MEMORANDUM FOR ALL INCOMING PERSONNEL

FROM:
14 MSS/DPM



680 SEVENTH ST STE 117



COLUMBUS AFB MS 39710-7001

SUBJECT:
Incoming Processing Information and Instructions

1.  WELCOME TO COLUMBUS AIR FORCE BASE, MISSISSIPPI.  We sincerely hope your stay here will be both pleasant and rewarding.  The following information and instructions are furnished in order to make your inprocessing as convenient as possible and to make sure all necessary actions are accomplished. 

2. 
ACTIONS ACCOMPLISHED IN THE COMMANDER’S SUPPORT STAFF (CSS):


a.  CSS representative will open sealed UPRG.  CSS staff will provide you with a signed copy of PCS orders to take to housing office and provide you with all required in-processing appointments.


b.  
DD Form 93 and SGLI Election and Certificate.  These will be inspected upon initial inprocessing; however, it is the member's responsibility to keep this information current.  Annotate any changes to information as necessary.  CSS personnel may reaccomplish these forms, or you may go to Customer Service at the Military Personnel Flight, room 105.


c.  
Family Member Dental Plan (FMDP).  If you are currently enrolled in FMDP, you have 90 days from your date-arrived-station (DAS) to disenroll based on your PCS move.  Be aware that if you make any insurance claims under FMDP within the 90-day period, it is considered a willingness on your part to continue your enrollment in FMDP and you must complete the original, minimum 24-month commitment period.  If you are not enrolled in FMDP upon arrival at this station, you must have 24 months or more of active duty service time remaining if you wish to participate.  You may enroll at any time.  See the MPF Customer Service section for enrollment/disenrollment/change actions.  If you would like information on coverage and participating dentists in the local area, see your Health Benefits Advisor at the hospital.

d. 
Leave.  According to AFI 36-3003, no member will be placed in an involuntary leave status for the convenience of the government.  If, during your recent relocation, you believe you were forced to take involuntary leave, contact the MPF Customer Service for assistance in preparing DD Form 149, Application for Correction of Military Record.

3.  VISITS TO BASE ACTIVITIES AFTER YOU HAVE COMPLETED CSS 

IN-PROCESSING.


a.  MPF Customer Service Section (Building 926, Room 105, Extension 2626/2624/2601).  See Customer Service to update FMDP, address and dependent information in DEERS, and referral information.


b. 
Housing (Building 926, Room 239, Extension 2840).
  

(1)  Personnel eligible for assignment to government family housing (including single members who are eligible) must visit the Base Housing Office before making housing arrangements.

    

(2)  All other bachelor/ette and unaccompanied married personnel will report to the Unit Orderly Room or Billeting Office respectively.

  

(3)  Personnel who are not immediately housed incident to (1) or (2) above must visit the Base Housing Referral Office for counseling concerning off-base housing.  This counseling must be completed before you enter into any agreement concerning private off-base housing.


c.
Military Pay (Building 926, Room 102, Extension 2707).  Accounting and Finance Military Pay Office will accomplish all of your pay transactions, including your travel voucher. 


d.
Pass and Identification (Building 926, Room 106, Extension 7133).  You must register all privately owned vehicles (POVs) if you plan to drive them on base within 72 hours of your arrival. 


e.
Traffic Management Office (TMO), (Building 926, Room 243, Extension 2567).  Each incoming member must check with TMO as soon as possible.  Turn in unused TRs or MTAs, meal tickets or carrier tickets and initiate locator information if household goods or unaccompanied baggage were shipped. 


f.
Family Support Center (Building 1114, Extension 2790).  The center offers a variety of programs to assist you and your family members, to include:  information about the local and surrounding communities, transition assistance, relocation assistance, deployments and many more.  They have a program for emergency personal assistance for all dependents of military personnel.  Hours of operation are from 0730-1615 Monday-Friday. 


g.
Individual Equipment Unit (Building 158, Extension 7215).  If your duties will require organizational equipment or special clothing, your sponsor or supervisor will assist you in obtaining them from the Individual Equipment Unit.


h.  
Hospital (Building 1100, Extension 2187).  If you are returning from overseas, you and your dependents (if you were accompanied by dependents) must obtain a Tuberculin Skin Test six weeks after the date of departure from the overseas area, or as soon thereafter as possible at the Immunization Clinic.  Additionally, if you hand carried your dependents' medical records, they must be turned in to the servicing medical facility.


i.
Flight Management Office (Building 230, Room 7, Extension 7532).  All personnel with flight records must report to the Flight Management Office to turn in appropriate flight records.


j.  Statement of Affiliations and Financial Interests.  If you are a lieutenant colonel or above, your duty may require you to complete a DD Form 1555,  Confidential Statement of Affiliations and Financial Interests.  If a DD Form 1555 is required, it must be completed within 30 days of your arrival.  Check with your new reporting official to determine if a DD Form 1555 is required.


k.  Postal Service Center (Building 530, Extension 2959).  Personnel living in dormitories must provide a copy of orders when opening a cluster box with the Military Postal Service Center.  Upon moving off base, going TDY, or deploying, ensure that the Postal Service Center is notified.  A forwarding address needs to be provided and your key must be turned in upon departure. 

4.
MANDATORY APPOINTMENTS.  (Adult family members are encouraged to attend.)

*Uniform of the Day is mandatory for active duty members at all mandatory appointments.

a.  First Duty Station (FDS) Orientation.  This training must be accomplished by all first duty station personnel within 30 days of your arrival.  The purpose of this class is to provide all FDS personnel with information on Air Force and local policies pertaining to substance abuse, equal opportunity and treatment, and human relations.  If you are unable to meet this appointment, have your unit point-of-contact for Military Equal Opportunity or immediate supervisor contact the Military Equal Opportunity Office at extension 2546.  Last minute notifications must be followed up by a signed letter from your unit commander identifying the circumstances for your unavailability.  You are scheduled to attend this mandatory training on the third Thursday of the month,_______________, at 0800, in building 926, Room 213.

b.
Course II, Local Conditions.  To assist you in becoming more familiar with your new environment, Course II, Local Conditions, is given on the second and fourth Monday of every month at 0900, in building 926 (Personnel Center), room 222.  The next scheduled class is on__________________.  You must attend this training within 30 days of your arrival at Columbus AFB.  If  you are unable to attend, contact your Squadron Safety Representative to reschedule.

       c.  . Medical Orientation for Newcomers.  You must attend the Newcomers Medical Orientation in the Medical Group training room #124 on the second Wednesday of each month at 0730.  The next scheduled orientation is on _______________________.  If you are unable to attend, have any questions, or need assistance contact Counseling Services at extension 2239.


d.
Newcomers Orientation Briefing.  To acquaint each member (and dependents) with base facilities, activities, and medical information, Newcomer’s Orientation is scheduled for the first Friday of every month from 0730 to 1130 at the Columbus Club, Bldg 944, at 434-2489.  You are scheduled for the next briefing on ________________________.  See attached schedule for brief times.  Plan on arriving early to allow time to locate the building and sign the attendance roster.  Remember, attendance is mandatory.  Please contact the base INTRO Monitor at extension 2624 or 2626 if an emergency will keep you from attending.

e.  Education Services Orientation.  Officers and enlisted members will attend the 

education briefing at building 916 (Education Center), Room 1, on the second Wednesday of each month.  The next scheduled orientation will be held on Wednesday, _________________     at 1030.  If you need any further information pertaining to this briefing, contact the Education Center at extension 2561.


f.  MPF In-processing..   Officers and enlisted members must attend the MPF in-processing briefing immediately preceding the finance briefing in building 926 (Personnel Center), Room 111 on ______________ at 0830 Tuesday/Thursday.  If you arrive on Monday or Tuesday,  attend Thursday of same week.  If you arrive on Wednesday, Thursday, or Friday, attend the following Tuesday.


g. Accounting and Finance briefing. Officers and enlisted members must attend the finance briefing in building 926 (Personnel center), Room 111 on _____________ at 0900 Tuesday/Thursday.


h.  Meeting with CCM  for SNCO’s.  Please contact the Command Chief Master Sergeant’s office for a meeting at ext. 7005.


i.  First Term Airmen Center.  First duty assignment airmen must contact the Family Support Center  to be scheduled for the First Term.  The next course starts on ______________.   Contact TSgt Phillips at ext. 2790.

5.
If you desire any additional information about the requirements or appointments discussed above, contact Military Personnel Flight Customer Service at 2626.  During your tour at Columbus, the members of the Military Personnel Flight are ready to assist you.  Let us know when you have a question or problem.  




            
ANITA L. JACKSON, Capt, USAF





Commander, Military Personnel Flight




Orientations will be held at the Columbus Club

on the last Thursday of the month.

THE FOLLOWING BASE ACTIVITIES WILL BE REPRESENTED.

BRIEF TIMES ARE APPROXIMATE.

Time
Agency

0730
SLIDE SHOW / SIGN-IN

0745
14 FTW SENIOR STAFF

0800
Wing IG

0810
14 FTW/HC (CHAPEL)

0820
LEGAL

0830
BREAK

0840
PUBLIC AFFAIRS

0850
FAMILY SUPPORT CENTER

0900
CHAMBER OF COMMERCE

0910
SERVICES

0920
COMSEC/OPSEC

0930
BREAK

0940
TRICARE

0945
SECURITY FORCES

1000
CE ENVIRONMENTAL

1005
COMMISSARY

1010
BX

1015
OSI

1020
BREAK

1030
MILITARY EQUAL OPPORTUNITY OFFICE

1130
ADJOURNED

[image: image1.wmf]     


Happy Landings!

The staff of the Family Support Center Relocation Assistance Office and of the Magnolia Inn would like to invite you to attend a casual spouses welcome coffee held upstairs in the billeting training room every Wednesday from 8:00 am to 10:00 am.  We will answer any questions you may have about Columbus AFB and hopefully make your transition to “Golden Triangle” area much easier.  If you have questions, please contact the Family Support Center at 434-2790.
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