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Hill IMA Guide

As of 1 July 2003

This guide provides reserve program management processes unique to the Hill AFB IMA Program and focuses on effective management of a force “engaged” rather than a force “held in reserve.”  The processes are designed to promote wartime readiness and support peacetime requirements through continuous analysis and review of Reserve component capabilities and effectiveness.  The guide establishes specific responsibilities of key IMAs and staff personnel as well as permanently established reserve boards and teams.  The guide also lists IMA forms, reports, and worksheets used at Hill AFB.  Changes and updates should be submitted to the OO-ALC Reserve Advisor’s Office (OO-ALC/CCV). 
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FUNCTIONAL AREAS OF RESPONSIBILITY
It is the responsibility of the Individual Mobilization Augmentee (IMA) program at Hill AFB to accomplish the following:

· Recruit, train, and provide fully qualified officers and enlisted reserve resources for augmentation of active duty forces during contingency and war

· Perform peacetime workload, which reduces operational tempo, personnel tempo or realizes cost savings  

· Obtain skills and technical expertise not otherwise available from within the active or civilian workforce  

Although Hill AFB IMAs are members of the Air Force Reserve Command (AFRC), IMA authorizations are allocated to the supported commands.  AFMC as a supported command submits IMA requirements and receives IMA authorizations for distribution throughout the command.  IMAs are then assigned or attached to command organizations in support of Air Force or joint missions.

Unit commanders, directors, and supervisors exercise authority over assigned IMAs and are responsible for all aspects of military training, oversight, work assignment, organizational support, and performance evaluation of all IMAs assigned or attached for duty to their organizations.

Base IMA Administrator (BIMAA) 

The Base IMA Administrator’s office (75MSS/DPMR) is a function of the Military Personnel Flight (MPF) and reports directly to the 75th MPF Commander.  The office provides advice related to IMA personnel policies and procedures and provides oversight to support processes related to IMAs.  Besides providing customer service to IMAs, the office interfaces regularly with HQ ARPC, HQ AFMC/CCV, 75th MSS, and OO-ALC/CCR in addition to orderly rooms, unit coordinators, and IMA supervisors.   

The BIMAA is a full-time Active Guard and Reserve (AGR) position responsible to the Center Commander and the MA to the Commander for assigned IMA program responsibilities.  The Assistant Base IMA Administrator is a full-time civilian position assigned to the BIMAA Office and is responsible for support to the IMA Program as designated by the BIMAA.

The BIMAA office responsibilities include:  

· Inprocessing

· Reenlistments

· Promotions

· Discharges and retirements

· Classification

· Award and decoration submittals
· Officer Performance Reports, Enlisted Performance Reports, and rater changes

· Line of Duty determinations

· Duty title changes

· Training requirements and requests

· Enlisted High Year Tenure

· Security clearance requirements 

· Physical profiles

· Recall rosters and training

· Mobilization/Demobilization

· Individual Ready Reserve (IRR) muster

· Reserve Management Vacancy System (RMVS) update and products

· Alpha Roster distribution

· Unit Coordinator roster, training, and Continuity Book

· Staff Assistance Visits

· ARPC policy implementation

· IMA Database

· Hill IMA Guide Monitor

· Assist with commander programs

· Weight management

· Demand reduction (drug testing)

· Physical examinations

· Fitness testing
· BIMAA Support to Mountain Home AFB

Mobilization Assistant (MA) to the Commander (OO-ALC/CCR) 

The Mobilization Assistant to the Commander is the senior IMA at the center and reports directly to the Center Commander.  The MA to the Commander provides key interface with HQ AF/RE, HQ AFRC/CC, HQ ARPC, HQ AFMC/CCR, and HQ AFMC/CCV on reserve and more specifically IMA related policies and issues. 

The MA to the Commander responsibilities include:  

· Command section augmentation for peacetime and contingency operations

· Policy recommendations on all reserve forces at Hill AFB

· Identification, validation, and prioritization of reserve requirements

· Full integration of reserve forces into active duty operations

· Ogden ALC representation on the AFMC Reserve Corporate Board

· Co-chair of the Ogden ALC Reserve Management Review with the Center Commander

· Chair of the Hill AFB Reserve Corporate Board 

· Development, collection, and evaluation of reserve performance metrics

· Major program accomplishment reports to HQ AFMC/CCR and HQ AFMC/CCV

· Establishment of appropriate authorizations, ranks, and grades for each career field

· Adequacy of IMA recruitment, accession, utilization, and retention plans to meet future OO-ALC and Hill AFB reserve requirements
· Integration oversight of the IMA awards program with that of the active force 

· Review of all lieutenant colonel and colonel performance reports and promotion recommendations

· Review of all officer decorations
Reserve Senior Enlisted Advisor (SEA) to the Commander (OO-ALC/CCCR)

The Reserve SEA is responsible for all matters related to the morale and welfare of the reserve enlisted force and is the primary advisor to the Center Commander and the MA to the Commander on reserve-enlisted matters.  The MA to the Commander will designate a chief master sergeant from among those assigned to the center as the Reserve SEA.  Length of appointment is at the discretion of the MA, but is normally for one to two years.    

The Reserve SEA responsibilities include:

· Key interface with active duty command chiefs and chiefs groups to ensure full integration of enlisted IMAs into the active force

· Policy and oversight for timely accomplishment of enlisted performance reports, skill level training requirements, professional military education (PME) accomplishment, and promotions

· Evaluation of enlisted authorizations and grades for proper enlisted career progression 

· Evaluation of enlisted assignments for adequate productivity and mission accomplishment

· Quality and integrity of awards, promotions, and fill actions

· Integration of the IMA enlisted awards program with that of the active force

· Review and recommendations on all enlisted decorations

· Review of all members being considered for placement into senior master sergeant and chief master sergeant positions and assignment recommendations to the commander

· Review of all chief master sergeant performance reports
Reserve Advisor (OO-ALC/CCV)

The Office of the Reserve Advisor is a function of the OO-ALC Command Section and reports directly to the center Command Action Officer (OO-ALC/CCX).  The office provides oversight and advice related to reserve directives, policies, procedures, and resources.  Besides customer support to the IMAs, the office interfaces regularly with HQ AFRC, HQ AFMC/CCV, HQ ARPC, and the BIMAA Office.   

The Reserve Advisor is a full-time civilian position and is responsible to the Center Commander and the MA to the Commander for the overall day-to-day management of the IMA program.   The Assistant Reserve Advisor is a full-time civilian position assigned to the Office of the Reserve Advisor and is responsible for support to the IMA program as designated by the Reserve Advisor.  

The Reserve Advisor responsibilities include:

· Reserve authorizations and requirements

· IMA manpower requests

· Unit Personnel Management Roster (UPMR) management

· Extended Unit Manning Document (EUMD) changes

· Vacancy advertisement and status

· Recruitment

· Assignment approval

· Reserve Brigadier General Qualification Board (RBGQB)

· Special school announcements

· Application for senior service schools

· Application for senior NCO schools

· Colonel promotions

· IMA awards program liaison

· Government Travel Card requirements

· Conferences and workshops

· IMA Web Page

· AFMC policy implementation

· Program relations

· VIP support

· Gifts and presentations

· Reports

· HAFB Reports to HQ AFMC/CCV as required

· HAFB Reserve Advisor’s Quarterly Report  

The Assistant Reserve Advisor responsibilities include: 

· Program, budget, and account military personnel appropriation (MPA) man-days

· 139/179 man-day waiver

· Annual Tour, MPA, and School Tour orders

· School quota forecasts

· Application for Ready Reserve Assignment, AF Form 1288, and welcome letters

· Points and participation tracking

· Deployed status of IMAs

· Sanctuary

· Reports

· PERSTEMPO, Personnel Management Tracking System

· Man-day usage
· Points   

Unit Senior IMA

The ranking reserve officer in organizations with a sufficient number of assigned IMAs may be designated the Senior IMA for the organization by the Mobilization Assistant to the Commander.  Likewise, the ranking enlisted IMA may also be designated as Senior Enlisted IMA for the organization to assist the Senior Officer IMA.  The Senior IMA is the primary advisor to the director/commander for the organization’s IMA program.  The Senior IMA and Senior Enlisted IMA provide senior reserve leadership to the organization.

Senior IMA responsibilities include:

· Directorate/unit staff augmentation during peacetime and contingency operations

· Oversight of policies related to IMA management

· Ensure timely, accurate, and well-written IMA evaluation reports

· Efficient operation and administration of IMA program within the unit

· Oversight of IMA manpower requirements and authorizations

· Effective directorate/unit reserve manning and recruiting

· Projection and effective allocation of MPA man-days 

· Representation on the Hill AFB Reserve Corporate Board

· Career progression and IMA mentoring 

· Proper recognition through awards and decorations

· Oversight of IMA participation requirements

· Effective focus of reserve forces on mission and unit priorities

· Reports

· Quarterly Senior IMA Report

· Best List Report

Unit Coordinator 

The unit coordinator supports the director/commander, Senior IMA, and supervisors in the execution of the IMA Program within the organization.  The unit coordinator provides day-to-day liaison between the IMA, BIMAA, and Reserve Advisor on behalf of the director/commander.  Further guidance on the role of the unit coordinator is provided in the Unit Coordinator Continuity Book. 

Units with four or more IMAs will have a formally designated unit coordinator.  These duties may be assigned to military or civilian members.  Unit coordinator duties for civil servants will be included in the position description and will be evaluated in the appraisal.

Unit Coordinator responsibilities include:

· Ensure IMAs are ready for mobilization, including current shot records and mobility bags

· Assist IMA supervisors in fulfilling management responsibilities

· Assist supervisors in effective taskings, utilization, and mission training of IMAs

· Ensure timely and accurate performance evaluations and promotion recommendations

· Ensure award and decoration packages are requested and submitted 

· Maintain current recall rosters

· Ensure IMAs meet Air Force physical fitness standards

· Ensure IMAs meet Air Force weight and appearance standards

· Ensure funds are programmed and allocated for IMA mobility-related requirements

· Ensure funds are programmed and allocated for IMA travel and per diem

· Ensure funds are programmed and allocated for small arms and other training

· Ensure duty titles and rater information is current

· Maintain a current list of IMA supervisors and duty certification officials

· Ensure AF Forms 1288 and related assignments and reassignments are processed

· Update and track IMA metrics and individual information in the IMA Database

· Maintain Unit Coordinator’s Continuity Folder up to date

· The Reserve Coordinator should establish and maintain a Reserve-training folder for each IMA attached to the Organization.  The Reserve-training folder is a 6-part folder, arranged as follows:
 

Section I:  Personal Profile
                -  Biographical Sketch (optional)
                -  Personal Resume/AF Form 1288
 

Section II:  Duty Assignment Information
                -  Assignment Orders
                -  AF Form 2096, Classification/On-The-Job Training Action
                -  Promotion Orders
 

Section III:  Duty Forms and Orders (In date order/most current date on top)
                  -   AF Form 40a, Record of Individual Inactive Duty Training (see note 2)
                  -   AF Form 938, Request and Authorization for Active Duty Training/Active                                                                  

                       Duty Tour (see note 2)                               

· Copy of most recent AF Form 526, ANG/USAFR Point Credit Summary     (see note 3) 

Section IV:  End of Tour Reports/Metrics (in date order/most current date on top)
                   - OO-ALC Form 504, Individual Mobilization Augmentee (IMA), Tour of        

                     Duty Evaluation (see note 1)
 

Section V:  Other Official Records and Forms
                   -  Current Record Review report (RIP)

                   -  OPR/EPR Feedback Acknowledgement (Initial/Midterm)

                   -  Copies of OPRs/EPRs last three (optional)

 

Section VI:  Notes and Miscellaneous Info 
                   -  Duty Participation Schedule

                   -  Mentor Documentation

                   -  RCPHA/Dental, Physical Profiles

                   -  Fitness Program Assessment Report

                   -  Dependent Care Documents

                   -  Current SGLV Form 8286, SGLI Service members' Group Life Insurance   

                      Election and Certificate and SGLV 8286A, FGLI Family Coverage Election

                    -  Copy of v/RED, Record of Emergency Data  

                     -  Any other notes or documentation deemed relevant  

 Notes:
1.  Applies during the current quarter reporting period.  Remove and return to the reservist when the quarterly report has been completed.         

2.  Keep these items until the reservist's performance report has been completed or you have received and reconciled AF Form 526, ANG/USAFR Point Credit Summary, whichever occurs last.

3. Keep these until you receive a current copy from the member.  Remove and return to the reservist when you receive a current copy.  They are sent to the member's home of record every year.  

Commander Support Staff 

The Commander Support Staff is responsible for support to IMAs assigned or attached to the organizations that the staff services.  This includes administrative support to the commander, directors, unit coordinators, and IMA supervisors.  The Commander Support Staff processes all personnel issues before they are submitted to the commander.  In addition to administrative support, the staff interfaces regularly with the BIMAA office and OO-ALC/CCV. 

Commander Support Staff responsibilities include:

· Duty title

· Rater information

· Weight Management Program

· Demand Reduction Program

· Fitness Program

· OPRs and EPRs

· Record of Emergency Data, DD Form 93

· Promotions

· Extensions and reenlistments

MANAGEMENT STRUCTURE

Reserve Corporate Board (RCB) 

The Hill Reserve Corporate Board is responsible to the MA to the Commander for effective integration of all aspects of the IMA program.  The RCB is composed of the Senior IMAs, both officer and enlisted and is chaired by the Mobilization Assistant.  Members are responsible for oversight of program effectiveness and IMA performance within their respective units.  This includes shared policy development, implementation, and evaluation.  The Reserve Advisor and BIMAA are non-voting members of the RCB.  An Executive Secretary, Recorder, and Reporter provide staff support to the board.  The Quality Meeting Guide is used as the standard meeting agenda for the RCB.  For RCB meeting guidelines, see Attachment 1.

RCB Executive Secretary

The RCB Executive Secretary assists the MA to the Commander with all activities related to the RCB including tracking of action items identified by the board.  For a list of responsibilities, see Attachment 3.
RCB Recorder

The RCB Recorder records board proceedings and action items, publishes the official minutes for each RCB, and assists with tracking RCB action items and implementation.  The Recorder is responsible to the RCB Executive Secretary for board support duties as assigned, including arrangement for meeting facilities, meals, snacks, and visual aides.  For a list of responsibilities, see Attachment 4.

RCB Reporter

The RCB Reporter, normally the senior IMA in the Office of Public Affairs, prepares quarterly IMA articles to be submitted to HQ AFMC/CCV.  The RCB Reporter receives articles from the Senior IMAs, edits as required, assembles into proper format, and forwards to HQ AFMC/CCV on a quarterly basis.  The RCB Reporter also submits articles to the Hilltop Times and other publications as appropriate.   For a list of responsibilities, see Attachment 5.

Reserve Program Review (RPR) 

The Reserve Program Review is the center commander's semi-annual formal management review of the IMA Program at OO-ALC and is co-chaired by the MA to the Commander.  The objective of the review is to ensure mission effectiveness, military readiness, proper force structure, and adequate sustainment of center reserve forces.  At the review, directors and commanders present the status of the IMA program within their organizations to include customer satisfaction, productivity, and major accomplishments.  The meeting also provides a forum for the Center Commander to provide guidance and for the MA to the Commander to brief changes to policy or program.  The meeting normally coincides with the Reserve Corporate Board in May and November.  An Executive Secretary, Recorder, and the Awards and Decorations Manager provide staff support for the RPR.

RPR Executive Secretary
The RPR Executive Secretary schedules, prepares, and facilitates the Reserve Program Review.  The RPR Executive Secretary coordinates meeting times, location, and agenda with RCB Executive Secretary.  The RPR Executive Secretary oversees the data collection and production of briefing slides and acts as the facilitator at the Reserve Program Review.  For a list of responsibilities, see Attachment 6.

RPR Recorder 

The RPR Recorder collects IMA program quarterly metrics and accomplishments, prepares the RPR briefing charts, and records action items that may arise during the RPR.  For a list of responsibilities, see Attachment 7.

RPR Awards and Decorations Manager  

The RPR Awards and Decorations Manager administer the Officer of the Year and Junior Officer of the Year award programs in accordance with HQ AFMC/CCV guidance.  The Manager establishes milestones, provides notifications and suspense’s, collects submission packages, assists the MA to the Commander with the selection process, and forwards packages and other related information as necessary.  In addition, the Awards and Decorations Manager assists the Reserve SEA as necessary with enlisted awards program.  The Manager reports awards and decoration metrics to the RCB.  For a list of responsibilities, see Attachment 8.

Reserve Chiefs Group (RCG)
The Reserve Chiefs Group is comprised of all Hill AFB IMA chief master sergeants and is chaired by the Reserve SEA. The Chiefs Group assists the MA to the Commander and the Senior IMAs with the effective and efficient use of enlisted IMA resources and the implementation of policies related to the enlisted IMA force.  The Chiefs Group meets quarterly or as needed to discuss and resolve issues and concerns affecting the IMA enlisted force.  The Group maintains the Chiefs Group Constitution and By Laws.

MANAGEMENT TOOLS

IMA End-of-Tour Report  

The Individual Mobilization Augmentee (IMA) Tour of Duty Evaluation, OO-ALC Form 504, commonly referred to as the end-of-tour report, is the primary tool used to track and analyze individual duty accomplishments and provides active duty oversight at OO-ALC.  The document captures expenditure of hours by category, certification of savings and production, customer satisfaction, and supervisory feedback.

The IMA completes Parts I and III at the completion of a tour of duty and submits the form to the supervisor.  After completing Part II, the supervisor forwards the form to the unit coordinator for incorporation into unit metrics and filing in the IMA’s individual folder.  The end-of-tour report provides a record of accomplishments to IMAs and supervisors for OPR/EPRs, awards, and decorations.  For the Individual Mobilization Augmentee (IMA) Tour of Duty Evaluation, OO-ALC Form 504, see Attachment 9.

IMA Database 

The IMA Database provides a tool for effective management of the IMA program through data collection and reporting.  The Base IMA Administrator is the official owner of the database and is responsible for oversight.  The IMA Database combines information from several official sources with locally maintained fields; e.g., tracking OO-ALC Form 504 data.  The IMA Database Manager and IMA Database Team provide technical support to the BIMAA and the MA to the Commander.  For the database support guidelines, see Attachment 10.
IMA Web Page

The IMA Web Page provides one-stop-shopping web access to a host of IMA program related information. The IMA web button is located on the Hill AFB home page (http://hill.af.mil).  Although the MA to the Commander has overall authority for web content, an IMA Web Support Team performs maintenance and update functions.   For web page support guidelines, see Attachment 11.

IMA Mentoring Program

In general, mentoring is defined as “a relationship in which a person with greater experience and wisdom guides another person to develop both personally and professionally.”  Within the IMA force, the mentoring of fellow IMAs (especially new IMAs who may be totally unfamiliar with new terminology, procedures, and programs) is especially important since members participate on more or less an individual basis.  Being able to lean on a fellow IMA with more experience and be mentored creates a better environment for all IMAs to be productive members of the total force.  The MA to Commander mentors each of the Senior IMAs and the Reserve SEA.  In turn, Senior IMAs mentor the next level below them and ensure that every IMA in the unit is assigned a mentor.  For the mentoring program guidelines, see Attachment 12.   

IMA Conference

Every two years, Hill AFB hosts a conference for all IMAs assigned or attached to Hill AFB.  The purpose of the conference is to update IMAs on issues important to accomplishment of the Air Force mission, IMA program related issues, and specific issues related to management of their reserve careers.   As a minimum, representatives from HQAF/RE, HQ ARPC, and HQ AFMC provide briefings and updates to the IMAs.  Motivational speakers are included to enhance the overall effectiveness of the conference.  For the IMA conference guidelines, see Attachment 14. 

IMA Awards and Recognition Program
Officer and enlisted award programs are conducted each year within several of the functional organizations and are administered by each respective functional community.  In addition, the Reserve Officers Association sponsors officer Outstanding IMA of the Year awards.  The RPR Awards and Decorations Manager administers the IMA officer programs and the Reserve SEA administers the IMA enlisted programs in accordance with HQ AFMC/CCV guidance.  The Reserve SEA also administers the 12 Outstanding Airmen of the Year program for the IMAs.  For the IMA awards and other recognition program guidelines, see Attachment 15. 

IMA Annual Calendar

The IMA Annual Calendar provides general guidance and due dates for reports and meetings related to the RCB, RCG, and RPR.  The Calendar covers the calendar year from January to December.  The RCB Executive Secretary is responsible for preparing, updating, and distributing the IMA Annual Calendar.  For calendar guidelines, see Attachment 2.

IMA Sponsorship Program

The IMA Sponsorship Program is designed to help newly gained IMAs transition into the reserve program at HAFB.  Individuals new to Hill AFB or new to the IMA program will be assigned a sponsor to assist in their new assignments.  Transition from being an active duty or a unit reserve program member to becoming an IMA can be a daunting experience.  The IMA Sponsorship Program facilitates entry into the IMA assignment, promotes positive engagement by the organization, and gives the new IMA a firm foundation for pursuit of a successful reserve career.  For sponsorship guidelines, see Attachment 16.

FORMS AND REPORTS

OO-ALC Form 504, Individual Mobilization Augmentee (IMA) Tour of Duty Evaluation  (see Attachment 8)  

HAFB Mentoring Report 
The HAFB Mentoring Report provides a recommended format for documenting the assignment of the mentor and recording of periodic mentoring.  When the assignment of the IMA mentor is recorded on this format, a copy should be provided to the IMA, IMA’s supervisor, and mentor.  A copy should be placed in the IMA’s folder.  For the Mentoring Report, see Attachment 13.

HAFB Senior Reservist Quarterly Report 

The HAFB Senior Reservist Quarterly Report format is used by the Senior IMA to report on the status of the unit’s IMA program.  The reports are sent to the MA to the Commander and the RCB Executive Secretary who distributes them to all the Senior IMAs and IMA Staff.  For the Senior Reservist Quarterly Report, see Attachment 17. 

HAFB Unit Coordinator Quarterly Report
The HAFB Unit Coordinator’s Quarterly Report is produced by the unit coordinator to summarize the IMA activities and management actions that occurred in the reported quarter.  The reports are submitted to the RPR Recorder who compiles the data to prepare the RPR briefing slides.  For the Unit Coordinator’s Quarterly Report, see Attachment 18.

HAFB Best List Report  

The Best List Report is used by Senior IMAs to identify their best officer and enlisted IMAs.  The Best List is submitted to the MA to the Commander as indicated in the IMA Annual Calendar.  The report includes a separate page in Top Performer format for the organization’s number one top performer.  For the Best List Report, see Attachment 19.











MICHAEL B. NEWTON, Col, USAFR











Mobilization Assistant to the OO-ALC Commander

REFERENCES

Air Force Instruction 36-2629, Individual Mobilization Augmentee Management

HQ ARPC IMA Guide (on ARPC Web page)

HQ AFMC IMA Web Page

Hill AFB IMA Web Page

Hill AFB Unit Coordinator’s Continuity Book

Attachment 1

RCB STANDARD MEETING GUIDELINES

The Hill RCB meeting agenda will usually follow the following standard agenda.

PURPOSE: 
IMA Program Management

ROLES: 

Leader:

Mobilization Assistant (MA)  

Facilitator:  
RCB Executive Secretary

Timekeeper:  
RCB Executive Secretary

Recorder:  

RCB Recorder 

ITEM








FACILITATOR




INTERVAL

Set roles, agenda, administration

RCB Exec Sec





5 Mins

Chaplain's corner





Chaplain
  





5 Mins

Welcome and settle




CCR 
                   



10 Mins

CCV report






CCV







25 Mins

BIMAA report






BIMAA
   





20 Mins

Unit coordinators forum



CCR







45 Mins

Enlisted issues






CCCR

   





30 Mins

Awards and decorations



RPR Awards & Decs Manager
20 Mins

Action item review




RCB Exec Sec
  




20 Mins


New business






CCR

     





20 Mins


Set calendar






RCB Exec Sec
  




5 Mins

Wrap up







RCB Exec Sec





5 Mins



Closing remarks





CCR







5 Mins


Reserve Program Review



RPR Exec Sec





90 Mins

    Location: Bldg. 1102, Air Room
Attachment 2

IMA ANNUAL CALENDAR GUIDELINES
The IMA Annual Calendar covers the calendar year January through December.

The Hill Reserve Corporate Board (RCB) guidelines are:

· RCBs are numbered by the fiscal year starting in November as CB XX/1.

· RCBs are normally held in February, May, August, and November.

· RCBs are scheduled for the third Friday and Saturday of February and August, and the third Thursday and Friday of May and November.  Resolve holiday weekends as required.

· Request agenda items six weeks before the RCB.

· Agenda items are due three weeks before the RCB.

· Senior Reservist Quarterly Reports are due three weeks before RCB. 

· RCB minutes should be published within two weeks after the RCB.

RCB report guidelines are:

· Unit Coordinator Quarterly Reports are submitted to the RPR Executive Secretary and RPR Recorder.

· Senior Reservist Quarterly Reports are submitted to the RCB Executive Secretary and RPR Executive Secretary.  The RCB Executive Secretary and RPR Executive Secretary will:

· Distribute the reports to all RCB members.

· Distribute Section 5, Accomplishments and Articles, to the RCB Reporter.

· Distribute Section 6, Reserve Program Review Slide, to the RPR Recorder.  

The Hill Reserve Program Review (RPR) guidelines are:

· RPRs are numbered with the same fiscal year number as the corresponding RCB, i.e. RPR XX/1.

· RPRs are normally held on the first day of the RCB in May and November.

· Request RPR briefing data six weeks before the RPR.

· Require RPR briefing slides revisions are due three weeks before the RPR.

· Unit Coordinator Quarterly Reports are due three weeks before RCB.

Hill IMA awards and decorations guidelines are:

· Decorations should be submitted as required.

· Nominations for the Junior Officer of the Year are due 1 August every year.

· Nominations for Outstanding IMA Officer, Senior NCO, and NCO of the Year are due 23 November every year.

· OO-ALC Military Awards Banquet is normally held in late January or early February each year.

SAMPLE IMA ANNUAL CALENDAR

JANUARY:

4

RCB 02/2 request for agenda items

17

Awards Banquet

25

RCB 02/2 agenda items due

25

Senior Reservist Quarter Reports due

25

Unit Coordinator Quarterly Reports due

FEBRUARY:

15-16 RCB 02/2

MARCH:

29

RCB 02/3 request for agenda items

29

RPR 02/3 request for RPR data

APRIL:

19

RCB 02/3 agenda items due

19

RPR 02/3 data revisions due

19

Senior Reservist Quarterly Reports due

19

Unit Coordinator Quarterly Reports due

MAY:

9
RPR 02/3

9-10
RCB 02/3
JUNE:

JULY:

5

RCB 02/4 request for agenda items

26

RCB 02/4 agenda items due

26

Senior Reservist Reports due

26

Unit Coordinator Quarterly Reports due

AUGUST:

1
Nominations Due: Junior Officer of Year
16-17
RCB 02/4

SEPTEMBER:
OCTOBER:

11

RCB 03/1 request for agenda items

11

RPR 03/1 request for data

NOVEMBER:

1
RCB 03/1 agenda items due

1
RPR 03/1 data revisions due

1
Senior Reservist Quarterly Reports due

1
Unit Coordinator Quarterly Reports due 

10
Nominations Due:  Outstanding IMAs of the Year (Officer/Sr NCO/NCO)

21
RPR 03/1

21-22
RCB 03/1

DECEMBER:

2003 Projected Dates

FEBRUARY:

21-22
CB 03/2
MAY:

15
RPR 03/3

15-16
RCB 03/3
Attachment 3

 RCB EXECUTIVE SECRETARY RESPONSIBILITIES

The RCB Executive Secretary is responsible for assisting the Mobilization Assistant to the Commander with all activities related to Reserve Corporate Board meetings.  Responsibilities include:

Prior to the meeting:

· Reserve the meeting room. 

· Send out a notice requesting agenda items Senior Reservist Quarterly Reports.

· Send out the draft agenda and Senior Reservist Quarterly Reports to RCB members, RCB staff, and the unit coordinators.

· Consolidate meeting agenda items and prepare draft agenda.

· Coordinate with CCR to finalize meeting agenda.

· Consolidate Senior IMA reports.

· Answer questions on meeting agenda items.

· Set up meeting room computer projection system, overhead system, video system, and laptop computer.

· Coordinate luncheons and other RCB functions.

During the meeting:
· Provide oversight of the RCB meeting agenda and last minute changes.

· Serve as meeting facilitator.  Ensure that the RCB standard meeting guide is used for all meetings.

· Provide general administrative support (e.g., additional copies of documents).

· Collect and merge all slide presentations into a meeting master file.

· Collect, copy, and compile all handout materials. 

· Review the status of action items and initiatives.

· Review the IMA Annual Calendar and confirm dates for next RCB and RPR meetings.

· Circulate the RCB connectivity list for review and changes.

· Make sure meeting room is left in orderly condition.

After the meeting:
· Review notes and the action item list with recorder.

· Review and edit draft minutes from recorder.

· Review edited draft minutes with the MA and revise as required.

· Distribute minutes to the RCB members and staff.

· Update and distribute the RCB connectivity list to RCB members and staff.

· Update and distribute RCB action items list to RCB members and staff.

· Update and distribute current the IMA Annual Calendar to RCB members and staff.

· Other duties as assigned by the MA to the Commander.

Attachment 4

RCB RECORDER RESPONSIBILITIES
The RCB Recorder assists the RCB Executive Secretary as required with duties related to the RCB.  The Recorder is responsible for capturing board proceedings and action items and preparing the minutes of each meeting.  Responsibilities include:

· Circulate the RCB attendance sheet.

· Record minutes, action items, and future agenda topics.
· Review notes and the action item list with RCB Executive Secretary.

· Draft the RCB minutes and forward to RCB Executive Secretary.


· Provide general administrative support (e.g., additional copies of documents).

· Obtain refreshments for meeting.  Collect funds for refreshments.

· Make sure meeting room is left in orderly condition.

Attachment 5

RCB REPORTER RESPONSIBILITIES
The RCB Reporter is responsible for compiling, editing, and submitting articles and pictures to HQ AFMC/CCV and to the Hilltop Times for publication. The articles and pictures highlight IMA organizational activities and significant accomplishments.  As part of the Senior Reservist Quarterly Report, Senior IMAs are encouraged to submit organizational articles and pictures (Item 5 – Accomplishments and Articles in Attachment 17).  Article submissions for publication are accomplished as follows:



HQ AFMC/CCR Article Submissions

· Senior IMAs submitting articles will forward a copy to the RCB Reporter.

· RCB Reporter compiles and edits the articles for sufficient content.

· RCB Reporter forwards copies of the finalized articles and pictures to OO-ALC/CCR, OO-ALC/CCV, and to HQ AFMC/CCV. 

· HQ AFMC/CCV suspense date is 35 days prior to the AFMC Commanders Conference (held approximately three times yearly). 

Hill AFB - Hilltop Times Article Submissions

At least quarterly, the RCB Reporter will select one or more articles from those submitted to AFMC/CCV and submit them for publication in the Hilltop Times.  The RCB Recorder will coordinate the article submission with the Hilltop Times editor for content revision or expansion, as required.
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RPR EXECUTIVE SECRETARY RESPONSIBILITIES
The RPR Executive Secretary is responsible for assisting the Mobilization Assistant to the Commander for all activities related to the Reserve Program Review and IMA metrics at Ogden Air Logistics Center.  Responsibilities include:

Prior to the RPR:
· Schedule the RPR with the Commander’s Action Group. 

· Invite the Senior IMAs and unit coordinators to the RPR.

· Oversee the collection of quarterly data and preparation of the RPR briefing.

· Prepare copies of the RPR for the center commander, center vice commander, and Mobilization Assistant to the Commander.

· Present the RPR to the MA to the Commander prior to preparing the final RPR.

During the RPR:
· Provide oversight of the RPR and last minute changes.

· Provide copies of the RPR for the center commander, center vice commander, and MA to the Commander.

· Serve as the RPR facilitator.

After the RPR:
· Provide a historical copy of the RPR to the Reserve Advisor.

· Review notes and action items with RPR Recorder.
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RPR RECORDER RESPONSIBILITIES

The RPR Recorder assists the RPR Executive Secretary as required with duties related to the RPR.  Responsibilities include:

· Request quarterly data input from unit coordinators, Senior IMAs, Reserve Advisor, Military Personnel Flight, and the RPR Awards and Decorations Manager three weeks prior to the RCB.

· Consolidates data and enters that data into the RPR briefing.
· Distributes a draft RPR to the Senior IMAs for review.

· Pre-briefs the RPR to the MA to the Commander, Reserve Advisor, and BIMAA prior to the RCB, normally one to two days prior to the RCB.


· Records action items arising from the RPR.

· Submits electronic and hard copies of the RPR to t Reserve Advisor’s office.

Attachment 8

RPR AWARDS AND DECORATIONS MANAGER RESPONSIBILITIES

The RPR Awards and Decorations Manager administers the officers awards program. The Manager also reports awards and decorations metrics for the RCB.  Responsibilities include:



Officer Awards

· Provides notification and suspenses for officer awards.

· Established milestones for award nominations.

· Collects awards nominations.

· Assists the MA with the selection process.

· Submits officer award nominations as required.

Maintains a copy of all award nomination packages in the Reserve Advisor’s office.



IMA Awards and Decorations Metrics

· Maintains a historical record of award nominations and selections.

· Collects decorations data.

· Prepares decorations metrics.

· Presents awards and decorations metrics at the RCB.

· Provides decorations data to Senior IMAs.

Coordinates attendance of the Junior Officer of the Year nominees at the OO-ALC Military Awards banquet.

Nominees are submitted to the Command Chief's office by 10 January of each year.

· Name, rank, and directorate.

· Spouse's if applicable and attending.

The directorate will purchase tickets for nominee and spouse.

Assists the Reserve SEA as requested with the enlisted IMA awards program.
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OO-ALC FORM 504
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HILL AFB IMA DATABASE MANAGEMENT

The IMA Database Administrator is responsible for maintaining user accounts, importing data, and disseminating IMA Database information.  These responsibilities include:

· Maintain user accounts.

· Import data at specified time intervals from designated sources.

· Maintain an IMA Database user e-mail distribution list.

· Distribute IMA Database information to users.

The IMA Data Base Team is responsible for planning and implementing enhancements and changes, ensuring the database operates as intended, and maintaining system manuals and documentation.  These responsibilities include:

· Ensure the IMA Database operates as intended.

· Plan and implement modifications to correct IMA Database errors.

· Plan and implement enhancements and changes as approved by CCR.

· Maintain the IMA Database User Manual and ensures distribution to all users.

· Maintain the IMA Database Administrator’s Manual.

· Maintain IMA Database system documentation.

· Ensure that users are promptly informed of system problems, system changes, enhancements, and other applicable user information.

· Consider IMA Database changes suggested by users.

· Ensure that IMA Database Technical Support provides user assistance.

IMA Database Technical Support personnel are responsible to provide technical assistance to users of the IMA Database.  These responsibilities include:

· Establish a process to provide timely assistance to users.

· Inform users how to contact IMA Database Technical Support.

· Respond to user requests for technical support within a reasonable amount of time.

· Maintain a log of requests for technical support.

Attachment 11

HILL AFB IMA WEB PAGE

The HAFB IMA Web Page is managed by a team composed of a team leader and at least two members capable of writing HTML code and posting web page inputs.  

· The team leader serves as gatekeeper for the page and receives all requests for additions, changes or deletions to the web page.  

· The senior technical support team member serves as the webmaster.

Upon approval of additions, changes, or deletions to the IMA Web Page, the team leader forwards the web page request to the webmaster who ensures that the appropriate action is completed.

Attachment 12

HAFB IMA MENTORING PROGRAM

Mentoring is the subject of AFPD 36-34, Air Force Mentoring Program, and AFI 36-3401, Air Force Mentoring, which describe the overall goals of the Air Force Mentoring Program.

Mentor Assignment.  Every IMA needs a more senior IMA as the mentor.  The Senior IMA oversees the assignment of mentors.  

For newly assigned IMAs, the Senior IMA (officer or enlisted as appropriate) should be a step on the unit's in-processing checklist.  The Senior IMA should ensure that the individual is assigned a mentor, usually someone who works in the same general area as the newly assigned IMA.  As IMAs come and go, mentoring assignments change and the Senior IMA’s review of mentoring assignments should result in the appropriate adjustments of mentoring responsibilities.

The Senior IMA ensures that mentors are assigned and documented.  The Senior Enlisted IMA should also take an active role in monitoring effectiveness of the mentor program among the enlisted IMAs.

Periodic Mentoring.  Although we are a seamless force, the IMA program has distinct differences from the active duty.  Since not all active duty or civilian supervisors of IMAs fully understand the IMA program, IMAs need more senior IMAs to act as advocates and mentors.

Mentors are responsible for conduct periodic, one-on-one mentoring sessions with their assigned IMAs.  Semi-annual mentoring sessions are recommended.   Between mentoring sessions, IMAs are encouraged to ask their mentors for advice or help as needed on IMA-related issues.  The mentoring program is not intended to replace the formal supervisory chain of command, but plays an advisory role that augments this chain.  Additionally, mentoring sessions are distinctly different from performance feedback sessions. 

Responsibility for ensuring that periodic mentoring is accomplished rests jointly with the Senior IMA, the mentors, and the IMA to be mentored.  For enlisted IMAs, the Senior Enlisted IMA will be involved in assisting their Senior IMA with management of the mentoring program.  The bottom line for all IMAs is that if you feel you need a mentoring session, ask for it! 

General topics that may be discussed during mentoring sessions include but are not limited to:
· Duty assignment clarity, progress, scheduling, and effectiveness. 

· Assignment paths.

· PME and academic education.

· Promotions.

· Training requirements.

· Awards and decorations.

· Personal appearance, fitness, and professional responsibilities.

· Problem areas. 
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HILL AFB IMA MENTORING REPORT

IMA’s Assignment Information

IMA Name:_______________________________________     Grade:_____________

(Last, First, MI)

Unit of Assignment:________________    Office Symbol:______   Duty Phone:______

Unit of Attachment:________________    Office Symbol:_______  Duty Phone:______

(if different from unit of assignment)

IMA's Supervisor Name:_______________________________



(Last, First, MI)

Supervisor’s Rank/Grade:______________     Supervisor’s Duty Phone:__________ 

IMA’s Assigned Mentor Information
Mentor's Name: ___________________________________     Grade:_____________

(Last, First, MI)

Mentor’s organization/office symbol:_______________________________________

Mentor’s duty phone:_____________    Home phone:________    Work phone:________

Effective date of mentor assignment:________________

______________________________               _______________________________

IMA’s signature








Mentor’s signature

Record of Mentoring Sessions


Date




Comments





________________________________________________________________





________________________________________________________________





________________________________________________________________





________________________________________________________________
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HILL AFB IMA CONFERENCE

Planning the Hill IMA conference is conducted by a committee.  The MA to the Commander assigns the IMA conference chairperson. 

Responsibilities of the conference chairperson include:



Overall conference planning and guidance.

· Establish a plan of action and milestones.

· Establish subcommittees and appoint subcommittee chairs.  Subcommittees include:

· Facilities

· Protocol

· Transportation

· Lodging

· Registration

· Communication, Computer, and Audio Visual (AV)

· Awards

· Administration

· Coordinate development of the agenda and selection of guest speakers with the MA to the Commander.

· Prepare initial notification letters to AFMC, ARPC, center commander, and base and center agencies needed for local support.

· Ensure that conference planning tasks are assigned and completed on schedule.

· Seek volunteers to work on the conference subcommittees and other taskings.

· Identify conference master of ceremonies.

· Prepare invitation correspondence to guest speakers.

· Prepare thank you correspondence to guest speakers.

· Keep the MA informed of conference planning.

Responsibilities of the subcommittees include:


Facilities

· Determine facility requirements.

· Schedule the facilities including main conference and breakout rooms.

· Schedule meals that are included with the conference.

· Coordinate audiovisual equipment with communication and AV subcommittee.

· Schedule other facilities as may be required.


Protocol

· Coordinate lodging for distinguished visitors (DVs) and guest speakers with lodgings subcommittee.

· Coordinate DVs with the center protocol office.

· Coordinate DV and guest speaker gifts and other events.

· Coordinate DV and guest speaker’s spouse events. 

· Obtain biographies for DVs and guest speakers.

· Assist in script writing for the master of ceremonies.

· Arrange seating, name plates, and other special arrangements for DVs and guest speakers for all conference events.

· Arrange the order and direct the entry of DVs and guests into the conference.

· Arrange for escort officers.

Brief escort officers on their responsibilities to provide message support, administrative support, etc. for DVs and guests.

· Coordinate Honor Guard/Color Guard and national anthem for opening and closing ceremonies.


Transportation

· Assist in writing the letter to all IMAs requesting lodging information (date/time of arrival, length of stay, transportation needs).

· Identify transportation requirements, including DVs and guest speakers.

· Schedule transportation requirements with the base motor pool.

· Schedule drivers as needed.


Lodging

· Assist in writing the letter to all IMAs requesting lodging information (date/time of arrival, length of stay, transportation needs).

· Identify lodging requirements, including guest speakers and DVs.

· Coordinate with Protocol office on lodging for DVs.

· Pre-register DVs.

· Place gifts in DV rooms.

· Provide DV room keys to DV escorts.

· Place a copy of the conference handbook in each DV room.

· Reserve lodging requirements.

· Coordinate with the transportation subcommittee.


Registration

· Develop a registration form and tracking system.

The conference tracking system should record attendance, transportation requirements, lodging requirements, fee payment, and conference events registration.

· Maintain registration records.

· Establish a conference check-in process and designate a team.

· Maintain the conference budget.

· Establish a conference bank account.

· Pay expenses and maintain an accounting for all funds.

· Prepare a financial report after the conference.

Communication, Computer, and Audio Visual

· Determine conference emergency telephone to provide to IMAs prior to arrival.

· Identify conference communication (e.g., telephone, fax), computer, audiovisual, and support equipment (e.g., copy machine) requirements.

· Obtain conference, computer, AV, and support equipment.

· Establish conference command center and message board.

Awards

· Identify IMAs to be recognized for awards.

· Prepare award recognition items.

· Script award recognition ceremony.

· Notify award recipients.

· Coordinate a photographer for the award recognition ceremony.

Administration

· Maintain the conference planning book.

· Develop the conference handbook.

· Coordinate the preparation of conference announcement letter to IMAs.

· Coordinate the preparation of invitation letters to guest speakers and DVs.

· Coordinate printing of the conference handbook.

· Coordinate the preparation of thank you letters to DVs and conference guests.

· Obtain videos and other special audiovisual materials for the conference.

· Order gifts as needed.

· Provide other assistance as requested by the conference chairperson and the MA.

Responsibilities of Senior IMAs and unit coordinators include:

· Mail all conference correspondence to IMAs and record all return mail and responses.

· Forward all checks/monies to the designated conference funds manager.

· Prepare the agenda for the unit meeting segment of the conference.
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HAFB IMA AWARDS AND RECOGNITION PROGRAM

Officer Awards.  The IMA Awards and Decorations Manager administers the following:

Junior Officer of the Year Award

· Annual guidance is published by HQ AFMC/CCV.

· The IMA Awards and Decorations Manager distributes guidance to Senior IMAs and unit coordinators.

· Award nomination should be submitted to the directorate by 1 August of each year.

· Award nominations are reviewed by the Reserve Corporate Board.
Outstanding Officer IMA of the Year Award 

· Annual guidance is published by HQ AFMC/CCV.

· The IMA Awards and Decorations Manager distributes guidance to Senior IMAs and unit coordinators.

· Award nomination should be submitted to the directorate by 1 November of each year.

· Award nominations are reviewed by the Reserve Corporate Board.

Enlisted Awards.  The Reserve SEA to the Commander administers the following:

Airman, NCO, and Senior NCO of the Quarter and Year (active duty)

· Guidance is published 1 November of each year.

· Award nomination should be submitted to the directorate by 1 December of each year.

· Award nomination should be submitted to OO-ALC/CCC by 15 December of each year.

· The award nominations are reviewed by the Enlisted Chiefs Panel by 30 December of each year. 

Outstanding Airman, NCO, and Senior NCO of the Year 

· Annual guidance is published by 1 November by HQ AFMC/CCV.

· The Reserve SEA distributes guidance to Senior IMAs, Senior Enlisted IMAs, and unit coordinators.

· Award nomination should be submitted to the directorate by 1 December of each year.

· Award nomination should be submitted to OO-ALC/CCC by 15 December of each year.

· Award nominations are reviewed by the Enlisted Chiefs Panel by 30 December of each year.  The panel, composed of a chair and five chiefs, uses the rating criteria provided by OO-ALC/CCC.
Twelve Outstanding Airmen of the Year

· Annual guidance is published by HQ AFMC/CCV.

· The Reserve SEA distributes guidance to Senior IMAs, Senior Enlisted IMAs, and unit coordinators.

· Winning nominations are forwarded to HQ AFMC prior to the published date.

· The Reserve SEA selects two nominations to forward to HQ AFMC if there are nominations in all three categories.

Ogden ALC Military Awards Banquet

· Recognize nominees and winners

· Junior Officer of the Year

· Airman, NCO, and Senior NCO of the Year (active duty)

· Outstanding Airman, NCO, and Senior NCO IMA of the Year

· Nominee and winner are submitted to the Command Chief's office by 10 January of each year.

· Name, rank, and directorate.

· Spouse's name if applicable and attending.

· The directorate will purchase tickets for nominee and spouse.

· The Reserve SEA will assist the Command Chiefs office with seating charts.

IMA Awards Guidance.  IMA awards and recognition program guidance for awards administered by the active duty is provided in AFI 36-2803, The Air Force Awards and Decorations Program,  AFI 36-2923, Aeronautical Duty and Occupational Badges, and other available guidance.  Reserve-unique awards and recognition guidance is in AFI 36-2808, Outstanding Officer and Enlisted IMA of the Year Awards and other guidance as available.  Both HQ AFRC and HQ AFMC establish and provide annual submission criteria for awards and decorations through the Reserve Advisor.

Recognition of Outstanding Unit Coordinators and Supervisors.  Nominations for outstanding support to the IMA program by a unit coordinator or supervisor are submitted with the Senior IMA's (officer or enlisted) concurrence.  The nomination consists of a nomination letter with justification of the nominee's significant contributions to the IMA program.  The Senior IMA submits the nomination to the MA to the Commander or Reserve SEA to the Commander for approval and award of a center or reserve coin and a certificate of appreciation.  The organization’s Senior IMA arranges a time and place for the presentation.  

Recognition of a Director/Commander Upon Retirement or Departure.  A Senior IMA may recognize a director or commander upon retirement or departure for outstanding support to the IMA Program.  The Senior IMA may collect contributions from the IMAs assigned to the organization for purchase of an appropriate gift.  The Senior IMA arranges for the gift presentation at one of the scheduled retirement/departure occasions.  

Recognition of a Senior IMA Upon Retirement or Departure.  

· A Senior IMA, officer or enlisted, departing the HAFB IMA program is provided the following:  

· Dinner for Two:  Dinner at a restaurant of choice sponsored by the members of the RCB and hosted by the MA to the Commander.  A luncheon is optional in place of a dinner. 

· An Engraved Eagle.  Presented to the Senior IMA at the dinner by the MA to the Commander.

· An Engraved Box.  Presented to the spouse of the Senior IMA at the dinner by the MA to the Commander.

· Gifts and meals are paid for by contributions from the RCB members.  The engraved eagle and gift box may be obtained from the Reserve Advisor when given sufficient notification to have the engraving completed.

· All other retirement and departure activities are the responsibility of the IMA’s organization.  Senior IMAs are normally accorded the same recognition as provided to their active duty counterparts.  

Presiding Officials.  Decorations, awards and other recognition events are normally presided over by an appropriate active duty member.  However, Senior IMAs, the Reserve SEA to the Commander, and the MA to the Commander are available to act as presiding officials upon request.   Requests should be submitted to the Reserve Advisor for approval.   
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Hill AFB IMA SPONSORSHIP PROGRAM

Each IMA newly gained to Hill AFB or new to the IMA program will be assigned a sponsor to help facilitate their transition into the program.  The sponsor plays an important role especially in assisting the new IMA in the understanding of fiscal year participation requirements, how to schedule a tour of duty, and retirement/retention year requirements.

In most cases, the IMA’s mentor can also serve as the sponsor.  Having the mentor serve in the sponsor role provides continuity for the IMA and mentor, and does not create additional roles that must be administratively tracked.  The unit Senior IMA will assign a sponsor when the IMA is selected for assignment to the unit.  In those cases where the sponsor is not the IMA’s mentor, the sponsor and mentor will have to arrange a point at which the sponsor’s role ends and notify the IMA.

Upon notification of having been assigned an incoming IMA to sponsor, the sponsor should: 

· Contact the IMA as soon as possible.

· Provide the IMA information on how he/she may contact you.

· Provide any special information that may be helpful.

· Refer the IMA to information sources to answer his/her questions.

· Provide follow-up contact as necessary.

The sponsor is not solely responsible for the success of the IMA’s transition to the Hill IMA team.  Since the sponsor is also an IMA and consequently has significantly limited time available, the sponsor can use the IMA support staff and resources at Hill AFB, particularly the Unit Coordinator.  In addition,

· The IMA is responsible for reading all material provided by ARPC, Hill IMA management staff, assigned unit, and conducting any required research.

· The IMA’s supervisor is not relieved of responsibility and has a vested interest in having the IMA begin the first tour on a positive note. 
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HILL AFB SENIOR RESERVIST QUARTERLY REPORT

	Submitted By:       
	Date:                    Org:     


	1.  Manning and Assignment Status - List vacancies, additions, losses, projected additions, projected losses (include name, rank, date): COMMENTS  \* MERGEFORMAT  COMMENTS  \* MERGEFORMAT 

 SUBJECT  \* MERGEFORMAT 


	2.  Awards/Decorations - List awards/decorations submitted and status (type, date):                                            
     



	3.  Action Item Status - List action items assigned, action taken, closure (or estimated) date:                                                                    
     



	4.  Comments or  “Hot” Issues - List any hot issues to include any critical needs (manpower, man-days, skills, etc.):                                                                    
     



 Senior Reservist Quarterly Report                                               (Page 2)

	5.  Accomplishments and Articles  (highest priority to lowest priority)

	1
	Name/Rank:                                                                           Submit as Article?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
No  COMMENTS  \* MERGEFORMAT 

	
	Mission Area:     

 COMMENTS  \* MERGEFORMAT 
	Picture Included?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
No

	
	     

	2
	Name/Rank:      

 FORMTEXT 
                                                               Submit as Article?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
No  COMMENTS  \* MERGEFORMAT 

	
	Mission Area:      

 COMMENTS  \* MERGEFORMAT 
	Picture Included?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	
	      
 COMMENTS  \* MERGEFORMAT 

	
	Name/Rank:      

 FORMTEXT 
                                                               Submit as Article?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
No  COMMENTS  \* MERGEFORMAT 

	
	Mission Area:       
	Pictures Included?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	3
	      
 COMMENTS  \* MERGEFORMAT 

	
	Name/Rank:      

 FORMTEXT 
                                                               Submit as Article?  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
No  COMMENTS  \* MERGEFORMAT 

	
	Mission Area:       
	Pictures Included?  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	4
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	6.  Reserve Program Review Slide – List your top three accomplishments below in bullet format to be shown at the next Reserve Program Review.

                               Organization:  _____________   
· Bullet One:

· Bullet Two:

· Bullet Three:

Reserve Program Review Remarks –

           Issues – If your commander/director has an issue he/she would like addressed in the RPR, list the issue here in detail. 

          Comments – If your performance metrics (production, customer satisfaction, late OPR/EPRs, fitness testing, etc.) show a significant change, please provide the explanation here in detail.




Attachment 18

HILL AFB UNIT COORDINATOR QUARTERLY REPORT

NAME OF YOUR ORGANIZATION

Quarter and FY_____.   Due 10th of the month after end of quarter to the BIMAA office.

A. PRODUCTIVITY  (This Quarter: Hours)

	1.  Mission Support 
	

	2.  Proficiency Training
	

	3.  Military Training
	

	4.  IMA Management
	


B. SATISFACTION RATINGS   (This Quarter: Count of ratings for Overall Satisfaction in EOTs received):

	1.  Very Satisfied 
	

	2.  Satisfied
	

	3.  Somewhat Satisfied
	

	4.  Somewhat Dissatisfied
	

	5.  Dissatisfied
	

	6.  Very Dissatisfied
	


C. OPR/EPRs   

	THIS QTR: (Accomplished)
	# DUE
	
	# ON TIME
	
	# OVERDUE
	


NEXT QUARTER  (Overdue and Due)

	NAME
	CLOSEOUT DATE
	REMARKS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


D. FITNESS TESTING (CY Summary)  

	# REQUIRED
	
	# WAIVED
	
	# COMPLETED
	
	# PASSED
	


E.  ISSUES:

1. Status of continuity folder for all Unit Coordinators

F.  MANPOWER:

	1.  Authorized
	

	2.  Assigned
	

	3.  Vacancies
	

	4.  Overages
	

	5.  Other
	

	6.  Fills Pending
	

	Name
	Grade
	AFSC

	
	
	

	
	
	

	
	
	

	
	
	

	7.  Retire within next 12 months

	Name
	Projected Date

	
	

	
	

	
	

	
	


G.  MANAGEMENT INFORMATION:

	
	UNIT COORDINATOR
	SENIOR IMA
	SENIOR ENLISTED IMA

	Name
	
	
	

	Duty Phone
	
	
	

	Fax
	
	
	

	E-mail
	
	
	


Attachment 1:  PARTICIPATION COMPLETED (FY to date):

	NAME
	MC/ME
	AT DAYS
	PAID IDT
	NON-PAID IDT
	RPA DAYS
	MPA DAYS

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTALS
	
	
	
	
	
	


Attachment 19

HILL AFB BEST LIST REPORT

[image: image3.png]Ogden Air Logistics Center

IMA Best List -- (Org Symbol)

7. Best List - List your best officer and enlisted IMAs (no more than two per
grade) and submit a power point slide in the “Top Performer” format on your #1
top performer with this report:

0-6: George Washington CMS: Thomas Jefferson
0O-5: John Adams SMS: Abraham Lincoln
0-4: MSGT:

0-3: TSGT:

0-2: SSGT:




[image: image4.png]IMA Top Performer

Ogden Air Logistics Center

Col Uknow A. What-his-name

PHOTO JOB: Sr IMA to Most High Director of All
AVAIL ABLE PME: Air War College (corresp)
SKILLS: Many, more, most (civ and mil)

Lead Technologist, Office of Engineering Decorations: Merit Svc Med 2

& Mission Assurance, JPL AF Comm Med 1
27 Years Experience Command Positions:
Senior Reservist SMC/MT ~ 99-01
Education: + Senior Reservist AFRL/PR 97-99
PHD Space Physics and Astronomy
M.S. Space Physics and Astronomy  Total Points 1998 1999 2000
B.A. Physics 61 73 80

DOR: 30Apr72 DAFSC: 63A3
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