Office of Primary 

Responsibility (OPR) using AF Form 847, Recommendation for Change of Publication.  The 

authorities to waive 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.  The waiver 

authority for non-tiered requirements in this publication is either USAFA/CC, USAFA/CV, or 

USAFA/A5/8/9 Director.  Ensure that all records created as a result of processes prescribed in this 

publication are maintained in accordance with (IAW) Air Force Manual (AFMAN) 33-363, 

Management of Records, and disposed of IAW Air Force Records Information Management System 

(AFRIMS) Records Disposition Schedule (RDS).   

SUMMARY OF CHANGES 

This document is significantly revised and must be reviewed in its entirety.  Significant changes to 

this revision include:  updated office symbols; added 10 Security Forces Squadron (10 SFS/S5P) as 

mandatory coordination; clarified requirement to publish the official set of plans and the plans index 

in the Academy Plans folder on the USAFA Share Point site 

http://www.e-publishing.af.mil/
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(https://eis.usafa.edu/hq/a589/plansmgt); and added requirement to update the index each time a 

plan is published or rescinded. 

1.  USAFA Plans Management Responsibilities: 

1.1.  The Director of Strategic Plans, Programs and Requirements (HQ USAFA/A5/8/9), through 

(HQ USAFA A8A), is the USAFA Plans Manager for all USAFA plans.  HQ USAFA/A8A will: 

1.1.1.  Maintain the official record set of all USAFA plans in accordance with the Air Force 

Records Disposition Schedule located at https://www.my.af.mil/gcss-

af61a/afrims/afrims/rims.cfm.  Each official record set will contain, at a minimum: 

1.1.1.1.  An electronic copy of the plan. 

1.1.1.2.  An electronic staff summary sheet (e-SSS) (AF Form 1768, Staff Summary Sheet; 

or equivalent) completed by the Mission Element commander/director, showing all 

required two-letter (2-ltr) coordination and approval of the submitted document 

(digital/email copies preferred). 

1.1.1.3.  A consolidated comment matrix for 2-ltr coordination reflecting disposition of all 

recommended changes. 

1.1.2.  Publish the official set of plans and the plans index in the Academy Plans folder on the 

USAFA Share Point site (https://eis.usafa.edu/hq/a589/plansmgt), and update the index 

each time a plan is published or rescinded. 

1.1.3.  Establish policies and procedures for the USAFA Plans Program. 

1.1.4.  Provide guidance and training to USAFA Plans Managers and OPRs. 

1.1.5.  Generate annual reviews of all USAFA plans. 

1.1.6.  Assign and update plan numbers and anniversary dates. 

1.1.7.  Determine Plan Office of Primary Responsibility (OPR). 

1.1.8.  Publish or rescind USAFA plans as required. 

1.2.  USAFA Organizations: 

1.2.1.  Plans Managers.  Mission Element commanders (Attachment 1) will appoint a Unit 

Plans Manager to manage coordination of USAFA plans within their units.  Other USAFA 

organizations may appoint plans managers as desired.  Unit Plans Managers will: 

1.2.1.1.  Serve as the focal point for all plans originated within their organization, as well 

as for all plans sent to their unit for review and coordination. 

1.2.1.2.  Appoint subordinate plans OPR as required.  Provide guidance and training to 

plans OPRs as appropriate.  Instruct OPRs on preparing draft documents, completing, 

coordinating, and obtaining proper approval signatures IAW paragraph 2. 

1.2.1.3.  Ensure all annual reviews are conducted and completed IAW HQ USAFA/A5/8/9 

suspenses. 

1.2.1.4.  Maintain coordination documentation for each plan originated within or by their 

unit in accordance with Air Force Records Information Management System standards. 

1.2.1.5.  Coordinate all requests to change Plan OPRs with HQ USAFA/A5/8/9. 

1.2.1.6.  Send requests with justifications to adjust suspense dates to HQ USAFA/A5/8/9. 

https://eis.usafa.edu/hq/a589/plansmgt
https://www.my.af.mil/gcss-af61a/afrims/afrims/rims.cfm
https://www.my.af.mil/gcss-af61a/afrims/afrims/rims.cfm
https://eis.usafa.edu/hq/a589/plansmgt
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1.2.1.7.  Coordinate plan information and suspenses with their unit’s chain of command. 

1.2.1.8.  Support Plan OPRs in resolving critical comments using a “comment matrix” 

(see paragraph 2.3.9. and Attachment 3). 

1.2.1.9.  Allow at least 15 working days each for three-letter (3-ltr) and 2-ltr coordination. 

1.2.2.  USAFA Plan OPRs will: 

1.2.2.1.  Review and update the plan with any obvious changes before beginning formal 

coordination (i.e., office symbol changes). 

1.2.2.2.  Accomplish plan coordination IAW paragraph 2. 

1.2.3.  Mission Element Commanders/Directors will: 

1.2.3.1.  Ensure plan validity by reviewing Plan OPRs inputs and final decisions. 

1.2.3.2.  Ensure subordinate commanders assist their Plan OPRs in meeting suspenses. 

1.2.3.3.  Approve plans originating within their units. 

2.  USAFA Plans Management Procedures: 

2.1.  All USAFA plans will undergo at least a basic annual review during the plan’s anniversary 

month (the "suspense") by the OPR. 

2.2.  If the Plan OPR determines their plan is still current, they shall advise HQ USAFA/A5/8/9 

that no update is required .  All plans shall undergo a fully coordinated update at least every 4 

years unless waived by HQ USAFA/A5/8/9 or as dictated by governing directives. 

2.3.  If the Plan OPR determines an update is required, the Plan OPR will: 

2.3.1.  Obtain action officer and subject matter expert review, comment and update the plan 

accordingly.  This process is called 3-ltr coordination. 

2.3.2.  Obtain Mission Element Commander/Director review, comment and update the plan 

accordingly.  This process is called 2-ltr coordination. 

2.3.3.  Resolve any rejected and modified critical (severe impact) comments prior to 

submitting a plan through the applicable organization Plans Manager to HQ USAFA/A5/8/9. 

2.3.4.  All plans require mandatory coordination from USAFA Inspector General 

(HQ USAFA/IG), USAFA Judge Advocate (HQ USAFA/JA), USAFA Safety 

(HQ USAFA/SE), HQ USAFA/A5/8/9, and 10 SFS/S5P during 3-ltr and 2-ltr coordination. 

2.3.5.  Allow at least 15 working days each for 3-ltr and 2-ltr coordination. 

2.3.6.  In addition to the mandatory coordination agencies, obtain 3-ltr and 2-ltr coordination 

from all organizations listed in each plan’s Annex A (Tasked Organizations).  All 

coordination with 10th Air Base Wing (10 ABW) units shall be IAW paragraph 2.3.8.  

Mission Element Commanders/Directors shall vouch for this completed coordination process 

during 2-ltr coordination via an Electronic Staff Summary Sheet (e-SSS). 

2.3.7.  Accomplish coordination IAW prescribed USAFA Information Management 

Procedures (Attachment 1).  The use of email in lieu of paper-copy is highly encouraged. 

2.3.8.  Obtain coordination from any 10 ABW organization by sending their plans to the 

10
 
ABW taskers box; personnel will obtain internal 10 ABW coordination.  Do not send plans 
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directly to any tasked 10 ABW agencies; instead, show only “10 ABW” (3-Ltr coord) and 

“10 ABW/CC or CV” (2-Ltr coord) on an e-SSS. 

2.3.9.  Utilize a standardized comment matrix for 3-ltr and 2-ltr coordination with inputs 

consolidated by each Mission Element.  Retain all comments on the matrix.  Annotate each 

comment as “accepted,” “rejected” or “modified.”  Re-coordinate all rejected and modified 

critical comments with the comment originator.  USAFA/ A5/8/9 will resolve the comments if 

agreement is not reached.  The comment matrix is at Attachment 3. 

2.3.10.  Obtain and maintain all external coordination with non-USAFA units, including any 

required memoranda of agreement/understanding (MOAs/MOUs), and forward copies to HQ 

USAFA/A5/8/9. 

2.3.11.  Include applicable Plans Managers when coordinating across or between Mission 

Elements.  Subordinate units shall not send plans directly between units without 

informing/coordinating with all applicable Plans Managers. 

2.3.12.  Obtain review and approval from all mandatory and affected agencies IAW paragraph 

2 for any changes made to a plan prior to its annual review.  Unless otherwise approved by 

HQ USAFA/A5/8/9, these interim changes will not preclude an annual review. 

2.3.13.  Provide the updated plan, completed 2-ltr e-SSS and resolved comment matrix to HQ 

USAFA/A5/8/9 NLT 15 working days prior to the end of the suspense month. 

2.4.  Plan OPR changes: 

2.4.1.  OPR changes between Mission Elements.  The current Plan OPR shall submit OPR 

change notification and justification through the organization’s Plans Manager to their 

Mission Element Commander/Director.  With commander/director concurrence, the Plans 

Manager shall coordinate with HQ USAFA/A5/8/9 and the proposed gaining unit. 

2.4.2.  OPR changes within Mission Elements.  Current Plan OPR shall submit OPR change 

notifications, approved by its Mission Element commander/director, through the 

organization’s Plans Manager to HQ USAFA/A5/8/9. 

2.5.  HQ USAFA/A5/8/9 is the final release authority for all USAFA Plans and will notify all 

USAFA organizations via email when a plan is approved and published or rescinded. 

3.  USAFA Plan Format: 

3.1.  Plans will be updated to comply with formatting standards IAW Attachment 2 unless 

governing directives dictate a different format.  HQ USAFA/A5/8/9 is the approval authority for 

any format deviations. 

3.2.  HQ USAFA/A5/8/9 will assign official plan dates upon final release and publishing. 

3.3.  Standard font shall be Times New Roman 12-pitch with 1-inch margins. 

3.4.  Plans must incorporate Microsoft Word (MS Word)® “Bullet and Numbering” formatting in 

order to correctly and efficiently number paragraphs.  See “outline numbering” in the MS Word® 

Help tool for specific instructions and a tutorial. 

3.5.  Main paragraph titles will be typed in underlined upper case bold font.  Subparagraph titles 

will be underlined in title-case bold font. 
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3.6.  Contact HQ USAFA/A5/8/9 before coordinating any classified plans.  Classified plans will 

require an appropriate cover sheet, page markings displaying the proper level of classification, 

and special coordination and handling procedures. 

3.7.  MS Word® header and footer will be utilized for titles and page numbering. 

 

DAVID N KINCAID, JR., Colonel, USAF 

Director, Strategic Plans, Programs and Requirements 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFPD 10-4, Operations Planning:  Air & Space Expeditionary Force (AEF), 30 April 2009 

AFPD 36-35, United States Air Force Academy, 25 May 2011 

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

AFI 33-360, Publications and Forms Management, 25 September 2013 

Adopted Forms 

AF Form 847, Recommendation for change of Publication 

AF Form 1768, Staff Summary Sheet 

Abbreviations and Acronyms 

AF—Air Force 

AFMAN—Air Force Manual 

USAFA—United States Air Force Academy 

Terms 

Action Officer—Wing/base-level subject matter expert responsible for areas addressed by subject 

plan. 

Anniversary Month—The month in which the plan is dated. 

Annual Review—A review by the Plan OPR conducted each year to ensure the plan is still current 

and essential. 

Approval Authority—The individual who approves the plan for publication, verifying that it is 

aligned with Air Force doctrine, existing law, and National, Department of Defense, and Air Force 

policy. 

Certifying Authority—The individual who certifies that the plan meets Air Force requirements for 

necessity, good taste, and applicability to the Air Force. 

Mission Element—At the Academy, a unit charged with fulfilling a particular mission (Director of 

Athletics [AD], Commandant of Cadets [CW], Dean of the Faculty [DF], Preparatory School [PL], 

and 10th Air Base Wing [10 ABW]). 

Plans Manager—The appointed POC for plans coordination and review efforts within a major 

Mission Element. 

Plan OPR—The organization who “owns” the plan and is responsible for any required plan reviews 

and updates. 

Record Set—The formal coordination and approval documentation that supports a published plan. 

Suspense Month—Same as anniversary month. 
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Attachment 2 

USAFA PLAN FORMAT 

USAFA PLAN XX-XXX (Plan Number)  (HQ USAFA/A5/8/9 will insert date here) 

(PLAN, ANNEX OR APPENDIX TITLE) 

 

 

PLAN SUMMARY.  Outline the purpose, assign responsibility and provide guidance for execution 

of this plan. 

 

ADMINISTRATIVE AND SECURITY INSTRUCTIONS 

 

1. OFFICE OF PRIMARY RESPONSIBILITY.  Full organizational name and office symbol. 

 

2. EFFECTIVE DATE.  This plan is effective immediately and supersedes USAFA Plan 

(number), (date). 

 

3. DISTRIBUTION.  When published, this plan is available in the Academy Plans folder on the 

USAFA Share Point site (https://eis.usafa.edu/hq/a589/plansmgt).  

 

4. CLASSIFICATION.  Unclassified or For Official Use Only (FOUO). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

i 
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USAFA PLAN XX-XX     (HQ USAFA/A5/8/9 will insert date here) 

(PLAN TITLE) 
 

 

TABLE OF CONTENTS PAGE 
 

 Plan Summary ................................................................................................................................i 

 

 Administrative and Security Instructions  ......................................................................................i 

 

 Table of Contents/References ...................................................................................................... ii 

 

 Basic Plan ...................................................................................................................................... 1 

 

      Annex A – Tasked Organizations ....................................................................................... A-1 

 

      Appendix 1 to Annex A ................................................................................................... A-1-1 

 

 Appendix B – Schedule of Events ...................................................................................... B-1 

 

 

 

 

 

REFERENCES: 

(If any.  List number and title of instruction, manual or plan referenced in the body of this plan.) 

1. AF Form 332, Base Civil Engineer Work Request 

2. AF Form 833, Multimedia Work Order 

3. AFCWMAN 36-3501, The Cadet Sight Picture 

4. USAFA Plan 31-1, Integrated Defense Plan 

5. USAFAI 33-117, Visual Information (VI) Services 

 

 

 

 

 

 

 

 

 

ii 
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USAFA PLAN XX-XX     (HQ USAFA/A5/8/9 will insert date here) 

(PLAN TITLE) 
 

 

TASKED ORGANIZATIONS.  See Annex A. (Every plan will have Annex A, Tasked Organizations.) 

 

1. SITUATION.  Provide background information to aid organizations in the understanding and 

execution of assigned taskings.  Include applicable dates, numbers, and so forth. 

 

1.1. Friendly Forces:  Friendly forces are units, organizations, or individuals outside the 

Academy who have agreed to support implementation of the plan.  List each friendly force 

(major commands, civilian agencies, or individual names with titles, addresses, and telephone 

numbers, if appropriate).  State “none” if not applicable.  Examples of friendly forces are: 306 

FTG, AAFES, AOG, DAPS, and the 21st Space Wing.  For example: 

 

1.1.1. Association of Graduates, USAFA 

3116 Academy Dr 

USAF Academy, CO  80840-4475 

Commercial: (719) 472-0300 

 

1.1.2. 306th Flying Training Group (306 FTG) 

9206 Airfield Drive 

USAF Academy, CO  80840 

DSN: 333-3330 

 

1.2. Definitions.  Always include “Definitions contained herein are in alphabetical order and 

conform to those listed in AFDD 1-2, Air Force Glossary, except those listed below.” 

 

2. MISSION.  Provide concise statements indicating the overall USAFA mission with regard to this 

plan. 

 

3. EXECUTION. 

 

3.1. Concept of Operations.  Give a concise description of how the operation will be conducted.  

Lengthy or detailed schedules, procedures, and so forth, should be included in attachments to the 

basic plan, listed in order of increasing detail (annexes, appendixes, tabs, and exhibits), with 

references made to them in this paragraph.  If individual annexes are managed by separate OPRs, 

list all annexes here in the format shown. 

 

Annex Title of Annex OPR 

A Tasked Organizations 10 SFS 

B Schedule of Events HQ USAFA/DSP 

 

3.2. Tasks for USAFA Organizations.  In separate, numbered subparagraphs, list the tasks for 

each USAFA organization.  Beginning with the Plan OPR, tasked organizations should  
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USAFA PLAN XX-XX     (HQ USAFA/A5/8/9 will insert date here) 

(PLAN TITLE) 
 

 

appear in the same order as they are listed under the Tasked Organizations section of any plan.  

Each organization must be identified by their full chain of command.  The format will be as 

shown below. 

 

3.2.1. The [insert tasked agency full name and office symbol] will: 

 

3.2.1.1. Through [full subordinate office name and sub-office symbol] (list the 

specific tasks for the agency with each task auto-numbered sequentially), 

 

3.2.1.1.1. In separate, numbered subparagraphs, list the specific tasks to be 

accomplished. 

 

3.2.2. The 10th Air Base Wing Commander (10 ABW/CC) will: 

 

3.2.2.1. Through the 10th Mission Support Group Commander (10 MSG/CC), 

 

3.2.2.1.1. Through the 10th Civil Engineer Squadron Commander (10 CES/CC), 

 

3.2.2.1.1.1. Tasks should be explained in sufficient detail to ensure understanding 

and successful accomplishment. 

 

3.2.2.1.1.2. When agencies are required to monitor event progress or to meet 

specific equipment requirements, time schedules, and so forth, direct them to 

prepare annexes or appendices as appropriate. 

 

3.2.2.1.1.3. If only one subordinate office is tasked or only one task is directed, 

use a continuous sentence rather than a subparagraph. 

 

3.3. Friendly Forces:  In separate, numbered subparagraphs, list the support that each command, 

agency, or individual, and so forth, has agreed to provide.  Prior coordination is mandatory.  If 

not applicable, omit.  Do not task friendly forces. 

 

3.3.1. [Insert Friendly Force, office symbol] has agreed to: 

 

3.3.1.1.   Explain the agreed upon support in sufficient detail to ensure understanding 

and successful accomplishment. 

 

3.3.1.2.   Include information that directly affects plan implementation, such as 

augmentation personnel, funding, logistics resources, and other support requirements. 
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USAFA PLAN XX-XX   (HQ USAFA/A5/8/9 will insert date here) 

(PLAN TITLE) 
 

 

4. COMMAND AND CONTROL.  Indicate "Normal" if there is no shift in USAFA Command 

and Control. 

 

4.1. Command.  “Normal.”  If there are any known contingencies, please describe how it may 

impact the command decision process. 

 

4.2. Control.  “Normal.”  If there are any known contingencies, please describe how it may 

impact the plan and how control is administered. 

 

 

 

 

(4 line spaces) 

 

 

OFFICIAL      (Superintendent’s Or Vice Superintendent’s  

       Name) 

       Lieutenant General, USAF 

       Superintendent 

 

(4 line spaces) 

 

 

(Name), Colonel, USAF 

Director, Strategic Plans, Programs, and Requirements       

 

(both the Superintendent and the Director of Plans and Programs “sign” every USAFA plan as shown 

above) 
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ANNEX A TO USAFA PLAN XX-XX (HQ USAFA/A5/8/9 will insert date here) 

TASKED ORGANIZATIONS 

 

(List organizations alphabetically by office symbol.  Numbered organizations will precede 

alphabetical organizations.  Include office symbol and phone number.  Do not include specific project 

officer names in the plan.) 

 

NOTE: Only tasked organizations are required in Annex A. 

USAFA Organization Office Symbol Phone 

Director, USAFA Strategic Plans, 

Programs and Requirements  

HQ USAFA/A5/8/9  333-2250 

Strategic Plans, Programs and 

Institutional Events 

HQ USAFA/A8A 333-3668 

Commandant of Cadets USAFA/CW 333-XXXX 

Dean of the Faculty USAFA/DF 333-XXXX 

Director of Athletics USAFA/AD 333-XXXX 

Preparatory School Commander USAFA/PL 333-XXXX 

Director of Protocol HQ USAFA/DSP 333-XXXX 

10th Air Base Wing Commander 10 ABW/CC 333-XXXX 

10th Mission Support Group 

Commander 

10 MSG/CC 333-XXXX 

10th Security Forces Commander 10 SFS/CC 333-XXXX 
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A-1 
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APPENDIX 1 TO ANNEX A TO USAFA PLAN XX-XX    DATE 

(INSERT APPENDIX TITLE HERE) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A-1-1
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Attachment 3 

USAFA REVIEW MATRIX (INSERT OFFICE SYMBOL AND INDICATE EITHER 2-LTR OR 3-LT COORD) 

Complete the matrix below.  Please do NOT use the "Track Changes" function in the plan or change fonts, format, widths or headings.  Each 

input is a separate line; please do NOT merge cells.  Begin with number "1" for your organization's inputs. 

ORG/ REVIEWER:  ___________________ PLAN #: __________     NAME OF PLAN: __ __________________________    

TYPE:  C = Critical (Severe Impact)  M = Major (Incorrect Material)  S = Substantive (Facts)  A = Administrative (Grammar) 

ACTION:  A = Add, R = Replace, C = Change              OPR Response:  A = Accepted, R =Rejected, M =Modified 

# TYPE PAGE PARA LINE ACTION COMMENT RATIONALE 
OPR 

RESP 

                 

                 

                 

                 

                 

                 

                 

                 

                 

                 

                 

                 

                 

                  

                  

                  

                  

                  

         

 


