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This instruction implements Department of the Air Force Policy Directive (DAFPD) 90-1, Policy, 

Publications and DoD Issuance Management, 15 July 2020.   It establishes procedures for agencies 

not assigned to Westover Air Reserve Base (WARB) to obtain wing commander’s approval for 

the use of base facilities.   The program is called the Westover Sentry Program and this instruction 

assigns responsibilities to specific base agencies to support it.   The program requires the solicitor 

to complete a Base Use Request Sheet, Attachment 2.  This instruction applies to all base 

organizations involved in event support.  Ensure all records created as a result of processes 

prescribed in this publication are maintained in accordance with (IAW) Air Force Instruction (AFI) 

33-322, Records Management and Information Governance Program, 23 March 2020 and 

disposed of IAW the Air Force Records Information Management System (AFRIMS) Records 

Disposition Schedule (RDS).   Refer recommended changes and questions about this publication 

to the Office of Primary Responsibility (OPR) using the Air Force (AF) Form 847, 

Recommendation for Change of Publication, 22 September 2009; route AF Form 847 from the 

field through the appropriate functional’s chain of command. 

 

1.  Overview.  The Sentry Program describes the process by which agencies not assigned to 

WARB can request use of installation facilities/property for a single event.  Requests for long-

term presence of agencies not assigned to WARB, will not be addressed in this instruction as they 

must be approved by AFCEC/CI, through HQ AFRC/A8PB, IAW AFI 10-503, Strategic Basing, 

14 October 2020.  Sentry Events should have an expected outcome for their request - i.e. camp 

out, exercise, training, conference, nature etc.  Use of on base services is mandatory (i.e. Catering, 

http://www.e-publishing.af.mil/
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Entertainment and Services/Equipment provided by Morale, Welfare and Recreation (MWR), at 

standard rates) to the point of exhaustion before off base services may be utilized.  Off base 

catering services must be coordinated through to ensure an approved source is used and a 

Department of Defense (DD) Form 2975, Temporary Food Event Coordinator’s Application, 

November 2013, is completed if necessary.  Fund Raising and membership drive events will not 

be addressed under this instruction unless specifically approved by the Wing Commander.  Those 

events will follow guidance in AFI 36-3101, Fundraising, 9 October 2018, and AFI 34-223, 

Private Organizations Program, 13 December 2018.  All requests/events must not conflict with 

guidance prescribed in this instruction or Department of Defense Instruction (DoDI) O-

2000.16V1_AFI10-245-O, DoD Antiterrorism (AT) Program Implementation: DoD AT 

Standards, 26 May 2020. 

2.  Approval Priority. 

2.1.  Military Events and Mission Requirements:  Top priority. 

2.1.1.  WARB events may displace a pre-approved/coordinated event.  The AW/SE will be 

notified immediately in writing. 

2.2.  Federal, state and local agencies:  Favorable considerations. 

2.3.  Law Enforcement:  Favorable considerations. 

2.4.  Outside agencies (non-profit, non-commercial):  Considered on a case-by-case basis. 

3.  Requirements and Responsibility. 

3.1.  Requestor/Event Point of Contact (POC) will: 

3.1.1.  Represent an off-base federal/state/local agency or recognized organization. 

3.1.2.  Provide a Base Use Request Sheet with all information required, no later than (NLT) 

30 days prior to the event start date via e-mail. 

3.1.3.  If approved: 

3.1.3.1.  Provide the following NLT two weeks prior to the event start date.  Failure to 

provide required documentation and/or information will result in a revoked approval. 

3.1.3.2.  Proof of Limited Liability Insurance.  Unless requester is a local 

federal/state/local government agency.  (Attachment 2) 

3.1.3.3.  Hold Harmless Waiver.  (Attachment 3) 

3.1.3.4.  Entry Access List (EAL) and Standard Form (SF) 2 identifying full name, 

social security number, driver’s license number and date of birth for all non-military 

participants.  An EAL is not needed for personnel that possess valid government 

credentials per DoDM 5200.08v3 AFMAN 31-101v3, Physical Security Program:  

Access to DoD Installations, 2 January 2019.  (i.e.  DoD Identifications (ID) Cards, 

Retiree ID, Department of Justice (DoJ) ID).  (Attachments 4 and 5) 

3.1.3.5.  Provide Bioenvironmental Engineering/Public Health Services (439 

MSG/SGPB) with a completed DD Form 2975, Temporary Food Event Coordinator’s 

Application, 1 November 2013 if necessary for the specific event. 

3.2.  Sentry Program Manager (SPM) will: 
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3.2.1.  Serve as the initial POC for all event requests. 

3.2.2.  Perform initial screening to ensure all requirements are met and request is compliant 

with all applicable regulations.  Confirm the event does not conflict with other 

approved/scheduled events.  Will not exceed supporting agency limitations and complies 

with legal, fiscal and operational requirements. 

3.2.3.  Coordinate pre-approval via e-mail with approval functions.  The following 

functional areas are required, at a minimum, to provide pre-approval for every event.  

Functional POCs must respond within 3 days following notification or the event will be 

considered approved. 

3.2.3.1.  Security Forces (439 SFS/S5L) 

3.2.3.2.  Antiterrorism Office (439 SFS/S5X) 

3.2.3.3.  Fire Protection (439 CE/CEF) 

3.2.3.4.  Environmental (439 CE/CEV) 

3.2.3.5.  Public Affairs (439 AW/PA) 

3.2.3.6.  439 MSG/SGPB 

3.2.3.7.  Safety (439 AW/SE) 

3.2.3.8.  Staff Judge Advocate (439 AW/SJA) 

3.2.3.9.  Responsible Functional Area. 

3.2.4.  If pre-approved by approval functions. 

3.2.4.1.  Recommend the responsible functional area most involved with the event (See 

Table 1). 

3.2.4.2.  Staff a snowflake to 439 MSG/CC for approval of Functional Area Event 

Manager (EM) and 439 AW/CC approval of event. 

3.2.4.3.  Notify Functional Area EM of approval.  At this point the Functional Area EM 

is now responsible to provide guidance, oversight and support to the requesting agency 

up to the termination of the event. 

3.2.4.4.  Notify requesting agency of approval/disapproval.  If approved, inform them 

of Functional Area EM info; then, instruct them to carry out further planning. 

3.3.  Responsible Functional Areas will: 

3.3.1.  Designate an EM when requested by SPM. 

3.3.2.  Coordinate events pertaining to their areas with the requesting agency. 

3.3.3.  Notify the SPM NLT 30 days prior of dates.  Details of requests from 439 AW 

tenant and/or resident units (Young Marines, Civil Air Patrol (CAP), etc.) will be 

coordinated directly with them. 

3.3.4.  Develop and maintain a guideline package and checklist for their areas specifying 

the following: 
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3.3.4.1.  Identify what requesting agencies must do to arrange for services (i.e.  porta-

potties, trash disposal, security notification, etc.) 

3.3.4.2.  Identify rules for the requesting agencies to operate in their area (i.e.  where 

not to go, what not to do, etc.) 

3.3.4.3.  Provide maps of the area and applicable contact information. 

3.3.4.4.  Provide information on emergency notification and evacuation procedures. 

3.3.4.5.  Provide any agreements for reimbursable expense. 

3.3.5.  If authorized and agreed, functional areas may provide personnel to assist with event 

set up and operation. 

3.3.6.  Inspect their areas after event to ensure proper clean up. 

3.3.7.  Notify the SPM of tenant unit facility usage to include event and date for inclusion 

in the monthly Host/Tenant meeting calendar. 

3.4.  Once the event is approved, the EM will: 

3.4.1.  Act as sole POC for the requesting agency.  EM is responsible to provide guidance, 

oversight and support to the requesting agency up to the termination of the event. 

3.4.2.  Ensure the SPM is kept informed of all issues that may arise after an event is 

approved. 

3.4.3.  Provide applicable guidelines packages to requesting agency. 

3.4.4.  Ensure the requesting agency contacts and establishes agreements for support with 

all functional areas concerned prior to the event is to take place.  Outside agencies do not 

have the authority to modify WARB facilities. 

3.4.4.1.  Particular areas of concern for all events: 

3.4.4.1.1.  Security.  Agreement/brief on base requirements. 

3.4.4.1.2.  Base Operations.  Agreement/brief on where not to go if near aircraft 

ramp, taxiway and/or runway areas. 

3.4.4.1.3.  Safety.  Deliberate Risk Assessment (DRA) brief on safety concerns for 

event. 

3.4.4.1.4.  Fire  Protection.  Agreement/brief on fire safety and emergency medical 

procedures. 

3.4.5.  Ensure requesting group signs applicable waivers and legal documents required by 

439 AW/SJA NLT two weeks prior to event. 

3.4.6.  Conduct a planning meeting, if required. 

3.4.7.  Ensure the requesting agency is met at the gate and escorted to the event area. 

3.4.8.  Be present to monitor progress of event, if required. 

3.4.9.  Conduct post-event review meeting, if required. 

3.5.  Recovery of Event Costs. 
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3.5.1.  It is the responsibility of each functional area to develop a measurable method of 

recovering unit costs attributed to the requesting agency event. 

3.5.2.  Any agreement for cost reimbursement must be approved by Legal, Finance and 

Contracting, if applicable. 

3.6.  The chart below (Table 1) will be used to determine Base Event Support Areas of 

Responsibility. 

Table 1.  Base Support Areas of Responsibility. 

SERVICE PROVIDED / AREA USED 

AREAS 

RESPONSIBLE FUNCTIONAL AREA 

Pad 19, Munitions Area Operations Group/Airfield Management  

Lodging Usage Services (Lodging) 
FAM Camp, Pavilion, Ball Fields, Wade 

Lake, Gym, Ellipse, Running Track/Road, 

Bowling Alley 

Services (Recreational) 

Approval of outside concessions and 

vendors, dining contract 

Services (Club) 

Survival Area Life Support (OSS) 
Dog Patch Training Area Inspector General, Exercise Office (IGX) 
Recreational, Bird, Butterfly, Environmental Base Civil Engineering (CEV) 
Civilian Law Enforcement Training, firing 

range, Land Nav course 

Security Forces (SFS) 

Use of Base Hangar/337AS Auditorium Operation Group (337 AS) 
Military Unit Deployment En-Route Support Logistics Plans (LRS) 
Civil Air Patrol Flight Ops Operation Group (OSS) 
Emergency Services/Fire Safety Fire Protection (CEF) 
Tours, Boy Scouts, Girl Scouts, Youth 

Groups, Public Relations, Public Services 

Public Affairs (PA) 
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NOTES: 
1.  Real world events may limit, impact or cancel Sentry events with little or no notice. 

2.  Transient Flight Activity and Drop Zone Use.  If not associated with a deployment, does 

not apply to this AWI.  Normal Base Operations procedures apply to these activities. 

3.  Public Affairs events do not apply to this AWI.  Normal Public Affairs procedures apply 

to these activities. 

4.  Scheduling of 439 AW Conference Center is coordinated through the Protocol Office 

(439 AW/CCP) and does not apply to this instruction. 

5.  With prior coordination/approval of the SPM, requests to use only one of the following 

(with no other support required) may be excluded from Sentry Program and coordinated 

directly through 439 FSS/SV:  use of the Club, FAM Camp, Pavilion/Ball Fields, Wade 

Lake Picnic area, Running Track/Road and Bowling Alley.  The affiliated member of the 

event will be responsible for coordinating EAL if needed and the functional area will 

collect/forward Hold Harmless Waivers, if required. 

6.  WARB Tenant Units and Resident Units (Young Marines, CAP, etc.), NLT 30 days 

prior to event, may coordinate requests directly through the functional areas.  Functional 

areas will notify the SPM of dates and approval by functional area to avoid conflicts on 

Sentry Calendar. 

 

 

CRAIG C. PETERS, Colonel, USAF 

Commander 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

DAFPD 90-1, Policy, Publications and DoD Issuance Management, 15 July 2020 

AFI 33-322, Records Management and Information Governance Program, 23 March 2020 

AFI 36-3101, Fundraising, 9 October 2018 

AFI 34-223, Private Organizations Program, 13 December 2018 

DoDIO-2000.16V1_AFI10-245-O, DoD Antiterrorism (AT) Program Implementation: DoD AT 

Standards, 26 May 2020 

DoDM 5200.08v3 AFMAN 31-101v3, Physical Security Program:  Access to DoD Installations, 

2 January 2019 

Adopted Forms 

AF Form 847, Recommendation for Change of Publication, 22 September 2009 

DD Form 2975, Temporary Food Event Coordinator’s Application, November 2013 

Abbreviations and Acronyms 

AF—Air Force 

AFI—Air Force Instruction 

AFRIMS—Air Force Records Information Management System 

AS—Airlift Squadron 

AT—Antiterrorism 

AW—Airlift Wing 

BCE—Base Civil Engineer 

CAP—Civil Air Patrol 

CC—Commander 

CCP—Protocol Office 

CEF—Base Fire Department 

CEV—Base Environment Office 

DAFD—Department of the Air Force Directive 

DD—Department of Defense Form 

DoD—Department of Defense 

DoDI—Department of Defense Instruction 

DoJ—Department of Justice 



8 439AWI90-101  9 APRIL 2021 

DRA—Deliberate Risk Assessment 

EAL—Entry Access List 

EM—Event Manager 

FOUO—For Official Use Only 

FSS—Force Support Squadron 

ID—Identification 

IAW—In Accordance With 

IGX—Inspector General Exercise 

LRS—Logistics Readiness Squadron 

MSG—Mission Support Group 

NLT—No Later Than 

OPR—Office of Primary Responsibility 

OSS—Operations Support Squadron 

PA—Public Affairs 

POC—Point of Contact 

RDS—Records Disposition Schedule 

SE—Safety 

SF—Standard Form 

SFS—Security Forces Squadron 

SGPB—Bioenvironmental Engineering/Public Health Services 

SJA—Staff Judge Advocate 

SPM—Sentry Program Manager 

SV—Services 

WARB—Westover Air Reserve Base 
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Attachment 2 

439TH AIRLIFT WING BASE USE REQUEST SHEET 

Figure A2.1.  439th Airlift Wing Base Use Request Sheet. 
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Figure A2.2.  439th Airlift Wing Base Use Request Sheet (continued). 
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Attachment 3 

CONSENT AND HOLD HARMLESS AGREEMENT AND RELEASE OF LIABILITY 

(ADULT) 

Figure A3.1.  Consent And Hold Harmless Agreement And Release Of Liability (Adult). 
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Attachment 4 

CONSENT AND HOLD HARMLESS AGREEMENT AND RELEASE OF LIABILITY 

(MINOR) 

Figure A4.1.  Consent And Hold Harmless Agreement And Release Of Liability (Minor). 
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Attachment 5 

MEMO FOR ENTRY AUTHORIZATION LIST (EAL) FOR EVENT NAME ON DD 

MONTH YY 

Figure A5.1.  Example For 439 SFS MEMO for Entry Authorization List (EAL) for Event 

Name on DD Month YY. 
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Attachment 6 

WESTOVER AIR RESERVE BASE (AFB) CHECK INFORMATION 

Figure A6.1.  Westover Air Reserve Base (AFB) Check Information. 
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Attachment 7 

DELIBERATE RISK ASSESSMENT WORKSHEET 

Figure A7.1.  Deliberate Risk Assessment Worksheet. 

 
 



439AWI90-101  9 APRIL 2021 17 

 
 


	1.  Overview.  The Sentry Program describes the process by which agencies not assigned to WARB can request use of installation facilities/property for a single event.  Requests for long-term presence of agencies not assigned to WARB, will not be addre...
	2.  Approval Priority.
	3.  Requirements and Responsibility.
	Table 1.  Base Support Areas of Responsibility.

	Attachment 1
	References
	Abbreviations and Acronyms

	Attachment 2
	Figure A2.1.  439th Airlift Wing Base Use Request Sheet.
	Figure A2.2.  439th Airlift Wing Base Use Request Sheet (continued).

	Attachment 3
	Figure A3.1.  Consent And Hold Harmless Agreement And Release Of Liability (Adult).

	Attachment 4
	Figure A4.1.  Consent And Hold Harmless Agreement And Release Of Liability (Minor).

	Attachment 5
	Figure A5.1.  Example For 439 SFS MEMO for Entry Authorization List (EAL) for Event Name on DD Month YY.

	Attachment 6
	Figure A6.1.  Westover Air Reserve Base (AFB) Check Information.

	Attachment 7
	Figure A7.1.  Deliberate Risk Assessment Worksheet.


