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This manual implements Air Force Policy Directive (AFPD) 10-4, Operations Planning: Force 

Presentation/Force Generation and Global Force Management and Joint Base San Antonio 

Instruction 10-001, Contingency Plans Management, with additional guidance derived from 

Department of the Air Force Instruction (DAFI) 10-401, Operations Planning and Execution, 

AETCI 10-401, Contingency Plans Management.  It also carries out 502 Air Base Wing (ABW) 

guidance for contingency/operational planning at Joint Base San Antonio (JBSA). It applies to 

everyone involved in the development of contingency plans; however, it is not applicable to Air 

Force Reserve Command (AFRC) and Air National Guard (ANG) units.  It assists unit plans 

representatives in carrying out their responsibilities. It centralizes wing plans program 

requirements into one document.  It describes Plans Program duties and responsibilities, plan 

preparation, administrative procedures, and plan formats.  The manual will ensure unit plans 

programs representatives are accomplishing their assigned function and supporting the wing plans 

program.  Submit suggested changes to this instruction on AF Form 847, Recommendation for 

Change of Publication, through command channels, to 502 ABW/J3-5, 2080 Wilson Way, JBSA-

Fort Sam Houston, Texas 78234-7680.  Requests to waive requirements in this publication are to 

be submitted up the chain of command through 502 Air Base Wing Operations Plans Programs 

and Integration (502 ABW/J3-5) to the approving authority of this publication.  This publication 

may be supplemented at any level, but all supplements must be routed to the Office of Primary 

Responsibility (OPR) of this publication for coordination prior to certification and approval.  

Ensure all records generated as a result of processes prescribed in this publication adhere to AFI 

33-322, Records Management and Information Governance Program, and are disposed in 

accordance with the Air Force Records Disposition Schedule, which is located in the Air Force 

http://www.e-publishing.af.mil/
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Records Information Management System. The use of the name or mark of any specific 

manufacturer, commercial product, commodity, or service in this publication does not imply 

endorsement by the Air Force. 
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Chapter 1 

OVERVIEW OF PLANS PROGRAM 

1.1.  This manual supplements the guidance found in AETCI 10-401 and is developed to 

assist unit plans representatives in carrying out their responsibilities.  The manual answers 

common questions raised by plans representatives.  The manual centralizes wing plans program 

requirements into one document.  It describes Plans Program duties and responsibilities, plan 

preparation, administrative procedures, and plan formats.  The manual will ensure unit plans 

program representatives are accomplishing their assigned functions and supporting the wing plans 

program. This manual is directive in nature. 

1.2.  This manual is UNCLASSIFIED.  Unit plans representatives are authorized to reproduce 

or extract any portions necessary for planning and operational purposes. 
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Chapter 2 

RESPONSIBILITY 

2.1.  Wing Plans Officer Responsibilities.  The 502 Air Base Wing Plans and Programs (502 

ABW/J5) Wing Plan Officer (WPO) will: 

2.1.1.  Review the current Headquarter Air Education and Training Command (HQ AETC) 

Wing Contingency plans list to ensure base compliance with plans requirements. 

2.1.2.  Develop guidance for contingency plans program management.  The program will 

address the following: 

2.1.2.1.  Plans development. 

2.1.2.2.  Coordination: Use TMT for 502 ABW units and email for all other mission 

partners not on TMT. 

2.1.2.3.  Approval. 

2.1.2.4.  Distribution. 

2.1.2.5.  Establish an effective base plans annual review program.  Schedule will be 

maintained on the 502 ABW/J5 SharePoint. 

2.1.2.6.  Support checklist development. 

2.1.2.7.  UPR guidance. 

2.1.2.8.  Installation-level plans listing.  (AETC host wings only). 

2.1.3.  Comply with proper Operation Security (OPSEC) procedures when developing, 

maintaining, coordinating, and storing plans, checklists or other plans material.  All applicable 

AETC Plans will reference OPSEC requirements to include the OPSEC mission, 

tasks/responsibilities, and related critical information (CI). 

2.1.4.  Conduct review of Wing Plans Summary annually or as needed. 

2.1.5.  Establish and Chair the Wing Plans Working Group (WPWG) composed of UPR from 

each JBSA staff functional area.  WPWG should be held twice a year.  Working group will 

address the following: 

2.1.5.1.  Development and coordination of new plans. 

2.1.5.2.  Review of current plan requirements, i.e. creation of a new plan annex. 

2.1.5.3.  Review of local procedures to ensure current plans satisfy requirements. 

2.1.5.4.  Introduction of new plans representatives. 

2.1.5.5.  Consider review of plans, training events or tabletop exercise requirements to 

address implementation and local actions. 

2.1.6.  Establish a plans review process. 

2.1.7.  Ensure all installation level plans are available either by electronic means (i.e., Secure 

Internet Protocol Router Network (SIPRNet), Non-Secure Internet Protocol Router Network 

(NIPRNet), and SharePoint) or by hard copy.  The 502 ABW/J5 SharePoint link is:  
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https://intelshare.intelink.gov/sites/502-ABW-

XP/_layouts/15/start.aspx#/SitePages/Home.aspx . 

2.1.7.1.  Once a plan is signed by the Installation Commander, it will be distributed.  An 

email will be sent informing UPR/OPRs that the plan has been completed.  For units that 

do not have access to 502 ABW/J5 SharePoint an electronic copy of the plan will be 

emailed to their representative.  All representatives are encouraged to acquire access to 502 

ABW/J5 SharePoint due to the large size of some of the plans. 

2.1.8.  Review and approve all base-level operation/contingency plans before final publication 

and distribution. 

2.1.9.  Review plans checklists annually or whenever a supported plan is revised. 

2.1.10.  In coordination with 902 Civil Engineering Squadron Emergency Management (902 

CES/CEX), ensure all plans with checklist are current in the Web based Emergency Operations 

Center (WebEOC). 

2.1.11.  Member of the Crisis Action Team (CAT) as the plan representative. 

2.1.12.  Train Key 502 ABW Personnel and UPR. Tenant units and Mission Partners are 

responsible for training key personnel within their organizations. 

2.1.13.  Coordinate and delegate responsibilities for preparation of functional area inputs when 

OPR for a plan. Contact UPR/OPR via email 60 days prior to plan due date to request eSSS 

and details of plan review. 

2.1.14.  WPO will conduct Group coordination, mission partner coordination and Final plan 

coordination via TMT and email. OPRs will assist WPO with drafting eSSS, adjudicating and 

consolidating Change Resolution Matrix (CRM). 

2.2.  Key Personnel Positions. 

2.2.1.  Key Personnel positions will be designated in writing and approved by the Installation 

Commander, reference attachment 3 for key position. 

2.2.2.  WPO will provide briefings to key personnel upon assuming their position.  Briefing 

will be documented using AF Form 2426 (See attachment 4). Provide refresher briefing as 

required or requested. 

2.2.2.1.  Briefing will cover the following: 

2.2.2.1.1.  AETC and 502 ABW Contingency Plans. 

2.2.2.1.2.  502 ABW/J5 Plans Management process. 

2.2.2.1.3.  UPR responsibilities. 

2.2.2.1.4.  OPR responsibilities. 

2.2.3.  Commanders appoint additional unit key supervisors at their discretion. 

2.3.  Unit Plans Representative (UPR). 

2.3.1.  UPR must be appointed in writing by the unit commander and must have a minimum 

“SECRET” security clearance, as needed.  Appointment letters (reference attachment 2) can 

https://intelshare.intelink.gov/sites/502-ABW-XP/_layouts/15/start.aspx
https://intelshare.intelink.gov/sites/502-ABW-XP/_layouts/15/start.aspx
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be signed via electronic means and routed through the security manager to validate the 

appointee’s clearance.  The UPR and OPR can serve as the same person. 

2.3.2.  AETC and tenant/mission partner organization UPR may receive training from WPOs 

upon being assigned to this position and documented on AF Form 2426. 

2.3.3.  Establish plan process to meet 502 ABW/J5 review schedule. 

2.3.4.  UPR/OPR will provide eSSS, copy of the plan and any attachments including checklists 

required to conduct a review to 502 ABW/J5 on scheduled review date which is 60 days prior 

to due date (reference attachment 5 & 6) for coordination. 

2.3.5.  Conduct/participate in plans reviews as required. 

2.3.6.  Ensure compliance with this manual on affected plans. 

2.3.7.  Ensure adequate instructions, checklists, etc., are developed to implement plans under 

which their agency is tasked. 

2.3.8.  Inform the WPO when a Higher Headquarters (HHQ) directive creates a requirement to 

develop or change a wing plan. 

2.3.9.  Comply with proper Operation Security (OPSEC) procedures when developing, 

maintaining, coordinating, and storing plans, checklists or other plans material.  All applicable 

AETC Plans will reference OPSEC requirements to include the OPSEC mission, 

tasks/responsibilities, and related CI. 

2.3.10.  Serve as a member of the WPWG when group is convened. 

2.3.11.  Group UPR Only.  Act as liaison between units in the group and 502 ABW/J5.  

Attempt to resolve issues at the lowest level.  Coordinate with HHQ functional mangers to 

resolve issues pertinent to group taskings. 

2.3.12.  Unit Plans Library. 

2.3.12.1.  CONTENTS.  Each unit will maintain current in a unit plans library.  Maintain 

the plans library in a location central to the unit's contingency activities.  The location 

should be readily accessible to and known by all unit key personnel. 

2.3.12.2.  Units may elect to get access to plans using the 502 ABW/J5 library on 

SharePoint https://intelshare.intelink.gov/sites/502-ABW-

XP/_layouts/15/start.aspx#/SitePages/. 

2.3.12.3.  Units can maintain plans on portable data storage devices or laptop hard drive 

instead of maintaining printed copies. For contingency concerns, units with e-libraries must 

be prepared to work off-grid (on battery power) for a minimum of 3 hours.  

WSA/Group/OPR plan offices and members performing CAT duties must ensure to have 

access to their own hard copy or digital library during a contingency.  When revisions and 

changes are made, J5 will notify units when plans are uploaded to the SharePoint. 

2.3.12.4.  CROSS-REFERENCING.  Cross-reference all plans/copies of plans not 

maintained in the unit plans library (i.e., plans maintained by a flight in the squadron, but 

physically located in a different building) with DD Form 286. 

https://intelshare.intelink.gov/sites/502-ABW-XP/_layouts/15/start.aspx
https://intelshare.intelink.gov/sites/502-ABW-XP/_layouts/15/start.aspx
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2.3.12.5.  PLAN DISTRIBUTION REQUIREMENTS.  Plan Representatives must ensure 

internal functions receive copies of applicable plans.  Plan OPRs will list only one copy 

per unit in appendix Z and ensure plans are distributed.  Plan copies may be distributed 

electronically. 

2.4.  Plans Office of Primary Responsibility (OPR). 

2.4.1.  The OPR will be determined by the source document requiring the plan or by the wing 

commander.  The installation OPR for a plan should be functionally aligned with the HQ AETC 

OPR.  All units tasked in the plan must take part in the review process. 

2.4.2.  UPR/OPR will provide eSSS, copy of the plan and any attachments required to conduct 

a review to 502 ABW/J5 on scheduled review date which is 60 days prior to due date (reference 

attachments 5 and 6) for coordination. 

2.4.3.  Inform the WPO when a HHQ directive creates a requirement to develop or change a 

wing plan. 

2.4.4.  Ensure Crisis Action Team (CAT), Emergency Operations Center (EOC), and Unit 

Control Center (UCC) checklists are developed and contained within the plan. All changes to 

checklists will be treated as a change to the plan and coordinated with 502 ABW/J5. 

2.4.5.  Comply with proper Operation Security (OPSEC) procedures when developing, 

maintaining, coordinating, and storing plans, checklists or other plans material.  All applicable 

AETC Plans will reference OPSEC requirements to include the OPSEC mission, 

tasks/responsibilities, and related CI. 

2.4.6.  Serve as a member of the WPWG. 

2.5.  Classified Storage.  Units may store classified materials at other agencies when the volume 

of classified material or frequency of use does not justify maintaining a safe.  Place the classified 

material in a sealed envelope.  Mark the envelope on the front and back with the highest 

classification.  The owner agency provides the storage agency a memorandum list of names, 

functional address symbols, and security clearances of personnel authorized access to the 

envelope.  The owner agency reviews the material quarterly.  The reviewing official dates and 

signs the envelope following each review.  Use AF Form 614, Charge-out Record, when the 

envelope is temporarily removed.  Establish procedures where all classified material is returned to 

the safe before the end-of-the-day check. 
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Chapter 3 

PLAN PROCESS 

3.1.  Review Process. 

3.1.1.  Round one.  The plan OPR will provide eSSS, copy of the plan and any attachments 

required to 502 ABW/J5 to conduct the plan review in TMT and email for non-Air Force units.  

All tasked organizations (502 units and tenant/mission partners) will provide inputs via 

Comment Resolution Matrix (CRM).  If necessary, the OPR can request inputs from 

organizations on distribution for the plan, but not tasked by it.  502 ABW/J5 will forward the 

collected CRMs to the plan OPR for review and adjudication. 

3.1.2.  Round two. The OPR will advise 502 ABW/J5 of the results of the review and forward 

updated plan and consolidated CRMs to 502 ABW/J5 for the second-round coordination in 

TMT.  Tasked organizations will review the updated plan, adjudicated CRMs, and provide 

comments via CRMs. 

3.1.3.  Round three. After the second round review and CRM adjudication by plan OPR, 502 

ABW/J5 will send the updated plan and consolidated CRMs to Wing CC for approval and 

signature via TMT. 

3.1.4.  Remember to consider the impact of host-tenant support agreements when making 

adjustments to wing plans.  The review will identify areas requiring updates, changes, 

modifications, etc.  After the review, either a change or revision to the plan must be made.  A 

summary of changes now is required on the plan to indicate the major changes that were made. 

Review process flowchart is located in attachment 5. 

3.2.  When to Develop a Plan.  JBSA and 502 ABW contingency plans are developed as required 

by higher headquarters directives as specified in the HQ AETC contingency plans list.  Anyone 

with knowledge of a requirement to produce a plan should notify 502 ABW/J5 to ensure proper 

coordination and tracking.  The plans listing is located on the 502 ABW/J5 SharePoint. 

3.3.  OPR Determination.  The OPR for JBSA plans is determined by the source document 

requiring the plan or 502 ABW/CC if no other guidance indicates the OPR.  Normally, the wing 

OPR is functionally aligned with the HQ AETC OPR. 

3.4.  Identifying Plans.  JBSA contingency plans are assigned a number and/or title to coincide 

with the number and/or title of the USAF or AETC plans they support, or as specified by higher 

headquarters directives. 

3.5.  Plan Format.  JBSA contingency plans are written in the format described in this guide 

unless otherwise prescribed in a higher headquarters directive.  Sample plan formats and 

administrative details are provided in chapter 4.  Deviations should be kept to a minimum to 

maintain standardization.  This guide describes the preparation of unclassified plans.  Refer to 

DODM 5200.01V2_AFMAN 16-1404 V2 for guidance on classified plan preparation and 

marking.  502 ABW plans listing provides the classification of each plans under classification. 

3.6.  Tasking Plan in TMT/email.  All plan coordination to tasked units will be tasked in TMT 

for 502 ABW, 59th Medical Wing (59th MDW), 37th Training Wing (37th TRW) and 12th Flying 

Training Wing (12th FTW) etc.  Tenant/mission partners that are not in TMT will be tasked via 
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email.  Any tenant/mission partners coordination will be manually input in TMT for tracking.  

Example of eSSS is located in attachment 7. 

3.7.  Plan Suspense.  Plan OPRs, staff and unit representatives must make every effort to meet 

suspense’s for plan preparation.  The plans office must meet higher headquarters suspense.  This 

can only be achieved with the full cooperation of all wing plan OPRs.  Submit requests for 

extensions to establish suspense’s to J3-5 in TMT through groups, to include justification no later 

than 7 days prior to the suspense. 

3.8.  When to Conduct a Review  .  JBSA and 502 ABW contingency plans are reviewed based 

on the review schedule published in the Plan Listing on the 502 ABW/J5 SharePoint site. 

Additionally, a plan may require review outside the normal review cycle because of higher 

headquarters directives, new AFIs, etc. 

3.9.  Plan Etiquette. 

3.9.1.  Format matches AFH 33-337, The Tongue and Quill, and 502 ABW Staffing Guide. 

3.9.2.  Spelling, spacing, punctuation, alignment, format, etc. are consistent throughout. 

3.9.3.  Both versions are needed:  PDF (with digital signature block included) and Microsoft 

Word doc. 

3.9.4.  Correct tabs listed in eSSS; ensure they are uploaded in the “Supporting Documents” 

section TMT. 

3.9.5.  Included “BLUF-bottom line upfront” summarizing the objective of tasker (i.e. for 

signature, for approval). 

3.9.6.  Even if a package requires “wet” signatures and routing hard copies, a TMT tasker is 

still required. 
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Chapter 4 

PLAN ORGANIZATION 

4.1.  Plan Elements.  All JBSA contingency plans will include these elements in the order listed 

unless specified otherwise in higher headquarters directives. 

4.2.  Plan Cover.  The front cover must show the date of the plan, issuing headquarters, long and 

short titles, and number of the plan.  The front and back covers of 502 ABW contingency plans 

will be printed and marked Controlled Unclassified Information (CUI) (if applicable) at the top 

and bottom. 

4.3.  Memorandum of Transmittal.  The memorandum of transmittal of a contingency plan 

should identify the reason for preparing the plan.  The need for preparing further supporting plans 

must be specified. The OPR for the plan must be identified and disposition instructions included 

when the plan supersedes a previous plan.  The memorandum of transmittal is not numbered, 

signed by the 502 ABW/J3-5, and be prepared on 502 ABW letterhead. 

4.4.  First Page.  See attachment 9 for example. 

4.5.  Table of Contents  .  See attachment 11. 

4.6.  Plan Summary.  The summary is used for all contingency plans.  It provides a concise 

description of the purpose to be achieved by implementing the plan.  It also provides a brief review 

of conditions of implementation, operations to be conducted, assumptions, operational constraints, 

OPSEC, command relationships, logistic requirements, limiting factors, and the commander’s 

appraisal of the logistics and transportation feasibility of the plan. 

4.7.  Basic Plan.  The basic plan consists of the six major paragraphs shown in attachment 12.  

Additional paragraphs may be included to fit the needs of the plan.  The basic plan will be signed 

by the wing commander or designated representative.  The six major paragraphs of each plan must 

be listed in each plan even if they are not applicable.  If they do not apply, "not applicable" should 

be inserted after the paragraph title (i.e., "4.  ADMINISTRATION AND LOGISTICS:  Not 

applicable").  This method permits standardization and enables planners to refer immediately to a 

standard paragraph when seeking specific information. 

4.8.  Attachments.  Attachments to the basic plan listed in order of increasing detail are 

appendixes, annex, tabs, and exhibits.  The basic plan should refer to each appendix that has been 

prepared.  However, information provided in the basic plan is not normally repeated in the 

attachments.  If other attachments are used, the planner should refer to any appendices in the text 

of the appendix and any tabs in the text of the appendix.  The Table of Contents should contain a 

list of all appendixes, appendices, tabs, exhibits, and maps.  Appendixes used for the plan should 

be listed on the final page of the basic plan.  Other attachments (appendices, tabs, exhibits, or 

maps) are listed on the final page of any attachment that has further attachments. 

4.9.  Appendix.  An appendix is produced by a functional area (operations, logistics, etc.) and 

describes the concept of mission support by the functional area.  It contains detailed information 

for a specific organization or subject.  All JBSA plans will contain, as a minimum, an appendix A 

(tasked organization) and appendix Z (distribution) unless specified otherwise in a higher 

headquarters directive.  Use other appendix designations as required (do not use the letters “I” or 

“O” as appendix designators). 
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4.10.  Annex.  An annex is a subordinate addition to an appendix.  It includes information too 

lengthy or detailed for the basic appendix.  Normally, each appendix is devoted to a major category 

of information.  For example, if a plan requires more than one response option, a separate appendix 

could be used to address each option. 

4.11.  Tabs.  A tab is a further subdivision of an annex used to organize and clarify the presentation 

of detailed data.  Tabs are prepared in the same general format as appendices. 

4.12.  Exhibit.  An exhibit is a further subdivision of a tab to enable the planner to organize the 

portrayal of greater levels of detail. 

4.13.  Tasked Organization.  The tasked organization appendix lists all organizations tasked by 

the plan. 

4.14.  Distribution List.  This is normally appendix Z in the JBSA plans.  The distribution list 

accounts for all copies of the plan and informs users which agencies and headquarters maintain 

copies of the plan.  See attachment 15 distribution appendix format. 

4.15.  References.  Additional information concerning the plan format is available in AFMAN 10-

401.  All references will be consolidated with the Appendix titled “Glossary of References and 

Supporting Information” (Reference attachment 14). 

4.16.  Marking. 

4.16.1.  Unclassified.  Plans containing controlled unclassified information (CUI) will be 

marked “CUI” in the banner and footer of all pages in the plan document; to include front plan 

cover and first page cover.  Refer to DoDI 5200.48_DAFI 16-1403, Controlled Unclassified 

Information for portion markings and CUI markings in classified documents. 

4.16.2.  Classified.  See DoDM 5200.01 vol 2 and AFMAN 16-1404 vol 2 for marking plans. 

4.17.  Paragraph Numbering.  Designations for subdividing, numbering, and lettering 

paragraphs is 1, 1.1, 1.1.1, and 1.1.1.1, respectively.  When using the former method, indent each 

progressive subdivision.  When a paragraph or section is subdivided, it must have at least two 

subdivisions.  Remember, if there is a supporting statement (1) then it must have a supporting 

statement (2), etc. 

4.18.  Page Numbering. 

4.18.1.  Pages are numbered and located in the footer and centered at the bottom of the page.  

Do not number the first page and start number on second page.  The plan title and date on the 

plan will be located in the header and centered. 

4.18.2.  Covers will stand-alone (nothing printed on the other side). 

4.19.  Rules for Capitalizing and Underlining. 

4.19.1.  References to specific appendixes and other attachments are in this format i.e., 

appendix G is capitalized only in the Table of Contents or as a heading. 

4.19.2.  Subparagraph titles are expressed and underlined as in this sample (i.e., Assumptions). 

4.19.3.  Sub subparagraph titles are not underlined and expressed as in this format--initial 

capitals. 

4.20.  Text Spacing.  Text is single-spaced.  Space after a period is 2 spaces. 
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4.21.  Dates.  Each separate element of a plan must bear the date of issue.  Until a plan is revised, 

all elements should bear the same date of issue. 

4.22.  Abbreviations.  The first time a title or designation is used in an element of a plan that is 

not contained in the glossary (if applicable), the title or designation must be spelled out and 

immediately followed by the approved abbreviation (i.e., Joint Base San Antonio [JBSA]).  In that 

element of the plan, the abbreviation alone is used thereafter. 

4.23.  Plan Binder Cover Format.  The front cover must show the date of the plan, issuing 

headquarters, long and short titles, and number of the plan.  The front and back covers of 502 

ABW contingency plans will be printed and marked UNCLASSIFIED//CONTROLLED 

UNCLASSIDED INFORMATION (if applicable) at the bottom.  See for the plan cover format 

attachment 13.  502 ABW plans listing will provide the classification of each plan under column 

“classification”. 

 

RUSSELL D. DRIGGERS, Brigadier General, 

USAF 

Commander 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AETCI 10-401, Contingency Plans Management, 19 May 2021 

DAFI 10-401, Air Force Operations Planning and Execution, 13 January 2021 

DoDM 5200.01, Volume 2, AFMAN 16-1404, Volume 2, Information Security Program: 

Marking of Classified Information, Incorporating Change 2, 7 January 2021 

DoDI5200.48_DAFI16-1403, Controlled Unclassified Information (CUI), 5 October 2021 

DoDD 5400.7_AFMAN33-302, Freedom of Information Act (FOIA) Program, 27 April 2018 

AFI 10-701, Operations Security (OPSEC), 24 July 2019 

DAFI 90-160, Publications and Forms Management, 14 April 2022 

AFH 33-337, The Tongue and Quill, 27 May 2015 

AFI 10-2501, Emergency Management Program, 10 March 2020 

AFI 33-322, Management of Records, 23 March 2020 

Prescribed Forms 

None 

Adopted Forms 

None 

Abbreviations and Acronyms 

CAT—Crisis Action Team 

CRM—Change Resolution Matrix 

CUI—Controlled Unclassified Information 

DOD—Department of Defense 

EOC—Emergency Operations Center 

HHQ—Higher Headquarters 

JBSA—Joint Base San Antonio 

NIPRNet—Non-Secure Internet Protocol Router Network 

OPR—Office of Primary Responsibility 

OPSEC—Operation Security 

SIPRNet—Secure Internet Protocol Router Network 

TMT—Task Management Tool 
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UCC—Unit Control Center 

UPR—Unit Plans Representative 

WebEOC—Web based Emergency Operations Center 

WPO—Wing Plans Officer 

WPWG—Wing Plans Working Group 

Office Symbols 

HQ AETC—Headquarter Air Education and Training Command 

502 ABW/CC—502 Air Base Wing Commander 

502 ABW/J3—5—502 Air Base Wing Operations Plans Programs and Integration 

502 ABW/J5—502 Air Base Wing Plans and Programs 

902 CES/CEX—902 Civil Engineering Squadron Emergency Management 

12th FTW—12thFlying Training Wing 

37th TRW—37thTraining Wing 

59th MDW—59thMedical Wing 
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Attachment 2 

UNIT PLANS REPRESENTATIVE APPOINTMENT MEMORANDUM 

Figure A2.1.  Unit Plans Representative Appointment Memorandum Template. 
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Attachment 3 

WING DESIGNATED KEY PERSONNEL POSITON MEMORANDUM 

Figure A3.1.  Wing Designated Key Personnel Position Memorandum. 
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Attachment 4 

EXAMPLE OF AF FORM 2426 

Figure A4.1.  Example of an AF Form 2426. 
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Attachment 5 

PROCESS FLOWCHART 

Figure A5.1.  Plans Process Flowchart. 
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Attachment 6 

SIX STAGE PLANS REVIEW 

Table A6.1.  Plans Review Stages. 

Stage  Staff Action OPR/UPR Estimated 

Days* 

Stage 1 1. 502 ABW/J5 starts reviewing the plan. 

2. Plan OPR/UPR sends eSSS and supporting 

documents to 502 ABW/J5 60 days prior to plan 

expiration date for first round coordination. 

502 

ABW/J5/ 

Plan OPR 

60 days prior to 

due date/1 day 

Stage 2 1. 502 ABW/J5 reviews and prepares TMT for 

502 WSAs, Group workflows, and for Mission 

partners to review plan. Emails will be used to 

task all agencies that do not have TMT accounts. 

NOTE: All orgs provide input via CRM to Plans 

OPR 

2. 502 ABW/J5 sends CRMs to Plan OPR for 

review and adjudication. 

502 

ABW/J5 

30 days 

Stage 3 1. Plan OPR/UPR sends eSSS, revised plan, 

consolidated CRMs to 502 ABW/J5 for second 

round coordination via TMT/email. 

2. 502 ABW/J5 sends second round CRMs to 

Plan OPR for review and adjudication 

Plan OPR/ 

502 

ABW/J5 

14 days 

Stage 4 1. Plan OPR sends revised plan and consolidated 

CRMs from two rounds coordination to 502 

ABW/J5. 

2. 502 ABW/J5 reviews and works 

administrative issues. 

Plan OPR/ 

502 

ABW/J5 

5 days 

Stage 5 1. J5 sends final coordination tasker thru TMT to 

502 ABW/JA to coordinate for 502 ABW/CC 

signature. 

2. Monitors TMT for status and sends follow up 

on missed suspense. 

502 

ABW/JA 

15 duty days 

Stage 6 1. Distribution: Upload completed plan to 

SharePoint. 

2.Print hard copy for file 

3. Notify UPRs of completion. 

4. Update Plans Review summary schedule. 

J5 1 day 

 Total staffing  66 days 

Note * Staffing time may fluctuate depending on the situation and nature of the plan 
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Attachment 7 

EXAMPLE STAFF SUMMARY SHEET (ESSS) 

Figure A7.1.  Example Staff Summary Sheet (eSSS) 
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Attachment 8 

EXAMPLE MEMORANDUM OF TRANSMITTAL FORMAT 

A8.1.  Example Memorandum of Transmittal 

Format.  
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Attachment 9 

EXAMPLE FIRST PAGE 

Figure A9.1.  A Plan’s Example First Page. 
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Attachment 10 

EXAMPLE PLAN SUMMARY FORMAT 

Figure A10.1.  Example of a Plan Summary. 
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Attachment 11 

EXAMPLE TABLE OF CONTENTS FORMAT 

Figure A11.1.  Example Table of Content Format. 
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Attachment 12 

BASIC PLAN FORMAT TEMPLATE 

Figure A12.1.  Basic Plan Format Template. 
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Attachment 13 

PLAN BINDER COVER FORMAT 

Figure A13.1.  Plan Binder Cover Format. 
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Attachment 14 

EXAMPLE GLOSSARY OF REFERENCE, ABBREVIATIONS AND ACRONYMS 

Figure A14.1.  Example Glossary of References, Abbreviations and Acronyms. 
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Attachment 15 

EXAMPLE OF DISTRIBUTION 

Figure A15.1.  Example of Distribution. 
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Attachment 16 

EXAMPLE TASKED ORGANIZATION 

Figure A16.1.  Example Tasked Organizations. 
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Attachment 17 

EXAMPLE PLAN REVIEW CHECKLIST 

Figure A17.1.  Example Plan Review Checklist. 
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Attachment 18 

EXAMPLE PLAN PREPARATION CHECKLIST 

A18.1.  This checklist is designed to help with the preparation of new plans or revision of existing 

plans.  For plan revisions, run this checklist after the plan review process is complete. 

Figure A18.1.  Example Plan Preparation Checklist. 
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Figure A18.2.  Example Plan Preparation Checklist, Continued. 

 



36 JBSANANTONIOMAN10-002  13 SEPTEMBER 2023 

Figure A18.3.  Example Plan Preparation Checklist, Continued. 
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Figure A18.4.  Example Plan Preparation Checklist, Continued. 
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Figure A18.5.  Example Plan Preparation Checklist, Continued. 
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Attachment 19 

PLANS WITH UNIQUE FORMAT 

Table A19.1.  Plans With Unique Format. 

Plan Title Reference 

Integrated Defense Plan Vol 1&2 (ID) AFI 10-245 

Antiterrorism Plan (AT) AFI 10-245 

Base Support Plan (BSP) AFI 10-404 

Spill Prevention Plan (SPC) Plans are accomplished by contractors 

Integrated Cultural Resources Management 

Plan (ICRMP) 

AFI 32-7065 

Installation Pest Management Plan (IPMP) AFI 32-1053 

Installation Emergency Management Plan 

(IEMP) 

AFI 10-2 
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