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AFI 33-360, Volume 2, 27 June 2000, is supplemented as follows:

This supplement applies to al Air Education and Training Command (AETC) personnel, who prepare,
manage, review, certify, approve, or use forms. This supplement establishes AETC’s policy and proce-
dures for use in conjunction with the basic publication. This publication does not apply to Air Force
Reserve Command (AFRC) and Air National Guard (ANG) units. Maintain and dispose of records cre-
ated as aresult of processes prescribed in this publication according to AFMAN 37-139, Records Dispo-
sition Schedule (will become AFMAN 33-322, VVolume 4).

SUMMARY OF REVISIONS

This revision adds mgjor command forms management support to 479 FTG (paragraph 1.4.1.1.); autho-
rizes 479 FTG to designate individual to administer local forms management program (paragraph 1.7.);
authorizes e-mail as means to forward final form to office of primary responsibility for approval (para-
graph 1.8.3.); establishes HQ AETC forms review as yearly (paragraph 4.4.); identifies locations that list
new, added, revised, and obsolete forms (paragraph 4.4.1. (Added)); realigns paragraph numbers of pre-
scribed forms (paragraphs 6.3.12. (Added) - 6.3.16. (Added))—AETC Form 7, Review of Proof Copy;
AETC Form 50, Appointment Slip; AETC Form 109, Certificate of Recognition; AETC Form 163,
Distinguished Visitors Checklist; AETC Form 579, Analysis of Form. A “|” indicates revised material
since the last edition.

1.1. AETC operates under acentralized forms management program. All forms developed by subordinate
activities are classed as headquarters forms. When a single office uses aform, place the OPR's office sym-
bol immediately after the form's date.

1.4. The command publishing manager (Policy and Management Section [HQ AETC/SCMY]) serves as
the command forms manager.
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1.4.1.1. The Production Management Section (HQ AETC/SCMY) provides forms management support
to HQ AETC staff, HQ 19 AF, flying training wings, fighter wings, Altus, Goodfellow, and Little Rock
AFBs, Air Force Recruiting Service and their subordinate activities, 80 OSS, 58 SOW, 336 TRG, 381
TRG, 479 FTG, AFOMS, and per host-tenant agreement, various tenant units on Randolph AFB. Support
to these activities includes forms analysis and design, assistance and guidance on forms management pol-
icies, interpretation of forms management policies, and any other forms management-related issues.

1.4.1.4. InAETC, only the forms management functions (FAC 16G1) at Keedler, Lackland, Maxwell, and
Sheppard AFBs, and Wilford Hall Medical Center (WHMC) may purchase and use the software for
designing electronic forms. HQ AETC/SCMY assists these activities with forms management-related
matters, provides guidance, and interprets forms management policies, as required.

1.4.1.4.1. (Added) Keesler AFB provides forms management support to the HQ 2 AF staff. Designate
these forms HQ 2 AF FORM XXXX.

1.4.1.4.2. (Added) Maxwell provides forms management support to the HQ AU staff. Designate these
forms HQ AU FORM XXXX.

1.5.3. AETC (command) forms are prescribed in AETC standard or specialized publications (excluding
operating instructions). They may also be prescribed in approved agreements negotiated under AFI
36-701, Labor Management Relations, if appropriate. Headquarters (local) forms used by two or more
staff agencies are prescribed in local standard or specialized publications (excluding operating instruc-
tions). They may also be prescribed in approved |ocal agreements negotiated under AFI 36-701, if appro-
priate.

1.5.5. Coordinate proposed forms containing postal permits through HQ AETC/SCMC or the base/activ-
ity postal management function, whichever is appropriate, for coordination before submitting them to
forms management for action.

1.7. Base, Air Force Recruiting Service, 80 OSS, 58 SOW, 381 TRG, 336 TRG, and 479 FTG informa-
tion managers designate a forms manager or monitor, as authorized, to administer the local forms man-
agement program, preferably an individual in the publications management function. Inform HQ AETC/
SCMY, 61 Main Circle Ste 2, Randolph AFB TX 78150-4545, in writing (e-mail is acceptable) when
changes occur. Newly assigned forms managers are encouraged to visit this headquarters for an orienta-
tion. The forms manager or forms monitor, as applicable, may provide forms management support to
organizations attached to or tenanted on their base. Review the host-tenant agreement to determine the
type of support provided. Proposed forms used to support atenant unit's mission are numbered and desig-
nated according to instructions furnished by the tenant unit's magjor command forms manager. The host
and tenant organi zations determine manpower assistance required to perform this service.

1.7.3. Single office forms do not require a prescribing directive.
1.7.6. Designate base and activity forms according to paragraph 1.1. For example:
Base Forms: KEESLER AFB FORM 135, 20000104 (EF-V2)
VANCE AFB FORM 230, 20000104 (EF-V1)
Activity Forms. 19 AF FORM 10, 20000201 (EF-V1)
80 OSS FORM 20, 20000201 (EF-V2)
381 TRG FORM 15, 20000202 (EF-V3)
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1.7.7. Ensurethe DD Form 67, Form Processing Action Request, is signed by the publications approv-
ing authority (according to established local procedures). Ensure all requests for forms are routed through
the base or activity records management function for coordination (item 14 of DD Form 67) before
approval or publication.

1.7.20. (Added) Publishes aformsindex (to include office forms) at least once a year. Send one copy of
theindex to HQ AETC/SCMY.

1.8. (Added) Forms Monitors. For activities that receive forms management support from HQ AETC/
SCMY the following procedures apply:

1.8.1. Theforms monitor:

1.8.1.1. Ensures the request (DD Form 67) is properly completed and is signed by the publications
approving authority (according to established local procedures). Returns the request to the originator for
correction, if necessary. Ensures all requests for forms are routed through the base or activity records
management function for coordination (item 14 of DD Form 67) before approval or publication.

1.8.1.2. Refers to the command internet site, http://www.aetc.randolph.af.mil/im, to determine if the
proposed form duplicates an existing higher headquarters form. If the proposed form is determined to be
unnecessary, returns it to the originator with proper comments.

1.8.1.3. Coordinates the request with the base or activity records management function and other inter-
ested activities before submitting it to HQ AETC/SCMY.

1.8.1.4. Ensuresforms affected by the Privacy Act are processed according to paragraph 3.10 of the basic
instruction.

1.8.1.5. Assigns arequest number, entersit in the blank space under Item 1 of DD Form 67, and records
it for tracking purposes (a general purpose form or spreadsheet may be used). The request number may
consist of the last two numbers of the calendar year followed by a number or numbers in numerical
sequence (for example, 00-1, 00-2, 00-10, etc.).

1.8.1.6. Forwards DD Form 67, alegible draft of the proposed form, adraft of the prescribing publication
(if applicable), and other supporting documents, as necessary, to HQ AETC/SCMY. (NOTE: Forms mon-
itors may inquire about their request at any time while it isat HQ AETC/SCMY for processing. It nor-
mally takes between 2 and 10 workdays to process a request unless unforeseen circumstances, such as
command studies, delays with the AETC OPR, etc., occur. When delays occur, the forms analyst respon-
sible for the project will telephone or e-mail the forms monitor.)

1.8.2. HQ AETC/SCMY analyzesthe proposed form for essentiality and cost effectiveness and, if neces-
sary, uses AETC Form 579, Analysis of Form, to coordinate with the HQ AETC OPR. If the proposed
formis:

1.8.2.1. Being considered for possible command-wide adoption, notifies the forms monitor and annotates
the request accordingly. A command study is generated to determine the possibility of developing a com-
mand form. After completing the study, HQ AETC/SCMY informs the originating activity of the find-
ings.

1.8.2.2. Determined to be nonessential, disapproves the request and returnsit to the originating activity.

1.8.2.3. Approved for local use, assigns it a number, designs the form, completes DD Form 67, and
returns it to the originating activity.
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1.8.3. Upon receipt of the approved form, the forms monitor completes AETC Form 7 or e-mail, attaches
acopy of thefinal form, and forwards it to the OPR for approval.

1.8.4. Theforms monitor publishes aformsindex (to include office forms) at least once ayear. Send one
copy of theindex to HQ AETC/SCMY.

2.1. Material required to administratively control students' progression, evaluate students, instructors,
and facilities, record students accomplishments, summarize scores, etc., meet the criteria of aform. Con-
trol these asforms.

2.2.6. All certificates in this command are controlled as numbered forms.

2.2.7. (Added) Items of training literature identified as worksheets, handouts, numbered pages of study
guides, workbooks, etc., used for student responses to assignments. Instead, a course number assigned by
the originator identifies this material.

2.2.8. (Added) Form memorandums used to disseminate information rather than to collect or record it.
Guidelines for preparing form memorandums are in AFMAN 33-326, Preparing Official Communica-
tions.

2.3.2. Process all waiversthrough HQ AETC/SCMY.

2.5. Air Force- and MAJCOM-approved forms used for maintaining executive command and control
responsibilities, cash and internal control, as well as the sale of merchandise or services of nonappropri-
ated funds instrumentalities (NAFI) are procured with appropriated funds. Local forms related to selling
merchandise or services of NAFI are procured with nonappropriated funds. These forms are not desig-
nated and numbered, administered as command and local forms, or indexed. They are identified with the
symbol (SVS) in place of the form number. The OPR is solely responsible for managing these forms.
Forms management personnel may, upon request, assist NAFIs with forms analysis and design support.
To obtain this support, NAFIs submit DD Form 67 with the proposed form to the forms management
office. Forms monitors send requests to HQ AETC/SCMY for design support. Forms managers forward
guestionable requeststo HQ AETC/SCMY for analysis and determination.

3.6.1. A memorandum signed by an authorized official, an email from the OPR, or an AF Form 673,
Request to I ssue Publication (when used to revise the form's prescribing publication), are other written
means for declaring aform obsolete.

3.13. Evaluate only those suggestions for which forms management is functionally responsible and coor-
dinate all proposed responses with the command forms manager.

3.14. Report deficienciesin design and construction of AETC and 19 AF forms by memorandum through
functional OPR channelsto HQ AETC/SCMY. Submit a copy of the deficient product with the memoran-
dum so the OPR and forms management personnel may review the deficiency.

4.4, HQ AETC/SCMY conducts a forms review on a yearly basis. At base level, the forms manager or
forms monitor may authorize review of local forms every 2 years.

4.4.1. (Added) HQ AETC announces new, added, revised, and obsolete forms under the heading
“FORMS —What's New,” located on the AETC Electronic Publications and Forms Library page at http:/
/www.aetc.randolph.af.mil/im/. Revised and obsolete forms are also listed in the AETC Index 9 under
SECTION C—OBSOLETE AETC FORMS.

6.3.12. (Added) AETC Form 7, Review of Proof Copy.
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6.3.13. (Added) AETC Form 50, Appointment Slip.

6.3.14. (Added) AETC Form 109, Certificate of Recognition.
6.3.15. (Added) AETC Form 163, Distinguished Visitors Checklist.
6.3.16. (Added) AETC Form 579, Analysis of Form.

DAVID V. PULLIAM, Colonel, USAF
Deputy Director of Communications and Information
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