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BY ORDER OF THE COMMANDER



              AFSC INSTRUCTION 33-101

Headquarters Air Force Safety Center




                             XX April 2004

Kirtland Air Force Base, New Mexico  87117-5606

Communications and Information

Publications Management and Coordination Procedures

The Air Force Safety Center (AFSC) is responsible for approximately 60 Air Force-level, safety-related publications.  Maintaining current and essential safety publications is of critical importance at all levels.  This operating instruction is intended to facilitate the management, creation, coordination, approval and update of all publications owned by AFSC.

1.  REFERENCES.
1.1.  AFI 33-360 Vol I, Air Force Content Management Program--Publications
1.2.  Headquarters Operating Instruction (HOI) 33-3, Information Workflow Management and Correspondence Preparation
2.  RESPONSIBILITIES.
2.1.  The AF/SE will:

2.1.1.  Designate the AFSC Publication Manager and an alternate.

2.1.2.  Sign the AF Form 1768, Staff Summary Sheet, requesting coordination from organizations under the Secretary of the Air Force (SAF), the Air Staff and MAJCOMs (as appropriate).

2.1.3.  Sign Block 17 of the AF Form 673, Request to Issue Publication, for all Air Force Policy Directives and block 20 for all AFIs, AFMANs, etc.

2.2.  The AFSC Publications Manager will:

2.2.1.  Create a listing of all AFSC-owned publications as a management tool.  This should include as a minimum the publication number and name, OPR and phone number, publication date, last date reviewed, and date of next scheduled review.

2.2.2.  Use the listing as a suspensing system to ensure OPRs initiate reviews every two years.

2.2.3.  Assist publication OPRs in the format of publications, verify they comply with AFI 33-360 Vol I, assist with the in-house SSS, AF Forms 673, and SAF/Air Staff SSS as needed.  Provide training to all OPRs.

2.2.4.  Serve as the single conduit for submitting publications to AF/SEI.

2.2.5.  Assist OPRs with the coordination and publication of joint instructions.  (This OI does not apply to DoD instructions.)  Maintain a “Publications Management” file on the shared drive which contains useful information, help, and sample documents.

2.2.6.  Ensure that the AFSC Publication Listing is posted to the AFSC web site.

2.2.7.  Prepare a Publications Status Summary or Briefing to periodically inform AFSC leadership of the overall status of publications.

2.2.8.  Brief the AF/SE and Senior Safety Advisory Council (SSAC), as necessary, on the overall status of AFSC-owned publications, and solicit feedback from the council on the currency of publications.

2.2.9.  Maintain this instruction to list responsibilities and requirements, as well as to serve as a user’s guide, with the goal to make the publication process as user-friendly as possible.

2.2.10.  Inspect the record set every 2 years, in conjunction with the 2 year review accomplished by the OPR.

2.3.  Publication OPRs will:

2.3.1.  Meet the requirements of section 3 of this instruction for the formal coordination of publications (i.e. to get a new or revised publication or interim change (IC) posted on the AF web site).

2.3.2.  At the two year anniversary of the publication date, initiate a review of the publication to ensure it remains current and essential.  The level and manner of review is determined by the OPR.

2.3.2.1.  As a minimum, the OPR will seek feedback within the appropriate Division.  Coordination of many or all divisions within the Safety Center may be needed.  This can be conducted with informally using electronic means or any other manner chosen by the OPR.

2.3.2.2.  If only in-house coordination is needed to determine a publication is current and essential, the OPR will forward an e-mail or letter to the AFSC Publications Manager upon completion of the review.

2.3.2.3.  If feedback on the currency of a publication is needed from external agencies, the OPR can complete an informal electronic or hardcopy review, form working groups, or use any process desired.  Forward an e-mail or letter to the AFSC Publications Manager when the initial review is begun.

2.3.2.4.  If only the OPR and other very minor information requires update, a formal change will not be published.  Contact the AFSC Publications Manager for possible posting as an informational note on the AFSC web page.

2.3.2.5.  After the initial review, if substantial changes are needed to the publication, follow the procedures of sections 3, 4 and 5 of this instruction.

2.3.3.  Use of the AFSC Publication Manager and AF/SEI as focal points is essential in the formal coordination of a publication.  These personnel can ensure that the standards and norms of a coordination package are met, and ensure it is entered in the HAF tracking system.  These processes will lead to a more timely coordination.

2.3.4.  The OPR will maintain the record set for the publication.  See Atch 6 concerning record sets.

2.4.  AF/SEI will:

2.4.1.  Review all publication coordination packages received from AFSC for compliance with HAF norms and standards.  Provide feedback to the AFSC publication manager on formatting and other deficiencies in order to improve the initial package preparation.

2.4.2.  Serve as the single conduit to SAF and Air Staff organizations for obtaining two-letter coordination and comments.  See section 3 and Atch 3 for the detailed coordination process.

2.4.3.  To the extent possible, answer any questions and advocate the publication to HAF agencies when questions are received.  Refer questions to the OPR when appropriate.

3.  Formal Coordination of Publications.  This section describes the process to follow for a new publication, or when a revision to a publication must be published due to substantial changes.  The overall process is shown in Atch 2.  Processes, responsibilities, and specific steps to take are detailed in Atch 3.  Additional requirements are listed in this section.

3.1.  The OPR for the publication will strive to meet the requirements of AFI 33-360 Vol I.  Due to the complex and changing nature of this AFI, assistance will be provided from the AFSC Publications Manager.  Some formatting information and other requirements are repeated in Atch 1 for your assistance.  Samples of all forms and documentation are listed in Atch 4.  Other lessons learned, hints, and suggestions will be maintained in a document in the publication folder of the shared drive.

3.2.  If substantial comments are received to a draft publication, a second formal and/or informal coordination cycle may be needed.  In no case will a publication proceed to publishing without a clear statement by all AF Form 673 addresses that they approve the document in its original form or approve the revised document after reviewing changes.  A substantive change to a draft may require repeating some or all of the previous coordination.

3.3.  AFPD info here.
4.  Changing the published version of a publication.

Ch 4 Needed??    ICs??
Ch 5?
Also reference the training and such on HAF Dash 1

6.  Other Publication Requirements.

6.1.  Most AFSC publications are designated for unrestricted distribution (i.e. Functional (F) Distribution.)  An “F Statement” may be needed:

6.1.1.  The OPR prepares an F statement for a new publication; for a revision of a classified publication more than 1 year old; when the intended audience of the publication changes; or when a single publication combines two or more publications.  A sample memo to SAF/AAD, with a sample F statement, is available to OPRs in the “Publications Management” shared folder.

6.1.2.  Send the statement to SAF/AAD as soon as possible as it takes 6 to 8 weeks to obtain worldwide consolidated requirements for departmental publications and avoid a delay in distribution. 

When does AF/SE first sign SSS???  2 Ltr Coord, 3 Ltr coord, or AFSC coord???
7.  Maintaining Record Sets.

7.1.  The OPR of a recurring periodical or nonrecurring pamphlet keeps a record set that includes each approval, a printed copy of each issue, and background material or correspondence.  Full requirements for Record Sets is detailed in Atch 7.
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Attachment 1.  General Guidance on Publication Formatting and Standards

A1.1.  This attachment contains many of the requirements for publication, but not all.  Refer to AFI 33-360, Vol. 1, Attachment 4, Editorial Guide for Drafts and Guidance for Preparing, Reviewing, and Editing Publications.  Add more of most common errors, art work, page number, other basics from 33-360 vol 1
A1x.  The OPR must mark “DRAFT—NOT FOR IMPLEMENTATION OR COMPLIANCE” across the top of each page of the draft until the it is final and submitted for publication on the web.
A1x.  Ensure main (single digit) paragraphs have a title in bold.  Use Microsoft Word for Windows ®, Times New Roman, 12 point, single-spaced for all publications (see AFI 33-360, Vol. 1, for sample of paragraph format).  Use 1-inch margins, justified right margin, and a aper size of 8 1/2 by 11-inch.

A1x.  Use the active voice in publications and supplements as often as possible.
A1x.  Capitalization.  Refer to the Government Printing Office (GPO) Style Manual and AFH 33-337, Tongue and Quill, for rules on capitalization.  Use the GPO Style Manual as first choice for reference.  If you need a copy, call the base library on procedures for ordering the GPO Style Manual.  

A1x.  Do not use columns.

A1x.  Ensure abbreviations are in accordance with the the “Joint Acronyms and Abbreviations” list at http://www.dtic.mil/doctrine/jel/doddict/acronym_index.html.  Definitions and terms shoul match “DOD Dictionary of Military Terms” available at http://www.dtic.mil/doctrine/jel/doddict/.

Attachment 2.  Timeline and Flow of Publishing

Figure A1.  Timeline and Flow of Publishing.


Attachment 3.  Steps and Processes

This attachment contains detailed steps and processes to complete coordination and publication of your AFI or AFPD.  Samples of all letters, SSSs, and AF Forms 673 are listed and hotlinked in Attachment 3, numbered to match these steps.  Additionally, all these samples are available electronically in the common drive, in the v:/Common/Publication Management folder.

A.  Two Year Review

Per AFI 33-360 Vol 1, all OPRs must begin a review at the 2-year anniversary of the publication date to ensure the publication remains current and essential.

	OPR
	AFSC Pubs Mgr
	SEI

	A1.  At 2 year anniversary, initiate review.
	
	

	A2.  If still “current and essential,” forward review completion note/letter to AFSC Pubs Mgr.  (If changes needed, follow Section B.)
	A3.  Update review date in tracker and on Web site.
	

	A4.  File memo stating pub is current and essential in record set.
	
	


B.  AFSC Coordination

This process is followed for a new publication, if an updated version is to be published, or if an Interim Change (IC) is to be made to the publication.

	OPR
	AFSC Pubs Mgr
	SEI

	B1.  Following any process desired, ensure all personnel from AFSC impacted by or involved in the publication are offered a review.
	
	

	B2.  Notify the AFSC Publications Manager when this review is begun.
	B3.  Assist OPR with coord and sample SSS,
	

	B4.  Obtain formal coord from all Division Chiefs (SSS).
	
	B5.  Complete review for SEI as a division.

	B6.  When complete, move on to MAJCOM Coordination.
	
	


C.  MAJCOM Functional Coordination

There is often an expectation at HAF that all MAJCOMs have coordinated on AFIs before they are published.  If doubt surfaces whether a MAJCOM has coordinated or not (even if not impacted by the publication), it can often halt the entire process.  Therefore, MAJCOM coordination is the norm.  (Note:  FOAs and DRUs are included in the term “MAJCOM Coordination.”)

	OPR
	AFSC Pubs Mgr
	SEI

	C1.  (Optional)  Complete a letter to MAJCOM SEs, signed by your Division Chief, requesting MAJCOM coordination
	
	

	C2.  Prepare a SSS with each MAJCOM/FOA/DRU listed, signed by your Division Chief.  (Can be tailored if clearly not impacted, but err on the side of caution.)
	C3.  Assist OPR with coord, sample coord letter, and sample SSS.
	

	C4.  Send draft pub, SSS, comment matrix, MAJCOM coord request letter (optional) to AFSC Pubs Mgr
	C5.  Send e-mail with these attachments to MAJCOM/FOA/ DRU org e-mail boxes (Suspensed for 3 weeks)
	

	
	C6.  Ensure the review and suspense is added to the status sheet sent periodically to SSAC members
	

	C7.  Resolve all comments, produces new draft pub, keep on file MAJCOM notes/e-mails/forms showing coordination
	
	

	C8.  It is recommended that the “F Statement” be submitted, if required at this point since processing can take up to 8 weeks.  See para xx.xx for details.  A sample memo to SAF/AAD is available.
	C9.  Assist OPRs with wording and submission of the F Statement.
	

	C10.  When complete, move on to Minimum Mandatory Coord and HAF 3-Ltr Coord.

Note:  MAJCOM Funct, Min Mand, and HAF 3-Ltr coord can be done at the same time.
	
	


D.  Minimum Mandatory Coordination

This is the process detailed in AFI 33-360 Vol 1.  This should be done at the same time as “HAF 3-Ltr Coordination,” and the SSSs and AF Forms 673 combined, if desired.

	OPR
	AFSC Pubs Mgr
	SEI

	D1.  Prepare an AF Form 673 with all Minimum Mandatory offices (Atch 5), signed by your Division Chief.
	D2.  Verify that the Minimum Mandatory listing of Atch 4 is still current.
	

	D3.  Prepare a SSS, with all Minimum Mandatory offices (sub-set of offices form the Form 673) that reside in the pentagon, signed by your Division Chief.
	D4.  Assist OPR with coord, sample SSS, and sample AF Forms 673.
	

	D5.  Place AF Form 673, SSS, draft pub, and “Comment Matrix into a Microsoft Binder package. 1

Forward e-mail with this Binder attached to AFSC Pubs Mgr.
	D6.  Send e-mail with Binder to SEI for input to HAF workflow system.
	D7.  Forward the e-mail to workflow e-mail addresses for all offices on the SSS.  (Suspensed for 3 weeks.)

	
	D8.  If received, forward any responses to the OPR
	D9.  Answer any question pertaining to the publication, if able.  If received, forward any responses to the OPR

	D10.  E-mail, fax, or send copy of AF Form 673 and draft pub to all other Minimum Mandatory offices not located in the Pentagon.
	
	

	D11.  Resolve all comments, produces new draft pub, keep on file notes/e-mails/forms showing coordination.
	
	

	D12.  SAF/PAS coordination.  Update AF Form 673, listing name/date of coord by all Minimum Mandatory offices.
	
	

	D13.  Place updated AF Form 673, SSS, draft pub, and “Comment Matrix into a Microsoft Binder package.    Forward e-mail with this Binder attached to AFSC Pubs Mgr.

Note:  Min Mand, MAJCOM Funct and HAF 3-Ltr coord can be done at the same time.
	D14.  Send e-mail with Binder to SEI for input to HAF suspensing system.
	D15.  Forward the e-mail to SAF/PAS SCATS e-mail address.  (Suspensed for 3 weeks.)

	D16.  When complete, move on to HAF 3-Ltr Coord
	
	


Note 1:  MS Binder
E.  HAF 3-Letter Coordination

This process is not defined in an AFI, but can be critical.  There is often an expectation at HAF that all SAF and CSAF offices have coordinated on AFIs before they are published.  The question as to whether a HAF office has coordinated or not (even if not impacted by the publication) can often halt the entire process.  Therefore, coordination with HAF offices is the norm, and begins with the “3-Ltrs.”.  It is safer to err on the side of caution.

This should be done at the same time as “Minimum Mandatory Coordination,” and the SSSs and AF Forms 673 combined, if desired.

	OPR
	AFSC Pubs Mgr
	SEI

	E1.  Evaluate HAF 3-Ltrs you think are impacted or who should review your draft Pub.
	E2.  Assist where possible in identifying affected HAF offices.
	

	E3.  Contact SEI and request their assistance in identifying 3-Ltrs
	
	E4.  Assist with a list of HAF 3-Ltrs who should review the draft pub.

	E5.  Prepare a SSS with the HAF 3-Ltr offices, signed by your Division Chief.
	E6.  Assist OPR with coord and sample SSS
	

	E7.  Place SSS, draft pub, and “Comment Matrix” into a Microsoft Binder package.  Forward e-mail with this Binder attached to AFSC Pubs Mgr.
	E8.  Send e-mail with Binder to SEI for input to HAF workflow system.
	E9.  Forward the e-mail to workflow e-mail addresses for all HAF 3-Ltr offices on the SSS.  (Suspensed for 3 weeks.)

	
	E10.  If received, forward any responses to the OPR
	E11.  Answer any question pertaining to the publication, if able.  If received, forward any responses to the OPR

	E12.  E-mail, fax, or send copy of AF Form 673 and draft pub to all other HAF 3-Ltr offices not located in the Pentagon.
	
	

	E13.  Resolve all comments, produces new draft pub, keep on file notes/e-mails/forms showing coordination.

Note:  HAF 3-Ltr, MAJCOM Funct and Min Mand coord can be done at the same time.
	
	

	E14.  When complete, move on to HAF 2-Ltr Coord (as required).
	
	


F.  MAJCOM CV Coordination

If you had.  

	OPR
	AFSC Pubs Mgr
	SEI

	F1.  Prepare a SSS, signed by your Division Chief, requesting AF/SE sign the MAJCOM CV SSS.
	F2.  Assist OPR with coord, sample SSS
	

	F3.  Prepare a SSS with the MAJCOM CV offices, to be signed by AF/SE.
	F4.  Assist OPR with coord, sample SSS
	

	F5.  Send draft pub, SSS, comment matrix, MAJCOM coord request letter (optional) to AFSC Pubs Mgr.
	F6.  Send e-mail with these attachments to MAJCOM/FOA/ DRU org e-mail boxes (Suspensed for 2 weeks)
	

	
	F7.  If received, forward any responses to the OPR
	F8.  Answer any question pertaining to the publication, if able.  If received, forward any responses to the OPR

	F9.  Resolve all comments, produces new draft pub, keep on file notes/e-mails/forms showing coordination.
	
	

	F10.  When complete, move on to Final Web Publishing.  (If an AFPD, move on to SecAF Signature process.
	
	

	
	
	


G.  HAF 2-Letter Coordination

If you had to coordinate your draft publication with any HAF 3-Ltr offices, you must now obtain final HAF 2-Ltr coordination.  

	OPR
	AFSC Pubs Mgr
	SEI

	G1.  Prepare a SSS, signed by your Division Chief, requesting AF/SE sign the 2-Ltr SSS and AF Form 673.
	G2.  Assist OPR with coord, sample SSS, and sample AF Forms 673.
	

	G3.  Prepare a SSS with the needed HAF 2-Ltr offices (based on past HAF 2-Ltr coord), signed by your the AF/SE.
	
	

	G4.  Place, SSS, draft pub, and “Comment Matrix into a Microsoft Binder package.  Forward e-mail with this Binder attached to AFSC Pubs Mgr.
	G5.  Send e-mail with Binder to SEI for input to HAF suspensing system.
	G6.  Forward the e-mail to workflow e-mail addresses for all HAF 2-Ltr offices on the SSS.  (Suspensed for 2 weeks.)

	
	G7.  If received, forward any responses to the OPR
	G8.  Answer any question pertaining to the publication, if able.  If received, forward any responses to the OPR

	G9.  Resolve all comments, produces new draft pub, keeps on file notes/e-mails/forms showing coordination.
	
	

	G10.  When complete, move on to Final Web Publishing.  (If an AFPD, move on to SecAF Signature process.
	
	


H.  SecAF Signature (AFPDs)

This additional process is required of all AFPDs, which require SecAF signature.

	OPR
	AFSC Pubs Mgr
	SEI

	H1.  Prepare a comprehensive package of past coordination documents.  This must include copies of MAJCOM, HAF 2-Ltr, and Minimum Mandatory coordination.  Source documents can be signed AF Forms 673, e-mails, etc.  Use a single “record purposes AF Form 673 to show all these offices on one form (see Atch 3).
	H2.  Assist OPR with coord, sample SSS, and sample AF Form 673
	

	H3.  Prepare a SSS, signed by your Division Chief, requesting AF/SE sign the SSS to the SecAF and AF Form 673.
	H4.  Coordinate with SEI to ensure this process for SecAF signature is still current.
	H5.  Verify that this process for SecAF signature is still current.

	H6.  Prepare an AF Form 673 with AF/SE signature block in Certifying Authority block and SecAF signature in Approval Authority block.
	
	

	H7.  Place AF Form 673, SSS, draft pub, and past coordination copies into a Microsoft Binder package.  Forward e-mail with this Binder attached to AFSC Pubs Mgr.
	H8.  Send e-mail with Binder to SEI for input to HAF suspensing system.
	H9.  Input this package to the HAF system to obtain SecAF signature.  Answer any queries and attend any meetings necessary to obtain signature.  Contact OPR if any additional information is requested.

	H10.  Respond to any requests for additional information, reaccomplish and resubmit documents as needed.  Keep on file notes/e-mails/forms showing final coordination and signatures.
	
	

	H11.  When complete, move on to Final Web Publishing.
	
	


I.  Final Web Publishing

This process results in the final publication being posted to the AF publication web site, and is the final step.

For AFPDs, begin at step I5.

	OPR
	AFSC Pubs Mgr
	SEI

	I1.  Prepare all past coordination documents for review by Certifying Authority and Approval Authority.
	I2.  Assist OPR with coord, sample SSS, and sample AF Form 673
	

	I3.  Prepare final AF Form 673 with Division Chief signature block for Certifying Authority and AF/SE signature block for Approval Authority.   Reference all Minimum Mandatory coordination on this final AF Form 673.
	
	

	I4.  Assemble past coord documents, AF Form 673, and final publication (draft wording removed) and obtain Certifying Authority and Approval Authority signatures.
	
	

	I5.  Scan a copy of the signed AF Form 673.  Forward copy of Form 673, final pub, and any artwork (separate docs) to the AFSC Pubs Mgr.
	I6.  Forward the documents to AFDPO for final review and posting on the web.
	

	I7.  Keep on file notes/e-mails/forms showing coordination and signatures.
	
	


Attachment 4.  Sample Letters, Staff Summary Sheets, and AF Forms 673.

The following documents are used in various steps of the publication coordination process.  The designation here matches the step in Atch 2.  These are hotlinked to the sample electronic document in v:/Common/Publication Management.  Need to put samples on common drive and hotlink each of these
A4.  Memo stating publication remains “current and essential.”  (Used for 2 Year Review if no changes are needed.)

B4.  SSS for AFSC Division Chief coordination.

C1.  Letter to MAJCOM SEs requesting coordination of a draft Publication (optional).

C2.  SSS for MAJCOM functional coordination.

C4.  Comment Matrix used by reviewers to return comments.

C8.  F Statement.

D1.  AF Form 673 for Minimum Mandatory Coordination.

D3.  SSS for Minimum Mandatory Coordination.

D5.  Microsoft Binder package containing sample forms.

E1.  Typical list of HAF 3-Ltr coordination offices.

E5.  SSS with typical list of HAF 3-Ltr coordination offices.

F1.  SSS to get AF/SE to sign SSS requesting MAJCOM CV coordination.

F3.  SSS for MAJCOM CV coordination

G1.  SSS to get AF/SE to sign SSS requesting HAF 2-Ltr coordination.

G3.  SSS for HAF 3-Ltr coordination offices

H1.  Package with all past coordination prior to SecAF Signature (AFPD only).

H3.  SSS for SecAF signature (AFPDs only).

H6.  AF Form 673 with SecAF signature block (AFPDs only).

I1.  Package with all past coordination for final web publishing

I3.  Final AF Form 673 for final web publishing.

Attachment 5.  Minimum Mandatory Coordination Listing  (as of 20 May 04)

(P) Indicates they are located in the Pentagon (or Crystal City) and have a workflow e-mail address to which SEI can send items for review, with a suspense.  Using that workflow address is preferred to using the individual addresses listed here.

(P) HQ USAF/JAA

Lt Col Robert Smith

(703)614-4075






TBD

(P) HQ USAF/ILCXE

Ms. Emma Hochgesang-Noffsinger S. Croom
DSN 425-6194





Emma.Hochgesang@pentagon.af.mil

(P) HQ USAF/RE

TSgt Glenn Coleman

DSN 225-9753





Glenn.coleman@pentagon.af.mil
(P) HQ USAF/DPM

Capt Ryan Stugart

DSN 695-7076/225-7076


Mark.patoka@pentagon.af.mil 

HQ AFCA/ITCM

Ms. Peggy Fehrmann

DSN 779-6686





peggy.fehrmann@scott.af.mil
(P) AF-CIO/P


Anne Rollins


DSN 329-4043





Anne.rollins@pentagon.af.mil 

NGB-ANG/CF

Col Debra Larabee

DSN 278-8001





ang.pubs@ang.af.mil
(P) SAF/FMBMM

Joe Farrell


DSN 227-8250





Joe.farrell@pentagon.af.mil
AFDPO/PPPP

Alvin Nesbitt 


DSN 754-2364



TBD

AFDC/DL

MSgt Patrick McCraw
DSN 223-9990



Patrick.McCraw@pentagon.af.mil
(P) SAF/PAX

*MSgt Carolyn Taylor
DSN 227-3222/6715



carolyn.taylor@pentagon.af.mil 

* Note:  SAF/PAS will only coordinate on a pub after all other offices have completed their coordination
(P) SAF/MR

*TBD 

DSN 227-1258



TBD@pentagon.af.mil
* Note:  For AFPDs only

* Note:  SAF/MR will only coordinate on a pub after all other offices have completed their coordination

(P) SAF/AAX

*Carolyn Lunsford 

DSN 227-9057



carolyn.lunsford@pentagon.af.mil
* Note:  For AFPDs only

Attachment 6.  MAJCOM Staffing Process

Use of the process below should ensure consistent and timely coordination of a publication by MAJCOMs.

A6.1.  General.  In all cases, packages requiring MAJCOM or MAJCOM functional coordination will be sent to the single, MAJCOM organizational staffing e-mail box (listed below).

A6.1.1.  The MAJCOM owner of this organizational e-mail box (vice or exec or CSS or DS) will disseminate and ensure coordination as indicated on the SSS signed out of the Safety Center.

A6.1.2.  The SSS signed out by AFSC must indicate the type of coordination requested (see A6.2 and A6.3 below) and the suspense date.  Be very clear that this is a HQ AF Staff tasking, and clearly state what action is requested.  Repeat this information in the e-mail used to send the SSS and documents.  Both of these coordinations are generally needed.

A6.1.3.  The MAJCOM owner for the org e-mail box will collect responses and forward them to the AFSC OPR.

A6.1.4.  The OPR sending the publication for MAJCOM review will include a comment/resolution matrix which shows past MAJCOM comments and how they were resolved.

A6.2.  MAJCOM Functional Coordination.  This level of coordination is used to get input on a working copy of a draft, or to disseminate proposed changes.  This is “action officer” coord between AFSC and the MAJCOM functionals.

A6.2.1.  The SSS written by AFSC will indicate that coordination is requested by all the MAJCOM functionals.  Without this clear statement, only MAJCOM/SE coord may be received, and this is usually insufficient.  The SSS should be signed by the AFSC Division Chief.  If only MAJCOM SE coord is desired, state this in the SSS.  NOTE:  If only MAJCOM SE coord is completed at first, a full coord by all MAJCOM functionals will likely still be required.

A6.2.2.  The standard time allotted for this coordination will be 3 weeks; more time may be allotted if the package is lengthy, complex, or controversial.  Any requests for extension should come from the MAJCOM staffing manager (vice or exec or CSS or DS) to the AFSC OPR listed on the SSS.

A6.2.3.  The MAJCOM staffing manager (vice or exec or CSS or DS) should ensure that the tasking is suspensed to their functionals.

A6.2.4.  This level of coordination may be repeated if the changes are significant or if substantial disagreement occurs.  This coordination typically is done at the same as 3-Ltr coord with HQ AF offices and as the minimum mandatory coordination.  If it is a major impact on the MAJCOM, however, it should be done prior to 3-Ltr coord.

A6.3.  MAJCOM CV Coordination.  This is the final, official coordination by the MAJCOM.  This coord (with a general officer signature) is mandatory for AFPDs and any other packages going to SecAF or CSAF.  It is typically required for all other pubs and major policy packages.

A6.3.1.  The SSS written by AFSC will indicate that this is the official MAJCOM coordination and that coordination by the CV or CC finalizes the package.  This SSS should be signed by the AF/SE.

A6.3.2.  The standard time allotted for this coordination will be 2 weeks.  Any requests for extension must come from the MAJCOM staffing manager (vice or exec or CSS or DS) to the AFSC OPR listed on the SSS.

A.6.3.3.  This coordination typically is done at the same time as 2-Ltr coord with HQ AF offices.  If it is a major impact on the MAJCOM, however, it should be done prior to 2-Ltr coord.

A6.4.  MAJCOM Organizational E-mail Addresses.  Use the following organizational addresses for electronic staffing at MAJCOMs:
ACC:

acc.csaac@langley.af.mil
AETC:
aetc.ds@randolph.af.mil  and  hqaetcdsea@randolph.af.mil
AFMC:
afmc.ds.exec@wpafb.af.mil
AFRC:
glenn.coleman@pentagon.af.mil for publications



(Use afre.workflow@pentagon.af.mil for
 other coordination)

AFSOC:
afsoc.cce@hurlburt.af.mil  and  afsoc.cve@hurlburt.af.mil
AFSPC:
afspc.dse@peterson.af.mil
AMC:

amc-cve@scott.af.mil
ANG:

ang.pubs@ang.af.mil for publications



(Use angtaskers@ngb.ang.af.mil for other coordination)

PACAF:
pacaf.ds@hickam.af.mil
USAFA:
usafa.ccea@usafa.af.mil
USAFE:
usafe.cc@ramstein.af.mil
A6.5.  Other MAJCOM-unique Information.  For unique information on pubs and the ANG, see their site at:  https://airguard.ang.af.mil/angpubs/ppg/
Attachment 7.  Maintaining Record Sets for Publications

A5.1.  OPRs who develop standard departmental publications for AFSC will maintain official record sets for standard and specialized publications.  NOTE: Maintaining accurate and current record sets is an important responsibility—take it seriously!  Maintain a folder as follows for each current publication.
A5.1.1.  The edited copy of the draft publication and original AF Form 673.  When you receive the printed publication via the AFPDL, AFEPL (CD-ROM), or WWW, verify that it is correct, then destroy the draft publication.

A5.1.2.  A copy of the printed basic publication.

A5.1.3.  All documents that show coordination, comments, and other actions, such as exemptions,

waivers, suggestions, etc.

A5.1.4.  A printed copy of each prescribed form developed or revised during the current edition of the publication.  Include a copy of each developed or revised form of a previous edition of a publication, if the current publication prescribes the form. Keep copies of DD Form 67 for each prescribed form here also.

A5.1.5.  The original copy of the Two-Year Review memo (used in place of the AF Form 1382) showing the latest review of the publication.

A5.1.6.  A copy of AF Form 130, Application for a Report Control Symbol (RCS). The OPR keeps

the original AF Form 130. The IMCO, HQ AFCA/ITCM, or MAJCOM, or IRRM maintains the original

AF Form 130.  What is this -- need to find pub that describes this form????????
A5.2.  The AFSC Publication Manager will examine the record set every 2 years, in conjunction with the 2-year review of the currency of the publication by the OPR.

Other items in work:

3.13.2.  The OPR may also include this statement on the AF Form 673:  “Please review and return this publication to (OPR’s office symbol) not later than (date selected by the OPR).  This office will consider responses received after the suspense date in future revisions."  (Optional statement.)

MAJCOM General officer statement for AFPDs
Resolution Matrix -- helps for 2-Ltr coord; virtually required now -- convert a good comment matrix to a comment/resolution matrix.
Typically done at the same time         





4 Weeks        





Resolve comments          





2 Weeks        





2 Weeks       





Complete HAF


2-Ltr coord





3 Weeks    





Typically done at the same time           








Resolve comments         





Complete Minimum


Mandatory coord





200 Days     


   





2 Weeks      





1 Week        





Published on the web 





2 Weeks      





2 Weeks       





2 Weeks        





3 Weeks    





Notional Timeline





4 Weeks    





There is an additional process       


to get SecAF certifying 


signature for AFPDs; add 


up to 4 weeks (est) 








Prepare all documents and


deliver for web publishing 





Build package for AF/SE


certification signature on


AF Form 673





Complete MAJCOM


CV coord





May not be needed if


only minor or administrative          


comments         








Make changes, re-accomplish


 HAF 3-Ltr coord





Make changes, re-accomplish


 MAJCOM coord





Complete HAF


3-Ltr coord





Complete MAJCOM


Functional coord





Develop New/Revised; 


Pub; Coord inside AFSC





No changes


needed    








Letter to AFSC Pubs Mgr;


No further actions








Update       needed      





2-Yr Review


Initiated
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