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managers This publication may be supplemented at any level, but all Supplements must be
routed to the OPR of this publication for coordination prior tafesation and approval.

SUMMARY OF CHANGES

This document is substantially revised and must be completely reviewed. Changes include
combining parts of AMCI 2401, Vol 8,Military Airlift Passenger Reservation Management,
AMCI 24-101, Vol 15, Baggage Service and AMCI 2401, Vol 24, AMC Passenger Terminal
Force Protection into this volume. Incorporated changes previously listed in the quarterly
passenger service updatesdded G@1 as a system for tracking training. Restricted the wear of
the Passenger Service Identification Badge tedaty and in or around the passenger terminal.
Updated public address announcements. Clarified the ACL adjustmen®&obal Air
Transportation Execution SystefGATES). Updated numerous web sites. Deletesl AMC

Form 53 and AF Form 463. Clarified Spakeailable (Spaced) passenger ineligible and local

hold list. Defined assist animals. Added requirementlfomigration and Naturalization
Service(INS) data on all passengers. Changed the time for passadjorders to the flight
Kitchen from one hour to two hours. Clarified Inactive Duty Training travel for Reserve
Component Members to include travel witlontinental United State€ONUS and Outside

of the Continental United State® CONUS. Increased maximum amount fdransportation
Working Capital FundTWCF) snacks from $1.25 to $2.00 per passenger. Added passenger
travel in accordance with(IAW) Acquisition and CrosServicing Agreement.  Added
authorization to carry small personal oxygehnders.
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Section A General Information

1. Preface. Air Mobility Command (AMC) will act as the single manager, on behalfoited

States Tansportation CommandJGTRANSCOMN), for airlift, intertheater, intratheater, and
CONUS aeromedical evacuation, aerial refueling support, and support services to the
Department of Defens®QD) Components as required by USTRANSCOM. AMC operates its
peacetime operation for two reasons: (1) to continually exercise and train the military and
civilian manpower needed to ensure the United States meets contingencies around the world and,
if necessary, go to war; and (2) to provide economical air transportatthbe DOD. The image

AMC projects to its DOD customers are influenced by the customer service its passengers
receive when traveling via AMC. Passenger Service Agents (PSAs) function as AMC's
ambassadors; they must meet the highest standards of dressraludt. The service AMC
provides to DOD members and their families has a significant impact on their impression of
"quality of life" in the military service.

2. Passenger Operations.

2.1. General. AMC passenger terminal activitiéslsprovide a complete range of services

to accommodate arriving/departing passengers and bagddgeterminal shall afford the
passenger orderly and convenient progress from the ground side of the terminal to the aircraft
and back. Depending on theej physical layout, and personnel assigned, functions may be
realigned/combined for operational efficiency. All DOD passengers Spegeired (Space

R) and/or Spacé shall be provided prompt, courteous, and professional service on an
equitable basis. &h PSA is a passenger advocairir passengers deserve the best service
possible and nothing less than our strongest efforts.

2.2. Each AMC passenger terminal activity should revieMch 1, Recommended
Publications andtch 6, Standards of &formance.

2.3. Customer Service Training. The AMC PSA Customer Service course is an HQ
AMCI/CV initiated program designed to assist our PSAs in providing exceptional customer
service to our passengers. Customer service training is listed below:

The customer service web base training should be completed on or before assignment to the
Passenger Service Flight. In all casesWed Based Training//BT) should be completed

prior to interaction with passengers. Refresher for the WBT will be ledetpannually.

Each passenger terminal shall designate a class facilitator to guide the students throtdgya one
facilitated/interactive customer service course designed by HQ AMC/A4TP. This course uses a
short video, limited presentations, and rdeeymg using AMC passenger terminal specific
scenarios. The success of the course is heavily reliant upon student participation, discussion,
comment, and interaction. The course is not intended and shall notupefeestand alone or
self-paced use.

2.3.1. The facilitator shall:
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2.3.1.1. Ensure the continued success of the class and provide this course locally to
all military and civilian passenger agents.

2.3.1.2. Establish a schedule that shall provide initial training wit months of
assignment to passenger service. Refresher for the interactive customer training will
be completed 1215 months . Local leadership may conduct training sooner if
needed.

2.3.1.3. Be an SSgt, or civilian equivalent, or above

2.3.1.4. Maintain an ideal class size not to exceed 20 students for each class. The
facilitator may adjust the size of the class at his/her discretion to meet scheduling
needs, however, it has been noted that the effectiveness of the trainingaends
decrease when the class size falls below 15 students.

2.3.1.5. Ensure the following class materials (or equivalent) are in place prior to
conducting training: HQ AMC/AATP provided course materials; computer with
PowerPoint and projector; Scree DVD capability; easel for flip charts; flip chart
pad; markers (regular and dry erase); and masking tape.

2.3.1.6. Use established course curriculum and material issued by HQ AMC/A4TP to
ensure consistency throughout AMC. Request guidanoe HQ AMC/A4TP before
deviating from approved lesson plan.

2.3.1.7. Maintain a roster with the completion date of each person assigned to the
passenger terminal. For TSgt and below, completion shall also be annot&égil
or AF Form 1098Specal Task Certification and Recurring Training.

2.3.1.8. Strive for continuous improvement by soliciting feedback from students.
Feedback/critique sheets should be forwarded to terminal leadership for their
situational awareness and implementatidnappropriate. Forward feedback on
course content to HQ AMC/AA4TP.

2.4. All passenger terminals shall use the AMC Passenger Terminal Survey to measure
customer satisfaction at their particular location. The template can be found on the HQ
AMC/AATP website (seétch 8). The survey should be used as a local tool to demonstrate
terminal effectiveness and assist with improving service as well as recognizing outstanding
performers. Blank surveys shall be placed in conspicuous areas aroundsseagpa
terminal. A single collection box may be used for this survey and the AMC ForpAR53
Passenger Comments

2.5. Each AMC passenger terminal activity shall ensure all agents have reviewed Passenger
Policy Update messages.These messagesiso available on the HQ AMC/A4TP web site
(seeAtch 8).

2.6. Each AMC passenger terminal activity shall ensure manual procedures are developed
and exercised. Manual procedures shall be used during "stressful environment" operations,
i.e. ppwer or computer outage. As a minimum, exercises shall be conducted on a quarterly
basis and documented. When possible, exercises should be conducted in conjunction with
wing/base exercises and during periods when it has the least impact on custoicer serv

NOTE: In the event of automated data processing (ADP) or computer equipment failure during
the manifesting process, initiate manual backup procedures to produce a manifest to accompany
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the aircraft. The backup system should be capable of praglooe of the following: offline
manifest or DD Form 213Bassenger ManifestThis manifest shall contain all required data
IAW DOD 4500.9R Defense Travel RegulatigDTR) Part |,Passenger Movement

2.7. AMC Form 76 (AMC Form 76A ailNavy Pasenger Terminals Passenger Travel
Information (AMC-GRAM). All passenger terminals/operations shall create a customized
local AMC Form 76/ 76A using the template located on HQ/AMC A4TP websiteAisbe

8) as a guide.Terminals may create their ovlormat but the information must be listed as
stated on the templatélhis form contains standardized introductory information with space
for each station to insert information most requested by travelens. form shall contain
information on the cost, vailability, location of billeting and transportation, a
recommendation to differently able passengers with-apparent disabilities (such as
hearing impairment, asthma, or pacemakers) to advise PSAs of this disability at the time of
checkin, notification of the HQ AMC nesmoking policy on aircraft, and the form's revision
date. Print a map of the base and major facilities and have them available in the same
vicinity where the AMC GRAM is posted. Additional information can be added at the local
commande 6s di scretion to increase customer ser:

2.7.1. AMC Form 76/76A shall be updated annually or whenever significant changes
occur.

2.8. Letter to the Passenger. HQ AMC is interested in the passenger's welfare andavishes
hear about the service passengers receive. To encourage comment, display the locally
reproduced Fellow Traveler letteAtth 12) on AMC letterhead signed b ONUS Aerial

Port Squadron APS)/Logistics Readiness SquadrobRE): display APS/CC or LR&IC

with photo Air Mobility Squadron AMS): display AMS/CC with phote OLs, Contracted

Air Terminal OperationCATOs), and Detsdisplay AMS/CC with phote OCONUS Navy
operated portsdisplay Air Mobility Operations Wing AMOW)/CC with photo- CONUS
Navy-operated portslisplay installation Commander with photo. The guiding principle is to
display the photo of the AMC Commander at the first level up from the passenger terminal.

2.8.1. Display the letter near the collection box for AMC Form 2B®, Passenger
Commentsjn the most prominent place in each terminal. The collection box should
match the décor of the terminal. Local management shall decide design of collection box
at their location. Empty the collection box at least once a day paksenger service
officer should use passenger comments as much as possible to manage problems and
provide favorable recognition to assigned personnel.

2.9. Passenger Service Identification Badges. To easily identify a PSA, each passenger
agentand supervisor shall wear a passenger service badge below the nametag; a badge may
be attached to the pocket with a etip device. The badge shall not be worn on the blue
sweater. Commanders may authorize the wear of passenger service batigashdorm of

the day Passenger service badges shall be worn only while on duty in or around the
passenger terminal. Each badge is to be 3.5 inches wide, 2.5 inches high, and made of the
standard nametag material. The agent's badges are blue, unless theas ageshift
supervisor, whereupon it is red. The passenger service officer also wears the red
identification badge while on duty (reference AFF38)3,Dress and Personal Appearance

of Air Force Personnel, AMC supplemenihe blue badge reads: "AM@s$senger Service
Agent," while the red badge reads: "AMC Passenger Service Supervisor." When personnel
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transfer, badges shall be turned in during-maicessingNote: Due to the number of
security badges required by the airport authority, AMC gateveasopnel are exempt from
this requirement.

2.10. Privacy Act Statements (PAS). IAW AFI 382, passenger terminals shall display a

PAS to notify passengers of the collection of personal information. Display the signs in areas
where passengersutinely furnish personal information. PAS signs are locally developed

and must include the authority, purpose, routine uses, and disclosure items. At OCONUS

| ocations PAS signs should be in English and

2.10.1. For Gldal Air Transportation Execution System (GATES) locations the
following information is provided and may be used verbatim to develop the PAS. For
additional information refer to:
http://www.defenselink.mil/privacy/notices/usaf/F024AFAMCA.htm (GATES
privacy notice) and AFI 3332.

2.10.1.1. Authority: 10 U.S.C. 8013, Secretary of the Air Force and E.O. 9397
(SSN).

2.10.1.2.Purpose: Passenger Name Recordsuaesl to prepare aircraft manifests

for passenger identification processing and movement on military aircraft,
commercial contract (charter) aircraft, and on seats reserved (blocked) on regularly
scheduled commercial aircraft at military and civilian aitpor Records in this
system are also used to develop billing data to the user Military Services or other
organization; determine passenger movement trends; forecast future travel
requirements; and identify, research, and resolve transportation relatéhsob

2.10.1.3.Routine Uses: In addition to those disclosures generally permitted under 5
U.S.C. 552a(b) of the Privacy Act, these records or information contained therein
may specifically be disclosed outside the DOD as a routine use pursuaht.&.C.

552a (b)(3) as follows; to customs officials for the purpose of notifying foreign
countries of personnel and equipment arrivals; records from the system are routinely
disclosed to other Federal agencies and offices providing transportatiortp and
civilian airlines and airports for transportation services, developing billing data,
manifesting passengers, and for forecasting future requirements. The 'Blanket
Routine Uses' published at the beginning of the Air Force's compilation of systems of
records notices apply to this system.

2.10.1.4.Disclosure: Voluntary. Nodisclosure of information shall prevent the
processing and movement of the passenger.

2.11. Public Address Systems. Each passenger terminal shall use a termmah@ment
system to pass information to passengers (gdeh 19, Suggested Terminal
Announcements). When it is not in use, conservative recorded music or a reasonable
facsimile may be connected to the system. Commercial gateway managers shalhebtain t
use of local airport public address system for announcements to our passengers.

2.12. All passenger terminals shall maintain a website that meets the following minimum
criteria:

2.12.1. Accessible to customers inside the .mil/.gov dimma
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2.12.2. Passenger terminal contact information to include mailing address, DSN and
commercial voice and fax telephone numbers, organizational email address, hours of
operation, and remote Spadesignup procedures to include email address.

2.12.3. List of required information for remote sigip (segara 9.1.1).
2.12.4. Link to passenger terminal AMC Gram (gesa 2.7 for format).
2.12.5. Link to AMC SpaceA Information Website (seatch 8).

2.12.6. Available passenger terminal customer conveniences, e.g., availability of food,
Automated Teller MachineATM), lockers, family lounge, etc.

2.12.7. Flight information shall be IAWara 20.3

2.13. All passenger terminals with GATES Kiosks assigned shall ensure the machines are
placed within the terminal for maximum usage by AMC customers.

2.13.1. At a minimum, one kiosk will be usddr passenger chegk and one for Spaee
A travel signup and to allow passengers to mark themselves present. Placement of
additional ki osks wil!/ be at ter minal man a

Section BY Passenger Service Center (PSC)

3. Generd. At commercial gateways and operating locations, the Passenger Service Center is
referred to as the "Military Assistance Counter." This counter includes Customer Service Branch
(CSB), and other Service liaison personnel, when assigned.

4. Responsibilities.

4.1. Seat Management. Handles all matters relating to seat management control which
occurs after a mission is released to the terminal such asingalkeshows, late arrivals,
rotated passengers, administrative holds, passdds, etc. Arranges with the passenger
checkin section to ensure information concerning available seats is promptly relayed to
minimize workload surges and permit orderly processing of additional $i&paceA
passengers.

4.2. Passenger Eligility. Determines passenger eligibility IAW DOD 4515.13Rir
Transportation Eligibility and the Foreign Clearance Guide; maintains the SRaeed
SpaceA passenger registers, and determines the order of movement for bothRSpade
SpaceA passenge. Ensures passengers have appropriate border clearance documentation,
when required.

4.3. Reservations and Related Actions. Handles reservation and related actions within the
passenger terminal after the prnanifest is pulled and immediatgbyeceding flight check

in.

4.4. Coordination. PSC maintains close liaison with other terminal operation sections on
matters relating to passenger reservation actions andamdest listings. Coordinates
directly with the contract representaiand the passenger cheoksection on all operational
matters relating to the application and use of airlift capability.
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4.5. Flight setup at GATES/neGATES Stations. The PSC, flight controller, or dispatcher
shall accomplish the flight set ugnd review the prenanifest, check for special category
passenger codes, and pass requirements to the shift supervisor.

4.6. Booking Control. The PSC has reservation/booking control for all scheduled passenger
missions upon execution of the praanifest lockout (24 to 72 hours prior to mission
departure) until the mission departs. During this time, the PSC can port book passengers,
cancel reservations, accept late substitutions, increase/decrease group/family/troop seat
blocks, and reduce/increa the allowable cabin load (ACL) as required, after coordinating
with appropriate agencies, i.e. upline/downline stations, and passenger processing. When
adjusting the ACL, the actual ACL numbers shall be utilized. Entering an arbitrary number
such as 99 is not acceptableNOTE: Prior to premanifest lockout, 618 anker Airlift

Control Center TACC)/XOGC shall manage all ACL and pet allocation adjustments on
passenger bookable missions.

4.6.1. Port Booking Passengers. Passengers who amitheorders/GATES itineraries

for the flight(s) being processed but are not on thenmpmaifest shall be traced and
verified in GATES before being port booked, when seats are available. All port booked
passengers shall be assigned a seat (lapipassegers authorized).

4.6.1.1. When port booking passengers utilizing GATES a Routing Indicator (RI)
shall be placed in the appropriate block.

4.6.1.2.618 TACC/XOGC shall create and maintain (update administrative
addresses, Jmail addresse and Defense Switch Network (DSN)/commercial
telephone numbers) the RI files. To update information attached to the RI file, please
cal DSN 3127794024, commercial (618) 228024, or emall
tacc.xog.pax@scott.af.mil

4.7. Premanifest. At GAES stations, the PSC should lock and download thenargfest

24 hours prior to scheduled mission departure but no earlier than 72 hours. The PSC shall
prepare prananifests for Patriot Express (PE) missions and forward sufficient copies to
information ontrol/dispatchnot later than NILT) 10 hours prior to scheduled aircraft
departure. At NOIGATES stations, the Data Processing Center (DPC) shall forward the pre
manifest to the PSC upon request or not later than 24 hours prior to scheduled mission
depature.

4.8. Opportune Airlift. The PSC shall initiate action to process passengers for seats that
become available on opportune airlift.

4.8.1. Manifesting of Passengers. On channel missions, with prior coordination of the
downline stathn, passengers may be manifested past stations where minor mission
number changes occur. Minor mission number changes include a change in the basic
mission number (i.e. outbound to inbound 0671 to 0672), suffix, or Julian date.

4.8.1.1. Passengersiay not be manifested past locations where the basic mission
number changes completely (i.e., 06E1 to 06R5).

4.8.1.2. Passengers may not be manifested round trip.

4.8.1.3. Passengers shall not be manifested on the positioning legs tpgshss
where the mission becomes active without approval from the downline station. For
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SAAM, exercise, olcontingency missions, coordinatgth the downline stations to
ensure the requirementsdra 4.8.2. have been met.

4.8.2. Unused Seats mo DOD-Owned or Controlled Airlift (includes SAAM,
Aeromedical Evacuation, Exercise and Contingency). IAW DOD policy, all unused seats
on DOD-owned or controlled airlift shall be released for use by SpPaamd Spacé&
passengers. On all mission typese thenior AMC or terminal representative, in
coordination with the aircraft commander, and the user as applicable, shall determine if a
defined need for security, or if overriding safety or legal concerns (including hazardous
cargo, customs, agriculture aritizenship and immigration service consideration)
prohibits Spaceé\ travelers from flying on a specific mission. The aircraft commander of
the aircraft is responsible for, and has the final authority, on matters affecting the
operation of their aircrafiThis authority is to be exercised judiciously within the context
of DOD SpaceA policy stated inpara 10.2 Situations where the above prohibitions
restrict Spacé\ travelers from a particular mission should be the raremban rather

than the rule.

4.8.3. The servicing air terminal or designated manifesting agency shall manifest Space
A travelers or other opportune traffic. If the location has no air terminal or AMC
representative, then the aircrew shall enspreper manifesting, border clearance,
security, and passenger/baggage screening requirements are completed.

4.8.4. The AMC air terminal at origin shall ensure Sp#céraffic can be received at
destination, meets border clearance requirementssama | | not hamper us
departure/arrival operations. If SAAM is not landing at an AMC operated passenger
terminal, passengers shall be advised that the SAAM user is not responsible for assisting
with onward transportation or other arrangements.

4.9. Displacing Revenue Cargo and Passengers. Displacing-Bpeaeyo and/or mail for
emergency leave/duty passengers on cargo or dual configured missions may be authorized by
the Transportation RepresentativeR), Aerial Port Ops Officer, oAir Terminal Manager

(ATM) on a casdy-case basis when timely movement cannot be provided on passenger
missions. To ensure command visibility of excessive Spapassenger backlog, notify 618
TACC/XOGX whenever cargo is displaced for passengers.

4.10. Rotating Passengers

4.10.1. Duty passengers are not normally rotated to accommodate other duty passengers
except when necessary to move Priority One passengers whose movement cannot be
guaranteed within 24 hours. All known available #inthust be considered including
government arranged commercial seats. If movement cannot be guaranteed begin
rotation procedures. Unless there are severe mitigating circumstances, do not remove any
premanifest passengers who already received their mgaphsses. Prior to removing
SpaceR passengers, the PSC shall try to get volunteers to remove themselves from a
flight. SpaceA travelers may be removed at any station for duty passengers, patients, or
cargo. NOTE: Only as a last resort shall @gbry |, Spac& passengers be removed

from a flight at the originating location. Do not rotate Category | passengers at en route
stations.
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4.10.1.1.1f no one volunteers or rotation of SpaRepassengers is still needed, begin
removing passengein the following order:

4.10.1.1.1.Selected SpaeR Duty Standby passengers (line numbers 0700
0800).

4.10.1.1.2.Port Booked passengers (line numbers 68629)
4.10.1.1.3.0verbooked passengers (line numbers 63R@0)

4.10.1.1.4.Prebooked passengers (line numbers @BGA9) meeting the
following criteria: unaccompaniedermanent Change otasion (PCS military
passengers (B and below); the last to check in is the first to be removed.

4.10.1.1.5.Non-GATES stations shall record the time of chackon the pre
manifest to facilitate rotating passengers if necessary.

4.10.1.2.The following passengers may not be rotated: funded emergency leave,
family groups, members separating, prisoners, peis@scorts, and passengers
pending board actions, passengers on retirement orders, foreign nationals, and
reservists. NOTE: In instances where available seats remain, but either the total
aircraft ACL or available baggage stowage space has been reteh@docessing of

the flight should be discontinued. Passenger Services will ad\iisderminal
Operations CenterATOC) which will in-turn advise 618 TACC/XOGX of the
situation. PSAs should monitor these conditions especially during mobility, esercis
and contingencies when excess baggage is authorized for deployment.

5. Patriot Express (PE) and Category M Flights (NLT) Showtimes/Check In Times.

5.1. The HQ AMC Standard show time/roll call shall be no earlier thhan(2) hours pior

to aircraft block out time For missions with 61 or greater passengers the show time/roll call
time is three and a half prior to aircraft block time. Thihears and twenty minuteer
missions originating from Seattle/SEATAC.

5.1.1. If deemed necessary for unique situations (peak travel periods, multiple departures
within a short time period) the TR, Aerial Port Ops Officer, or ATM may adjust
show/roll call times as needed.

5.1.2. Requests for long term/permanent deviationgaia 5.1 shall be submitted to HQ
AMC/AATP.

5.2. Checkin for premanifested passengers must be made available 6 hours prior to aircraft
departure but may begin as early as 24 hours prior to aircraft departuredagctiedion of
TR, Aerial Port Ops Officer, or ATM.

6. SpaceR (Duty Standby) PassengersSpaceR passengers without a reservatsimll be
considered duty standby. However, PSC may port book passengers when excess seats are
available in leu of placing the passengers on the duty stand by register. All-Bpdogy

standby passengers shall be assigned a seatlg@o passengers authorized).

6.1. SpaceR Standby Processing. GATES stations shall cancel any conflicting reservations
to preclude duplicate bookings.
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6.1.1. Collect one copy of travel order and sigp passenger(s) in GATESrief them
on the next flight, show time, and return the travel order to the passenger.

6.1.2. At nonGATES stations, collect twoopies of the orders and record travel priority
and type travel code, dependent i nf ormati c
sectiono on both copi es.

6.13. Brief the passenger on the next flight and show time.
6.1.4. Enter the pssenger(s) into the SpaRebacklog.

6.1.5. File one copy of orders according to travel priority (Priority 1 and then all others)
and date/time of arrival in the terminal and return the second copy to the passenger.

6.1.6. For Temporary Additional Duty (TAD)/ Temporary Duty(TDY) port booked
passengers, mail one copy to the appropriate Service DFAS as identified in DTR Part I.

6.1.7. Signup intransit Spac® standby passenger(s) IAWara 6.1.1 or 6.1.2 as
applicable.

6.1.8. To travel aboard AMC owned/controlled missions, a travel order or a letter of
authorization citing the authority for travel and billing instructions and or fund cite and
associatedCustomer Identification CodeC(C) is required. For letter of authorizations

the contract number and commanding officer's name directing the movement, phone
number and unit mailing addresses and contract number must be on the letter signed by
the contractig officer. Both forms of travel documentation must identify where the
authorized travel is from and to and the time period of travel authorized.

6.1.9. The PSC shall provide a means for SpRcetandby passengers to verify their
position in theébacklog. This may be accomplished by printing a register from GATES or
display the register on a computer monitor accessible by the passengers. Create the
register by channel and make it available for passenger viewing. When there are no
passengers inhé backlog, printing the register is not necess&yy. SpacdR
Reimbursable Travel. 1AW DOD 4515.13R, certain categories of eligible Space
travelers may elect to pay for a seat at the applicBblegartment of Defense Channel
Passenger Tariffer Other NoaDOD Channel Passenger Tariffat¢h 8) to secure a
reservation as a Spa&epassenger. This decision and transaction must be made prior to
the mission opening. However, they may not change their status for movement on a
mission currently bieg processed. When passengers change their travel status from
SpaceA to SpaceR, they shall keep their relative place in the respective category; that is,
from SpaceA emergency leavetSpaceR emergency leave.

6.3. TWCHNon-TWCF Documentation All SpaceR and Spacé passengers transported
via TWCF or noArTWCF aircraft over AMC or noiAMC channels must be documented and
reported as TWCF.

6.3.1. For SpaceR passengers with a Customer Identification Code (CIC) enter the CIC
in the appopriate block.

6.3.2. Passenger Customer Identification Code (CIG}ICs are the basis for billing
passenger travel and identifying the service responsible for payment. Travel
authorization for reimbursable space required passenger transpontatist cite the
chargeable appropriation and CIC approved by the funds certifying officiddeofull
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billing address with point of contact and phone/fax numbers for reimbursement on a
Special Account Handling basis. Otherwise, provide payment by imgjcagsh
collection. Segara 6.4.2.9.

6.3.3. CIC General Guidance The aerial port/air terminal is not responsible for
construction of the CIC. Instead, aerial port/air terminal personnel should follow special
account handling procedures asutlined below. Refer to CIC guidance at
https://www.amcfm.scott.af.mil/CIC _Generator.htm or contact HQ AMC/FM at
Defense Switch Network (DSN) 778568for CIC assistance.

6.4. Special Account Handling (SAH). For cases where passenger orders do not contain a
clearly identified CIC, SAH information is used in lieu of a CIC. If there is no CIC on the
order s, or the CIC doesndét pass theatr@GATES
"A" in the second position of the account code field. This identifies to HQ AMC/FM that a
set of orders for the traveler will be sent to them. Passenger Service personnel will collect
one complete set of travel orders/authorization (all pagest &nd back) for each traveler

that does not have a valid CICThe Passenger Service Section wilkate andieliver a
complete flight package Data Recordsvithin 3 days of aircraft departure. The package

will include all orders or a Memorandum foreébord (MFR) stating which orders are still
missing andhat Passenger Service personnel are doing to pursue collection of orders. For
nortmechanized locations, send all information to the DPC with an explanation of missing
orders and what steps are betafgen to obtain the authorizations. SAH orders will be
scanned and saved in PDF format by mission number and manifest number. Data records will
email the scanned orders3&\H.SUSPENSE @scott.af.nahd can delete the scanned orders

upon receipt confirmati n . | f scanni ng c ap altach ihd tsaveld o e s n ¢

orders to a copy of the originating manifest and the account handling printout and forward to
HQ AMC/FMFAB, 402 Scott Dr, Unit 1K1, Scott AFB IL 622Z811; however, email is

the prefered method for sending orders to HQ AMC. Nwoechanized units also have the
option of electronically scanning all SAH documentatioand emailing to the
DPCAMC.AATID@scott.af.mi| listed as AMC/A4ATID on the global address list,
AMC/FMFAB: SAH.SUSENSE@scott.af.mibr fax to DSN 576243 or commercial

(618) 2562243 instead of sending hard copy documentation. The Passenger Service section
will annotate the copy of orders with the origin, destination, manifest number, flight number,
and Julian date Nonmechanized stations must send copies of orders to the DPC no later
than 3 duty days after departure by the fastest means available.

6.4.1. In the event a passenger arrives at the Passenger Terminal with a letter of
authorization signed byommmanding officer citing the authority for travel, fund cite/CIC

or billing address, and unRoint of Contact ROQ vice published orders due to the
urgent nature of travel, the letter of authorization must be included in the manifest
package received dm passenger processing. Forward one legible copy to HQ
AMC/FMFAB, 402 Scott Dr Unit 1K1, Scott AFB IL 62225311. NOTE: This type of
movement is only authorized for emergency situations and is not authorized or intended
to replace valid orders. BmRecords will create metrics and perform trend analysis to
report suspected abuse by orders issuing agencies to HQ AMC/A4TI as requested.

6.4.2. In some circumstances, passengers will travel usingbiiable CICs. Port
commanders must ensutese codes are not misused. Mdtable CICs are specifically
coded to not produce a bill and are as follows:
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6.4.2.1. SAAM/Contingency operations where the dedicated mission was originated
specifically for the purpose of transporting speciiassengers will utilize nen
billable CICs. The Data Records section will ensure that the co#Cs are used.

Refer toTable 1 to create the correct ndmllable CIC for the applicable branch of
service of the traveler. Any airlift capability awale for use to move cargo and
passengers (along AMC channel routes) on an opportune basis, after planned mission
requirements have been met, will be processed and billed as normal revenue
generating passenger, cargo, and mail. A billal@nsportation &count Code

(TAC) or CIC must be entered or SAH, cash collection procedures should be
followed.

Table 1. Contingency Operation CICs (nonbillable).

Air Force FSAM0O0000000000
Army ASAM00000000000
Navy NSAMO00000000000
Marines MSAMO00000000000

6.4.2.1.1.Short takeoff and landing missions. A CIC was created for th&ise

Combat CommandACC) commercial contract missions supporting MILGRP in
Colombia. These missionsarerdon | | abl e; wutilize CIC AST
space required gaengers on these missions.

6.4.2.2. Thruload/Int r ansi t mani festing. | f a pass
route due to mission cancellation and the passenger was originally manifested to end
destinati on, ensur e tinhhe tsecoad poditignoof theaCéC b e e n
field in GATES for forward movement to oI
be used instead of AA0O when CICs are no
passenger voluntarily changes transportation routing.

6.4.2.3. Missions transporting cargo and passengers that originate and terminate
within the Continental United States (CONUS) do not generate revenue for TWCF.
However, the tracking and billing systems require accounting information in order to
proces cargo and passenger movement s. I n
for the CIC and the original TAC for cargo. SIi&8IFICS strips this data no bill is
created for shipper within CONUS movement

6.4.2.4. AMC Mobility Mission Observer (MMQO) Passengers designated as AMC

MMO have been invited by HQ AMC/CC to accompany AMC aircrew on AMC
organic military aircraft. Use of A4 MMO
organic military aircraft. Refer toara 25.1for more information.

6.4.2.5. Defense Courier Service personnel may travel under the CIC
ADCSC0O000000000000 when traveling under aj
contracteccargomissions only..

6.4.2.6. Mission Essential Groundersonnel (MEGP) may travel under the CIC
AMEGPOOOO0OOO0OO0O0O00O0O when approvegara?2y4 compe
for more information.
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6.4.27. Mission Route Support (MRS$hay travel under a CIC createdancordance
with AMCI 24-101 Vol 14,Atch 4, Mission Route Support CIC CharRefer topara
25.2for more information.

6.4.2.8. USAF Academy cadets traveling to/from overseas sponsoring agencies
aboard KG10 arcraft will have the statement: "For travel aboard-KC aircraft

onl vy, Cl C: R4 AFACADETO0OOOOO" in the rem
traveling on any other aircraft will require a travel order. Cite the CIC and funding in

Block 19 to includeSAH proceduresRefer topara 25.3for more information.

6.429.Cash payment . I f a cash payment i s m
into the second position of the CIC field in GATES.

6.4.2.10.Reserve component forces authorized in DoD 4515.13R
Transportation Eligibility,to travel on DoD controlled aircraft for reserve inactive
duty training can be eligible to use a Agitable CIC, segara 25.7

6.4.2.11.For SpacA passengers enter an fAHO in th
block followed by the date and time of sigp. Example: H0311345.

6.5. Passenger Suspense. Passengers will be placed in suspense if there is a problem with
thar CIC. If a passenger does not have a valid CIC and orders were not collected suspend
the passenger. Follow SAH procedurespara 6.4 Provide a brief of the Passenger
Suspense listing to the OIC or Superintendent of Passenger Service. Passeimgeh&e7

days after aircraft departure to contact the user for collection of missing oi@ece the

travel order for each SAH passenger is received, go into the suspense listing in GATES,
select the passenger(s) and generate the TWCF manifest. G#ilTBEStomatically assign a

new manifest and a new Account Handling Control Register for those passengers who fall
under the SAH category.

6.5.1.Ifafterrdays a passengerds orders are stild]l
Superintendenwvill provide a signed MFR to the TR flight commander, TR operations
officer, or equivalent that they will forward, NLT 10 days after aircraft departure to HQ
AMC/AATID (AMC.AATID@scott.af.mi), requesting the DPC assist in tracking down

the missing orderéseeFigure 1f or an exampl e) . This MFR mi
full name, rank, social security account number (SSAN), mission number, mission
routing, tariff rate, and explanation of steps taken to recover thénmigsders. Attach

all documentation to the MFR (i.e;neail traffic, faxes, etc.). Also include total number

of missing orders, total potential loss of TWCF revenue, and a point of contact. TWCF
revenue loss can be determined using the following webdress:
https://business.transcom.mil/{8/fin/rates _homepage.html  or public site:
http://www.transcom.mil Account is required to access, tact
ustchelp@ustranscom.ntd request access. All items can be scanned-angiled. The

e-mail must be digitally encrypted to protect Privacy Act information.

6.5.2. The DPC will keep track of all requests and provide all actions taken dgerec
potential loss of TWCF billing to HQ AMC/A4TI.

6.5.3. Once orders are recovered, the DPC will remove the passenger(s) from suspense in
GATES, input the correct CIC, and submit a TWCF manifest to ASIFICS for billing.
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6.5.4. If after D days all efforts are exhausted to recover missing orders the DPC will
remove the passenger (s) from suspense in
position of the account code field and submit a TWCF manifest to ASIFICS. The DPC
will forward a copy ofall supporting documentation t8Q AMC/FMFAB so they can

pursue potential billing through other avenues.
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Figure 1. Sample Passenger Suspense MFR.
[UHIT LETTERHEAL

WEMORANDUM FOR: HQ AMC/A4TI
FROM: [¥our Unit]

SUBJECT. Request Assistance in Clearing Passengers in the GATER Suspense Listing for 10
Calendar Days

1. RFequest the Diata Processing Center research missing orders for the foll owing persomel that
have beenin our GATES suspense listing for 10 days: (Include Name, Fanle, 35AM, mission
mamber, mission routing, tan ffate that needs to berecovered for TWCEF, and a detailed
description of steps taken to get a copy of the trissing orders).

Herrken, Justin L, Ti5gt, 000-00-7890, ABAQSNO01325, CHS-IUD, $1,723.

Contacted WMPF with metmher’s S3AN to locate merrher”s unit of assigrment and phone
marher through DEERS. On 10 Jan 08, A1C Steplan spole wath Srd Kingin tmember’s C55 o
request a copy of the orders. With no response by 12 Jan, A1C D Korson called the merrhet’ s
CH5 agrin to request the orders, thi s tirme wath a follow up e4nadl (seeattached). With no
respotise by 30 Jan, WSgt Viehland (FA service day shift supervizor) contacted memnher’s C55
wia telephone and was informed that the C55 was not able to locate a copy of the arders, but did
find out the metmbers termmporary wit. They were unable to reach anyone at that location for
resclution.

Hanmne, Jason D, AI1C, 000-00-3930, ABAQNRDO01325 CHE-TUD, §1.735

Contacted WPF wath member’s S5AN to locate member’s nit of azs gnment and phone mumber
through DEERS. On 10 Jan 06, MEg IWyes contacted member’ s C55 (55gt Laakdo) fora
copy. When the fa was received, it was illegble and another request was made by Pvt. Dancer
with no response. An e-mail was sent to the member’ s C53 (see attached). Followup phone
calls were placed o 15 Jan, 17 Jan, 25 Jan, and 30 Jan, all accormpani ed by e+tnail requests(see
attached), all with no action from memmber’ s unit.

2. Total Missing Orders: 2
3. Total potential loss of revenue for TWCF: $3,448

4. Wy POC regarding this matter iz ChWISgt ML Vinup DEN: 555-5555.

ARIGHEDY

MARLA T O'FERE ALL, Maj, UTGAF
TE. FLIGHT COWNANDEE.

FERSOMNALDATA—FPRIVACY ACTOF 1974 (5T15.C. 5448)

6.6. In some cases, CICs will not pass edits in ASIFICS and will require the complete
aacounting code, billing address, or point of contact information as found on the travel order.
Documentation is kept on file IAW AFRIMShips://afrims.amc.af.mil/). Port personnel

will make every effort to hel eliminate disputed billing. Ports are authorized to scan and
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send travel orders electronically if themail references the manifest number, mission
number, and date of departure. Aerial ports/air terminals will only respond to requests from
HQ AMC. If a site gets a request from other than HQ AMC. (efense Finance and
Accounting ServicdDFAS), Services, etc.) refer them to HQ AMC/FMFAB.

7. Operational Support Aircraft (OSA).

7.1. Passengers on OSA missions shall only beif@sted in GATES if they process
through the passenger terminal. In these instances, use the CIC OSA000000000000. For
passengers taking advantage of an open seat on an OSA mission but are not associated with
the mission, PSAs should enter the billabl€ ®om the orders. If passengers go directly to

the aircraft, the aircrew is responsible for manually producing a manifest using DD Form
2131, Passenger Manifest This manifest shall be submitted to either Base Ops or the
passenger terminal and attadlte the mission folder. There is no requirement to manifest
OSA missions in GATES for the purpose of ITV.

7.2. Passengers who are on an advance list provided by an airlift validator, need only present
their ID card and orders for verification dty status (these orders are not retained by
passenger service). Telephone reservations from an airlift validator shall be accepted by the
PSC.

7.3. Duty Standby Passengers selected for opportune movement shall be processed IAW
para 6. above.

7.4. Passengers processed by the AMC Passenger Terminal shall be manifested in GATES.
8. Questionable Travel/Erroneously Manifested Passengers.

8.1. All PSAs must ensure requirements of DOD 4515.13R are met with regard éngass

travel eligibility. When an order or authorization for movement of passengers is neither
authorized by DOD 4515.13R nor approved according to its procedures, transportation shall
be denied. When the passenger's orders appear to be erroneouslyepiil@ind time and
circumstances warrant, en route locations should contact their respective Wing and CONUS
locations should contact HQ AMC/A4TP (DSN 74993) to resolve the problem. En route
locations should contact HQ AMC/A4TP after attempts to coritectWing have failed or

the issue is time critical. Passengers traveling on questionable orders shall be informed of the
fact and advised their travel documents shall be forwarded to higher headquarters for
possible billing. The station making the deteration shall document the case and forward

it to HQ AMC/A4TP, 402 Scott Dr. Unit 2A2, Scott AFB IL 6228308 who shall forward

it to the Service Headquarters for necessary action. Questionable travel cases should be
forwarded with all accompanyingdacoe nt s (order s, statements, a
home of record address). The Services shall make the final determination to bill the
passenger or the orders issuing agency.

8.2. Movement of Erroneously Manifested Passengers. If passengersramneously
manifested by other Services or MAJCOM, advise them to contact their Services HQ for
movement consideration (Ref DOD 4515R3Air Transportation Eligibility paraC1.3.2).

If passengers are already in the AMC system whenever an isrdiscovered, onward
transportation to the final destination shall be denied. They shall be offered transportation as
follows:
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8.2.1. Passenger information shall be collected and held in a standby status. Passenger
shall be moved on the firsvailable flight with open seats after all other passengers for
the flight have been processed as follows (waiver authority rests with HQ AMC/A4TP):
CONUSOCONUS, OCONUSDCONUS, OCONUSCONUS: return to originating
country; CONUSCONUS: return to originatg station. If the passenger(s) decline the

first available seat(s), they shall forfeit the right for return travel. If the passenger elects
to continue to their erroneously manifested destination via commercial means, AMC shall
not be responsible foeturning them to their originating station.

8.2.2. Terminal management shall document all such instances and forward them to HQ
AMC/A4TP, 402 Scott Drive, Unit 2A2, Scott AFB IL 6228308, with info copies to
point of origin and all en route si@s.

9. Remote SpaceA Registration.

9.1. Remote Spacé signup may be accomplished in one of four ways: fax, email, internet
and mail. All passenger terminals shall accept remoteuggna email.

9.1.1. Documentation fordx, mail and email. At the Aerial Port of Debarkation (APOD)

a copy of the applicable service leave form and AMC Form $p@ce Available Travel
Requestshall be utilized. If AMC Form 140 is not available a statement including
name/s (sponsor anall dependents), rank, social security number/s (sponsor and all
dependents), number of seats required, and a list of five desired coAtthy 7)
destinations or AALLO. However tHey must

9.2. Thelack of a passenger's social security number shall not preclude remetip.sign

9.21. Upon receipt of a request that does not cont&o@al Security NumbelSSN at
GATES locations, PSAs shall sign up the passenger using a pseudo persondiingons

of the prefix RMT and the first four letters of the passenger's last name, first and middle
name initials. (Example: Michels, Randy, Dean (RMTMICHRINOTE: If a person

does not have four letters in their last name or a middle initial the eruneibo "0" shall
substitute in the character blocks (Example: Ray, Colin, Allen (RMTRAYOCA). If
signing up additional dependents, utilize numbers in place of the middle initial for the last
character for each dependent (Example: RMTRAYOCL1).

9.2.2. When passengers physically present themselves at the PSC/check in counter, PSAs
must ensure the entry of the actual SSN through the "Change Person ID" activity in the
"Space A/Space R Sign Up" or "Passenger Check In" windows.

9.3. Basis for d&e/time of sigrup.
9.3.1. Fax. The fax header data shall establish date/time olugign
9.3.2. Email. The email header data shall establish date/time clgign

9.3.3. Mail. The date and time received at the PSC countdl e$tablish date/time of
sign up.

9.3.4. Internet. The system shall determine date/time ofggn

9.4. Active duty members on pass may utilize remote -signby indicating desired
destination, name, rank, and inclusive dates of pass.



AMCI24-101V14 2 OCTOBER 2009 23

9.5. Active members of Reserve Components (actively participating with a reserve unit).
9.5.1. May only register for travel to/from eligible destinations IAW DOD 4515.13R.

9.5.2. DD Form 1853 Travel Eligibility, Verification of Reserve Status for Travel
Eligibility, shall be stamped with the current date upon receipt.

9.5.2.1. Activated reservists shall have the appropriate service leave form.
10. SpaceA Registration.

10.1. General. Unused seatsoaind DODowned or controlled aircraft shall be offered to
anyone meeting the provisions of DOD 4515.13R. Spapassenger movement cannot be
provided until provisions have been made for the movement of all revenue cargo, mail and/or
passengers (referend®dCl 24-101, Volume 9Air Terminal Operations Centgr

10.2. Governing Regulations. DOD 4515.13Rir Transportation Eligibility, establishes
movement priorities for Spagk travel.

10.3. SpaceA registration may be done in persahthe passenger terminal, or by using
AMC Form 140 or by using any of the remote sign up procedures as listearan9.
Sponsors may register their family members. Those who do not have travel documents, such
as passports or ID cards for family memsomay register for travel;, however, PSC personnel
shall brief the traveler on travel document requiremeRtssengers who use AMC form 140

for travel registration should retain the passenger copy as proof of registration.

10.4. Married Members.Married service members may register as a family group provided
both active duty members are on leave status at the time ef@igigitf they have differing
leave expiration dates, sign them up under the earliest expiration date.

10.5. Groups. All group members (excluding families) desiring Spéctravel must register
individually. Sport team/group leaders or coaches have no authority to act on behalf of other
team members for Spaéeregistration.

10.6. Stamp the passenger's leavehatzation/documentation with your local sigp
stamp (seeAtch 9 for sample) or a GATES produced printout with passenger-uggn
information.

10.7. SpaceA Register. The PSC shall provide a means for Spapassengers to verify

their positon in the backlog. This may be accomplished by printing a register from GATES

or display the register on a computer monitor accessible by the passengers. When there are
no passengers in the backlog, printing the register is not necessary.

10.8. Ineligible Passengers. Individuals are placed on the ineligible list based on their
conduct or behavior. These individuals have been identified by their respective Service
Headquarters to be ineligible to travel on DO®@ned and controlled aircraft ancirbed

from worldwide Spacé\ travel.

10.8.1.Instances of unacceptable passenger conduct or behavior that warrant
consideration for removal of Spageprivileges shall be forwarded to HQ AMC/A4TP.

Include all supporting documentation (travel doeunts, PSA statements, police reports,

etc.). HQ AMC/AATP shall review all reports and forward to the appropriate Service
Headquarters with HQ AMC/A4TP recommendation. Decisions on passenger
ineligibility rests with dgdagerspassenger ds r



24 AMCI24-101V14 2 OCTOBER 2009

10.8.2. SpaceA Ineligible List/Local Hold List: When passengers are identified as

Al neligibleo in GATES, the passenger agen
ineligible list containing the names, SSN, and other pertinent infmma&b validate

ineligibility before denying travel. For local hold list, written requests shall be provided

to terminal management for inclusion and/or removal from the listing through various
sources such as, local commanders, legal offices, or setanggs. Both lists must be

easily accessible at all times and agents should be thoroughly trained on their use and
procedures to take when an ineligible passenger attempts to travel, IAW AMI(DI124

Vol 14,para 10.8

10.8.3. Specific questions from passengers relating to their eligibility must be directed in
writing to their Service Headquarters. Provide them their Service Headquaiteess
as follows:

10.8.3.1.Navy personnel should contact NOLSIB37 Morris Street, Norfolk, VA.
23511.

10.8.3.2.Army personnel should contact HQ DALEPT-PP, Room 1D343, 500
Army Pentagon, Washington DC, 203@500.

10.8.3.3. Air Force personnel should contact HQ USAF/A4RE, 1030 Air Force
Pentagonyashington DC 20332030.

10.8.3.4.Marine Corps personnel should contact HQ Marine Corps, Code2,RPD
Navy Annex Washington DC 2038Q775.

11. SpaceA Rules.

11.1. SpaceA Calls. Passengers may choose not to meet all Spaeds for flights going

to their desired destination and they shall not be removed from the-8Register. Flag

officer passengers are selected by their travel category, and date/time of sign up but may be
offered the option of making the Spa&ecdl with all other passengers or doing so by a
personal representative.

11.2. Duration on the List. Unless otherwise identified, prospective passengers shall be
removed from the Spaeg® Register after remaining on the list for 60 days or wherrthe|
authorization expires, whichever occurs first. Passengers removed from the register shall be
allowed to sign up again with a new date/time of sign Once a passenger departs a station
their record shall be purged at that particular station.y $hall need a new date/time of sign

up prior to future travel from that location.

11.3. Pass. Active duty military may travel on a pass but may only remain on the-Space
register for the duration of the pass. Dependents may accompany tinsorspo

11.3.1. Service members may travel using their military ID card and verbal word they
are on pass. If the passenger subsequently presents leave orders that are valid for the day
of sign up, during or after the pass period they must sigagam with a new date and

time.

11.4. Seat Refusal. Prospective passengers may refuse a seat on any aircraft. Brief all
passengers, before selection for movement, when the aircraft shall-gressarized, is
transporting hazardous cargo requiyia passenger deviation, engine running on/off loading,
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or human remains are aboard. Passengers shall not lose their place on th& 1@géster
for refusing the seat (s@ara 16).

11.5. Expired Leave Orders.Active Duty military members whose leave orders have
expired shall be allowed to remain on the Spaaegister if they are attempting to have
leave extended. These personnel should not be moved until their leave is extended, but if
there are extenuatingcircumstances, the passenger service officer/detachment
commander/NCOIC may elect to authorize movement. Leave extensions shall be accepted
based on verbal confirmation of the passenger. If declared AWOL, report them to the
security forces/airport police

11.6. Signup Time. Greenwich Mean Time (Zulu)/date of sigm must be used at all
passenger processing locations.

11.7. Passengers shall receive a new date/time ofigigwhen changing travel categories
(i.e. Category lll to Category) or changing/adding destinations (i.e. signgrfor Germany
(original date/time), but decides to add Italy (new date/time) at a later date).

11.8. Passengers shall retain their original date/time ofsgfrom the point of origin to the
final destination, provided they are continuing to geographically move to their declared final
destination. Ensure the passenger's final destination is annotated on the boarding pass.

11.9. Travel Ready. All passengers are required to be travay rtastart of roll call. To be
considered travel ready, passengers must have all required documentation, checked baggage
and accompanying family members/group member must be present. If a passenger is not
ready to travel for any reason, refer the travdb the appropriate agency and provide
directions. If at all possible, give the passenger a name of someone who can help. As a
minimum provide an appropriate telephone number.

12. SpaceA Roll Call.

12.1. General. SpaeA roll calls will be IAW para 5.1 (seepara 5.1.1for exception). Roll

call is a phrase used to signify the beginning of the process in which eligible passengers in
each category are selected byedand time of sigiup. This shall enable passengers to plan
their activities and ensure equitable opportunities for all. All Spapassengers shall be
assigned a seat (no-iap passengers authorized). Requests for deviation from the
established roltall time shall be submitted to HQ AMC/A4TP for consideration.

12.2. All SpaceA passengers competing for a seat must be marked present at the beginning
of roll call. Those passengers not marked present must wait until all other-Space
passenger marked present at the beginning of the roll call have been afforded the
opportunity to compete for open seats. If seats remain when the roll call is complete, begin a
new roll call starting with Category |.

12.21. PSAs will make an announcemgarior to each roll call, reminding passengers to
mark themselves present and to ensure they are travel ready before attending roll call.
Seepara A19.2.10

12.3. PSAs will provide an introductory briefing fiassengers at the beginning of the Space
A roll call. This briefing shall provide at a minimum; the rank/name of the PSA conducting
the call, mission number, flight destination(s), the requirement to be travel ready, and a brief
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explanation of the roll ¢aprocess to include the Categories and date/time of sign up.
Perform the unique mission briefing, if applicable (ses 16).

12.4. PSAs conducting the roll call shall advise passengers when they are charagieé Sp
categories.

12.5. SpaceA passengers shall not be removed for other Spguassengers.

12.6. Category |, Spacé passengers shall be considered for any flight currently being
processed even if the Spageroll call has already begu(roll call start time passed)
regardless of the current category being selected.

12.7. If anytime during the Spae& roll call, duty passengers arrive or Sp&teavalkin
travelers present themselves to the PSC counter and seats are avadgiitejghbe given a
seat ahead of any SpaBecategory (16) traveler(s). However, they shall not be processed
before any duty passenger on the Sgaosaiting list that is present for the flight. Rotate
selected SpaeA category (16) travelers to accommoalate the duty passengers if there are no
open seats and a mission delay will not occur.

12.8. If a mission changes destination(s) during the roll call, the roll call must be started
over.

12.8.1. When additional seats are released famission, the SpaeA call shall continue

where it previously ended. However, if you had to pass over a family due to insufficient

seat release, and additional seats become available later, afford the families that were
passed over an opportunity to takege seats first and then resume the Spawdl call

selections where they previously ended.12.9. Upgrade. -Jpaessengers may be
upgraded IAW DOD 4515.13R, C6.1.7.3. to the bottom of Category | for leave under
emergency conditions (unfunded) orrexd me humani tarian reasons
situation is validated by a competent and formal authority such as American Red Cross
notification, unit commander 6s memo, docto
Emergency upgrade period for initidéparture should generally be limited to one week.
Passengers shall maintain the origin station upgrade until they reach their specified
destination; however, this upgrade is not applicable for return transportation. Passengers
shall return to originalw@horized category of travel for return trip.

12.9.1. IAW DOD 4515.13R upgrade authority is held by the installation commander
and may be delegated no lower than the chief of the passenger service center or its
equivalent (OIC/Supt of Passengezr8ce). A current copy of the Spaéeupgrade
delegation letter must be maintained at the passenger terminal.

13. SpaceA Passenger RemovalWhen necessary to remove Sp#&cpassengers at en route
stations to accommodate Spd&Reassenger&rgo, the order of selection for removal shall begin
with the lowest category passenger with the latest date/time ofupigrs reflected on the
manifest. If removed passengers elect to continue travel to their specified destination, they shall
be enteredhto the Spacé\ backlog using their original date/time of sigp. If passengers elect

a different specified destination, they shall be assigned a new date/time-apsaga be placed

at the bottom of the Spa@eregister within their category. Wherecessary to remove Spake
passengers at the originating station, the order of selection for removal shall begin with the
lowest category passenger with the latest date/time ofugigas reflected on the manifest.
EXCEPTION: Passengers who were séggton a subsequent roll call IApara 12.8.1shall
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be removed first. Note: Thru load Spacé& passengers shall not be removed for Sgace
passengers originating at subsequent en route locations.

13.1. Gateno-shows shall be reentered on the Spacegister with a new date/time of sign
up unless the reason for missing the flight was beyond the passenger's reasonable control;
e.g., sickness, automobile accident, etc.

13.2. GATES stations can use tHROTATE PASSENGER" tab/command to assist in the
selection.

13.3. The shift supervisor or assistant shift supervisor shall be consulted prior to removing
any passenger and shall personally verify that the correct people are removed from the flight

14. Federal Inspection Fees.

14.1. Head Tax. IAW public law, transportation tax (head tax) must be assessed for Space
A passengers traveling on all commercial aircraft missions.. The head tax applies to all
SpaceA passengers who ave/depart the Customsefritories of the United States (CTUS)
to/from overseas locations on these missions. Refer to HQ AMC/A4TP message guidance
for current rates.

14.2. A Federal Inspection Fee (FIS) applies for Spageassengers traveling the CTUS
from overseas locations on PE missions and SAAM commercial contract missions. Refer to
HQ AMC/A4TP message guidance for current rates.

14.3. Deposit FIS and Head Tax fees to applicable account as specified by HQ AMC/A4TP
annual messag®n account citations.

14.4. Boarding Pass. When a Spakgassenger is processed for a flight at the originating
station, annotate the AMC boarding pass to show the total amount charged for head tax/FIS
and the specified destination of the pageen

15. Travel Aboard Foreign Aircraft.

151. US military personnel in a duty status may travel on Royal Air Force, Canadian Armed
Forces, Royal Australian Air Force (RAAF) and Royal New Zealand Air Force (and any
other country whem new agreement with the U.S. is established) when approved under the
terms of the Cooperative Military Airlift Agreement (CMAA) (spara 60). SpaceA travel

is not authorized on foreign aircraft with the exception of &pgatravel IAW the United
Kingdom Implementing Agreement (spara 60.2.1).

16. Unigue Mission Briefing. On unique and specified types of mission aircraft, PSAs must
ensure passengers are aware of any operational circumstances that ssaygliseomfort or
apprehension. Spaé® and Spacé passengers shall be briefed prior to selection on the
following: low-level training, air refueling (K€0/KC-135 and G5, G17), unpressurized
aircraft, hazardous or dangerous cargo when a passengatiateis required, human remains

on board, etc. Travel aboard-pressurized aircraft, i.e.,-£3, may cause extreme ear pain
and/or rupturing of the eardrum, particularly when suffering from head colds, congestion,
asthma, etc. Passengers should befduti of the nature of these missions and afforded the
opportunity to remove themselves from the flight. Passengers shall retain their position in the
SpaceR/SpaceA backlog if they elect not to travel on specific missiof$OTE: A locally
produced Video/DVD may be used in lieu of a brief. If used, it must contain all of the items
listed above.
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17. Non-AMC Destinations. If a mission is operating to a n&MC destination, passengers
must be briefed that there may be little or no passesggport at their destination (i.e., no
terminal, easily available telephone, transportation, or billets). They must understand if they take
these flights, they must deal with these limitations within their own capabilities. If they do not
wish to takehese flights, they shall maintain their original date and time ofigign

18. Acceptance of Minors.

18.1. General. Minors less than 18 years old as of the date of travel shall NOT be accepted
for unaccompanied Spadetravel (segrara 18.4and note). Minors between the ages 8f
and 17 years as of date of travel shall be accepted for unaccompaniedRSpaaH if:

18.1.1. They are brought to the airport by a parent, guardian, or respoasiblewho

shall remain with the minor until departure and evidence is presented by such parent,
guardian or responsible adult that the minor shall be met at the airport of arrival by
another parent, guardian, or responsible adult. The adult shall pretdenentation
bearing the name, address, and telephone number of the adult who shall meet the minor at
the destination and the adult who is entering the minor into AMC's custody. This
information should be given to the senior AMC representative. Haeep#rent or
guardian fill out AMC Form 1004J)naccompanied Minor Passengerfhis form should

be reproducedh triplicate (1 copy to the senior flight attendant, one copy to the minor,
and one copy should be retained on station with the mission papgrwork

18.1.2. The flight on which space is held is not expected to terminate short of, or bypass
destination.

18.1.3. The minor shall not be permitted to stop over en route.

18.1.4. For unaccompanied minors with a connecting comiakftght arriving from
OCONUS military airfields: AMC shall take custody of the minor upon arrival at the
gateway and shall deliver the minor to the commercial counter.

18.1.5. For unaccompanied minors arriving via a commercial airline andriiiggpan

AMC gateway: AMC shall take custody of the minor when the commercial carrier
presents the minor at the AMC counter. In the event the AMC Form 1004 is not in the

mi nor's possession, i nformation contained
minor form may be used.

18.2. Notifications. AMC personnel shall annotate the manifest by writing the name of the
unaccompanied minor along with the name, address, and phone number of who is meeting
this passenger at the terminating station. sT8ame information shall be included on the
Mission Load Report to all downline stations of the flight. Air Terminal Operations Center
(ATOC) and the aircrew shall also be notified. GATES stations shall enter UNAC MINOR
in the "Special Remarks For Closgdtatus Report” field in the passenger check in window
and include the report in the mission flight package. AMC Form 1004 shall also be used.
18.2.1 In the event a mission is delayed for 24 hours AMC personnel will contact TO or
utilize the contactnformation on the AMC 1004 Form for notification purposes. The
Detachment Chief/Passenger Terminal Supervisor or their designee will be responsible for
the unaccompanied minor until missidaparture.
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18.3. Unaccompanied minors 8 to Y@ars of ge shallbe accepted for spacequired travel

only if accompanied by a parent oresponsible adult who is otherwise authorized to travel
and is designated liie parent or other competent authority. "Other competent authority” in
this case includes AMG@raffic personnel at the air terminal. However, in the event an
unaccompanied minor under the age of 8 is presented at an AMC Gateway by a commercial
carrierpara 18.1.5applies.

18.4. SpaceA travel eligibility cannot be delegated or transferred except for dual Uniformed
Services members. The source of eligibility is the sponsor. Powers of Attorney do not create
legal guardianship, therefore, travel under a power of attorneycaamn ordered adoptive
guardanship, and etc. is not authorized. Powers of Attorney may not be used to move sports
teams, school children, boy/girl scouts, youth groups, friends, etc., under adult leaders/figures
in a SpacéA status. Unaccompanied minors shall not be enterednatSpaced Register.

18.4.1. Certain dual Uniformed Services member parentsfséepnts may accompany
their dependent children regardless of which parent is designated as the sponsor in the
Defense Eligibility and Enrollment Reporting System (&L IAW Atch 33.

18.5. Dependent minors (less than 18 years) are not authorized to escort minor siblings.
NOTE: Unaccompanied minors are not authorized to travel Spaca parent traveling in

a duty status intending to accompany his/hananwho is traveling in a Spade status is

not authorized.

19. Commercial Gateway AMC Personnel.

19.1. AMC Commercial Gateways. PE missions operating to/from CONUS commercial
airports may be handled by contracted personnel perforpargof, or the entire operation,

with Air Transportation Contracting Officer Representa{i@®R) personnebverseeing the
contract, and providing technical assistance, as required. The contractor shall process the
movement of DOD passengers through éaateway IAW the Terminal Services Contract.

19.1.1. The Detachment Chief shall ensure manual processing procedures and Customer
Service Branch (CSB) surge procedures have been established.

19.1.2. Uniform Policy. Unless otherwise direct, all military gateway personnel shall
wear any combination of the Service Uniform with tie/tab and ribbons. The airlift
services COR performing duties outside of the terminal may be authorized wear of the
BDU/ABUas determined by the Det Chief.

192. Commercial Gateway Contractor responsibilities and duties may be found in the
appropriate AMC Terminal Services Contract.

19.3. Customer Service Branch (CSB) Responsibilities:

19.3.1. Assist all DOD passengers stranded at commlemgaeways with onward
transportation and, if required overnight accommodations, reservations, and information.

19.3.2. Provide referral services to appropriate agencies for those passengers requiring
assistance in resolving problems beyond thetrob of the CSB, i.e. privatelpwned
vehicle pickup or delivery, medical, financial, or other administrative or personnel
assistance.
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19.3.3. Provide assistance to militaiservice members and/or dependents that require
cost charge travel.

19.3.4. Use the Commercial Travel Office (CTO) satellite ticketing operations for
onward movement of passengers via commercial airlines.

19.3.5. Establish emergency surge operating procedures for onward movement of
passengers by commerciaéans.

Information Control/Release.

20.1. General. Although it is imperative we maintain sufficient Operations Security
(OPSEC) and force protection by safeguarding flight information to the maximum extent
possible the impression otravelers have of AMC service greatly depends on the ability to
provide prompt, accurate, and timely information. Keeping passengers well informed not
only shall make the job easier, but also shall result in satisfied customers. A conscientious
effort goes far to enhance the quality of service and ultimately, AMC's image.

20.2. Flight Information Display System (FIDS). To permit easy visual access to
information on scheduled missions, maintain FIDS, or a flight status board.

20.2.1. At GATES locations, passenger terminals shall use the GATES FIDS software.
Any local conditions/information displayed shall be at the discretion of the local unit
commander, but must be displayed on a monitor separate from flight information
monitor.

20.2.1.1. At GATES locations, when GATES FIDS is inoperable a locally designed
presentation may be displayed. The locally designed presentation will display the
same information as GATES FIDS.

20.2.1.2.Non-GATES locations may use a locallysigned presentation or flight
status board.

20.2.2. During normal operations, using the FIDS, post flight schedules for the next 48 to
72 hours. Posting of flight schedules may be limited to the next 24 hours during times of
increased securityhteat at the local installation. Additionally, it may be necessary to
ensure some missions are not displayed at all (see GATES software user manual for
instructions on preventing the display of individual missions). If the passenger terminal
is located Bar a commercial gateway, make PE information on these arrivals and
departures available to passengers. This may be accomplished by handout or on the
flight status board(s)/video display system. Where possible, monitors should be
accessible to the PSCamformation counter.

20.2.3. Ensure destination's name is completely spelled out. Do not use three-or four
letter codes.

2024.1 ndi cate | ate arriving missions or f
arrival time in the mnarks section, if available.

20.2.5. When outbound missions are delayed, update the flight information to reflect the
new departure time and the scheduled reporting time in the remarks section.

20.2.6. As a minimum, the dispatch sectiohall review schedules and information at
each shift change and update, as necessary.
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20.2.7. At least one monitor should be available in the passenger lounge, baggage claim
area, special category lounge, dependent lounge, and cafeteria

20.3. Releasing Flight Information. In order to balance between the need of the customer for
flight information and the need to safeguard information for OPSEC and force protection, the
following applies within the identified timeframes:

20.3.1. Information displayed on FIDS, community/commander access channels, printed
schedules, in person with PSA:
20.3.1.1.Flight arrival/departure information within 72 hours. Unlimited

information may be placed on base community/commander access Ishanne
Verification is required to ensure the transmission of the information is not accessible

from off base.
20.3.1.2.Flight arrival/departure information exceeding 72 hours prior to either
arrival or departure:

20.3.1.2.1.Arrivals: Dae, estimated passenger pick up time, and station arriving
from. Example: "We have 3 flights arriving from Dover on Saturday".

20.3.1.2.2.Departures: Date, passenger show time, destination(s), tentative seat
release. Example: "We have 3 Hig going to Dover on Saturday tentative
number of seats".

20.3.2. Flight arrival/departure information within 24 hours of flight arrival or departure:

20.3.2.1. Arrivals: By military access only websites, telephone, recorder, email, fax
or mail: date, station arriving from, and estimated passenger pick up time (i.e.
"estimated passenger pick up time is between -I2@M hours"). Scheduled arrival
time shall not be provided.

20.3.2.2.Departure: By military access only welesit telephone, recordernaail,
fax, or mail: date, passenger show time, destination(s), and expected seats available.

20.3.3. The following information may be given out in excess of 72 hours prior to flight
arrival or departure:
20.3.3.1.Arrivals: By telephone, recorder;maail, fax, inperson, or mail: number

of scheduled arrivals form a particular station (no arrival/estimated passenger pick up
date or time). "We usually have 3 flights arriving from Dover on a weekly basis".

20.3.3.1.1.By Military Access Only Websites: date, station arriving from and
estimated passenger pick up time.

20.3.3.2.Departures: By telephone, recordermail, fax, inperson, or mail:
number of scheduled departures by destinatioh wit specific dates, and expected
seats available.

20.3.3.2.1.By Military Access Only Websites: date, passenger show time,
destination(s), and expected seats available.

20.4. Information Vulnerability and the Internet Spagdnformation Pages on the Internet.
Information/files provided by any means, i.e. maimail, fax, etc. to authorized individuals
containing missiofnrelated information, such as operational schedules are intended solely for
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the use of the individual to whom itgven. This information is for the express purpose of
determining Spacé and Spacdr flight availability. Any attempts to retransmit, upload,
pass to unauthorized persons, or change the information received from DOD agencies,
including posting this infomation in any format to the worldwide web or broadcast via radio

is strictly prohibited. Any attempt/action circumventing the parameters specified and/or
implied above is subject to investigation and/or prosecution by law enforcement and may
result in tle loss of Spac@ privileges. Furthermore, Passenger Terminals, Base Operations,
and other agencies that are responsible for flight information shall include this disclosure
notice on any missierelated information for release to authorized individual¥his
statement only applies when adding flight information to the internet, and not to flight data
recordings.

20.4.1. Information posted on the Internet must be posted in accordance with AFI 33
129, Transmission of Information Via the InternBrovide flight information in a user
friendly format.

20.4.1.1. Public Websites. Any information that would reveal movements of military
assets is not to be put on public web pages. In order to provide some level of
customer service, it is alvable to post Passenger Service telephone numbers, fax
numbers, mailing and-mail addresses (for remote Spafcsign-up).

20.4.1.2. Military Access Only Websites. See instructions above for specific
guidance for flight information placed on welages only accessible via military
computers (domain restricted address).

20.5. Release of Traffic Records to the Public. Release, access to, or recommendation to
withhold traffic records requested under the Freedom of Information Act (FOIA)sha
processed peDOD 5400.7R/Air Force SupplementDOD Freedom of Information Act
Program

20.5.1. The following information may be released by the transportation representatives:
20.5.1.1. Travel eligibility.
20.5.1.2. AMC schedules (segeara 20.3.
20.5.1.3. Route operation as it pertains to scheduled operations.
20.6. Release of Passenger information:

20.6.1. Passenger manifest information may be released tergment officials or
employees for official purposes after identification of requester has been validated.
Personal recognition, ID documents, correspondence from and/or requiring answer to a
government address and phone confirmation at a known goverroffag are all
acceptable means of confirming identity. If not satisfied with information received over
the phone, coordinate with other known Government agencies.

20.6.2. Official Purposes. Passenger terminal management personnel shall apply
individual discretion and judgments regarding what are official purposes:

20.6.2.1. Sponsors requesting information on a specific individual in order to arrange
transportation, set a schedule or pass a message.
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20.6.2.2. Protocol, billetirg, or transportation representatives in the performance of
their official duties needing to know the ranks and names/erdfy Important
PersonYIP)s before their arrival.

20.6.2.3. An immigration official needing to know the names of foreign nati®n
and/or first time entries on a specific mission.

20.6.2.4.A Government investigative agency requesting passenger travel status, or
SpaceA registration information to detect or rule out leave fraud or other
inappropriate activity.

20.6.3 Unofficial Inquiries. For security reasons do not release information that may
have been merged or furnished from a privacy act record source (e.g., SSN). After flight
arrival, unofficial inquiries shall be limited to whether a specific persopdgmsons), with

a stated personal relationship to the inquirer, is or was on a particular flight.

20.6.3.1.Do not release detailed information about passengers (e.g., SSNs, type of
travel, citizenship, etc.), entire passenger lists, and histaniceimation except IAW
para 20.6.2.4

21. Miscellaneous Eligibility Clarification. The following information provides clarification
on travel eligibility. The below clarification is based on current gieee. If a conflict arises
DOD 4515.13R has precedence. Contact HQ AMC/AATP for further assistance.

21.1. SpaceA Travel Programs:

21.1.1. Command Sponsored Dependent Travel Program. The intent of this program is
to afford command speored dependents relief from their overseas duty location.

21.1.1.1. Travel is authorized Overse@ONUS, CONUSOverseas, and Overseas
Overseas within the same theater. Travel cannot be to another theater, even if there
are direct flights. Once dependent lands in the CONUS, their onward travel is
complete unless they are manifested on an aircraft that is only transiting the en route
CONUS location or transiting a CONUS location is required, i.e.-HIX

21.1.1.2.The sponsor must obta documentation (letter) verifying command
sponsorship from their current unit commander. Each letter is valid for one round trip
from the sponsor's overseas PCS duty location; however, as long as they are moving
towards their declared destination thepwd be allowed to transit other locations.
There is no limit on the number of letters a commander may issue. Dependents must
present a copy to the servicing air passenger terminal, and shall retain a copy in their
possession during travel. If passendease not used their letter or completed their
SpaceA travel within ninety (90) days from the date of issuance, a new letter is
required from the sponsorés commander .

21.1.1.3.PSAs should only accept letters signed by unit commanders, designated
representative, and Navy and Marine Corps individuals with "By Direction"
authority. Only when personnel are assigned to headquarters billets may the
squadron section commander sign letters to verify command sponsorship.

21.1.1.4.Early return ofdependents (ERD). ERD are not eligible for Category V,
command sponsored travel.
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21.1.2. NonnCommand Sponsored Dependent Travel Program. The intent of this
program is to visit the sponsor's unaccompanied overseas duty location, not to
rendezvos at another location.

21.1.2.1.Travel is authorized to the sponsor's unaccongmarpermanent PCS
location. Travel under this program is not authorized when the sponsor is on
TDY/TAD orders.

21.1.2.1.1.Travel is authorized Overse@ONUS, CONUSOverseas, and
OverseaOverseas. However CONUSONUS travel is not authorized unless
they are manifestedn an aircraft that is only transiting the en route CONUS
location

21.1.2.2.The sponsor must obtain documentation, in the forra tdtter, verifying
authorized travel from their current unit commander. Letter must state the sponsor's
name/rank, approved unaccompanied tour location, sponsor's contact information,
dependents name(s) and current residence information, length ofizedhstay, and

time frame the approval letter is valid. Passengers shall be removed from the Space
A Register on expiration date of the approved time period stated in the letter or after
60 days, whichever comes first. If passengers have not completettakiel within

90 days from the date of issuance, a new letter is required. Each letter is valid for one
round trip to the sponsor's overseas PCS duty location; however, as long as they are
moving towards their declared destination they should be afloiw transit other
locations. There is no limit on the number of letters a commander may issue.
Dependents must present a copy to passenger terminal personnel, and a copy must
remain in their possession during travel.

21.1.2.3.Upon arrival at hle members PCS location, N@ommand sponsored
dependents are not eligible to travel beyond the members PCS location
unaccompanied.

21.1.2.4. Active Guard and Reserve (AGR) personnel must be on PCS orders and
assigned to an unaccompanied tour tiecafor their dependents to qualify for this
dependent travel program.

21.1.3. SpaceA Travel for Dependents of Deployed Active Duty Military Members to
include Guard and Reserve personnel. Unaccompanied dependents of deployed
uniformed servicemembers, when the deployment orders indicate the deployment is
between 120 and 365 consecutive days, are authorized to travelASpasecompanied

in Category IV. If the deployment period exceeds 365 consecutive days, the
unaccompanied dependents are hatized Category Ill travel.  Unaccompanied
dependents travelling in this category will only be selected after all active duty Service
Members and accompanying family members are accommodated. This includes Navy
personnel assigned to a deployed ship W#imanent Change of Station orders. This
authorization is only valid for the duration of the deployment period of the deployed
military member and may be used for multigjgaceA trips during this period.

21.1.3.1. SpaceA travel is authorizedot and from CONUS and OCONUBetween
CONUS locations, and within/between OCONUS theaters.
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21.1.3.2.Eligible dependents may sigip for SpaceA travel no earlier than 10 days

prior to sponsoro6s deployment iraumdf68 hal |
days. They may, however,-sggn up with a new date and time. They are eligible to
commence travel effective on the first C
compl eted by the | ast day of the military

21.1.3.3.Dependents of deployed military members must present to the air terminal
personnel a verification l etter signed
representative, and Navy and Marine Corps individuals with "By Direction”
authority, verifying the actee duty member 6s depl oyment .
following information: sponsor's name, SSN, effective start and end date of
deployment, dependents names, SSN, and relationship to sponsor, and unit contact
information. The documentation must beinthp@en dent s® possession
and is valid for the duration of thee mb er 6 s d NQTE:.o Dependents of

deployed military members will not be denied travel based on incomplete (last four
digits only) or missing SSN on the deployment verifmatietter.

21.1.4. Foreign Exchange Service Members. Foreign military personnel and family
members who are on permanent assignment with DOD can travel-SpaceDOD
aircraft when in a leave status (also see B&ja In most cases, members sihave in

their possession a DD Form 27&Hmiformed Services Identification and Privilege Card

as a valid form of identification for Spaéetravel, and a US Armed Forces leave form.

21.1.5. Disabled Veterans not retired, and Widows/Widowefsactive duty/retired
military personnel. Although entitled to other privileges such as MWR, Exchange,
Commissary, etc., do not have Spdctavel privileges.

21.1.5.1. Exception tgpara21.1.5.above. American Samoa Veterans. IAW Title 10
U.S.C. Section 2641A, Veterans are eligible for category VI Spatravel between
American Samoa and Hawaii and return if such travel is required in order to provide
medical care to the veteran. Eligibility includes those veterans who reside in and are
locaed in American Samoa and as determined by an official of the Department of
Veterans Affairs, and must be transported to Hawaii in order to receive medical care
to which he/she is entitled.

21.1.5.2. The member must possess a letter from the Dmpeat of Veterans affairs
indicating he/she resides in American Samoa and must be transported to Hawaii in
order to receive medical care. The letter should also include the dates the medical
care is to be given.

21.1.6. Retirees residing in Commuwealths and U.S. Territories are eligible for
Category IV Spacd travel for the purpose of obtaining certain health care services.

21.1.6.1.The member must be referred in writing by a military or civilian primary
care provider located in thato@monwealth or possession to a specialty care
provider for services to be provided outside of that Commonwealth or possession.

21.1.6.2.The member may be accompanied by a dependent, if required, as
determined by the primary care provider andestain the referral for medical
services. This applies to travel from the Commonwealth or possession and return.



36 AMCI24-101V14 2 OCTOBER 2009

21.1.6.3. The Commonwealth and territory locations are American Samoa, Northern
Marianas Islands, Guam, Puerto Rico , and U.S. Vigiand

21.2. Contractor Travel. Letters of Authorization (LOA) shall be used for travel on AMC
organic or commercial charters, and LOA(s) shall include the contact number, commanding

of ficerdés name directing t henalingpaddresse biling phon
address with point of contact and phone number or a CIC from the contraciocount.

LOAs must be signed by the contracting officer. Travel documentation must identify where

the authorized travel is from and to.

Secton Cd Passenger Processing

22. Passenger ChecHn.

22.1. General. Verifies all duty passengers have travel orders in their possession (not
SAAM missions). A copy of orders shall be collected from all Space Required passengers
and filed with the flight package. Check passport, visas, and ID CBrelsendents 10 years

old or older must have an ID Card in order to trai@ependents without an ID Card and
less than 10 years old must have proof of age, i.e. birth certificate, passpother
Government provided document. Prepare and issue passenger boarding passes, assigns seats,
and briefs passengers on flight information. Perform flight controller duties as required (see
note). Weigh and tag baggage. Collect head tax, Fedespédtion Service (customs,
agriculture, etc.) charges, meal monies, pet fees, and excess baggage chHdjds.

Flight Controller duties include but not limited to the following: ensures collection of travel
orders for Spac® passengers, monitorachensures proper input of baggage and passenger
weight in GATES, performs closeut duties, maintains manual passenger list, and identifies
potential problems.

22.1.1. AMC passenger terminals shall require passengers to prileetit Atlantic
Treaty Organization(NATO) travel orders, in addition to official travel orders, in
compliance with the Foreign Clearance Guide (FCG) to prevent border clearance
violations into the European theater. NATO travel orders are only required for US
military persanel traveling on official orders (PCS, TDY, etc.) from one NATO country

to another NATO country. NATO orders are not required when transiting a NATO
country to get to a neBNATO country with the exception of Turkey. IAW the FCG
when transiting Turkey, NTO orders are required. HQ AMC is required to enforce
these FCG requirements; therefore, passenger terminals shall deny travel to any
passengers who are not in compliance with NATO documentation requirements as
indicated in the FCG.

22.1.2. For commercial contract and preanifested flights, passenger chégkagents

shall be available to begin processing scheduled flights at least 6 hours prior to a
scheduled departure. Noafty, Traffic Management Flighhstallation Transportation
Offices (TMF/ITO) enter Unit Line Number (ULN) information into GATES when
reservations are made for deploying passengers. During passengemcliieRs shall

enter ULN data into GATES if it has not already been entered.

22.2. One Stop. A SpaeR or SpaceéA passenger selected for a flight shall be able to check
in at any open counter, check baggage, order meals, pay fees, and accomplish border
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clearance requirements. Passengers are not to be inconvenienced by being referred from
counter to counter to press in. If passenger wait time is 15 minutes an additional counter if
available shall be opened to chankpassengers.

22.2.1. Where a kiosk is available passengers may begin the -thgukcesses. After
completing the kiosk cheek process assengers shall proceed to the checkounter to
complete the process

22.3. IAW DOD 4515.13R, household pets (dogs and cats) may be shipped as excess
baggage in conjunction with PCS travel (weight and size restrictions apply, see DTR part 1,
Chaoter 103 and AMC Pet Brochure). Movement of household pets on organic airlift is not
authorized. lrcabin pets shall be booked IAW DTR Part 1, Chap 103, para J 1 a (9), Note 4.

22.3.1. Assist dogs to lead the blind shall be booked &sahin. Only these assist
animals (dogs) are authorized movement.

22.3.2. When military working dogs (MWD) or search and rescue dogs are shipped on
organic aircraft, they must be in a kennel
feet. The handlemust maintain control of the pet for the entire flight and is responsible

for cleaning up after the dog before departing the aircraft at the arrival port.

22.3.2.1.MWDs are only moved on PE missions as a last resort with approval
granted by 618 ACC/XOGC. When approved the MWDs are manifested as cargo.

22.4. Firearms/hazardous materials declaration. Ask the following question during
passenger processing: "Do you have any firearms or hazardous materials to declare?"
Advise the passeger that edged or sharp objects, regardless of length, must be in their
checked baggage.

22411 f the passenger ans pamra4thd yem(s)dodentiied t he ¢
shall be physically inspected Ipassenger service personnel to determine if the item(s)
may be legally transported. Do not hesitate to question any suspicious activity or person.

22.5. Data Collections Requirements

22.5.1. Emergency Point of Contact (EPC) InformatidAW DTR Part I, Chapter 103,
Section N, PSAs and passenger functions must solicit emergency contact information
from each passenger for all DOD missionRequestname and phone number of an
emergency contact not traveling with the passenger. This is PGIRy and the
information is required to be solicited by public law. If a passenger does not want to list a
personal emergency contact, they have the option of listing their First Sergeant or orderly
room as their emergency point of contact. In the eaepassenger refuses to provide
emergency contact information, a manifest entry reflecting the fact shall be made. If
emergency contact information is already resident in GATES, PSAs must confirm the
information with the passenger at check (Automatially marking the passenger as
having declined is unacceptabl®OTE: The only two authorized EPC entries are 1)
actual contact i nformati on or 2) ndecl in
information.

22.5.1.1. GATES locations shall ustne Emergency Point of Contact data field to
meet this requirement. Ne@BATES/manual locations shall use DD Form 2131 to
collect the required data. Preferably prior to departure, btiatertthan 60 minutes
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after aircraft departure, the completed spisheet must be transmitted to HQ AMC
via email to passenger.manifest@scott.af,not if email is unavailable, faxed to
DSN 5763530, Commercial (618) 258630. If using email, include the mission
number, departure date/time, aircraft type andrtarhber in the subject line. This
spreadsheet shall be maintained in the flight package at the originating station.

22.5.2. Customs and Border Protection (CBP) Data. CBP requires advance notification
of all passengers departing the United Statesaariving from overseas with an ultimate
destination in the Customs Territory of the United States (CTUS, the fifty United States,
District of Columbia, and Puerto Rico) on all DOD missions.

22.5.2.1.PSAs shall collect the date of birth, coyntr o f residence, p
nationality, document number, document type, gender, and passport country of
issuance from appropriate passengers.

225.211For active duty military members u
civiliansandretiredmitiar y member s use document typ:¢

22.5.2.2.File one copy of the INS report in the mission flight package.

22.5.2.3.Non-GATES/manual locations annotate a copy of the manual manifest with
the appropriate data. Provide one copyhe mission flight package. Within one
hour of mission departure the manual manifest with annotated INS data shall be
scanned and emailed apis.military@dhs.gov.

22.6. Determine Distinguished Visitor DV) requirement/request and pass to fligh
controller/dispatcher who informs ATOC.

22.7. Groups. The group leader may check in all members, provided all required travel
documents are available for review.

22.8. Customer Identification Code (CIC). Check travel orders for fisesh, CIC, and
signature block. At GATES stations, ensure the data on the GATES-ichecteen face is

the same as the travel order. If different, change the data on the screen to match the travel
order.

22.9. Weights. Standard planning weigltghould not be used for passengers transported on
AMC Owned/Controlled aircraft. Standard planning weights are only authorized on DOD
organic aircraft during contingencies or wartime situations where time does not allow for
obtaining actual weights. Whdransporting troops, actual scaled weights of individuals (in
full uniform) and all hanetarried items shall be used when possible. If scales are not
available, ask each individual their weight and use the additive item weights listed in the
DTR, Part Il.

22.9.1. When transporting passengers other than troops, on organic aircraft, interrogated
body weights plus hand carried baggage weight, shall be used to determine actual body
weights. Discretion and tact must be used when requesting bodytsveOTE: For

DOD commercial charter aircraft, use actual/interrogated weights under all conditions.
The use of standard weights is not authorized. All ksarded baggage must be
weighed. At GATES locations add the heaairied baggage weight the passenger

body weight. When utilizing the DD Form 2131, weights are annotated in the hand
carried baggage block.
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22.9.2. PSAs shall place the passenger's line number (i.e., line #100, 1 of 2, 2 of 2, etc.)
on baggage tags to expedite thealtmn and possible removal of baggage in the event of
a gate neshow.

22.10. Brief each passenger that the use of tobacco products is prohibited aboard all AMC
owned or controlled aircraft.

22.11. Meals. Offer meals in accordance withcen F para 48, In-flight Meal Schedule
and collect money for those sold.

22.11.1. Annotate AMC Form 148 serieAMC Board Pass/Ticket/Receijt, the space
provided for meals purchased i.e., kind/type/quantitgy aneal cost. The following
applies:

22.11.2.When a passenger is authorized to receive a government meal at no charge and
orders a meal, annotate the boarding pass with words "no charge" in the meal cost block.

22.11.3.When there aretber cash transactions and no meals are ordered, enter the
notation "no meal" in the meal purchase block and a zero in the meal cost block.

22.11.4. Make the above entries by pen and ink or by stamp aG#FES stations.

22.11.5. En rout stations shall issue a new AMC Form 148 series for meals provided at
that station.

22.12. Passengers shall be informed thatlight meals shall be served only on presentation

of the boarding pass, with record of meals purchased. Brief passefgs r ef unds f o
not received are made only on presentation of a boarding pass signed by the
loadmaster/boom operator at the next arrival location.

22.13. At non-GATES stations, the flight controller shall use the AF FormH&ad Count
Reord, to record meals soldWhen meal orders are called in annotate the number and kind
of meal in the block corresponding with the passenger's line number. If the meal is at no cost
to the passenger, place the letters N/C in this block.

22.14. Seat Assignment Policy. One of AMC's goals is to transport our customers in the
most professional way possible and make the trip a positive experience. A key stepping
stone toward achieving this goal is for a passenger to receive the seat theyAleGIRTES
locations, on commercial contracted aircraft, a seat map shall be assigned at the originating
location and must be used throughout the entire mission route. On organic missions use of
seat maps is optional. En route locations should conteetotiginating station for
adjustment to the assigned seat map.

22.14.1. All passengers regardless of age, traveling on AMC owned or operated airlift
will havean assigned seat. 22.14.2. When the aircraft is configured with business or first
class seats, give priority to special category (Wounded passengers upon request, Medal of
Honor holders, Blue Barks, Coin Assist, Next Of Kin of Very Seriously lll, arél @

civilian equivalent and above) passengers. The first two rows on commercial R airc
(without business or first class seating) are to be used for DV seating to the maximum
extent possible. Any remaining seats shall be on adinste, firstserve basis.

22.14.3. Seating In Emergency Exits. Passengers seated in emergehcgveximust
have sufficient mobility, strength, or dexterity in both arms, hands, and legs to reach
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upward, sideways, and downward to the location of emergency exit and exit slide
operating mechanisms. ForZCaircraft refer to AMC Form 1032-5 SeatingChart.

They must be able to grasp, push, shove, pull, or otherwise open emergency exits; to
remove obstructions similar in size and weight; to exit expeditiously, stabilize escape
slides; and assist others in getting off an escape slide.

22.14.3.1.Passengers must be 15 years of age or older and capable of performing the
above functions.

22.14.3.2.Passengers must be able to read and understand English language
instructions.

22.14.3.3.Passengers must have sufficient visual capao perform the above
functions.

22.14.3.4.Passengers must have sufficient aural capacity to hear and understand
instructions.

22.14.3.5.Passengers must not have any condition that might cause the passenger
harm if he or she perforsithe above functions.

22.15. AMC Boarding Pass. The PSA shall record the appropriate information on the
boarding pass at n6BATES stations. The passenger's line number goes in the tdyamteft
corner after the word "AMC'bn AMC boarding passe Annotate the threetter station
code for the final AMC destination in the specified destination block on the appropriate
AMC Form 148 SeriesAMC Boarding Pass/Ticket/Receiptin case of a CONUS
destination, use USA in lieu of a specific thteter station code.

22.15.1. Passenger agents shall use the boarding pass as a visual aid when briefing the
passenger on the departure time and boarding gate number. The baggage claim stubs
must be attached to the boarding pass.

22.16. The flight controller shall keep a running total of passenger body and baggage
weights and total meal orders by type on the manifest. Pass this information (along with the
boarding manifests) to dispatch.

22.17. Dispatch will pass a tentative mealder as soon as possible but no later than three
(3) hours prior to scheduled departure. At flight closg total all meals and inform -in

flight kitchen and fleet service of the final meal order. Initials and times are annotated on the
top portion of AMC Form 162 In-flight Meal Supplement Workshe€ethe shift supervisor

shall ensure information on the top portion of AMC Form 162 is transferred to AF Form 79
(seeAtch 14) Request for Flight Mealsefore the shift is relieved of duty. Management
may adjust final meal order time based on requirements and sequence of events.

22.17.1.Final meal orders of sixty (60) meals or less shall be passediighinkitchen
to allow a ninety (90) minute meal preparation time prior toqpigk For sxty one (61)
or more meals a two hour meal preparation prior to-pjckhall be given.

22.17.2.These procedures will be reviewed in March of each year to ensure these
procedures are working and still meeting the objectives of the flight fe@doggam.
The review will be conducted by HQ AFSVA/SVOFO, AMC/AL1S and AMC/A4TP.
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22.18. Dispatch shall pass the final passenger and baggage weight to COR or ATOC, as
applicable, and give aircraft copies of the manifest to the gate adéote: Ensure an
adequate number of manifest copies are prepared to meet the needs of all subsequent
locations and any additional copies required by their local border clearance agencies.

22.19. Passenger Totals. Dispatch shall advise ATOC on thertotaber of Spacé and

SpaceR passengers, special category passenger information, and total number passengers off
next station. Use AMC Form 7%assenger Informatior{Atch 5), to help provide
information to the loadmaster/boom operator or flightradant. At GATES stations, give

the "CLOSE OUT STATUS REPORT" to ATOC as soon as possible after flight closeout.

23. Connecting/Remain Over Night (RON)/Delayed Passenger3hese passengers shall be
documented by annotating the station fitgog of the passenger manifest with the following
statement. "Passengers on this manifest were counted/recounted as originating and terminating
for the following reasonsRON/Delayed/Connecting.” The stamped copy of the manifest is
forwarded to ATOC for inlusion in AMC Form 77Aircraft Ground Handling Record Do not
document these passengers on AMC Form Rxssenger Rehandled Worklgafdr these
reasons.

23.1. A passenger is considered RON if:
23.1.1. Passengers are on a thru loaanifest on a mission which RONs.
23.1.1.1.Baggage is offoaded and returned to the passenger.

23.1.1.2. Predeparture cheeak (or any action requiring the passenger to check in at
the processing counter the following day) is required.

23.1.1.3.Baggage is collected, retagged, and loaded.
23.2. A passenger is considered delayed if:
23.2.1. Manifested on a mission that is delayed for an extended period of time.
23.2.2. Baggage is offoaded and returmkto the passenger.

23.2.3. Predeparture chedhk (or any action requiring the passenger to chincat the
processing counter the following day) is required.

23.2.4. Baggage is collected, retagged, and loaded.
23.3. A passengeis considered connecting if:

23.3.1. They are prananifested on a connecting mission.

23.3.2. Boarding passes are reissued.

23.3.3. Baggage is returned to the passenger or segregated on arrival and added to the
appropriate origiating baggage pallet/bin.

23.4. If passengers are -szreened, rransported, renanifested, and rboarded, the
passenger dispatch section shall complete AMC Form 108 to reflect the additional workload
(refer to AMCI 24101, Volume 6,Transporation Documentation, Data, Records, and
Reportsfor additional information).

24. Special Category/Unique Passenger Processing Procedures and Policy.
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24.1. Special Category Passengers

24.1.1. Stowaway A stowaway is an unauthzed person aboard an aircraft not listed

on the flight manifest. Ask for security forces assistance at the aircraft to remove the
suspected stowaway, if necessary. Contact immigration and customs inspectors, if
applicable. When returning a stowawagssenger service dispatch shall notify ATOC

for inclusion in the Mission Load Report.

24.1.2. Deportees. Passengers who fail to meet border clearance requirements and are
refused entry must be returned by AMC to the nearest station where femgasmay

secure proper border clearance documents. Return air transportation shall comply with
the time limitation established by the country refusing entry. Notify ATOC for inclusion

in the Mission Load Report.

24.1.3. Distinguished VisitorDV). These passengers are senior officer$ @ civilian
equivalent and above) or senior public officials. Passenger service officers shall ensure
needs and desires of these passengers are met. When mission requirements permit,
provide DVs the optionto board/deplane aircraft before or after other passengers.
Dispatch shall pass to ATOC DV codes and any requests of the D\AtEee for the
Glossary of Codes). This information shall be included in the Mission Load Report.
NOTE: CWOS5s/CW5s andE-9s traveling with DVs as part of the their official party

will be identified at time of cheel and be afforded the same privileges as the principal

on AMC controlled missions.

24.1.4. Blue Bark Active duty members or US citizen employeedh&f DOD and/or

their dependents traveling in conjunction with the death of the member, civilian
employee, or dependents of the above when returning to the CONUS. Passengers
presenting themselves at the counter as a "blue bark" passenger(s) shall ballperso
assisted by the passenger service supervisor and afforded all privileges associated with
DV assistance. Dispatch shall pass any downline requests to the ATOC for inclusion in
the Mission Load Report. If there are no requests, so state in the Missd Report.
Passenger service boarding agents shall brief the loadmaster/boom operator/flight
attendant when boarding blue bark passengers. Upon mission arrival blue bark
passengers shall be met at the aircraft by a passenger service supervisurdoatn
arrangements are satisfactory. Blue bark passengers shall not be removed/rotated at
originating/en route stations to accommodate S{paoe SpaceA passengers.

24.1.5. The same services provided "blue bark" passengers shall be offexgueteon
escorting human remains and shall be assisted personally by a passenger service
supervisor.

24.1.6. Coin Assist These passengers are dependents whose sponsors are missing in
action, prisoners of war, or as otherwise designated by the. DOhe same services
provided "blue bark" passengers shall be offered to coin assist and shall be assisted
personally by a passenger service supervisor.

24.1.7. Medal of Honor RecipienisThese passengers shall be personally assisted by the
pasenger service shift supervisor and afforded all privileges associated with DV
assistance. Travelers shall present a copy of the Medal of Honor award certificate as
directed in DOD 4515.13R Chapter 6.
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24.1.8. Next of Kin of Very Seriously lll. These passengers shall be personally assisted
by a passenger service supervisor and afforded all privileges associated with DV
assistance.

24.2. Unique Passengers

24.2.1. Differently Abled Passengers The normal process for determiningaviel
acceptance shall be followed, along with an evaluation of required assistance for the
differently able passenger. ATOC/COR shall coordinate with the aircrew to ensure
aircraft configuration provides proper access and safe transport of differendy abl
passengers. AMC aircrew shall make every effort to accommodate them. Differently
able passenger assistance depends largely on the degree of mobility and type of aircraft
(e.g., If a differently able passenger is selected forsan@ission and the passger can,

with assistance, negotiate the internal stairs, he/she can travel). Once determined as
acceptable, the passenger terminal shall advise the ATOC/COR when a passenger with
special needs (i.e., wheethair bound) is likely to be selected for a lfiiigOn the rare
occasion when operational or equipment limitations preclude serving differently able
passengers, passenger terminal personnel must ensure the passenger understands why air
transport is not possible on the mission in question (see AME&08&1Tanker/Airlift
Operationsfor additional information).

24.2.1.1. Decisions regarding acceptance of a differently able passenger for a flight
shall be determined no lower than the shift supervisor with final determination made
by the aircraftommander.

24.2.1.2.Differently abled passengers should be boarded early, preferably in seats
close to latrine facilities if so desired, and be assisted in boarding by passenger
terminal and aircrew personnel. Ensure adequate assistance ide@rtw assure
safety during all differently able passenger movement operations.

24.2.2. Movement of LargeBodied Passengers (Passengers who cannot be safely
restrained in a single aircraft seat using a single seatbelt). Handle these pasé&igers |

para 24.2.1 There shall be times when these passengers cannot be accepted for flight
aboard AMC aircraft due to flight safety considerations. AMC Commercial Contract
aircraft or KG10 aircraft equipped with airlingeats are authorized to use seat belt
extensions to accommodate these passengers. Transport of these passengers may also be
possible on other organic aircraft only if they are equipped with sidewall seats, utilizing
only the standard aircraft seat belstraints as they are designed to carry fully equipped
paratroopers. For all other organic aircraft, seat belt extensions or cargo straps shall not
be used.

24.2.3. Prisoners and Guards Movement of prisoners with unarmed guards and
prisoners traeling on their own recognizance can be moved on government arranged
commercial seats. Prisoners requiring armed guards are moved only on organic missions,
and shall be seated before any other passengers are onloaded. On arrival, all passengers
shall bedownloaded before the prisoner and guards. When briefed that aircraft shall be
carrying prisoners and armed guards passengers may choose to decline seats, without
penalty. Information control/dispatch shall notify ATOC when prisoners are manifested
aboad AMC flights to allow ATOC to notify downline stations in the departure message.
ATOCs at downline stations shall notify dispatch of these prisoners, and ATOC shall also
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inform the security forces. Prisoners traveling under their own recognizanceser tho
accompanied by unarmed escorts require no special loading procedures.

24.2.4. Eastern Test Range/Ascension and Antigua. Spguassenger movement IAW
DOD 4515.13R to/from African countries transiting the Eastern Test Range is restricted
to those personnel permanently assigned to African countries. For flight plans, Patrick
AFB passenger terminal administers all space allocations. To protect US treaty
obligations, Spacévailable travel to the Eastern Test Range is done on a space
allocationbasis for Antigua Air Station and requires approval and confirmation from the
Commander, Ascension Auxiliary Field, that overnight facilities are available before
traveling through Ascension.

24.2.5. Movement ofPregnant and Post Partum Mothersl &tewborn Infants shall be
IAW DOD 4515.13R.

24.2.5.1.Infants and Infant/Car Seats Aboard Aircraftinfant car seats are not
mandatory for travel aboard AMC flights. Utilization should be strongly encouraged.
When utilized, car seats shall BéN para 69.6.5

25. Passengers with a Unique CIC (MMO, MRS, MEGP, Cadet, and Couriers).

25.1. AMC Mobility Mission Observer (MMQO) Passengers designated as AMC MMO have
been invited by AMC/CC to accompany AMC aircrew on AMC organititary aircraft.

Use 4MMO 00000000000 as the CIC. Afford them DV privileges. Manifest MMO
passengers with other passengers. They may proceed to the aircraft with the aircrew and use
crew compartment seats, if available. MMO is authorized only orCAdvganic military

aircraft.

25.2. Mission Route Support (MRS). Passengers holding orders citing MRS authority may
request TWCF cargo be downloaded up to 2 hours prior to aircraft block time to provide
additional seats when they cannot be accodated through the normal firsbme, first

serve passenger priority system established by DOD 4515.13R. When cargo is downloaded,
MRS passengers shall be accommodated ahead of other duty passengers competing for the
additional seats, since they directlypport the AMC airlift mission. MRS authorization
should be used very sparingly and prudently, being limited to those personnel required
performing timesensitive actions that are critical to AMC missions, and are of such a short
notice nature as to prexle normal funding avenues.

25.2.1. Approval authority for MRS on organic missions rests with the senior
transportation official at HQ AMC, 618 TACC, or en route Air Mobility Operations
Wing. When requested by HQ AMC to support TWCF aerial ppetations, Air Force
Reserve and Guard personnel are authorized MRS status for their tours of duty.
Approval for Air Force Reserve and Guard MRS status rests with HQ AMC/A4TP. MRS
cannot be authorized for anyone traveling in a PCS or leave status.eBtadkrs are

not authorized for MRS travel.

25.2.2. In addition to the fiscal data required for payment of normal travel expenses, an
appropriate CIC shall be included in the orders. The CIC is composed of 15
alphanumeric digits with unused dgy being zerdilled and constructed as shown in
Atch 4. Except as noted below, MRS CIC may be used on military aircraft only.
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25.2.3. MRS travel is authorized on PE missions in direct support of TWCF airlift
operations (i.e., cargo and pasgenmovement operations). PE MRS provides unfunded
travel, but is NOT designed to support travel for quality assistance, staff assistance visits,
or similar requirements normally funded from TWCF sources. Direct support includes:

25.2.3.1.Rangerides required by AMCI 2201, Commercial Airlift Managemedt

Civil Air Carriers, conducted by HQ AMC/A3KM contract administrators, and
authorized air terminal and commercial gateways COR, AMC headquarters staff
personnel, or other neAMC personnel invied by or as directed by the Commander

of AMC to evaluate service may be authorized MRS.

25.2.3.2.HQ AMC/A3KM, OL-F and OL-G are the approval authorities for PE MRS
travel. At the local level, submit requests for PE MRS travel through the senior
transportation officer on station to the senior AMC commander on station for
approval by HQ AMC/A3KM OLF and/or OLG. On norAMC bases, submit
requests through the senior air transportation officer on station to the AMC group
commander for submissioto HQ AMC/A3KM OL-F and/or OLG for approval.
MRS travel requests by HQ AMC staff shall be routed to HQ AMC/A4TP detailing
reasons for travel on PE and the costs to TWCF. Sendddadaequests with the
same information through the senior air tramsdmn officer to HQ AMC/A3KM

OL-F and/or OLG. Submit requests as soon as possible after requirement is known.

25.3. Air Force Cadets

25.3.1. USAF Academy cadets traveling to/from overseas sponsoring agencies aboard
KC-10 aircraft shk have the statement: "For travel aboard-KC aircraft only, CIC:
AAFACADET 000000", in the remarks section of their orders. When cadets are space
blocked aboard K&0 aircraft, they shall be afforded priority over other passengers
except priority ongpassengers.

25.3.2. Cadet travel on other than KID aircraft shall require a travel order. Cite the
CIC and funding in Block 19 unless the cadet is traveling in mission essential ground
personnel (MEGP) or additional cremember (ACM) status.

25.4. MEGP/ACM Travel

25.4.1. MEGP travel includes Mobility Air Force (MAF) personnel performing unique
duties directly associated with and essential to a particular mobility aircraft, aircrew, or
mission (except 89 AW and special opeyai missions). Mobility support duties include
chaplains, Command Chief Master Sergeantntanance personnel including Mission
Recover Bams (MRT), security forces (including PHOENIX RAVEN), photographers,
safety, unit intelligence personnel, and publfif@irs media escorts. MEGPS shall process
through the passenger terminal as SgageassengersEXCEPTION: Maintenance,
command and control flight program, MRT, and RAVEN personnel on organic aircraft
are not required to process through the passdagamal and may be manifested by the
aircrew on DD Form 2131Passenger Manifestpr included on approved flight
authorization. Phoenix RAVEN personnel on organic aircraft are not required to process
through the passenger terminal and will be manifelsyetthe aircrew on AMC Form 41,
Flight Authorization as MEGP. However, if they elect to do so they may process through
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the passenger terminal under the passenger terminal rules and restrictions (i.e., passenger
and baggage screening).

25.4.2. ACM travelers normally travel in the crew compartment and shall not process
through the passenger terminal. See AMGILR4, Vol 9.

25.4.3. MEGP/ACM travelers must notify the ATOC of their intent to travel aboard a
specific mission NLT 3 hours prido departure time. They shall not normally be added
to the mission after that point if it shall adversely impact manifested passengers.

25.5. Defense Courier Service (DCSge AMCI 24101, Vol 9, for DCS information.
25.5.1. Passenger tminals are responsible for manifesting couriers.

25.5.2. Courier travel orders and other required information can be delivered or faxed to
the passenger terminal NLT 2:20 prior to aircraft block time. DCS Couriers will be
manifested by but notequired to process through the passenger terminal and may go
directly to the aircraft. Coordinate with ATOC on the movement status of-bpzrdesd
couriers before making a final determination to utilize their seats for opportune
passengers.

25.6. Phoenix RAVEN (PR) Program. The PR program is designed to provide discrete, low
visibility, flyaway security that ensures protection for AMC aircraft transiting airfields where
security is unknown or deemed inadequate to counter local threats. PRolste&ive
passengers during flight processing and board aircraft outside of normal procedures (load
first with aircrew, offload last with aircrew, and remain on the aircraft until mission
termination).

25.6.1. When departing on commercial contracissions to stage locations, TDY
locations, or to meet AMC missions down range, PR shall identify themselves and
provide valid documentation, ID cards, and orders.

25.6.2. When traveling on organic missions PR shall process with MEGP ordershhroug
Command Post or Base Operations IAW AMCH208.

25.6.3. PR Responsibilities
25.6.3.1.HQ AMC/ATS shall:

25.6.3.1.1.Make every effort to notify the commercial gateway withirhdtirs
prior to mission departure of a PR teamverment aboard a mission.

25.6.3.1.2.Coordinate movement of RAVEN team with 618 TACC/ XOGC
within 24 hours when flying on passenger bookable channel missions, to ensure
seats are accounted for and team members are booked within the GATES system.
If there is not sufficient time to pfieook a seat, HQ AMC/A7S shall notify the
AMC passenger terminal activity that a RAVEN Team shall be departing from
their location. In turn, AMC passenger terminals shall-podk team members.

25.6.3.2.618 TACC/XOGC shall:

25.6.3.2.1.Hold or book seats on the commercial contract mission for PR
identified to be moved by HQ AMC/ATS.

256.322Ensure the statement AfARAVENs Team
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GDSS Form 59.
25.6.3.3. Passenger terminals/Gateways shall:

25.6.3.3.1.Make every effort to assist PR processing. Verify
orders/transportation authorization for billing on all RAVEN team members.

25.6.3.3.2.1f RAVEN teams members are not prebooked in the sys&MC
passenger terminal personnel shall fobk the passengers and collect a copy of
travel orders.

25.6.3.3.3.Arrange for the PR to load first and offload last, when possible.
25.6.3.3.4.Assign seats to meet PR team requirements.

25.7. Inactive Duty Training (IDT). Members of the Reserve Components of the Armed
Forces may travel Spaée on DOD aircraft for attendance at IDT assemblies within the
CONUS, between CONUS and OCONUS or within OCONUS.

25.7.1. Members mustprovide written authorization for travel. Examples of written
travel authorizations (TA) are AF Form 48uthorization for Inactive Duty Trainingr

40A, Record of Individual Inactive Duty TrainingARCOM Form 1401R, CGD2 Form
D2-001, NAVRES 1570/2 Individual Inactive duty Training (IDT) ParticipationOther
formal documents authorizing travel may be accepted. TA must be signed by an
approving authority other than the traveler. Additionally, the traveler must have ID card
and all other applidde documents required by the FCG.

25.7.2. Use travel priority "4", and type travel code "NR".

25.7.3. PSAs shall process IDT travelers who are nothmeked as Spaee, behind all
other travel priority "4" passengers.

25.7.4. PSAs shall collect applicable head tax, FIS fees, meal charges, and excess
baggage fees (when excess baggage is not authorized in the travel authorization).

25.7.5. The following CICs shall be used (the CIC shall not be annotated on the travel
authorization):

Table2.ClI C6 s .

Army Reserve 2ARE00000000000
Coast Guard Reserve | GCGU00000000000
Marine Reserve 6MREO0000000000
Navy Reserve 3NREO0000000000

Air National Guard 4AFG00000000000

Army National Guard | 2AGU00000000000

Air Force Respre 4AFR0O0000000000

Section ¥ -Passenger Terminal Security and Screening

26. Passenger Terminal Security. AMC policy is to prevent entry of unauthorized weapons,
firearms, or explosives into the Defense Transportation System. Pergoroived in all phases
of passenger terminal operations must be keenly aware of any unusual conduct of persons within
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the passenger terminal and alert to the possibility of concealed explosive devices, firearms, or
weapons.

26.1. Passenger Terimal Physical Security inspections.

26.1.1. External and internal physical security inspections shall be performedAisiv
27.

26.2. Additional protection shall be locally developed with the use of Random- Anti
Terrorism Measures (RAMS) RAMs should be part of the installation Antiterrorism
Program IAW with current directives.

26.2.1. Develop RAMs in coordination with unit Antiterrorism Officer (ATO) and /or
Installation ATO. RAMs may be accomplished only by passenger terpensdnnel or

in conjunction withSecurity ForcesSF assistance. RAMs must be developed for all
Force Protection @nditions (FPCON3. Develop procedures for selecting and
implementing RAMs. Final determination of RAMs must be coordinated thé&hJnit

and Installation ATO.26.2.1.1. Possible RAMs include: security patrols around the
building, use of military working dogs to search baggage/packages, physical searches of
baggage/packages, ID checks, and use of trace explosives detection equipment,

26.3. Workforce Awareness. All terminal personnel shall receive initial and recurring
antiterrorism/force  protection, security training and recurring security briefings.
Antiterrorism/force protection and security awareness literature and visuasteodil be
posted throughout the terminal.

26.4. Duress Alarm System. Install a duress alarm system linking the security forces facility
and the passenger terminal inspection area eimeciunters, departure gate, and other areas
as determinedybthe passenger terminal management. The activating device (button/switch)
must be out of public view to allow personnel monitoring/performing inspections to activate
the alarm unnoticed. Portable activators may also be worn on the belt to increase the
inspector's flexibility. Develop and prepare directives in accordance with ABBQB3
Publications and Forms Managemerbr operating and monthly testing of the system.
Ensure monthly testing is recorded and maintain for one year then destroy.

26.5. Baggage Lockers. Baggage lockers shall only be used when the baggage is screened
prior to being placed in the lockers in a secure area.

26.6. Federal Aviation Administration (FAA)/Transportation Security Administration (TSA)
security diretives contain sensitive information. These documents shall not be distributed to
aerial ports. HQ AMC/A4TP shall consolidate any applicable information and transmit via
message to the units. Ngensitive TSA travel information can be found at TSA wib
(seeAtch 8).

27. Robbery and Bomb Threats.
27.1. During or after an actual or attempted robbery, perform the actigkisin25.
27.1. If a bomb threat is received over the phone, perform the actigxshr26.
28. Signs.

28.1. Post AMCVA 245, Advice to PassengerdAMCVA 24-3, Federal Safety and Security
Inspection Rules, and AMCVA 28, Not A Joking Matter These visual aids shall be
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displayed in passenger terminals to inform passenigése statements about hijacking,
bombing, or carrying concealed weapons and firearms, are a violation of federal law. Signs
are available throughjgublishing. Seétch 8.

282.Post warning signs i n Engl i sént aacidehtalh o st
unauthorized entry into restricted/nonpublic areas.

29. Passenger/Baggage Screening.

29.1. Passengers and Baggage shall be screened IAW TSA prohibited items ligticiSee
8.

29.1.1. Screening. Screen all indduals entering the sterile/gate area using screening
equipment (e.g., magnetometers, trace explosive detection equipmenthehdnd
magnetometers). The aerial port, transportation, AMS/LRS commander may exempt on
duty passenger service personnel or qamsl directly involved with passenger terminal
operations on a dap-day basis, e.g., ramp controller and border clearance officials from
screening if authorized in writing. This exemption list must be kept to an absolute
minimum. The exemption letteshall be available at the security checkpoint. The
preferred entry to the terminal for passenger service personnel shall be through card
reader or cipher lock doors.

29.2. Passenger Screening. Passengers must remove outer garments (ijackebasuit

jacket, etc) that may conceal prohibited items. Passengers are also required to remove their
foot ware (i.e., shoes/boots) and place the outer garments and footwear troughhathe X
machine. If the Xay machine is inoperable the explosiwtettion equipment shall be used.

29.2.1. Request passengers remove all metal objects from their pockets for visual
inspection and/or running through therayy machine.

29.2.2. Passengers shall then proceed through the metal detectbe dfarm activates,
passengers shall again be asked to check their person and pockets for additional metal
items. Once the passengers have rechecked themselves, they shall walk through the
metal detector again. If the walk through detector activatescand time, passengers

shall undergo additional screening. If you note anything suspicious, notify the passenger
terminal supervisor. Security forces shall perform all required physical inspections (body
searches) when circumstances warrant. PSAs traamel certified by local SF may
perform body searches (padwns). NOTE: If a member traveling in uniform notifies

the screener that they are wearing steetl boots, the screener can opt to use the hand
held wand IAWpara 29.2.4 without having themnember remove their boots. However,

if at any time the screener has suspicions, they can require the member to remove their
boots for physical examination.

29.2.4. Additional screening with the hand held wand consists of PSAs asking the
passengeto step to the side. PSAs shall briefly explain the hand held wand inspection
procedures. The passenger shall be asked to stand with their feet apart and arms raised
parallel with the floor. The screener shall pass the wand over the entire bodyo these
person, but without actually touching the passenger with the wand. If the hand held wand
alarm activates, the passenger shall be asked to identify the cause of the alarm activation
and remove the item accordinglNOTE: Screening of female pssngers with the hand

held wand shall be performed by a female PSA.
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29.3. Screening persons with disabilities and their associated equipment, mobility aids, and
devices.

29.3.1. For specific screening instructions, see TSA website
http://www.tsa.gov/travelers/airtravel/specialneeds/index.shtm

29.4. If a passenger refuses to be screened at any point during the screening process, the
passenger shall bedied entry into the sterile/gate area and denied movement.

29.5. Duty passengers on contingency, SAAM, or other dedicated mobility missions shall
follow the guidelines provided in the DTR Part lll, and are not subject to the detailed
inspection gandards as stated above.

29.5.1. Troop Commanders are responsible for verifying the screening of contingency
passengers IAW DTR Part llI

29.5.2. When deploying passengers are authorized in their orders to carry firearms and
are processethrough the passenger terminal, either originating or transiting, they shall

be allowed to retain their unloaded firearm provided it has been confirmed as unloaded.
PSAs shall brief the deploying passenger they must retain positive control over the
firearm at all times. Any hand carried or checked baggage is subject to inspection.
Passengers shall not be allowed to retain control of any unauthorized items. These
passengers are not required to remain segregated from other passengers and may have
accesdo the terminal facilities (i.e. snack bar, vending machines, and pay phones).

29.5.3. Opportune Spaecd/SpaceR passengers who are not part of the dedicated
mission, must be screened IAW TSA standards.

29.6. For direct to aircraft passgers (i.e., DVs, Secret Service, etc) the aircraft commander

or designated representative shall ensure they comply with TSA standards. Request a copy
of the passenger manifest, signed by the aircraft commander or designated representative,
certifying pasengers are in compliance.

29.7. HandCarried Baggage Inspection. Passenger service personnel shall inspgailX
baggage (handarried items) in the presence of the owner at the time of entry at the
sterile/gate area. Position the monitorasoto prevent passenger/public viewing. Honor
passenger requests to have their heamlied items inspected visually in lieu ofray.

Require passengers to open their own baggage or packages for inspection and/or place them
on the Xray machine. Lapfms and video cameras with cassettes shall be removed from their
cases. Should the-by machine operator determine that a bag contains a questionable
image, request the owner of the bag to open it for further inspectd@TE: If you
determine the inge is a weapon or firearm not previously declared by the passenger, see
Atch 23.

29.7.1. Any item that is not easily and immediately identifiable that may conceal guns
(i.e., key chains, cigarette packs, battery packs, lighters, and any baxalbrpsuch)
shall be Xrayed. Place the tray/container holding the items through i/ Xhachine
and have the passenger pick up their belongings as the tray/container exits the machine.

29.72.When scanning equi pmentscreen allthandavried | abl e
baggage by hand.

29.8. Passenger service personnel shall not tetked baggage without prior screening.
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29.8.1. Passengers shall be advised that objects identified by TSA as prohibited in the
cabin of the agraft must be secured in their checked baggage or confiscated. Any
prohibited items i de-cuafriedfatithe sterile/gate areaprnspmedienn g e r
shall be disposed of. The listing of prohibited items may be viewed on the TSA web site
"Travelers Tips and prohibited itegéseeAtch 8). Appropriate handling and safeguard
procedures for these items shall be established at the local level.

29.8.2.When scanning equi pment nallchacked baggadea b | e
by hand.

29.9. Use the Explosive Detection equipment as needed to inspect objects for trace particles
of explosives through wiping handle, lock mechanism, and top of bag by hand or use
optional wand.

29.9.1. If a positive detection for exploges material is received sééch 22.
29.10. If unattended baggage is found in the terminal’gel 21.
29.11. If a suspicious package is found in the terminalAtea 24.

29.12. Dry Ice (carbon dioxide, solid) not exakeg 2kg, 4.4 pounds is authorized in
checked baggage when used to pack perishables. Dry ice is not authorized in hand carried
baggage. The aircrew will be notified that baggage contains dry ice and the estimated weight
of the dry ice.

30. Special Inspection Procedures.

30.1. General. Specific personnel are exempt from screening due to the nature of their
duties or travel status. In these cases, silence the metal detector as the individual passes
through.

30.2. SecretServie, Federal Bureau of InvestigatigiBl), military special investigative
personnel, military security police or local law enforcement officials and drug enforcement
officials who are supporting an administrative airlift movement upon presentation of
appropiate identification.

30.3. Armed Crew Members. Armed crewmembers must delgrédentify themselves to

AMC Passenger Service personnel upon arrival at screening checkpoints. This can be
accomplished by one aircrew member presenting a validfsetew orders requiring the

crew member to be armed, their military ID card and a gun card authorizing the carrying of
concealed firearms. Once terminal personnel verify this, allow the crewmember to vouch for
the remaining crewmembers. The entire ceball then proceed through the magnetometer
without removing objects from their pockets. This shall prevent passengers from determining
which crewmembers are armed.

30.4. Defense Courier Service (DCS) Screening Procedures. DCS courier persennel a
generally not armed and may or may not be in military uniform. DCS couriers may hand
carry small amounts of material in a sealed/locked DCS pouch. DCS material under escort
shall not be subject to -Kay or any other examination; when processing thnotlge
passenger terminal his/her personal baggage and equipment is subject to all inspection
requirements.
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30.4.1. Dedicated (assigned to the DCS) couriers are identifiable by their military ID and
DCS Form 9Courier Identification Card

30.4.2. Designated couriers (not assigned to the DCS) are identifiable by their
government identification card and designation letter signed by the designating courier
station. Classified aterial under escort shall not be subject tga}{ or any other
examination; his/her personal baggage and equipment is subject to all inspection
requirements.

31. Firearms and Ammunition.

31.1. General. Except where restricted by regulation, law, or the foreign clearance guide,
personnel may trapsrt unloaded, wprohibited firearms and ammunition in or as checked
baggage, upon declaration of these items to AMC passenger service personnel. Except when
authorized, no passenger shall be permitted to-bamg firearms/ammunition to, from,
aboard a aircraft or within the terminal .

31.2. Small arms ammunition (1.4S) in quantities not to exceed 11 pounds gross weight may
be carried within a passenger's checked baggage provided it is in the manufacturer's original
package or securely boxelAW DTR Part | or III)

31.22.Mi Il itary issue smal/l arms ammunition exX
Declaration for Dangerous Goods and must be moved as freight. Refer to AFMAN 24

204 (1), Preparing Hazardous Materials for Military AShipmentsChapter 3, for small

arms ammunition explosives, and other hazardous mat@+iaBMAT) .

31.3. At military terminals, personnel authorized to carry a firearm aboard the aircraft shall
not be required to pass through magnetometerksheddand carried/checked baggage,
remain subject to inspection. At commercial gateway operations, the PSA/COR shall
coordinate this through airport security personnel.

31.4. Passenger service personnel shall notify ATOC with name and statusthdsn
passengers shall be boarding with firearms. Remarks shall be added to the Mission Load
Report notifying downline stations.

31.5. The ATOC is responsible for advising the aircraft commander or representative that
passengers shall be boagliwith firearms.

31.6. Passenger agents shall not knowingly permit any person to carry a firearm in checked
baggage unless the passenger declares to the agent that any firearm carried in their checked
baggage is unloaded. The firearm shall beiedrin a container considered appropriate for

air transportation; i.e., suitcase, gun case IAW 49 CFR, Chapter Xll, Part 1544.
Furthermore, the passenger agent (Military Customs Inspector, if available) shall verify the
presence of the firearm(s). Chettie firearm's serial number against the accompanying
documentation when required by the DOD Foreign Clearance Guide.

31.6.1. Firearms in checked baggage or cases must be locked and only the passenger
checking the baggage retains the key or coation (49 CFR Chapter XII, Part 1544.

PSAs shall then take the baggage/case containing the firearm(s) to a secure area. Only
authorized personnel shall have access to the baggage/case.

31.7. Baggage containing weapons/firearms/ammunition stdlbe marked in any way to
identify the contents.
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32. Personnel Authorized to Carry Unloaded Firearms.

32.1. Armed guards accompanying prisoners, couriers, State Department couriers, escorts,
and DCS couriersvho are authorized to cgrfirearms in their orders shall be required, after
boarding the aircraft, to temporarily relinquish both firearms and all ammunition to the
custody of the aircraft commander or representative until arrival at the destination.

32.2. SAAMS, Joint Arborne Exercises, and missions in support of contingency plans.
Troops may carry unloaded firearms aboard the aircraft. Clips/magazines must be removed
from the firearms. Bolts must be locked in the proper position to allow for visual inspection,
and fag safety devices on.EXCEPTION: On commercial and/or organic missions
originating or terminating at commercial gateways or airports all individually issued firearms
must be packed in a locked container and stowed unloaded in the baggage compartment.
When bulk shipping firearms as checked baggage, the crates must comply with checked
baggage requirements and not exceed the 100 pound weight limitation. Bulk firearm
shipments in excess of 100 pounds per piece must be shipped as freight. On
SAAM/contingency missions transiting commercial gateways or airports, troops may carry
firearms aboard the aircraft but shall not be allowed to deplane with their firearm. The troop
commander in conjunction with the senior AMC representative shall designate int{s)idua

to remain with the aircraft to ensure the security of firearms when passengers are allowed to
deplane or must clear customs.

32.3. For ammunition requirements seara 32.2
33. Personnel Authorizedto Carry Loaded Firearms.

33.1. The following personnel may be authorized to carry loaded firearms aboard the
aircraft:

33.2. Only individuals in performance of law enforcement or specified security duties are
authorized to be armed (ldad weapon) onboard contracted commercial passenger and
military aircraft. This includes, but is not limited to, Security Forces RAVENs, DCS
Couriers, and federal law enforcement officials and Military Criminal Investigative
Organizations (MCIO) includingOffice of Law Enforcement/Federal Air Marshall Service
(OLE/FAMS), Office of Special Investigations, Criminal Investigation Command, Naval
Criminal Investigative Service, and Federal Bureau of Investigation (FBI), and the US Secret
Service. Individualsmust have a statement in their orders authorizing them to be armed
while in the performance of their duties; except for the OLE/FAMS, MCIOs FBI, Central
Intelligence Agency, and the US Secret Service. The agents/officers badge and photo
identification crelentials serve as their authorization to carry weapons onboarddw®gd

and/or controlled aircraft. State, county, and municipal Law Enforcement Officers must have
written authorization, in the form of an original signed letter from their employing ygenc
stating the need to be armed while in a travel status. To facilitate these individuals through
civilian/federal airport security, the AMC Gateways require a minimum of 24 hours
advanced notification. Authorized armed individuals may carry up to thpse(89 rounds)

of ammunition and do not requitgazardous materigbacking or certification. Armed
individuals must transport the weapon and ammunition on their person. If the orders are not
annotated authorizing them to carry the loaded weapon, taponemust be unloaded and
placed in their checked baggage. If the ammunition exceeds eleven pounds it must be packed
and certified akazardous materiaind shipped as freight.
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33.3. Though normally not armed, State Department couriers, escd€S couriers
possessing a DCS Form 9 may carry a loaded firearm with no more than three clips (39
rounds) aboard military aircraft during hostilities or contingency situations. During normal
movement the DCS courier shall temporarily relinquish all firsaand ammunition to the
custody of the aircraft commander or representative until arrival at the destination.

33.4. Armed guards accompanying prisoners, who are authorized to carry weapons in their
orders, shall be required, after boarding tireraft and the door is closed, to temporarily
relinquish both firearms and all ammunition to the custody of the aircraft commander or
representative until arrival at the destination.

33.5. Troop movements validated in DTR, Part IIl are permittedarry their basic combat
load, bayonet, and individual issue of ammunition and need not be certified under the
following conditions:

33.5.1. Personnel shall engage an enemy force immediately after airdropped or upon
deplaning at the objective.

33.5.2. Personnel not immediately engaging the enemy but shall assume a tactical
mission on arrival or redeploying upon mission completion may deploy with their basic
load or individual issue of up to three loaded magazines (39 rounds) of anomuniti

their checked baggage.

34. Carriage of Firearms on DOD Chartered Aircraft.

34.1. In accordance with DTR, Part Ill, and DODD 5210.68¢ of Deadly Force and the
Carrying of Firearms by DOD Personnel Engaged in Law EnforcemenSandrity Duties

the carriage of firearms in the passenger compartment aboard commercial aircraft is
authorized. The following provisions to this authorization apply only to
SAAM/exercise/contingency operations that specify the carriage of firearmsrdaboa
commercial aircraft in th®©perational Plan@PLAN) or mission directive. EXCEPTION:
Security forces or security personnBlefense Criminal Investigativer@anization DCIOS),

Office of Special InvestigationQSI), NCIS, FBI, secret service, etavhose duties require

that they be armed are exempt.

34.1.1. When the total cabin load of the aircraft is under the exclusive use of US military
forces the following applies:

34.1.2. Firearms must have the bolt removed and placed iasdiplbag or wrap or other
suitable protective cover and stored in the individual's rucksack prior to boarding (units
may use a bolt box or any other type of container) OR the bolt locked in proper position
to allow visual inspection. The safety switch shibe in the safe position. For-M
firearms, an inserted flag safety stick may be used to lock the bolt in proper position and
allow visual inspection.

34.1.3. Clips /magazines shall be removed.
34.1.4. Bayonets must be separated frtima firearm and inaccessible to the passenger.

34.1.5. All individuals carrying firearms shall stow the firearms flat on the floor under
the seat in front of them. Passengers sitting in bulkhead seats shall stow firearms under
their seats or placthem in a cabin storage area approved by the flight attendant.
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34.1.6. An individual's issue of ammunition not exceeding 11 pounds may be placed in
checked baggage. l ndi vidual 6s i ssue of am
or crated ad certified for shipment using appropriate shipper's declaration for dangerous
goods and stowed in the baggage compartment. Prior to authorizing the above, HQ
AMC/A3K must be contacted to make arrangements with the commercial carrier
concerned. The airaft commander/captain or designated representative shall be briefed
on the hazardous material prior to loadingEXCEPTION: On commercial and/or
organic missions originating or terminating at commercial gateways or airports, all
individually issued fiearms must be packed in a locked container and stowed unloaded in
the baggage compartment unless remote parking is utilized. When bulk shipping
firearms as checked baggage, the crates must comply with checked baggage requirements
and not exceed the 100yal weight limitation. Bulk firearm shipments in excess of 100
pound per piece must be shipped as freight. On SAAM/contingency missions transiting
commercial gateways or airports, troops may carry firearms aboard the aircraft but shall
not be allowed taleplane with their firearm. The troop commander in conjunction with

the senior AMC representative shall designate individual (s) to remain with the aircraft to
ensure the security of firearms when passengers are allowed to deplane or must clear
customs.

34.2. Other weapons and prohibited items: Refer to the TSA webskteim8
Section B Gate Services/Manifesting

35. Gate Services.Supervises the loading/unloading of passengers. Provides service and
assistance to enplamgjfdeplaning passengers, to include passengers requiring special assistance.
Informs passengers of flight departure status. Briefs an arrival announcement to passengers at
the aircraft on local information such as PSA name, local time, weather, etat¢sek9).

35.1. Passenger identification cards shall be matched against their boarding pass when
entering the gate area.

35.1.1. Prior to boarding, the boarding pass shall be matched with the boarding manifest.

35.2. Board passegers who require assistance or need extra time in boarding prior to all
other passengers. Brief crewmembers on all known differently able passengers or unique
situations. Provide special category/DVs the option to board before or after other passengers.

35.2.1. Under most circumstances, board passengers by rows, working from the rear of
the aircraft forward.

35.3. On military aircraft brief the loadmaster/boom operator on information from the
GATES generated flight closeout status rémorlocally produced report prior to passenger
boarding.

35.4. Customs Documentation on Organic Aircraft. AMC Passenger Service functions shall
provide US Customs Forms (€8959B) for originating and through load passengers on
AMC organic aircrét destined for the CTUS. This applies only for passeigerying
aircraft traveling from outside the CTUS. AMC Passenger Service functions shall provide
customs forms to the aircrew in the passenger manifest package at the time of the briefing
referencd in para 36.3Below. Provide at least one form for each family (or single member
not traveling with family members) manifested to the CTUS. Also provide 10 percent
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additional forms in the manifest package in case pgssstose their forms or fill them out
incorrectly.

35.5. The total number of passengers manifested must equal total number of passengers
boarded. If there are fewer people aboard the aircraft than manifested, check each passengers
boarding passgainst the manifest to determine who is not aboard but manifested. After
identifying the missing passenger, correct the boarding manifest and complyavati35.6

below. If the total number of passengers aboard exdbhedstal number manifested, check

each passengers boarding pass against the manifest to determine who is aboard but is not
manifested. Make an announcement on the aircraft stating the flight number/destination and
ask everyone to show their boardinggas

35.6. Baggage/Passenger Matching. Baggage belonging to originating passengers
manifested and not present on the aircraft shall be removed from the aircraft. If passengers
are rotated or removed from the flight then the baggage belonging pasisenger shall also

be downloaded. No aircraft shall be allowed to depart the originating station until terminal
personnel are certain there is a positive match between passengers and baggage on board the
aircraft. Normally at en route stops passesg#roosing to disembark shall be given their
baggage. However, the aircraft commander may waive this requirement and allow the
unaccompanied baggage to continue to tagged destination.

35.7. Last minute adébns or changes are done at the depagate. Baggage tags, ID tags,

and boarding passes shall be available at the gate. Notify the PSC and dispatch of any
changes. To assure the aircraft commander that passenger/baggage screening has been
completed, make sure the statementpana 35.7.1and 35.7.2are on the manifest and

signed by the departure gate agent. The agent signing the screening statement shall legibly
print his/her name below the signature to indicate thatchezks were performed. The
required statements are:

35.7.1."l certify all originating and intransit passengers that processed through the
passenger terminal and their hatairied baggage were checked to assure weapons and
unauthorized hazardeumaterials were not carried aboard the aircraft. For troop
movement 6s use:

certify that no unauthorized weapons/ ammun

are in the possession of those personnel for whom | am the designated mgniégssentative

or

troop commander, and that their authorized

35.72.A A boarding pass/ticket has been issued
the passenger terminal. Total passenger and baggage weighesefptssengers are
certified as correct.”

35.8. Unsafe Aircraft/Conditions/Activity. In accordance with 10 U.S.C. 2640, the
following shall apply with regard to the authority to leave unsafe aircraft: "A representative

of the Air Mobility Commandthe Military Surface Deployment and Distribution Command,

or other such agency as may be designated by the Secretary of Defense (or if there is no such
representative reasonably available, the senior officer onboard a chartered aircraft) may order
membes of the Armed Forces to leave the chartered aircraft if the representative (or officer)
determines that a condition exists on the aircraft which may endanger the safety of the
members." Representatives of AMC include, but are not limited to, DOD AireC&urvey
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Team members, contracting officers, contract administrators, AMC ramp inspectors, and
their superior officers.

35.8.1. At military terminals, the TR, Aerial Port Ops Officer, ATM, or detachment
superintendent, in conjunction with the &en maintenance officer and carrier
representatives, shall thoroughly investigate each allegation of unsafe aircraft condition
and determine if the aircraft is unsafe. At commercial gateways, the detachment
superintendent, in conjunction with the Fedefadiation Administration (FAA) and
carrier representative, shall thoroughly investigate each allegation of unsafe aircraft and
determine if the aircraft is unsafe. In all cases, if the aircraft is determined to be unsafe,
the carrier is responsible for piding for passenger needs as stated in the contract until
such time as the unsafe condition is removed or until other action, as appropriate, has
been taken. Aircraft with maintenance discrepancies can be certified for flight by FAA
licensed mechanics hn The TR, Aerial Port Ops Officer, ATM or detachment
superintendent shall contact the nearest AMC command post as soon as possible and
request they forward a beeline report to HQ AMC.

35.8.2. If a passenger refuses to board any aircraft theinlod been determined unsafe,
remove the passenger from the manifest and return their baggage. If the passenger is
SpaceR, refer them to the nearest TMF/TO. If the passenger is Spatalow
procedures outlined in para 13 of this volume. Under ncugistances shall AMC
passenger service personnel force a passenger to board an aircraft against their wishes.

35.9. Denying Aircraft Boarding. At military terminals, the decision to deny boarding to a
passenger displaying inappropriate conduee 0D 4515.1R, C1.5,Dress, Conduct, and
Standard of Servigeis made by the shift supervisor, but may be elevated as high as the
installation commander depending on the circumstance and rank of the person in question.
At the commercial gateways,ehdecision rests with the shift supervisor and/or Detachment
Chief. Once the passengers are turned over to the aircrew, the aircrew or the troop
commander has the authority to deny boarding.

35.10. Aircraft Quarantine Procedures. During inflighthergencies for ill passengers, PSAs
should not enter troop/passenger compartments until cleared by proper medical authorities
IAW AFJI 48-104,Quarantine Regulations of the Armed Forpesa 12.

35.11. Engine Running On/Off Loading (ERO). P8 s hal | brief passen
boarding procedures and issue hearing protection prior to departing the terminal.

36. Manifesting Procedures.

36.1. Manifesting Policy. The passenger manifest is a listing of all passengers aboard an
aircraft and shall be accomplished when a passenger is selected for movement. The
manifesting agency shall prepare a manifest IAW DTR Part | and/or Il for all aircraft
operated by the DOD. Manifest may be computer generated or prepared on a DD Form
2131.

36.1.1. ManifestTypes

36.1.1.1.Premanifest. A listing of all passengers currently booked on a specific
mission. The mission may be locked by PSC no earlier than 72 hours prior to
scheduled departure. Once a mission is locke@; §t&ll have control of the flight
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and may perform any booking function (port book, cancel, substitute, etc). Fhe pre
manifest may be utilized as a boarding manifest in the event of manual processing.

36.1.1.2.Boarding manifest. A listing of klpassengers who have boarded the
aircraft on a specific mission. Manifests accompany the aircraft to its final
destination. Sufficient copies shall be made available for the downline, en route, final
destinations and all applicable border clearanceagen

36.1.1.3.Final manifest. Once a mission has departed, GATES automatically
records the boarding manifest as the final manifest.

36.1.1.4. TWCF manifest. Manifest used to produce accurate billing information.
See AMCI 24101, Vol6.

36.2. Manifest Closeout. The flight controller or floor supervisor and PSC personnel shall
keep track of passengers checked in. The PSC shall open seats as soon as practical to allow
full aircraft seat utilization. Manifest closeout shallrzelater tharl hours and 20 min prior

to departure time to pass final meal order tdlight but may be left open for additional
passenger manifesting based on local management decision. For passectysrkad after

this time dispatch must coordieatvith inflight kitchen for meal orders placed less tHan

hours and 20 min prior to departure. Every effort should be made to fill all available seats.
Leaving passengers who want to travel behind for the sake of a closeout time or to avoid a
few minues delay is not acceptable customer service. If passengers are bused to the aircraft
and the bus ride is longer than 10 minutes, adjust the manifest closeout accordingly.

36.3. Manifest Distribution. At GATES stations, final TWCF updating iseloia GATES.

For any passengers requiring special account handling and/or port booked passengers
forward one copy of complete travel orders or letter of authorization to HQ AMC/FMFAB,
402 Scott Drive, Unit 1K1, Scott AFB IL 6222311, or scan and emailot
sah.suspense@scott.af.mibr processing. Ensure all documentation contains the manifest
number/reference. Refer to AMCI-2491, Vol 6.

36.4. When an aircraft arrives without a passenger manifest take the following steps:
36.4.1. Make a thorough search of the aircraft to verify-meceipt of manifest.

36.4.2. For missions operating between GATES stations a passenger manifest may be
printed. At norRGATES stations see AMCI 2401, Vol 9,para 7.6.1

36.5. Aircraft Aborts. If an aircraft aborts and later departs the same day, information
control shall notify the PSC of any changes and make necessary changes to the header
information on the boarding manifest. If the manifest has already been forwarded to
recordsteports, inform them of the change. If the mission aborts and cancels, the PSC shall
reenter the passengers into the backlog under their original date/time of sign up.
Records/reports shall cancel the TWCF manifest.

36.6. Manifesting ClassifiedMissions/Prohibited Information. Security requirements on
some missions may prohibit providing names or SSNs of passengers to the passenger check
in office. In such cases, the user may provide a signed statement indicating the number of
passengers aboaanid the agency maintaining the list of passenger names, and acknowledges
responsibility for any border clearance requirements. Passenger service dispatch shall
forward this information for any border clearance requirements. Passenger service shall also
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forward this information to data records. This document is sufficient to complete the
Monthly Station Traffic Handling Report (7107 report).

37. Delayed, Over flown, or Diverted Flights.

37.1. General. When flights are delayed or dat arrive as scheduled, the PSA should
announce the delay over the public address system and provide periodic updates.
Announcements should include (but are not to be limited to) the reason for delay and new
departure time. Terminal management shall eniuie ATOC aggressively seeks complete
information from the controlling agency; however, the responsibility remains with passenger
service to become actively involved in obtaining and/or providing accurate and timely
information to delayed passengers. efdlight information systems updated with current
estimated departure/arrival times and passenger show times. Provide maximum assistance to
all delayed passengers (J&eh 18).

37.2. Self Removal. If an aircraft goes into delay at origirgtstations, manifested
passengers may elect to be rotated from that mission and reenter the backlog at the original
date and time of signup for any of the destinations for which they were originally signed up.

If an aircraft goes into delay at intranstatsoons, manifested passengers may elect to be
rotated from that mission and reenter the backlog at the original date and time-qb $agn

their specified manifested destination.

37.2.1. If a selfrotated passenger elects to change their @ggtimthey shall be entered
into SpaceA backlog with a new date and time of sigp.

37.3. Delayed PE Flights. Refer to AMCI 2D1 for detailed specifications relative to
delayed passenger care.

37.4. Support of Service Members on Dgtadl TWCF Aircraft. AMCI 65602,
Transportation Working Capital Fund (TWCF) Budget Operations, Concepts and Accounts,
para 6.8 provides guidance for AMC payment of lodging and meals/ground transportation, if
required, forservice members in a group travel status (same orders, same origin, same
destination and no per diem authorized) who are delayed while traveling on Special
Assignment Airlift Missions (SAAMs), Joint Chiefs of Staff (JCS) Exercise missions, Joint
Airborne/Air Transportability Training (JA/ATT) and contingency missions due to weather
or aircraft maintenance problems at an en route location.

38. Dispatch. Maintains current information on all aircraft arrivals/departures, receives mission
setup and seat release, maintains AMC Form 108, controls the dispatch of vehicles to pick up
and deliver passengers to/from aircraft. Advises passenger ground services personnel of
requirements for baggage pickup/delivery and requirements for passenger poovepes/ered

loading ramps.

38.1. At nonGATES stations: Prepares the flight package consisting of a passenger mission
setup folder using AMC Form 22Bassenger Service Flight Fold€Atch 3), seat selection
charts, DD Form 2131 and/or pmeanifest supplied by the PSC. Assigns manifest
number/reference at ngBATES stations.  Manifest number/reference is generated
automatically at GATES stations. Manifest numbers/references are constructed in
accordance with AMCI 2401, Vol 6, at nofGATES stations.
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38.2. Passes all appropriate information and changes to the PSC and passenger processing
shift supervisor, as applicable. Maintain constant communication with ATOC in regard to
flight status.

38.3. Determine if meals shalleboffered and type/quantity of meals.

38.4. Information control/dispatch shall make every effort to furnish tiéght kitchen and

fleet service a tentative list of meal requirements at flight setup time but NLT 3 hours prior to
scheduled depaure time. The tentative order should be a realistic approximation based on
historical data and estimated passenger load.

38.4.1. This procedure will be reviewed in March of each year to ensure these
procedures are working and still meeting thgeotives of the flight feeding program.
The review will be conducted by HQ AFSVA/SVOFO, AMC/A1S and
AMC/A4TP".385. Primarily, use information contained on AMC Form 16#light

Meal Supplement Worksheti control meal count on organic missions at-GHRTES
locations. Complete the information located on the top portion of the form (i.e., mission
number, type aircraft, aircraft number, and departure time). Make tentative meal order at
this time. Annotate #flight kitchen and fleet service initials, tertentative order placed

and pickup time accordingly. GATES stations shall use flight status window within
passenger mission ops function to control meal count on organic missions (until AMC
Form 162 is included in GATES). Also, these stations shall tatminflight kitchen

and fleet service initials, time tentative, and firm order placed in mission monitoring
sequence of events window.

38.5. Primarily, use information contained on AMC Form 182flight Meal Supplement
Worksheet to control méaount on organic missions at R@ATES locations. Complete the
informationlocated on the top portion of the form (i.e., mission number, type aircraft, aircraft
number, and departure time). Annotatdlight kitchen and fleet service initials, time &h

order placed and pickup time accordingly. GATES stations shall use flight status window
within passenger mission ops function to control meal count on organic missions (until AMC
Form 162 is included in GATES). Also, these stations shall annotdlighn kitchen and

fleet service initials, time firm order placed in mission monitoring sequence of events
window.

39. Passenger Service Facilities.

39.1. Many of our passengers are traveling with small children. For their convengnce,
dependent lounge should be made available in military terminals. As a minimum, lounge
furnishings shall include baby cribs with sheets, soft chairs, a bottle warmer, refrigerator, and
toys for children. The passenger service officer/superintendentdieged to solicit base
Family Service volunteers for assistance. The lounge shall be available to passengers with
small children when the terminal is open.

39.2. Passenger lounges/lobbies are designated areas for passengers to wait thieagorocess
and boarding of their flights or for other personnel awaiting the arrival of aircraft. If your
terminal has multiple departure gates, each shall be numbered or distinctively marked. A
video display monitor/flight status board shall be located iratha to provide at least flight
arrival and departure information. A television shall be available to broadcast local programs
or videotapes. Comfortable, sturdy chairs shall be available in the area for passengers to wait



AMCI24-101V14 2 OCTOBER 2009 61

final processing. To assist g@engers and reduce inquiries, time zone clocks should be
placed in each terminal where practical.

39.3. Special category lounges are primarily for the use of thassengers with the intent to
travel in the ranks of-8 (or civilian equivalentand above. Additionally, use of the lounge

at AMC operated terminals is extended to a®,ECWO5, MMO, Blue Bark, Coin Assist,

Medal of Honor Recipients, and Next of Kin (NOK) of Very Seriously Ill (VSI) passengers
with the intent to travel. The pri@gjes of the lounge are not normally extended to
unaccompanied family members however may be provided on abg&sse basis as
determined by local terminal management. Special category lounges do not have manpower
authorizations and shall not be manngghssenger terminal personnel.

39.3.1. Any additional services such as DV baggage tags, first on/first off boarding, etc.,
are not afforded to8 and CWG5 unless traveling as part of official party of a DV.

39.4. Under no circumstance s a passenger to be held fApri
includes intransit passengers awaiting continuation of their flight. If passengers choose to
leave the gate area they shall be informed of the scheduled boarding time. Passengers must
take thei boarding pass with them when leaving the area. During periods when there are no
planned departures, anyone may use the seating in the area. When outbound flights are being
processed, only those passengers holding boarding passes shall be allowed dteeagse

area. The gate area shall be manned at all times when screened passengers are in the gate
area. Where feasible, the departure gate(s) should have vending machines, telephones for
both on and off base, and restrooms. Commercial gatewaytiopsraonform to security
requirements as specified by local commercial airport authority and FAA/TSA regulations.

39.5. Passenger terminals must be able to provide expeditious service to all passengers.
Passenger cheghk counters shall be idafied to assist each traveler entering the terminal to
proceed directly to the proper counter. PSC or CSB personnel shall directRspanaiby

and Spacé\ passengers to the appropriate counter for processing after their selection for a
flight. Each couater should be able to provide esip service. Also, each position shall

have a sign to indicate whether the position is open or closed. Do not restrict certain
positions to particular passengers/flights unless expediting flight processing fonatimat

seat releases or other situations as determined by the shift supervisor. To the maximum
extent possible, special category passengers shall be processed in the special category lounge.

39.5.1. Place stanchions in front of chenk counters ath PSC/CSB, if deemed
appropriate, to ease passenger processing.

39.5.2. Counter positions should be secure from any unauthorized access. A baggage
conveyor shall be situated directly behind processing scales to allow easy transfer of
baggage fronthe weighing scale to the conveyor belt.

39.5.3. At overseas locations where pieparture/prelearance customs/agriculture
inspections are being conducted, counters should be situated in a way to allow passengers
to check in and easily move ligge from the counter to customs/agriculture inspection
counters.

39.6. Military passenger terminals should set up passenger(s) arrival positions to allow the
passenger(s) to process immigrations, claim baggage, and process through customs upon
arival.
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40. Personal Appearance.

40.1. Uniform Policy. Uniform wear is controlled by dress and appearance regulations of
each service, not by AMC PSAs. AMC PSAs shall not enforce uniform wear. AMC or
contractor personnel shall not getmavel, instruct passengers to put on a uniform, nor send
them to a service representative. Service representatives (i.e. service liaison personnel) can
enforce uniform wear if they choose, provided they do not interfere with the handling of the
flight and are not in the processing area. Every effort shall be made to return baggage to
personnel to accommodate uniform/clothing change as long as a mission delay shall not
occur.

40.1.1. Wearing of the uniform may be prohibited in accordance wighROD Foreign
Clearance Guide or restricted travel advisory message.

40.2. PSAs must use the utmost tact, diplomacy, and common sense and shall get involved
only if the traveler is dressed in inappropriate civilian attire (torn, dirty, tattexedaling or
suggestive clothing, etc.), has inappropriate personal hygiene which may offend other
passengers or is in violation of DOD policy.

40.2.1. Passenger footwear must not be of the type that could hinder emergency egress or
increase chams of injury. The wear of opene or open heel shoes (sandalsfilgps,

etc.) is prohibited on organic aircraft. Shoes with heels should have a wide base and be
designed low to the ground. Narrdvased, highheeled shoes are not to be worn. PSAs
should be prepared to explain footwear requirements. Passengers traveling on organic
aircraft should be advised that they might have to climb up and down vertical ladders to
board most aircraft and to dress accordingly. This restriction does not apply to
PE/commercial aircraft.

40.2.1.1.The wear of shoes with integrated wheels (Heelys) is allowed within the
terminal and on organic or commercial contract flights, however the wheels must
remain retracted.

40.2.2. Body Piercing and TattoosMajor, obvious or blatant violations of the DOD
policy on body piercing and tattoos should be corrected before processing the passenger.
PSAs are not to ask a person to remove clothing to look for tattoos or other body
piercing. Use the utmost tact, ipmacy, and common sense when advising passengers
they must comply with this DOD policy. This guidance applies to military passengers
(active duty and reserve/guard) departing on all AMC flights.

40.2.2.1.Body Piercing. Examples of obvious \atibns shall be corrected before
providing customer service to military service males (active duty and reserve/guard)
with earrings in ear, military member male or female wearing jewelry/ornamentation
in the nose, tongue, or any exposed body part (inadudiems visible through
clothing).

40.2.2.2.Tattoos. PSAs are to assume military personnel with
unauthorized/inappropriate tattoos are taking the appropriate steps to comply with
their respective services tattoo policy and shall not be denrettese The process
involved with tattoos is to be resolved between the member and their Service.
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40.3. Repatriation Missions. Passengers traveling on repatriation missions, in civilian
clothing, shall be required to wear neat, clean attire sbngiof collared shirts, slacks, belt

and closedoed shoes. When in uniform, passengers shall be required to wear dress uniform
with decorations (BDU/utility uniforms not authorized).

Section B Funds Accounting/Meals/Refunds

41. Funds. SpaceR travel is normally funded through the use of Customer Identification
Codes, bill to address, or cash reimbursement. Authorized contractor travel shall be at the non
DOD tariff rate. If a contractor has questions on the DOD tariff rates,sth@yld contact HQ
AMC/FM.

41.1. Overages. Credit overages to the receipts of the day and not to the chang&dind (
14, Example 3). Deposit only overages that cannot be traced to a passenger. Overages that
can be identified to the passengkall be returned to and receipted by the traveler.

41.2. Shortages. Any funds found b@ short shall be charged to the receipts of the day and
not the change fund. All shortages shall be bracketed on DD Form @8k, Collection
Voucher o NAVCOMPT Form 2277 Voucher for Disbursement and/or Collectiorgnd

the same account classification used for the deposit shall be used for the siAddiadel
Example 2).

41.3. Reoccurring discrepancies. In cases when overages oagd®roccur on a regular
basis, the change fund custodian shall follow procedures outlined in DODFMR 7690.14
Volume 5,Disbursing Policy and Procedures.

42. Accounting Procedures.The cash accounting period shall be for 24 hours, ending a
determined by the passenger service officer in conjunction with the local base finance officer.
The passenger service officer in conjunction with the local food service officer shall determine
the meal accounting period. These accounting periodstshadentified in passenger terminal
operating instructions. Ensure written procedures are developed IAW instructions issued by
local base Deputy Disbursing Officer/Comptroller.

42.1. Accounting Citations. Upon receipt from HQ AMC/FM, HQ AMC/A4Tshall
provide the yearly accounting citations via message to all passenger terminals.

43. Cash Drawer Policy. Ensure each passenger counter position has a cash drawer equipped
with a lock and key to afford ors&op passenger processing atheposition. The inside of the
drawer must be capable of accepting a removable money tray with a removable lid that may be
locked when it is removed from the drawer and secured. Each cash drawer shall have a sufficient
number of money trays available torméit a timely rotation of passenger service personnel.
With multiple cash drawers and removable money trays, additional positions may be opened for
passenger processing as workload dictates. Local management may use discretion on the
number of money trayas long as service is not degraded but a minimum of one money tray per
shift is required. When counter positions are not in sieee the excess change funds IAW with
procedures in AFI3101, Air Force Installation Security Program, or appropriateis®ery
regulations. (Not applicable at commercial gateway operation locahl@EB: For terminals

where annual monetary transactions are minimal (e.g. Atigith meal service), local
management may determine the need for a cash drawer. Passgngeal$ shall have a
contingency plan in place for unforeseen transaction procedures.
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43.1. AMC Form 305 Receipt for Transfer of Cash and Voucheik be used whenever the
transfer of funds is conducted between shifts, individuals, or ex&geacies, or when other
forms of accountability for funds have not been established. Exception, AMC Form 305 is
not required for each shift change, if no funds transfers or transactions occur during the shift
utilizing a specific (sealed) cash drawer(d)he Funds Custodian may elect to-gptand

seal cash drawers utilizing tamper resistant tape on all four sides of the cash drawer. The
funds custodian will initial and date the tamper resistant tape on all four sides. If a drawer is
issued and the sksabroken the PSA shall verify the contents of the drawer. At the end of the
shift a PSA(s) shall balance their cash drawer, fill out an AMC Form 305, Receipt for
Transfer of Cash and Vouchers (gd¢eh 8) have the amount verified by the shift superkiso

If the drawer is to be sealed place a copy of the AMC Form 305 into the cash drawer and
apply tamper resistant tape visibly to all four sides of the money containers or drawers and
initial by the PSA and shift supervisor. Each shift must performuabheck to ensure the

tape is intact and has not been tampered with prior to shift change. An AMC Form 305 is not
required to transfer sealed drawers between shifts.

43.2. When a checln agent requires change (smaller bills, more quarterstle¢ckhift
supervisor may provide change from the change fund and will not be required to complete an
AMC Form 305 each time change is issued as a result of this action. The change fund AMC
305 will be annotated when there is a change in the balance dhdhge fund. However,

the supervisor must complete an AMC form 305 prior to the end of each shift for
accountability of the funds transferred during the shift. Ensure the AMC Form 305 is filed
IAW AFRIMS to ensure accountability of funds and availapibf an audit trail to resolve
funds discrepancies (overages and shortages).

44. Change Fund Custodian.Designate an individual change fund custodian for the terminal
complex IAW local Financial Services Office (FSOand DODFMR 7000.14, Mome 5,
Disbursing Policy and ProceduresThe change fund custodian shall follow the appropriate
service's accounting/food service regulations, the custodian shall:

44.1. Operating Funds. Get operating funds from the servicing FSO as prowided
DODFMR 7000.14, Volume 5 and AF Form 79 (see Attachment 14) from the food service
officer as provided for in AFI 3239,Food Service Management Program

44.2. Preparation of DD Form 1131 (sA&ch 11):

44.2.1. Prepare DD Form 113I1AW with DODFMR 7000.14, Volume 5. Verify if
traveler previously made payment through the TMF prior to preparing DD Form 1131.
Normally the transportation office shall collect required funds at time of reservation
confirmation for cash reimbursable/aiitous and delay en route travel.

44.2.2. All monies collected by terminal/gateway personnel shall be accounted for on
DD Form 1131.

44.2.2.1. At GATES locations attach a copy of the Flight Financial Report to the DD
Form 1131 submitteatthe military finance or disbursing office.

45. Deposits. Deposit all funds collected with the nearest military finance or disbursing officer
or to a bank account designated by the military finance or disbursing officer/comptroller.

451. Frequency. All funds received shall be deposited IAW DODFMR 7000.14, Volume 5
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45.2. For monies deposited with an Air Force FSO, prepare DD Form 1131 in four copies.
Deliver four copies to the military finance office. One copy shall bemticated by the

FSO and returned to the depositor. File the authenticated copy with the supporting
documents in passenger service.

45.2.1. For monies deposited with a Navy disbursing office, prepare the NAVCONP
Form 2277 or DD Form 1131 in rencopies. Distribution shall be the same apdm
48.2 except the Navy disbursing officer/comptroller retains the original and six copies.

45.3. Payment for meals, excess baggage, etc., may be made in: &8s, ,dQertified

checks, cashier's checks, bank drafts, Traveler's Checks, US Postal Service money orders or
money orders issued by banks or other financial establishments, personal checks drawn on
any US bank, or credit cards (if capability exists).

45.4. Do not accept foreign currency.
46. Accepting Personal Checks.

46.1. Payable. Ensure that all checks are made payable to theN@S®Disbursing Office
(NDO) (name of station). A locally manufactured stamp shall be provinetthé passenger.
Ensure all checks have the following information:

46.1.1. Name.

46.1.2. Rank/Grade.

46.1.3. Military Organization (for active duty/DOD civilians).

46.1.4. Duty Station (for active duty/DOD civilians).

46.1.5. Place of Business/Location (for retired/civilians).

46.1.6. Home Address (required for all).

46.1.7. Duty/Business/[Home Phon®&OTE: SSNs ARE NO LONGER REQUIRED

46.2. Ensure all checks are endorsed attiime of acceptance with the required information.
Procure a locally manufactured stamp. Coordinate with the local FSO/NDO to ensure all
required information is on the stamp. %¢eh 15.

47. Dishonored Checks.

47.1. Take immediateaggressive action to have a dishonored check redeemed or the
deficiency corrected (see samphkteh 15). Procedures for processing dishonored checks
can be found in AMCI 6502, para 3.4.. Get additional assistance from your local
FSO/NDO office.

47.2. Use DD Form 139Pay Adjustment Authorizatidiw produce payment (ségch 18).
Consult your local FSO/NDO for additional assistance.

48. In-Flight Meals.

48.1. Requesting, issuing, handling, and control eflight meak shall be IAW AFI 34239,
Chapter 8, AFMAN 34240, and meals on commercial PE shall be IAW AMCG2P4 and
as clarified in this volume.
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48.1.1. Require the unit/user being airlifted to collect money for meals prior to onload
during deployment andedeployment phases. The troop commander or designated
representative may turn monies over to the PSAs dligint Kitchen, along with a
listing(s). The listing shall contain names of all troops/passengers not on separate rations
(group travel statudhat are authorized to receive a government meal at no charge. The
other listing shall contain names of all troops/passengers on separate rations (per diem
status or leave) that pay for their meals. Both listings shall be certified by the troop
commandeéresponsible individual for the mission.

48.1.2. If the originating station of the SAAM/exercise does not haviight kitchen
capability and meals are overpacked from another station, the PSAs shall annotate the
two listings provided by the top commander/responsible individual for the mission with

the following statement: Monies collected at (name of station). Meals overpacked at
(name of station). (This information can be obtained from the loadmaster/boom operator
and shall be utilized by éhchange fund custodian when preparing DD Form 1131.)

48.1.3. Forward two listings to the #flight kitchen attached to AF Form 79 (sA&h
14) for the business day. -flight meal collections on PHOENIX BANNER/SILVER/
PRESIDENTIAL SUPPORT mgons shall be in accordance with AFF339.

49. Type Meals. The type of meals to be made available for passengers on DOD military
aircraft and when these meals shall be offered are:

49.1. Offer meals from the available flight kitehs menu.

49.2. On PE missions passengers may request special meals (kosher, vegetarian, diabetic,
and childrend6és) through the TOs at the ti me
directly with the departing terminal NLT 24 hours priodigparture. PSAs shall forward all

special meal requests to the air carrier NLT 24 hours prior to aircraft departure. The special
meal report shall be automatically generated when the flight is set up. However, if terminals

do not set up their own missis 24 hours prior, PSAs should pull the special meal report

from the GATES passenger reports module to notify the carriers.

493. Whenever a K€10 aircraft is in the code D (75 seat) configuration and more than 12
passengers are selected for tlighf, frozen meals shall not be ordered. Ombx meals or
operation ration MedReadyTo-Eat (MRE), In-Flight Food (IF) packets or Meal Combat
Individual (MCI)s shall be offered and ordered for the flight.

494. On G17 aircraft without ATGL istalled, frozen meals will not be offered.

50. Meals Purchased by Contract Carriers. When flight meals are sold to contract carriers,
follow these procedures:

50.1. Make all purchases by cash or contractor checks only. Creditssal@®t authorized.
The flight kitchen shall furnish meal prices.

50.2. Use a separate AF Form 79 (3&eh 14). Do not mix contractor transactions with
normal military inflight meal requests.

50.2.1. The AF Form 79 (seétch 14) shall be clearly annotated near the center of the
form, Meals Sold to Contract Carrier. In the type flight meal desired column enter type
meal ordered. In the reimbursable rate column, enter the appropriate costs (basic plus
surcharge). Total meals aratdl cash columns are sedixplanatory.
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50.3. Depositing money collected from sales offlight meals to contract carriers shall be
deposited with the accounting and finance officer on a separate DD Form 1131.

50.3.1. Request assistandeom the food service officer in completing DD Form 1131
with information pertaining to the meal surcharge collection as outlined in AE834

51. Complimentary (TWCF) Snack/Beverage ServiceComplimentary snacks/beverages

from flight kitchens, paid for by TWCF (see AMCI @®2 para 6.3.1.4.¢.shall be provided to

all passengers on a no charge basis and are intended to enhance passenger comfort during flight.
Complimentary snacks are not to be provided in lieu of a meal. The cost pfirnemtary
snacks/beverages (excluding bulk coffee) is to be limited to a maximum of $2.00 for each
passenger. Additionally, the Flight kitchen shall issue sufficient quantity of bulk coffee
(including creamer and sugar) to meet mission requirements.

51.1. Provide TWCF snacks for the following:
51.1.1. TWCF scheduled channel military passenger/dual configured/cargo missions.

51.1.2. Aero medical evacuation flights operating between the CONUS and overseas and
within and between @rseas areas. (TWCF snacks are provided only for passengers
manifested by the terminal. Do not provide snacks for patients).

51.1.3. Aircraft from the Air National Guard/Air Force Reserve when these aircraft are
flying TWCF missions.

51.1.4 Any aircraft positioning for a SAAM/depositioning from a SAAM when seats are
released for the movement of passengers.

51.1.5. Any active SAAM where excess seats are provided to the terminal for movement
of passengers. Only those passengetsassociated with the SAAM and manifested by
the terminal shall receive TWCF snacks.

51.2. TWCF snacks are NOT authorized on the following:
51.2.1. The 89 AW flights, Special Airlift Mission (SAM)
51.2.2. Flights within the CONJS.
51.2.3. SAAMs, except as noted rara 51.1.4
51.2.4. Other DOD aircraft providing opportune airlift to the TWCF.

51.3. The following complimentary beverages are authorized on all TWCF nehan
passengecarrying missions:

51.3.1. Water, bulk and bottled, carbonated (carbonated beverages should be limited to
one per passenger) and rmarbonated beverages, and fruit juices. Coffee, (cream, and
sugar), tea (hot or ice), milk. Codtlulk coffee is excluded from the cost per snack.

51.4. On other than TWCF channel missions, the following complimentary beverages are
authorized on passengearrying missions:

51.4.1. Coffee, (cream, and sugar), tea (hot or ice), milk.

51.4.2. If coffee is required in cans or pouches, sugar and cream must be requested and
entered as separate requirements on AF Form 7®{sk#4).
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51.5. Terminal Management at originating/turnaround stations are  responsible for
coorinating with the local food service officer/accounting and finance officer to establish
procedures for obtaining complimentary snack/beverages and for determining the type and
guantity of complimentary snacks/beverages to be served from the originating sind en

route stations.

51.5.1. Base complimentary snack requirements on period of flight (morning, afternoon,
evening), duration of flight, meal service availability and other local controlling factors.

51.5.2. Major meal items suchs sandwiches, soups, or meat are not to be included as
complimentary snack items. Examples of complimentary snack items are:

51.5.2.1.Individually packaged peanuts, cookies, pastries, potato chips, corn chips,
pretzels, crackers and cheesadya canned pudding or fruit cups.

51.5.3. Complimentary snack items not normally stocked and perishable items should be
kept to a minimum.

51.6. The number of complimentary snack/beverage requirements for scheduled channel
passenger/duatonfigured missions shall tentatively be established based on scheduled
passenger loads/seat release. The final number of complimentary snacks/beverages placed
on aircraft by originating/en route/turnaround stations is based on actual passenger loads.
Adjustment should be made, based on experience of what is normally consumed on previous
missions over the same route.

51.7. When en route/turnaround stations do not have complimentary snacks/beverages
capability, the last station providing this rgee shall overpack complimentary
snacks/beverages for those stations. Base the quantity on the projected passenger load for
those stations.

51.8. When beverages and fruit juices are authorized put them onboard in the following
guantities:

51.8.1. Missions with inflight duration of 5 hours or less shall carry 12 ounces of water,
carbonate/nowwarbonated beverage/fruit juice or a combination of each, for each
passenger.

51.8.2. Missions with in flight duration in excess of 5 mewshall carry 18 ounces for
each passenger.

51.9. Quantities of other complimentary beverages shall be as determined by terminal
management. Where there is no passenger activity located, this determination shall be made
by the aircraft commander representative.

51.10. Procedures for documenting complimentary snacks and beverages are as follows:

51.10.1. Enter the request as a line entry on the same AF Form 781{&®ed4) used for
in-flight meals. If required by the locaflight kitchen, list TWCF purchases
(snacks/beverages) on a separate AF Form 79.

51.10.2.Enter in column "D" the following statement. "Record in TWCF RC/CC
XX2V90. (Contact the local AMC financial management office for the RC code which
shall rplace the XX.)
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51.10.3. At nonAMC bases with an AMC terminal activity, TR, Aerial Port Ops
Officer, ATM shall ensure the host base budget officer, accounting and finance officer,
and food service officer are furnished this instruction and, 88/@H organization, the
AMC unit is designated the billing point.

51.10.4. At bases where a TWCF funding activity is not available, the passenger activity
(or aircrew if no passenger activity exists) shall identify the appropriate billing address
for snacks/beverages required to support TWCF passenger airlift to the Hloglhtin
kitchen. The correct billing address is the accounting/finance office of the aircraft's home
station.

51.11. The aircraft loadmaster/boom operator shall:

51.11.1. Offer a choice of complimentary snack/beverage items to all passengers aboard
the aircraft. NOTE: Seepara 51.1and51.2above.

51.11.2. Ensure all unused items arstéd on an AF Form 129ally In-Out, and turned
into the flight kitchen. Where there is an AMC fleet service, they shall account for the
unused items and turn them into the flight kitchen.

51.11.3. Ensure complimentary snacks/beverages arearegumed by aircrew or ground
support personnel. They are provided for passenger consumption only. Stations
originating snack and beverage service shall provide the loadmaster/boom operator with
two blank AF Forms 129 to facilitate turn in of unused gem

52. Overpacked Frozen InFlight Meal Service for TWCF Channel Missions. When TWCF
military scheduled channel passenger/dual configured missions require overpacking of frozen
meals, the following procedures shall apply:

52.1. The ATOC shall provide passenger service with the necessary information pertaining
to configuration of the aircraft/number of seats available on the mission.

52.2. Passenger Service shall:

52.2.1. Request the number of meals to be overpaciad the flight kitchen. Base this
request on the number of seats available on the mission and flying time.

52.2.2. Coordinate with ATOC/flight kitchen and adjust the meal request based on the
number of meals normally consumed on previous missivasthe same route.

52.2.3. Enter the overpack request as a line entry on the same AF Form 79 used for other
meal requests.

52.2.4. At en route stations when overpacked meals are sold, provide the
loadmaster/boom operator with one cafyAF Form 79.

52.3. In-Flight Kitchen Responsibilities:
52.3.1. Originating station/home station of the aircraft shall:

52.3.1.1.Provide overpacked frozen flight meals/supplements for the number of
passengers requested by pagee service.

52.3.1.2.Ensure all overpacked meals and supplements are inventoried and signed
for by fleet service.
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52.3.1.3.Pack meals in a suitable container(s) with dry ice in accordance with
procedures in AFI 3239. Seal and markontainer(s) with the total number of
meals.

52.3.1.4.Give the loadmaster/boom operator sufficient blank copies of AMC Form
305 (seéAtch 10) in case monies collected have to be turned in to any flight kitchen
other than the one at the homdista

52.3.1.5.Provide the loadmaster/boom operator with your message/email address
which shall be turned into the terminating flight kitchen.

52.3.1.6.Obtain the following from the loadmaster/boom operator, when applicable:

52.3.16.1. Cash collected for flight meals. Provide the loadmaster/boom
operator with a receipt (AMC Form 305).

52.3.1.6.2.A copy of AF Form 79.
52.3.1.6.3.A copy of the AMC Form 305 from the collection station.

52.3.1.6.4.All unused overpacked meals/supplements, including any meals
which have thawed.

52.3.1.6.5.All turn-in receipts (AF Form 129) for unused/condemned
meals/receipt for transfer of cash (AMC Form 305), if any meals or monies are
turned into an en rouféght kitchen/passenger service.

52.3.1.6.6.All transfer receipts between loadmaster/boom operators.

52.3.1.6.7.A message address of the flight kitchen that issued the overpacked
meals.

52.3.1.6.8.A statement showing the numeab of meals confiscated by the
Department of Agriculture, if applicable.

52.3.1.7.Deposit all monies received from the loadmaster/boom operator with the
local FSO and file all support documentation for future audit trail.

52.3.2. En Roug/Terminating/RON Stations shall:

52.3.21. Receive all overpacked meals turned in by the loadmaster/boom operator,
which are still in a frozen solid state, to be returned for normal issue. Provide a
receipt (AF Form 129) to the loadmaster/bogpermator to be turned in to the aircraft
home station.

52.3.2.2.Receive all overpacked meals turned in by the loadmaster/boom operator
which have thawed. Request these meals be inspected by the base environmental
health veterinary. Secure a dakeation of condemnation. Provide the
loadmaster/boom operator a receipt (AF Form 129) to be turned in to the aircraft
home station. This receipt should show:

52.3.2.2.1.Aircraft number, mission number, aircraft home station, total frozen
meab turned in, and total thawed meals turned in.

52.3.2.3.Receive all monies turned in by the loadmaster/boom operator for
overpacked meals sold. Provide a receipt (AMC Form 305) to the loadmaster/boom
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operator to be turned in to the aircraft hostation. This receipt should show the
following information on the reverse side of the form:

52.3.2.3.1.Aircraft number, mission number, aircraft home station, and station
receiving the money.

52.3.2.3.2.Print the name of the flightitchen representative (signature shall
appearon the front of the form). The loadmaster/boom operator normally shall
have blank copies of AMC Form 3Q&ovided by the home station-ilight
kitchen. If needed, copies can be obtained from passengereservite e
Publishing website.

52.3.2.4.Receive a copy of AF Form 79 for meals sold at en route station.

52.3.2.5.Receive the message address of the originatiftigimt kitchen from the
loadmaster/boom operator.

52.3.2.6.Foward a message to the originating station confirming the receipt of
monies and overpacked meals turned in.

52.3.2.7.Deposit all monies received from the loadmaster/boom operator with the
local FSO. DD Form 1131 should contain the following st&tet: "Monies collected

at (name of station). Meals overpacked at (name of station).” File all support
documentation for future audit trail.

52.4. Loadmaster/boom operator duties:
52.4.1. Originating station/nome station of the aircraft:

52.4.1.1.Sign for all overpacked flight meals and supplements delivered to the
aircraft by fleet service. These meals shall already be inventoried by fleet service and
containers sealed and marked showing the total number of meals. Containali(s

not be opened again for inventory.

52.4.1.2.0Obtain sufficient blank copies of AMC Form 305 from the flight kitchen.

52.4.1.3.0btain the message address of the flight kitchen that issued overpacked
meals.

52.4.2. En roug/turnaround station:
52.4.2.1.Contact passenger service.
52.4.2.3.Sign AMC Form 305.

52.4.2.4.Receive an envelope with the cash collection/one copy of AF Form 79 and
duplicate copy of AMC Form 305.

52.4.3. Terminatirg Station/RON Station/Home Station of the Aircraft: Turn in to the
flight kitchen those items listed para 51.5.2.1 when applicable. Where a crew change
occurs and meals/monies are transferred from the inbounchésael/boom operator to

the outbound loadmaster/boom operator, all meal/monies shall be listed on a receipt and
signed for by the outbound loadmaster/boom operator. The inbound loadmaster/boom
operator shall retain the signed receipt as proof of mealgmtmansfer.

52.5. Procedures for selling/collecting for overpacked flight meals:
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52.5.1. Air Force/Navyoperated terminals:

52.5.1.1.At stations having an Air Force accounting and finance office or
FSO/NDO, the PSAs at origitiag/en route/turnaround stations where meals are not
available shall:

52.5.1.1.1.Annotate the file copy of the passenger manifest with the following
information: "Meals overpacked at (name of station). "This information can be
obtained from théoadmaster/boom operator and shall be used by the change fund
custodian when preparing DD Form 1131.

52.5.1.1.2.Deposit all monies collected for -flight meals with the local
FSO/NDO. Prepare DD Form 1131 in six copies or NAVCOMP Form 2277 in
nine copies and include the following statement: "Monies collected at (name of
station), Meals overpacked at (hname of station).” Deliver all copies of DD Form
1131 to the local FSO/NDO where two copies shall be authenticated, one shall be
retained as thpassenger service file copy and the second shall be sent to the food
services office of the station having provided overpacked meals.

52.5.1.2.At stations without an FSO/NDO the PSAs at originating/en
route/turnaround stations whereflight meds are not available shall:

52.5.1.2.1.Count cash/checks and verify total collections against total receipts.

52.5.1.2.2.Complete AMC Form 305 in two copies. Enter the amount of
cash/checks to be transferred. Have the loadmaster/openator sign AMC
Form 305 accepting responsibility for the cash/checks.

52.5.1.2.3.Include at the bottom of each originating manifest: paid meals, no
charge meals and the number of meals required for passengers on this manifest.

52.5.1.2.4.Place the cash collection, a copy of AF Form 79 and a duplicate copy
of AMC Form 305 in an envelope. Turn it over to the loadmaster/boom operator
to be turned in to the iflight kitchen at the terminating/en route RON station.

52.5.1.2.5.Provide a copy of the manifest with "FREE/PAID/NONE" annotated
as appropriate by each name on the manifest.

52.5.1.2.6.Attach the original copy of AMC Form 305 to cash collection receipts
(AMC Form 148) and file the complete package in passesegeice.

52.6. In order to avoid the destruction of flight meals due to United States Department of
Agriculture (USDA) requirements, the overpacking station shall develop written procedures
for storing, controlling, and accounting for unused, paeked irflight meals offshore.

53. Overpacked In-Flight Meal Service for SAAMS/Exercise Missions.When overpacked
meals are required, the following procedures shall apply:

53.1. 618 TACC/XOOOS shall put guidance in the original 3AAetup message, and
shall ensure the unit/user is informed of the information.

53.2. AMC Terminals shall require the unit/user being airlifted to collect for meals prior to
onload. The user shall turn monies over to the loadmaster/boom opal@igr with
listing(s). One listing shall contain names of all troops/passengers not on separate rations
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(group travel status) that are authorized to receive a government meal at no charge. The
other listing shall contain names of all troops/passengerseparate rations (per diem or
leave) paying for their meal. Both listings shall be certified by the troop
commander/responsible individual for the mission.

53.3. Flight Kitchen Responsibilities
53.3.1. Originating station/home statiaf the aircraft shall:

53.3.1.1.Provide overpacked frozen meals and supplements for the number of
troops/passengers listed by the operating directive/operation order for
SAAMs/exercises.

53.3.1.2. Comply withpara 52.3.1.2through53.3.1

53.3.1.3.Receive listing(s) from the loadmaster/boom operator, one for
troops/passengers not on separate rations (group travel status) who are authorized to
receive a goveiment meal at no charge, another for troops/passengers on separate
rations paying (per their status or leave) for their meal.

53.3.2. En route/terminating/RON stations shall comply wjhra 52.3.2.1through
52.3.2.7

53.4. Loadmaster/Boom Operator Duties:
53.4.1. Originating station/nome station of the aircraft:

53.4.1.1.Contact passenger servicefiight kitchen to inquire about overpacked in
flight meals.

53.4.1.2.Comply withpara 52.3.2.3.1through52.3.2.3.5
53.4.2. Onload stations (pickip point of SAAM/exercise):
53.4.2.1.Contact the trop commander for the mission.
53.4.2.2.Request listing(s) and monies collected foflight meals.
53.4.2.3.Ensure monies agree with the number of passengers paying for their meals.

53.4.2.4. Transport the monies received &he listing(s), and turn them in to the in
flight kitchen at the en route/RON/terminating station.

53.4.2.5.1ssue a receipt (AMC Form 305) to the troop commander for the mission
relieving that person of the responsibility for the monies collected

53.4.3. En route/terminating station:

53.4.3.1.Turn in all monies and listings received for-fight meals and all
overpacked meals and supplements not used including thawed/spoiled meals, and the
message address of the originatinglight kitchen. Obtain a receipt for all items
turned in to an en route station.

53.4.3.2.In the event an Hilight kitchen of another command refuses to accept
monies/meals for turn in, report the name/rank of thiéight kitchen representae,
date, time of incident, and location of theflight kitchen through channels to HQ
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AMC/ALS. In this case, the loadmaster/boom operator shall retain the monies/meals
and turn them in to the next availablefiight kitchen.

In-Flight Meal Schedule/Complimentary Snack/Beverage Service.

54.1. PSAs and aircraft loadmaster/boom operators shall use the following information as a
guide to determine when flight meals are to be offered/charged to passengers on DOD
aircraft and when cgoplimentary snacks/beverages (paid by the TWCF) are to be served to
passengers.

54.1.1. In-flight/Snack meals may be offered at any time.
54.1.2. Complimentary beverages are served regardless of segment duration.

54.2. Segmentsn excess of 7 hours require two meals be offered. Serve frozen meals if
oven (ATGL) exists. Complimentary snacks/beverages shall be served.

54.2.1. Aircraft with an ATGL, order two frozen meals (order two different meals; i.e.,
steak and turkey)

54.2.2. Take care not to serve the same menu in succession; i.e., two breakfasts or two
turkey dinners.

54.2.3. Aircraft without an ATGL, order one sandwich meal and one MRE, IF packet, or
MCI.

54.3. If a mission delays at oriigating, en route, or turnaround stations under 3 hours, use
the original meal scheduled on departure.

54.4. Advise travelers of the availability of ground feeding during the delay period.

54.5. Beverages: Coffee, tea, milk, and Amarbaated beverages shall be available to
passengers throughout each segment of each mission.

54.6. When an unusual flight schedule precludes meeting the above requirements,
appropriate deviations may be approved by the terminal supervisor.

In-flight Meal/Snack Meal Charges.

55.1. All TDY personnel (officer/enlisted) receive Basic Allowance for Subsistence (BAS)
except while in a figroup travel status. "
section of the TDY orer. Personnel in a group travel status should be provided meals
without charge. When TDY personnel are receiving per diem, meals are the traveler's
responsibility and all meals should be paid for.

55.2. All enlisted PCS personnel receive sepanations while in a PCS status. Enlisted
PCS passengers who order a meal shall be charged for meal.

55.3. If an enlisted person not receiving BAS is traveling in a pass status and orders a meal,
he/she is authorized to receive a government @eab charge. If he/she orders a snack
meal, they shall be charged.

55.4. The following information applies to crewmembers as well as passengers of all
services:
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Table 3. Meal Charge by Traveler Type.

75

CHARGE FOR CHARGE FOR
TYPE OF TRAVELER MEAL SNACK MEAL
Officers PCS/TDY/Leave YES YES
Enlisted PCS/TDY/Leave YES YES
Officer, Enlisted TDY (Group | NO NO
Travel Status)
Enlisted on Pass Receiving | YES YES
Separate Rations (BAS)
Enlisted on Pass not on NO YES
Separate Rations (BAS)
Dependents YES YES
Civilians/Foreign YES YES
Nationals/Retired

56. Refunds

56.1. Before a refund can be made, the passenger service officer or designated representative
shall:

56.1.1. Complete the refund certificate on thespanger's copy of the AMC boarding
pass/ticket.

56.1.2. Give reason for refund and include any pertinent information: i.e., flight
canceled. Refund $ (meals), $ passenger bumped off flight. Passenger
changed from military to PE; rafd $ (meals).

56.1.3. Have the passenger sign the certificate and surrender it for a refund.

56.1.4. Have the passenger initial the reverse side of AF Form 79 next to their name. If
more than three refunds attach a piece of plaindbpaper to the AF Form 79 and
continue the refund list.

56.1.5. Sign the refund certificate approving the refund.

56.1.6. Passengers/aircrew members are entitled to cash refunds for meals purchased.
Refunds may be made IAW AFI 2B9 for unopened meals that must be returned
through no fault of the individual.

56.1.7. Arbitrary cancellation of meal order in flight is not permitted.

56.1.8. Refunds of the amount paid may be made at the originating/terminating station
pasenger terminal facility, any 4flight kitchen/US Air Force dining facility, or Air
Force accounting and finance office.

56.1.9. Each refund of the price paid for a meal shall be treated as a separate transaction
on AF Form 79.

56.1.10. A crewmember must initial the reverse side of AF Form 79 for refunds
associated with crew meal orders.
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56.2. Refunds cannot be made out of the change fund. Use the business day's receipts
already set up at the register. If sufficient fundsatencavai | abl e from busi
referencepara 56.5for refund instructions.

56.3. Collection of travel costs; (i.e., cash reimbursable and pets) is deposited to the
appropriate account at the FSO. Refunds fordr transactions may be made only from the
business day's receipts.

56.3.1. Travel refunds may be made when the daily receipts are sufficient and have not
been deposited for the business day.

56.3.2. Refunds for reimbursable SpaRetravelcollected by passenger service may be
made when the following situation occurs:

56.3.2.1.1f travel is canceled after the passenger is processed:

56.3.2.1.1.Passenger shall surrender his/her copy of the AMC boarding pass to
passenger sece.

56.3.2.1.2.Passenger service shall pull the station copy of the AMC boarding
pass and match it to the passenger's copy.

56.3.2.1.3.Refunds shall not be made at local level to individuals canceling their
travel at a location othehan the location where the money was collected.

56.4. After the refund for transportation or meal has been made, the paspengessing
agent shall turn in the refund certificate to the shift supervisor for filing with all other
supporting doements.

56.5. When the refund, transportation, orflight meal cannot be made from the business
day's receipts, the following procedures apply:

56.5.1. The passenger service officer or their designated representative shall prepare a
Standard Form (SF) 1049 (séach 13). Complete the following blocks on the form:

56.5.1.1.Voucher Prepared: Name of the base making the refund and date.

56.5.1.2.US: Department the FSO/NDO is under (i.e., Department of the Air Force,
Department of the Navy, and Department of the Army).

56.5.1.3.To Address: Proper mailing address of the individual receiving the refund if
payment is to be made by check.

56.1.4. Articles or Services: Give reason for refund. Includeemibn voucher
number, date of deposit, name of passenger, station where money was deposited for
transportation, meals, etc., if applicable.

56.5.1.5. Amount Deposited/Balance Due Depositor: Sedplanatory.
56.5.1.6. Complete statemeiat bottom of the form.

56.5.1.7.Signature on Form: Passenger service officer/designated representative
signs all copies.

56.5.1.8.Title: Selfexplanatory.

n
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56.5.2. The original and three copies shall be forwarded to the loc&/NASO for
payment to the traveler. The SF 1049 shall serve as authority for the refund.

56.5.3. The fifth copy shall be retained as the station file copy. Attach all supporting
documents.

56.5.4. The person preparing SF 1049 shall easairproper mailing address is on the
form if payment is to be made by check.

56.5.5. The refund shall be made from the same accounting classification used for
collections/deposits.

Section @ : Miscellaneous

57. Metal Detecting and X-ray Equipment.

57.1. Terminal personnel shall operate metal detecting devices araly Xquipment.
Personnel selected to operate/adjust metal detecting am@y Xquipment must receive
operating procedure training before achieving fullyalffied status. This training must
include radiation safety. Consult theake Radiation Safety Officer (RSO), filled by a
member of the Bioenvironmental Engineering Flight (BEF) within the Medical Group, for
assistance as necessary. Each unit assignedray machine shall maintain a copy of the
prescribed operator's manual.

57.2. Individuals certified to operate/adjust the equipment shall annotate tramiGg81,
Training Business Area (TBA) or applicable training program.

57.2.1. For relocating the Xay machine contact HQ AMC/A4TR .

57.3. Prepare directives in accordance with AFF33, outlining unit training procedures
for each type of metal detecting ofry equipment assigned.

57.4. Qualified operators musie available during passenger terminal operating hours.
57.5. Metal detector adjustment test:

5751.Cal i brate al/l magnet omet er s i n accorda
Test the device at least weekly. Record the date/timavaether the machine operated
satisfactorily. Maintain this record for at least 30 days.

57.5.2. The magnetometer may be turned off when not in use; however, when
reactivating, allow any needed watmp peri od | AW the manufact
prevent erratic sensitivity readings.

58. Radiation Safety Requirements.

58.1. Each passenger service OIC/NCOIC shall request the local Bioenvironmental
Engineering Flight accomplish an initial assessment on theatyXmachine. Persael who
operate these-pay machines are typically not put on the Thermal Luminescent Dosimeter
(TLD) program because the risk for radiation exposure is very low.

58.2 An onsite check by the Bioenvironmental Engineering Flight is required| orealy
installed Xray machines or when existing machines have been relocated within terminal.
This check must include measurement of radiation scatter or leaks.
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583. As part of the radiation safety training, all personnel should be inforhredift a

female thinks she may be pregnant, she must be tested at the medical facility. A record of
this briefing will be annotated in &1, TBA , or AF Form 55Employee Safety and Health
Record Immediatelyremove any female who suspects she is pregimam X-ray duty. A
suspected pregnancy must be evaluated immediately by a competent medical authority and, if
confirmed, the individual and her working environment must be evaluated by the base
Radiation Safety Officer (usually located in the Bioenwimzntal Engineering Flight of the

base medical facility). The passenger service OIC/superintendent shall follow duty
restrictions placed on a pregnant female as recommended by the medical provider.

59. Civilian Employees. Civilian employeesvho work in the passenger terminal are often not
readily identifiable by their duty "uniform”. Accordingly, it is difficult to discern these
individuals from passengers or others who may visit the passenger terminal. These employees
shall be required tavear badges to ensure their status can be readily determined.

60. Cooperative Military Airlift Agreements (CMAAs), Acquisition and Cross-Serving
Agreement (ACSA) with Implementing Arrangement (I1A).

60.1. CMAA/IA. The Royal Australia Ai Force, Canadian Air Force, Royal New Zealand
Air Force, Royal Air Force (United Kingdom), and AMC move traffic for each other under
these agreements. Travel by implementation of a CMAA/IA is on a Spaeenbursable
basis. PSAs must ensure the aca@IC is reported.

60.1.1. When contacted by personnel from one of the CMAA/IA countries listed above,
refer them to 618 TACC/XOGC. Movement of foreign military cargo or passengers on
DOD military aircraft shall not be carried out without thgpeoval 618 TACC/XOGC,

and receipt of the appropriate CIC. PSAs shall ensure all AMC standards are met and
CIC is identified for billing purposes.

60.1.2. All requests for movement of DOD military cargo or passengers on foreign airlift
should bereferred to 618 TACC/XOGC for approval. 618 TACC/XOGC shall
coordinate the requirement with the respective country validator and provide the CIC for
billing purposes.

60.1.3. CMAA/IA passengers are granted authority to travel by message/mertite In

event a passenger does not possess this message/memo, authorization to travel must be
verified through 618 TACC/XOGC prior to movement. Messages should contain NAME,
GRADE, PASSENGER RESERVATIONS, CHANNEL, TRAVEL PURPOSE,
PRIORITY, PASSPORT NUMBER, an@IC. Travel priority shall be 4 PT. The CICs

listed below shall be used.

Table 4. CICs.
Royal Australia Air Force W00900000000000
Canada Air Force WO00300000000000

Royal Air Force (United Kingdom) W01900000000000
Royal New Zealand Air Force W01400000000000

60.1.4. CMAA/IA passengers should have a copy of the message/memo confirming
movement on authorized missions. In the event a passenger does not possess this
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message/memo, authorization to travel must be verified through 618 /K&GT prior
to movement.

60.2. Passenger travel IAW ACSA/IA. Normally passenger travel is limited to Space
passenger movement. Spd&epassenger movement shall be coordinated with 618
TACC/XOGC, by commercial phone at (618) 22205 or email:tacecxogc@scott.af. mil

60.2.1. IAW the IA between DOD and Ministry of Defense of the United Kingdom,
limited SpaceA travel for norduty passengers (e.g. those on leave, pass, or liberty) is
authorized to and/or from: Diego Garcia; Wideawakeidla, Ascension Island; and
RAF Akrotiri, Cyprus.

60.2.1.1. SpaceA passengers must be permanently assigned to the remote location to
which SpaceA travel is authorized, and traveling to/from that location, to be eligible
for travel.

60.2.11.1. The space available privilege extends only to the first point at which
commercial transportation is available.

60.2.1.2.SpaceA passengers shall be accommodated at the discretion of the
supplying participant, and subject to the supgyinpar ti ci pant sdé r eq
limitations regarding eligibility, documentation, sigp procedures, prioritizing,

minor fees and taxes, number of trips allowed, etc.

60.2.1.3.Passengers of the requesting participant eligible for Sfatravel on
aircraft of the supplying participant shall be prioritized for transportation on the same
basis as similarly situated passengers of the supplying recipient.

60.2.1.4.SpaceA passengers must present to supplying participant personnel,
documenrdtion from the unit to which they are assigned verifying that they are
assigned to the remote location to/from which Spadeavel is authorized; that they

are in a leave or liberty status; and, that they are therefore authorized to travel by
SpaceA airlift.

60.2.1.41.Document ati on must include POC i nf
unit of assignment. Passengers must also present photo identification consisting
of a military identification card or valid US UK passport.

61. Calibration of baggage scalesTerminals shall ensure baggage scales are calibrated and
certified using the appropriate calibration authority and interval IAW T.€200D4.

62. Customer Convenience Improvement Program (Terminal X) and Customer Service
Observations. The goal is that AMC terminals and Navy operated AMC terminals provide first
class "warrior conveniences" to DOD personnel and their families by providing services and
amenities comparable to commercial airports. Each terminal shatl ensuA mer i caés war
are treated with honor as they transit through the passenger terminal. TheAishi20

provides HQ AMC minimum standards for large and small passenger terminals.

62.1. HQ AMC/AA4T staff shall perform HQ AMC/CV diréed passenger terminal Customer
Service Observations, to include Terminal X criteria. All passenger terminals should receive
an evaluation within a 228 month observation cycle. The primary objectives are to observe
the level of customer service, attiey compliance, and teamwork being practiced in AMC
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passenger terminals worldwid€éhe Evaluations/Observations are performed incognito and
the staff presence and purpose are not announced until completion of the observation visit.

Section H5 Pas®nger Terminal Facility Force protection

63. Objective: To minimize the possibility of mass casualties in AMC passenger terminals,
prevent damage or destruction of AMC aircraft, and protect passenger terminal operational
capability from terrost actions. The standards identified in this instruction are-lbese
requirements. Installation and unit commanders may choose to implement additional measures
where local threat analysis warrants.

64. Mitigation Measures.

64.1. Standoff distances from roadways and parking areas are listed in WAG-2, Table 1
(FOUO0):

64.1.1. Standoff is designed to provide a survivable structure in the event of a vehicle
bomb. For conventional construction, the standoff is expectedotegp the structure
from progressive collapse if a blast event occurs. The structure shall potentially-be non
repairable, with major damage to structural members, but shall not collapse.

64.1.2. Minimum standoff is 25 m (82 ft) from inhabited rions of the facility to the

edge of the parking or roadway pavement. Portions of the facility that are normally
uninhabited (such as mechanical or storage rooms) may be within the standoff area,
providing they are secured against unauthorized entry.

64.1.3. Access drives (such as for deliveries and maintenance vehicles) within the
standoff area are allowed if they can be controlled at all times by crash rated gates, drop
arms, etc. The 25 meter standoff is not required on flight line sideeofattility;
however, all vehicles should be parked as far from the inhabited portion of the facility as
practical. Vehicles parked within the 25 meter distance must be readily identifiable and
examined (to include looking underneath vehicle) for susmciams during external
facility inspections.

64.1.4.If a parking area or roadway infringes on the 82 ft standoff distance, the
passenger terminal structure must be improved (hardened) or additional physical
protective measures must be implemdrtteprovide the additional protection. Adequate
analysis by a competent expert, such as but not limited to security forces (SF), Office of
Special Investigation (OSI), Naval Criminal Investigative Service (NCIS) and civil
engineering (CE), must be comigd to ensure the facility can meet the intent of this
mitigation measure as outlinedpara 65.1

64.2. Standoff from external containers:

64.2.1. Minimum standoff is 25 m (82 feet) from inhabited pangoof the facility to
external containers. AExternal containers
(e.q., trash cans, butt cans, dumpsters) and external baggage storage lockers.

64.2.2. If the standoff distance is not achievablerdeming of external container
enclosures or improvement of the passenger terminal structure to mitigate the direct blast
and secondary fragment effects on the building are acceptable if analysis by competent
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experts (such as but not limited to SF, OSI, 8l@hd CE) proves that it meets the intent
of this mitigation measure.

64.2.3. External containers shall be placed to be easily observable and checked or
serviced regularly by terminal workers or responsible agencies.

64.2.4. Eliminate ammesty boxes if possible. If an amnesty box is required by an outside
agency, it must be easily observed and checked regularly by the responsible agency.
Minimum standoff is 25 m (82 feet) from inhabited portions of the facility.

64.2.4.1.1f an annesty box for arriving passengers is required by an outside agency
for arriving passengers to dispose of prohibited items, an amnesty box may be placed
in the baggage claim area. The requesting agency is responsible for providing,
maintaining, and remorg deposited items.

64.3. Increased standoff in higher Force Protecti@mditions (FPCONS):

64.3.1. During increased FPCONSs, additional standoff or additional measures may be
required to provide increased protection. Coordinate with &id/pr Installation ATO.

64.4. Unobstructed space:

64.4.1. Unobstructed space around the facility allows for easier visual detection of
explosive devices.

64.4.2. Obstructions within 25 m (82 ft) of the facility should not alléor concealment
of explosive devices. Site furnishings or plantings are allowed within this area as long as
any explosive devices placed in this area would be observable by the casuabpasser

64.5. Windows, glass doors, and glazing:
645.1. Minimize the hazard to human life from flying glass fragments.

64.5.2. Install a minimum of 6 mm (1/4 in) nominal laminated glass at all exterior
windows and doors containing glazing. The glass shall contain a minimum of two, 3 mm
(1/8 in) nominal glass panes bonded together with a minimum of .75 mm (30 mil)
polyvinyl-buteryl interlayer. For insulated glass units, the inner pane must meet these
specifications. Minimum standards for window glass are listed in UBTD4£L (FOUO).

645.3. Where new laminated glass is not feasible, a fragment retention film (FRF) can
be installed over the existing glazing and windows. The FRF must be no less than 4 mil
thick and attached to the inside of the window and frame according to the manufa er 6 s
directions. If FRF is used in lieu of laminated glass, properly anchored catch bars must
be installed to meet the intent of this mitigation measure. Competent experts (such as but
not limited to SF and CE) must analyze any solution that proyidgection from flying

glass fragments to ensure it meets the intent of this mitigation measure. A certificate of
compliance (C of C) from the installer/manufacturer should be kept inFtree
Protection FP) evaluation file. C of C should include tkitess/type/size of existing
glazing and thickness of FRF.

64.5.4. When new construction or major renovations are accomplished, limit the total
window area to 15 percent or less of the total exterior wall area and minimize the amount
of windows onthe front side of the building. Coordinate with the Installation
Antiterrorism Office prior to submission.
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64.5.5. Skylights and glass blocks provide daylight to the interiors of the facility and are
an alternative solution to windows. When usedmpetent experts (such as but not
limited to SF and CE) must analyze and ensure that the placement, construction, and
materials do not increase the potential for building damage or personal injuries.
Skylights must comply with the same standards aslovirs.

64.5.6. Glass doors must comply with the same standards as windows.

64.5.7. Interior glass in close proximity to the exterior walls or in areas likely to be
exposed to major blast effects must comply with the same standards as gkiss and
windows.

64.6. Observation and monitoring:

64.6.1. Monitor areas that are vulnerable or prone to a terrorist attack and criminal
activity. Those areas shall be considered but not limited to: vehicle approaches, the
primary entrance, odbound area, areas housing critical functions, and any area that is
difficult to observe and poses a significant risk.

64.6.2. If a closed circuit television (CCTV) fulfills a monitoring requirement outlined in
this instruction, the CTV shall be monitored at all times.

64.6.3. If CCTV is not used, the areas to be monitored shall be secured or observable by
terminal personnel at all times.

64.6.4. Circulation spaces within the facility should allow for the visual cteia of
unauthorized personnel approaching controlled areas. Clear lines of sight from the
entrances and exits allow for the early detection of approaching vehicles and people.

64.7. Mass naotification:

64.7.1. The facility must have a eans to provide redime notification of threats to
occupants or personnel in the immediate vicinity of the terminal and instruct them of
required actions.

64.7.2. Install aPublic Address (PApystem with selective polling in all public areas,
including the exterior of the building at gathering spaces, such as the main entrance. (In
small terminals, a PA system without selective polling may be used.) For convenience,
the PA system may be configured with taped messages running at set intervals.
Additionally, PA microphone access for authorized persons at selected points within the
terminal is encouraged.

64.7.3. The PA system, if available, shall be used to make unattended baggage
announcements 1AWA19.2.4. The suggested announcemeay tne modified to meet
local needs and should be broadcast at a minimum three times per hour.

64.7.4.1f a PA system is impractical (such as at smaller locations), alternative means of
mass notification are acceptable.

65. Utilities.
65.1. Prevent tampering of critical building utilities and environmental systems.

65.2. Limit access to mechanical rooms, power/telephone cabinets, and power shutoffs
(other than those required for safety reasons) through the use of dk®mlopadlocks, or
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locate them in areas that are not accessible by the general public. Power disconnect switches
should be reviewed with CE and SF to determine whether the need to secure them outweighs
the need to quickly terminate power to the equipment

65.3. Air intakes for heating, ventilation, and air conditioning (HVAC) systems should be
located on the roof or greater than 3 meters (10 ft) from the ground. Provide an emergency
air distribution shutoff that is easily accessible by buildimgabitants (but not the general
public) that immediately shuts down air distribution throughout the facility.

65.4. Where it is not feasible to locate (or relocate) air intakes as specifiearan66.3
ensure hat the area is easily observed (or monitored) and incorporate inspection of this area
into normal security patrols and random antiterrorism measures (RAM$)dise26.2).

66. Deviations. Requests for deations from Force Protection criteria will be submitted to HQ
AMC/A4TP utilizing AF Form 116,Request for Deviation from Security CriteriaRequests
will be coordinated through the unit commander.

Section B Baggage Services

67. General Information. 't i s AMC6s responsibility to ens
undamaged, and available to each traveler immediately on arrival at their destination. Careful
and considerate attention must be given to ensure each article erlypri@mged, weighed,

loaded, and unloaded at each originating, en route, and terminating station.

68. Authorized Checked BaggageAuthorized checked baggage consists of personal effects
packed in suitcases, duffle and sea bags or simigalyetype containers. Bags and suitcases
must not be torn or ripped.

68.1. Baggage Allowance. Except as noted, passengers are authorized to check two pieces
of baggage not to exceed 70 pounds each (140 pounds total) and 62 linear inches @he su

the length plus the width plus the height). Single items exceeding 70 pounds and/or 62 linear
inches shall be counted as two pieces and, therefore, fulfill the allowance for a passenger.
SpaceR passengers may purchase space for personal excesgbdaggepara 69.10.

SpaceA passengers are not authorized excess baggage. Items exceeding 100 pounds and or
80 linear inches shall not be acceptéXCEPTIONS: A3, B-4, duffle, and sea bags shall

be allowed as anpiece up to 80 linear inches as long as they do not exceed 100 pounds.
The same applies to large garment bags, golf clubs, surfboards, snow skis, bicycles, fishing
equipment, rucksacks, and/or musical instruments. Snow skis, bicycles, and fishing
equipment should be properly packed to avoid injury to baggage handlers or damage to other
baggage. Only one of these bags per person shall be the allowed exception. The second bag
must still comply with size restrictions and is limited to 70 pounds.

68.1.1. Mobility assist equipment such as wheelchairs, walkers, crutches, etc, shall not
count as a piece of checked baggage. Mobility assist equipment exceeding 100 pounds
shall not be accepted.

68.2. Passengers processing for travel on adrmatise support airlift (€21, G12) shall be
limited to 30 pounds total baggage weight.

68.2.1. Passengers processing for travel on Navy Air Logistics Office (NAL@)D @nd
C-9 aircraft shall be limited to 2 bags not to exceed 50 Ibs total weigh



AMCI24-101V14 2 OCTOBER 2009

68.3. Disposition of unauthorized weight or oversized baggage is the responsibility of the
owner. Shipments may be made at personal expense via postal facilities or, if otherwise
eligible, may be shipped at government expense. Personal@manty may be made with

the traffic management office for forwarding according to existing directives.

68.4. Bulky Items exceeding 62 linear inches, except as statpdran69.1 If a traveler is
required to acampany unusually bulky items that are authorized in orders, the Station
Manager at AMC commercial Gateway or terminal management, together with the passenger
service officer, shall make the determination as to whether the item shall be handled as
accompanie baggage or processed as cargo. The Air Freight Section shall assist in handling
such articles as directed.

68.5. Military or military-sponsored bands may transport their musical instruments as excess
baggage. Each item shall count as one piegardless of size or weight. Instruments must

be stowed in the baggage compartment/area of the aircraft. Advance
notification/coordination should be made so that airport/terminal representatives can make
advance arrangements with local carrier represeets and ground handling agencies. Some
types of musical equipment may be difficult to load through the belly compartments of
narrow body aircraft.

68.6. Hand-Carried Baggage

68.6.1. Each passenger is permitted to hand camg artide (small luggage, garment

bags, backpack, etc.) and one personal item (cosmetic case, purse, briefcase, small boxes,
packages, etc.) for storage in the passenger cabin area. The weight of these items shall
not be consider ed agagpauthorizatmi. t he passenger

68.6.2. Hand carried items shall be no larger than 45 linear inches and must fit under the
passengerodos seat or in the overhead compar
accepted for passenger cabin storage and mushéekedin. Handcarried baggage

storage on military aircraft may be limited. Passengers connecting to a military flight

from a Commercial Contract flight should not be charged excess because of this reduced
carry-on storage space.

68.6.3. Bagaage sizers shall be used to aid the passengers and the PSA in determining
baggage dimensions. Baggage sizers can be obtained from various commercial vendors
and must present a professional image commensurate with those being used in
commercial airports.

68.6.4. Passengers processing for travel ofb Gircraft should be advised of the
difficulty in climbing the deck access ladder with bulky haadried items.

68.6.5. Passengers may also hand carry Federal Aviation Administration (FAA)
appoved infant car seats intended for use in flight. It is no longer mandatory to have a

car seat on AMC owned or controlled aircraft, however, it is encouraged that children be
restrained in car seats, which are appropriate to their size and weight clrfapats and

fold up type strollers shall not count aga
IAW FAA Directives, booster seats, harnesses, and child restraint vests shall not be used.

68.7. Allowed quantities of alcoholic beverages\IAthe DOD Foreign Clearance Guide
may be transported in or as checked baggage.
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68.8. Cremated remains shall be hand carried on AMC military or contract flights.
Dimensions of the containers are limited to the size authorized fordaandd baggge.
Cremated remains may not be transported as checked baggage. Discretion should be used
when hand carrying cremated remains. They must be properly packaged to avoid upsetting
other passengers.

68.9. Aero medical Evacuation (AE) crews areoatkd to carry Patient Therapeutic Liquid
Oxygen Converter (PT Lox) as professional gear when positioning and depositioning for
operational AE missions. The PT Lox does not reqgbaeardous materiatertification,
venting is not required, and processitgotigh an aerial port is not required. AE Crew
Members (AECMS) shall be in additional crewmember status and shall inform command
post, aircraft commander, loadmaster, or boom operator of the amount of equipment and PT
Lox that is to be carried on the amé.

68.9.1. Passengers traveling on military aircraft are authorized to carry aboard, on their
person, small personal oxygen cylinders for medical use. No more than two cylinders are
authorized. Oxygen cylinders may not be packed in handedaori checked baggage.

The aircraft commander or designated representative must be notified of all passengers
carrying oxygen cylinders.

68.10. Excess BaggageBaggage exceeding the normal baggage allowance as stated in this
volume shall be comdered excess.

68.10.1. For SpaceR passengers

68.10.1.1.Aut hori zed excess baggage must be st
expressed in pieces allowed, and subject to limitations set in this volume.

68.10.1.2.Excess hggage not authorized in the travel order is considered personal
excess and shall be paid for or disposed of by the passenger.

68.10.1.3.1f a charge is levied for excess baggage, it shall be on a per piece basis,
based on t he peaDOB AiMifgRatestand Irfstauctiens, G&éca 8).
Authorized excess baggage is charged at the US Government rate and unauthorized
excess baggage is charged at the-N&Government rate.

68.10.1.4.Personal excess baggage may be paid for lyy eanceptable form of
payment.

68.10.1.5.Passengers reimbursing AMC for excess baggage shall receive an AMC
148series form (boarding pass) annotated with excess baggage and the applicable
charge.

68.10.2. For SpaceA passengers

68.10.2.1. SpaceA passengers are not authorized excess baggage. Disposition of
unauthorized excess baggage is the responsibility of the passenger.

69. Processing Passenger Baggage.

69.1. AMC Form 20ID, AMC Baggage ldentification Ba This form aids in identifying
passenger baggage and in returning mishandled baggage to the proper owner. AMC
terminals shall stock AMC Form 20 in sufficient quantity to make them available to all
passengers. Checked baggage shall not be accefitexit owner identification. This
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identification may be in the form of luggage ID tag, airline ID tag, DD Form 1B8§gage
Identification,or AMC Form 20ID. Also, encourage identification on haodrried items.

69.1.1. Order stock of AMC Brm 201D and all other AMC 2&eries,AMC Baggage
Tag, through Air Force d?ublishing website (se&tch 8). Gummy back baggage tags
used by Global Air Transportation &sution System (GATES) lab@lrinters are not
considered an AMC form and must be enetl through a commercial distributor.

69.2. PSAs shall brief the traveler, it is recommended to place a copy of orders in each bag,
to include a copy of leave form or any other identification that provides forwarding address
in the event the bagge is lost. For Space A travelers, advise the travelers to insert an
additional baggage tag in their luggage with their home address and phone number for
notification purposes in the event their baggage becomes separated from the passengers.

69.3. Baggage processing personnel shall handle, load, and unload all baggage, other than
handcarried articles. Passengers shall not be required to carry their checked articles to/from
the aircraft.

69.4. Mishandled baggage claims can be reducefblywing these procedures:

69.4.1. Remove all previous baggage tags from the baggage (except ID tags and unit
deployment manager provided USCENTCOM AOR color coded tags).

69.4.2. Verify the mission number and destination with the pagsen

69.4.3. GATES equipped locations shall use compygenerated/gummigacked
baggage labels. If the GATES lah®inter is not available, select the appropriate AMC
20-series baggage tag; enter mission number/date andéftexe originationstation
code. If appropriate, complete and attach an AMC Form Hté€rline Baggage Claim
Tag.

69.4.4. On the AMC Form 20 series tags ensure line number and pieces are recorded on
the baggage tag (i.e. line number 200; 1 of 2, 2 of 2 etc.).

69.4.5. Attach claim checks to the back of the passengers boarding pass or travelope for
baggage identification at the destination and advise them of the number of bags they have
checked and to which destination.

70. Originating Checked Baggage.

70.1. Pooling of Baggage: Passengers traveling together as a group on common orders may
pool their baggage so long as the total baggage received does not exceed the total baggage
authorized by the travel document and this chapter. Fesilaveling together (Spaé&eor

SpaceA) may also pool their baggage. All other allowances and limitations of this volume
shall apply.

70.2. The baggage loading crew shall ensure each piece of checked baggage has a baggage
tag attached and i®ged correctly by flight and destination. All baggage shall be handled in
such a manner as to preclude possible damage to the container or contents.

70.3. Adequate security shall be afforded all checked baggage. Holding areas shall be
enclosedor kept under close surveillance. During periods of impending or inclement
weather, all baggage shall be covered or placed in a sheltered area.
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70.4. Tobacco use is prohibited at all times while handling passenger baggage.
70.5. Baggageshall be loaded by destination using the {fof§f laston sequence.

70.6. When 20 or more passengers are planned on organic aircraft, a pallet position shall be
left open as necessary to accommodate the baggage.

70.7. Baggage Interlinig. Baggage Interlining must be offered to passengers holding tickets
with confirmed reservations on a participating domestic carrier into and out of commercial
gateways and channel extensions, using AMC Form HKitérline Baggage Claim Ta®r
Gummy bak baggage tags used by GATES baggage tag printers when available.

70.7.1. Procedures. Baggage interlining shall not be used for passengers having excess
baggage or if the overseas originating contract flights departure is expected to be delayed

more than an hour. The passenger must present commercial airline ticket for domestic

travel. The PSA shall ensure the separation time between the scheduled arrival of the

commercial contract flight in the CONUS and the departure time of the domedtiddlig

at least 2 hours or 3 hours for an international flight. Ensure passengers originating in the

overseas area are briefed of the necessity to have their bags cleared by United States
Customs at the first CONUS entry point. Pets shall not be intdrline

70.7.2. Baggage Interlining Documentation

70.7.2.1.AMC Form 416 consists of the Customer Claim Check with attached
carbon and Baggage Strap with transfer stubs.

70.7.2.2.Complete the interline baggage tag as follows:

70.7.2.2.1.Use a ballpoint pen and press firmly. Make entries on the AMC Form
416 starting with the lowest section needed on the tag and work up. Print entries
in large, block capital letters.

70.7.2.2.2.For domestic transfers, use city esd full city names, or multiple
entries, such as La Guardia, JFK. If codes are not used, show state abbreviations
for cities with similar names, such as Columbus OH and Columbus GA,;
Charleston WV and Charleston SC.

70.7.2.2.3.Enter total piecese.g. 1 of 3, 2 of 3, 3 of 3, etc.

70.7.2.3.When more than two baggage transfer stubs are necessary to forward a
piece of baggage to its destination, use two or more interline tags. Detach any
unneeded transfer stubs, cross out the numbereosettond tag and insert the number

of first tag. Remove the claim checks, align the first segments of travel on top and
staple the Tag together so the transfer stubs can be removed at each transfer station.

70.7.2.4.Verify all baggage tag entseagainst the passenger ticket itinerary. When
completing the transaction, inform the passenger of the number of pieces of baggage
checked and destination. Give claim checks to the customer or staple them to the
passenger 6s copy ordvelopeh éAttathare babgagegtag poahes or
luggage. NOTE: Dispatch will notify ATOC of interlined baggage on PE missions

so that an interlining baggage onboard statement can be added to the mission load
report (MLR).

70.7.3. Mishandled interlind baggage
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70.7.3.1. Arriving United States Points

70.7.3.1.1.The delivering domestic carrier shall initiate a lost baggage search
using standard commercial interline baggage tracing procedures. The carrier shall
advise the AMC gatewalpst and found office who shall then initiate baggage
tracing action.

70.7.3.2. Arriving Overseas International Points
70.7.3.2.1.AMC terminal personnel shall initiate a lost baggage search.

70.7.3.2.2.AMC shall alert the camact carrier who transported the baggage to
initiate a local search by their ground handlers.

70.7.3.2.3.The contract carrier ground handler shall contact the delivering carrier
at the commercial domestic gateway to initiate a lost baggagehsaantg
standard interline tracing procedures. If the lost baggage cannot be located
initiate lost baggage procedures founghama75.

70.7.4. Forwarding Lost Interlined Baggage

70.7.4.1.From United States PointsBaggage shall beofwarded to the overseas
international point via the most expeditious manner.

70.7.4.2.From Points Outside the URMC shall forward baggage via standard
AMC RUSH baggage procedures to the contract carrier ground handler at the
commercial gateway Contract carrier ground handlers shall forward the baggage to
the appropriate airline/station. Onward movement of interlined baggage lost after
clearing US customs is the responsibility of the commercial airline.

71. Terminating Checked Bagage.

71.1. Prior to arrival of each passenger mission, the passenger service supervisor shall
coordinate with other activities (refueling, catering, contractor, etc.) to ensure immediate and
uninterrupted baggage dffading.

71.2. Baggag@ handling equipment and personnel shall beppsgtioned prior to aircraft
block-in, mission workload permitting.

71.3. During periods of inclement weather, adequate precautions shall be taken to protect the
baggage from the elements.

71.4. Sufficient personnel shall be assigned telo#d baggage to ensure baggage begins to
arrive at the baggage claim area not later than 20 minutes afteribblotthe aircraft.

71.5. The passenger service dispatcher must be advised of leagffdgad progress so
passengers may be informed of any delays.

71.6. Terminals shall normally have a selaim system of baggage and nawilection of
claim stubs when the baggage claim area is accessible only to debarking passengers and
passeger service personnel.

71.6.1.If the baggage area is considered high risk (pilferage area) use a controlled
method of baggage identification and claim, such as checking and collecting all claim
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stubs for each article claimed by a passengerelictaim stub is lost, ask the passenger
to identify the baggage and contents before releasing the baggage.

71.7. Within 30 minutes after the last passenger has claimed his/her baggage, mark any
unclaimed articles with the mission number, if difiet from that shown on the strap check,
and transfer to the lost and found section.

71.8. Prepare the appropriate lost and found paperwork within 4 hours of receipt and send
the appropriate message to the Baggage Service Center (BSC).

72. Special Baggage Handling Procedures.

72.1. The following additional instructions apply to Distinguished Visitor (DV), Blue Bark,
Coin Assist, andEmergency LeaveHL) passengers:

72.1.1. Attach the appropriate colmoded AMC Form 24DV or EL) strap to each
piece of checked baggage.

72.1.2. Load special category baggage after all other baggage to ensure qtlm&doff
and delivery to the owner upon arrival at the destination. If it becomes necessary to off
load this baggagen route, iAtransit stations baggage personnel shall reload DV and EL
baggage last to ensure immediate availability at the destination station.

72.1.3. At stations where baggage is tdaded for customs inspection, keep DV and
EL-tagged baggagseparated from other baggage. Baggage personnel shall reload DV
and EL baggage last to ensure immediate availability at the destination station.

72.2. Overbooked Passengers Baggage. Attach a-colbed AMC Form 2@DB strap to
each piece. Loathis baggage to allow for easy access in case the passenger is removed
from the flight to accommodate higher priority passengers.

72.3. Normally, passengers choosing to disembark at en route locations shall be given their
baggage. If the aircrafiommander allows the unaccompanied baggage to continue to tagged
destination, the en route station shall prepare an AMC Form Ni&handled Baggage
Report(Atch 28). Courtesy files shall not be forwarded to BSC, but shall be maintained for
30days t hen destroyed. En route stations shal
provide information about the passenger and baggage disposition instructions. The
destination station shall then forward the baggage to the passenger. Any applicabl
commercial transportation costs shall be paid by the passenger.

73. Pet Shipments. The following procedures apply to shipments of pets on Add6Gtracted
aircraft:

73.1. Pet shipments shall be in conjunction with PCS moves only BXOD 4515.13R, Air
Transportation Eligibility and DTR Part I. Sponsor or family member must accompany the
pet to the final destination. Pets shall normally travel in the aircraft baggage hold area but
may be accepted for shipment in the cabin ardzelf meet the requirements. All pet spaces
shall be allocated by 618 TACC/XOGC.

73.1.1. Movement of pets on organic aircraft is prohibited.

73.2. The sponsor is responsible to ensure pets are shipped in accordance with International
Air Transport Association (IATA) or U.S. Dept of Agriculture (USDA) containers approved
for air shipment (weight and size restrictions apply, see DTR part 1, Chapter 103 and AMC
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Pet Brochure). These containers must provide adequate ventilation and be daigfe fen

the pet to stand up, turn around, and lie down with normal posture and body movements.
Pets shall not be accepted in containers that are too small. Additionalbgjdsaft pet
containers shall be acceptedaabin. The maximum number of pettoaled in the cabin is

three. Kennels must be no larger than 200L6W x 8H. Additionally, prebooked incabin

pets will not be moved to the belly of the aircraft. In keeping with major airline published in
cabin kennel requirements, soft sided kennélsukl be constructed of leak proof/water
repellent padded nylon with mesh ventilation on two (2) or more sifi¢ése container does

not meet requirements, place the passenger in a duty standby status under administrative hold
until the pet is travetead y . Handl e cages containing pets
become agitated. Young animals of the same species must be loaded adjacent to each other.
Animals that are natural enemies should be kept apart. Ensure cages are positioned to allow
air to flow freely. Two small animals of the same species younger than 6 months, of
comparable size, and up to 9.1kg (20 pounds) each that are used to cohabitation may be
shipped in the same container as long as they can also stand up, turn around, @mad lie d
with normal posture. Only one excess baggage fee shall apply in this circumstance if the
combined weight plus kennel does not exceed 70 pounds. (NEITHER-SIDIED NOR
COLLAPSIBLE KENNELS ARE AUTHORIZED IN BELLY) (COMMERCIAL CARRIER
DIMENSIONS REQUIRMENTS MAY VARY)

73.3. The care for pets is an important quabfyl i f e | ssue. -Betngreudt heal t
be of utmost concern.

73.3.1. Pets shall only be transported in climatntrolled and ventilated cargo
compartments. Questie on proper placement shall be directed to carrier representative
and/or the COR.

73.3.2. Prior to aircraft taxi, when pets are onboard and the flight is delayed more than
30 minutes, the pet storage area ventilation and temperature shall Bedclac30
minute intervals until flight departure. Additionally, at en route stops, the pet storage
area ventilation and temperature shall be checked upon arrival. In both cases:

73.3.2.1.If the area is found to be excessively cold or hot,fdhé ventilation is

unusually stagnant, the COR shall be notified. The emphasis of the inspection is to
determine if conditions in the pet-stora:
being. If in doubt, notify the COR.

73.3.3. When passngers are allowed to disembark an aircraft due to flight delay, pet
owners shall be provided the opportunity to visit their pets in order to walk and provide
water. In any case, if ground time exceeds 2 hours, pets shall-loaadti and owners
providedthe opportunity to visit their pets.

73.3.4. Time, safety, and security concerns may occasionally override some of the above
requirements. However, every effort shall be made to ensure the health and safety of the
pets and provide for their sgf@ssage.

73.4. The sponsor shall maintain custody of the pet until 45 minutes prior to departure unless
there is a suitable holding area available.

73.5. The sponsor is responsible for complying with all documentation, immunization, and
border clearance requirements. If all documentation is not complete, place the passenger in a
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duty standby status under administrative hold until the pet is made-teadsl. Terminal
personnel shall ensure entry requirements established by foreigmsuetd those contained
in applicable regulations are met.

73.6. Sponsors shall pay the tariff for the pet according to the-B®rGovernment Rate

Tariffs (SeeAtch 8). Fees are charged on a+gennel basis; pets and containers up to 70
poundscount as one piece, pets betweenl4@ pounds count as two pieces and pets
between 141 and 150 pounds count as three pieces. Pets/containers (combined weight of the
two) weighing in excess of 150 pounds shall not be accepted for shipment under any
circumstances.

73.7. Terminals handling PE missions shall establish written procedures to handle
emergencies concerning pets to include at a minimum:

73.7.1. A listing of emergency veterinary clinic locations and phone numbers.
73.7.2. Point of contact for pet disposition (normally the local humane society).
73.8. SpaceA Pet Program (additional pet limit (cat or dog)) reference the DTR Part I.

Section & Mishandled Baggage

74. General.

74.1. The Los and Found Baggage Section is responsible for processing mishandled
baggage (lost found, damaged, pilfered, disposed of, or receipted for) and preparing AMC
Form 134 (sedétch 28 for preparing AMC Form 134). A lost and found representative shall

be avdable during all arrivals to process any mishandled baggage situations that may arise.
The representative shall remain available until all passengers have claimed their baggage.
This shall ensure passengers needing assistance with mishandled bagthgesshaced in

a prompt, courteous, and professional manner.

74.2. All mishandled baggage shall be reported to the BSC. BSC locator information is
contained in Section J below. However, mishandled baggage shall not be shipped to the BSC
for disposition.

74.3. A1 | case files ar e automatically record
Mishandled Baggage Summabagsed on inputs to the GATES AMC Form 134. A copy of

AMC Form 134a shall be-mailed, faxed, or sent by regular mail to the B8Ghe 16h day

of the month following the month being reported. For negative replies, send AMC Form

134a stating no case files reported that month.

74.4. Courtesy File. This file shall be generated when AMC receives mishandled baggage
from souces other tharARMC-owned or controlled aircraft; i.e. commercial airlines, bus
companies, etc. These files are normally generated when an AMC ForRegdrt and
Disposition of Unaccompanied Passenger Bagdédgeh 29), was not accomplished.

745. Scanning all necessary documents for electronic storage, including boarding passes,
baggage tags, amifests, signed AMC Form 134Baggage Mishandled Report Filetc, is

an option all stations may utilize to avoid keeping hard copies of documElatsever, all
stations must ensure copies of required items sent to the BSC are completed in full and easily
readable.
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75. Lost Baggage.

75.1. Documentation

75.1.1. Make copies of the AMC Boarding Pass (AMC Form 148 Serad)baggage
claim checks from the passenger filing the claim; have the passengers keep the original

documents for their records. -treferenpeatises e n g e r

passenger manifests to ensure they were manifestedGRN®E&S statims shall include a
copy of the manifest in the case file.

75.1.2. Prepare a Mishandled Baggage Report (AMC Form 134) in GAPES (28).

I f the passengerds baggage waepara7/d0i3er |l i ned

75.1.2.1.The reporting station has five days to find lost baggage and update the
remarks section of the AMC Form 134. After the fifth day only the Baggage Service
Center can update the remarks on AMC Form 134s.

75.1.3. Give the passenger a copy of thedlbe reproduced mishandled baggage letter
(Atch 30) and a copy of the completed AMC Form 134 with all applicable signatures.

75.1.4. Prepare an AMC Form 138aggage Mishandled Report Fi{&tch 31). Keep
the original signed copy of the AMEorm 134, and copies of the boarding pass, baggage
tags or the flight manifest in this file.

75.1.5. If the passenger traveled on an AMC PE flight, provide a duplicate copy of AMC
Form 134 to the local carrier representative.

75.2. Trace action

75.21.Di spatch priority precedence ALAST SEE

downline station as soon as possible, but NLT 4 hours after the passenger reported the
lost baggage.

7.2.2. Within 24 hours of reporting the loss, cact the passenger and give them the
status of the lost baggage. Lost and found personnel may accept collect calls from
passengers inquiring about mishandled baggage.

75.23.The BSC wil|l respond back within 12

message on the status of baggage. If baggage is found, the BSC shall notify the finding
and losing stations of the disposition instructions. If baggage is not found, the BSC shall
notify the losing station of no match.

75.2.4. If the baggage is #itlost after 5 days the BSC will assume responsibility for the
claim and take further action.

75.2.5. Unchecked baggage will be processed as courtesy claimpi#té/82.1

75.2.6. Lost and found agents Wicheck Mishandled Bag notices every 24 hrs in
GATES until the case file is forwarded to the BSC.

76. Found Baggage.

76.1. Only designated lost and found baggage personnel will be responsible for handling and
documenting baggage or penal articles that remain unclaimed in passenger terminal areas.
This includes articles left onboard aircraft as well as gatshoav passenger baggage. All
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articles will be secured at all times. Items having high value will be stored in a saferor othe
secure location. Only designated passenger service personnel will be allowed access to
property on hand.

76.2. Documentation

76.2.1. Prepare an AMC Form 136 accordingAtch 31. AMC Form 136 shall be kept
in a suspense file unsluch time as the baggage is forwarded to the owner or presented to
the Property Disposal Office (refereruara 80).

76.2.2. Prior to initiating an AMC Form 134, check GATES to see if a case file has
already been #ablished. If another station has reported the item lost, respond ON
HAND in GATES and follow the Rush Bag proceduregama 78 of this instruction.

76.2.3. All found baggage or articles will be documented immiedlyoon an AMC Form

134 in GATES. Attach one copy of AMC Form 134 to each bag or article. Before the
baggage is stored in a secure location, it will be presented to customs officials for
clearance, if required, and the AMC Form 134 will reflect thisoacth the REMARKS
Section. Crosseference the line number on the baggage tag with the manifest to
determine the owner. Owners may be traced in GATES or by checking the Records

Section for a copy of the memberds orders.

76.3. Tracer action

76.3.1.Di spatch a priority AON HANDO message
line station as soon as possible but NLT 4 hours of finding the baggage.

76.3.2. Each bag or article shall be matched against previously reported lost baggage
clams.

76.3.3. If the baggage is located without proper identification, it shall be inventoried by
the passenger service officer/superintendent or designated representatives to determine
ownership Two or more people will always conduct the actiapection and
verification. | n cases when it iI's necessary to r
inventory, place the removed lock inside the bag. Upon inventory completion, seal the
bag immediately with a plastic or metal fastener to prevent piiéeeend do not repen

the bag. Where ownership of the bag is known but the bag is not claimed, the bag will be
inventoried to obtain information to expedite its return. Baggage inventories are not
necessary until 24 hours have lapsed. This allows thsepger or another station to
identify the bag or article. List the inventory in the ltemized Contents section of the
AMC Form 134.

76.3.4. Checked articles or baggage erroneouslyladfied at other than the intended
destination will be handleds found baggage. An ON HAND baggage message will be
immediately sent to the destination station and the BSC to indicate the bag is on hand and
disposition instructions.

76.3.5. When ownership of a found bag or article is determined, GATES withecked
to determine if a mishandled baggage report is on file and if the passenger can be
contacted.

en
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76.3.6. If the owner located on station, they will be notified the bag/article has been
located and asked to provide disposition instructiodhen the bag/article is delivered,
the owner will be required to show proper personal identification.

76.3.7.Bef or e rel easing t he property, enter
including addresses and phone numbers, and have the passigngthe AMC Form
134. File the signed AMC Form 134 in the AMC Form 136.

76.4. Disposition of Found Baggage

76.4.1. Contract deliveries are to be processed as follows: The AMC air terminal finding

the baggage will provide military arontract delivery of the baggage within a-Ble

radius of the terminal (military deliveries may be extended to coincide with vehicle
operationsd permissible operating distance
up baggage i norepoaverdsentn For deliveryt ob lmggage outside the 60

mile radius, AMC airlift will be used when feasible. Baggage sent by airlift will be
documented as RUSH baggage accordingata 78. NOTE: For weapons disposition

contact the local Transpotian Office for shipment to appropriate unit.

76.4.2. When the terminal management or designated representative determines AMC
airlift is not available or will not satisfy the requirement to expedite baggage to the
owner, the baggage and all nesaay documentation, including a Transportation Working
Capital Fund (TWCF) fund cite, will be turned over to the base Transportafiare.

They shall process the baggage for movement by the most expedient mode available,
regardless of cost, to the loat requested by the passenger.

76.4.3. When final disposition of the property is made annotate AMC Form 134, Section
1.

76.4.4. AMC Form 136 shall be signed and updated in Blocks 7 and 8 by the lost and
found baggage representative. eTsignature verifies all other documents are enclosed
prior to filing. File AMC Forms 136 alphabetically by last name and keep IAW file plan.

77. Disposition of Unclaimed Found Baggage/ArticlesAfter 30 days, all unclaimed found

property wth an estimated value less than $25 will be released to the installation Property
Disposal Officer (PDO) for immediate disposition. If the estimated value is over $25, it will be

held for 90 days before being released to the PDO. Unclaimed articles dandted to a local
charity (Airmands Atti c, Red Cross, etc. ), i
installation PDO, terminal management wil |l ap
shall appoint a PDO in writing). Unclaimed weaponf e immediately turned over to local

Security Forces.

78. RUSH Baggage Procedures.

78.1. Baggage or articles (excluding weapons) which have been misrouted or separated from
the owner will be forwarded as RUSH baggage. Complete an B 57, AMC Expedite

Tag, for each article to be forwarded. Include complete disposition instructions on the form.
Place any destination tag currently attached to the article and a copy of the AMC Form 134
or AMC Form 47 inside a packing list pouahdaattach it to each article.

78.1.1. Weapons will be moved in accordance with AMCHFI3 Vol 11,Cargo and
Mail (arms, ammunition, and explosive shipments). Provide the down line station with
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the Transportation Control NumbeCN) (military movement) or tracking number
(commercial movement).

78.2. AMC Form 70,RUSH Baggage Manifeswill be used to document movement of
RUSH baggage. These manifests will not be assigned passenger manifest numbers. Copies
of originating RUSH baggagmanifests will be filed in the AMC Form 136 for the station

file. A third copy shall be placed in the packing list along with AMC Form 134. GATES
locations shall use a GATES generated RUSH baggage manifest.

78.3. RUSH baggage, by nature of ggority, will be moved on the first available aircraft to

the end destination. Passenger agents will monitor daily flight departures for possible
onward transportation of RUSH baggage. Sending stations will notify receiving stations by
telephone, enai, or through GATES with disposition instructions and flight information for
missions carrying RUSH baggage. Receiving stations shall acknowledge receipt by routine
message, -eail, or through GATES. If the sending station has not received
acknowledgmentvithin 48 hours, initiate a follovap transaction.

78.4. Stations receiving RUSH baggage shall make every effort to ensure the baggage is
expedited to its owner. If baggage will be transshipped via commercial transportation, or
again as RUSH bagge, the AMC Form 134 in the packing list will be updated in the
REMARKS Section to show the baggage was received as RUSH baggage and is awaiting
further movement. A new baggage case file number will NOT be assigned. Immediately
respond ON HAND in GATESvhen receiving RUSH baggage. Complete the AMC Form
134, Section I, to indicate final disposition of property and secure passenger signatures when
possible. File the AMC Form 134 in station files IAW file plan.

79. Damaged Baggage ProceduresAMC and AMC contracted carriers are not responsible for
normal wear and tear, to include wheels, handles or shoulders straps, over packed baggage,
fragile or perishable items. When passengers claim their baggage and discover damage to the
container orcontents that occurred while in the custody of AMC, the following procedures shall

be followed:

79.1. Passengers shall be provided all assistance required to complete their claim and
instructed to contact any military claims office.

79.2. Prepare AMC Form 134 and initiate an AMC Form 136 case file.

79.3. Instances of damaged baggage should be reported to the passenger service
representative as soon as possible after receipt from AMC. However, late notification shall
not precludeaccomplishment of a Damaged Baggage Report.

79.3.1. For passengers on commercial contract flights, make a photo copy of the AMC
Boarding Pass (AMC Form 14Beries), baggage claim checks, or baggage tag from the
passenger filing the claim; haveetlpassenger keep the original documents. If these
forms are not available, cressference the passenger manifest to ensure the passenger
was manifested and place a copy of the manifest in the case file.

79.4. Contents missing or lost in connexti with excessive damage shall be reported on
AMC Form 134. The following statement shall
reported missing or | ost due to extensive d
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articles reported missing drihe estimated value. The security and law enforcement agency
will NOT be notified.

79.5. Immediately fax or email a photo copy of the boarding pass or boarding manifest,
baggage claim stub or baggage tag, and the completed AMC Form 134 wyiitalslp
signatures to the BSC for all damaged baggage cases.

80. Pilfered Baggage ProceduresAtrticles reported missing or stolen from within checked
baggage shall be reported to the lost and found representative as soon as possible after th
passengers claim their baggage from AMC. However, late notification shall not preclude
accomplishment of a Pilfered Baggage Report. Pilfered baggage shall be documented as
follows:

80.1. Passengers on organic aircraft shall be provided aktasse required to complete
their claim and instructed to contact any military claims office.

80.2. Determine from the passenger if the articles are actually missing or merely misplaced.

80.3. On military installations, notify the Sectyi Forces for all instances of pilfered
baggage at the time the report is prepared. Security Forces shall obtain a statement from the
passenger for their records. At commercial airport locations, follow local operating
procedures consistent with standandine/airport practices.

80.4. Prepare AMC Form 134 and initiate an AMC Form 136 case file.

80.4.1. For passengers on commercial contract flights, scan or make a photo copy of the
AMC Boarding Pass (AMC Form 148eries), baggage claichecks, or baggage tag
from the passenger filing the claim; have the passenger keep the original documents. |If
these forms are not available, crosterence the passenger manifest to ensure the
passenger was manifested and place a copy of the manifiestdase file.

80.5. Immediately fax or amail a photo copy of the boarding pass or boarding manifest,
baggage claim stub or baggage tag, and the completed AMC Form 134 to the BSC for all
pilfered baggage cases.

81. Baggage Lost by Commercial Carrier.

81.1. Commercial lost baggage is any baggage that is lost (by an airline, bus, train, etc.)
before the passenger enters the AMC system.

81.2. AMC passengers wishing to file a claim for baggage lost by a commercial camier
file an AMC Form 47 with the AMC lost and found baggage representative. AMC Form 47
shall be prepared in quadruplicate accordingtch 29. AMC Form 47 shall be distributed

as follows:

81.2.1. Original and one copy given to the passenggh instructions to provide one
copy to the lost and found baggage representative at his/her destination.

8l.22.Retain the third and fourth copy with
until the baggage is received. Upon receipt of gheperty, inspect the baggage for
damage, and make notations on AMC Form 47. Place third copy of AMC Form 47 inside

a packing list with a copy of orders and Attach a RUSH baggage manifest with an AMC
Form 57 to the bag. If more than one article or kag be forwarded to the same person,
attach a packing list to each piece.
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81.2.3.0nce baggage is forwarded retain the fourth copy, a copy of orders, and
commercial baggage tags removed from the bag in station files.

81.2.4. Once baggagis found, it shall be forwarded by the most expedient method IAW
para 78.

81.3. If a commercial carrier representative presents unaccompanied baggage to AMC, a
Acourtesyo AMC Form 134 wild/| be completed by

81.3.1. Visually inspect the baggage for damage or possible pilferage and annotate the
condition of the bag (torn, intact, etc.) on the form. Annotate the following statement in

t he AOt her Details and Remar kso eBlfrac k of
(commerci al carrierd6s name) as a courtesy.
AMC carrier and determining the owner, forward the baggage by the most expedient
method IAWpara 78.

82. Courtesy Claims for Emergency Leave Passenge

82.1. Courtesy claims are provided only for those emergency leave passengers who do not
have sufficient time to claim their baggage and still make a scheduled airline connection.

82.2. The passenger shall be informed by the lost andd baggage representative to file a

courtesy claim with the carrier at the final destination immediately upon arrival. The lost and
found baggage representative must obtain th
address, telephone number (inchgliarea code), flight number, destination, copy of orders,

and claim stubs.

82.3. The following day the lost and found baggage representative shall check the
appropriate carrier to see if the courtesy claim is on file. If so, get the flight namibéime

of arrival at the passengero6s destination.
the back of the tag write or stamp: nPl eas
the baggage over to the airline.

82.4. Notify the passenger and pass on the expedite tag numbers, flight number, and time of
arrival. The passenger must be instructed to go to the appropriate airline to claim the bags.

825, f the passenger6s baggage daspsssibleo Thear ri v
lost and found baggage representative shall complete a lost baggage report using AMC Form
134. The report shall then be mailed to the passenger for his or her signature (ensure all
information is available to complete AMC Form 134).

Section K3 --Baggage Service Center

83. Baggage Service Center (BSC)The BSC is located at Charleston AFB SC. It traces
mishandled baggage AM®ide, determines final action of case files, and compiles statistical
data for HQ AMC.

83.1. The BSC lead representative shall ensure procedures are followed in compliance with
this publication.

83.2. Contact information for the BSC:
Message Address 437 APS Charleston AFB SC//BSC//
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E-Mail Address 437aps.bsc@charleston.af.ifit-mail address subject to change)
Mailing Address AMC Baggage Service Center

105 South Bates St., Bldg 164

Charleston AFB SC 29404

Voice Number Commercial: (843) 962895 DSN: 672895
Fax Number Commerical: (843) 963845 DSN: 673845
CONUS Toll Free 1-800-851-5761

83.3. Found Baggage Procedures (received from reporting stations)

83.3.1. Receive AMC Form 134 from reporting stations and query the GATES database
for a possible match.

83.3.2. If a match is made, notify the station with the lost case file that the bag has been
recovered. Coordinate disposition with the stations filing the lost/found baggage reports.

83.3.2.2.1f no match is made, update the remarks section of AMC Form 134 and
notify the station with the lost case file. In the remarks section, annotate the case file
shall be closed in 120 days from the date received if no claims are made prior to the
close date.

8334 After 120 days of fil e asmcaicet and fleawas ann
closedo in the Remarks Section.

83.4. Lost Baggage Proceduréeceived from reporting stations):

83.4.1. Receive AMC Form 134 from the reporting station. Enter this information in the
BSC Receipt Log.

834.2. Query GATES for a possible match.

83.4.2.1.1f a match is made, notify the station filing the found claim. Coordinate
disposition with the stations filing the lost/found baggage reports.

83.4.2.2.1f no match is made, update GBE¥ as such. Prepare a cover letter and
acknowledgment form to be mailed to the passenger. Purpose is to determine if the
personal property is still missing and no claim has been made or reimbursement
received.

83.4.2.2.1.A cover letter shall beaccomplished and mailed to the passenger
within 5 days of receiving the AMC Form 134. The date the letter was sent shall
be annotated on a checklist and shall be placed in the passenger suspense file until
the mailed copy is received from the passenger.

83.4.2.2.2.0nce the letter is received from the passenger, the following actions
shall be accomplished:

83.4.2.2.2.1.If the lost bag has been located and returned, the case file shall
be closed.

83.4.2.2.2.2.If the passengereceived no compensation and the bag is still
missing, send a cover letter and a copy of the documentation to the carrier.
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83.4.2.3.1f a claim letter was sent to an AMC contract carrier and acknowledgment
is not received within 90 days, a lettdrall be sent to the appropriate AMCAQOS
contract administrator advising them of the contract violation:

83.4.2.3.1.15 EMTF areas. OF AMCAOQOS, 575 Waldron St., Travis AFB CA
94535.

83.4.2.3.2.21 EMTF areas. OIG AMCAOQOS, 1907 Arnold Dr.McGuire AFB
NJ 08641.

83.5. Damaged and Pilfered Baggage

83.5.1. Case files shall be received from stations for AMC contract carriers only. The
files shall be dated with the receipt date and an entry shall be made in the BSC Receipt
Log and GATES.

83.5.2. Check the file for information completeness and damage/pilferage value. If the
package is complete, a copy shall be sent to the AMC contract carrier for reimbursement.
File the original case file by the BSC case file number

83.5.3. When receipt is acknowledged by the AMC contract carrier, the letter shall be
removed from the suspense file and the case file shall be filed by the BSC case file
number and maintained for 2 years.

83.5.4. If acknowledgment is @t received from the carrier within 90 days, a letter shall
be sent to the contract administrator advising them of the contract violation and request
assistance.

83.6. The BSC lead representative shall update data reports from field units nthdat¢éhe
5" working day after each operating month.

83.7. Baggage Inquiries and Reporting Station Assistance:

83.7.1. Provide answers to inquiries from passengers on the status of their mishandled
baggage and provide them guidancetamappropriate claim action within 48 hours.

83.7.2. Provide tracer action for inquiries from the commercial airlines within 48 hours.
83.7.3. Notify stations when they are not following established procedures.

Section L9 Prescibed and Adopted Forms

84. Prescribed Forms: AMC Form 261D, AMC Baggage ldentification Tag

AMC Form 20DV, AMC Baggage Tag Distinguished Visitor

AMC Form 20EL, AMC Baggage Tad Emergency Leave

AMC Form 20BWI,AMC Baggage Tad Baltimare-Washington International Airport, Maryland
AMC Form 20GPAMC Baggage Tageneral Purpose

AMC Form 20NGUAMC Baggage TagNorfolk NAS, Virginia

AMC Form 20RMS AMC Baggage Tad Ramstein AB, Germany

AMC Form 47,Report and Disposition of Unaccompad Passenger Baggage (PA)

AMC Form 57,AMC Expedite Tag

AMC Form 70,Rush Baggage Manifest

AMC Form 76,Passenger Travel Information (AMGRAM)
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AMC Form 76A,Passenger Travel Information (AMGRAM, Navy)
AMC Form 77 Aircraft Ground Handling Bcord

AMC Form 47,Report and Disposition of Unaccompanied Passenger Baggage
AF Form 79 Passenger Information

AMC Form 103,C-5 Seating Chart

AMC Form 108 Passenger Rehandled Workload

AMC Form 134 Mishandled Baggage Report (PA)

AMC Form 134, Mishandled Baggage Summary

AMC Form 136,Baggage Mishandled Report File

AMC Form 140,SpaceA Travel Request

AMC Form 148 seriesAMC Board Pass/Ticket/Receipt

AMC Form 162 In-flight Meal Supplement Worksheet

AMC Form 416 Interline Baggag Claim Tag

AMC Form 229 ,Passenger Service Flight Folder

AMC Form 253 Air Passenger Comments

AMC Form 305,Receipt for Transfer of Cash and Vouchers
AMC Form 1004 Unaccompanied Minor Passenger

84.1. All forms shall be ordered throughe Air Force Publishing website. Sétch 8.
85. Adopted Forms:

DD Form 139 Pay Adjustment Authorization

DD Form 1131Cash collection Voucher

DD Form 1839Baggage Identification

DD Form 1853;Travel Eligibility, Veification of Reserve Status for Travel Eligibility
DD Form 2131Passenger Manifest

DD Form 2765Department of Defense/Uniformed Service Identification and Privilege Card
AF Form 40 Authorization for Inactive Duty Training

AF Form40a,Record of Individual Inactive Duty Training

AF Form 55 Employee Safety and Health Record

AF Form 79 Head Count Record

AF Form 116 Request for Deviation from Security Criteria

AF Form 129 Tally In-Out

AF Form 1098 pecial Task Certification and Recurring Training

AMCVA 24-3, Federal Safety and Security

AMCVA 24-5, Advise to Passenger

AMCVA 24-6, Not a Joking Matter

NAVCOMPT 2277 Voucher for Disbursement and/or Collection

NAVRES 1570/22Individual Inactive duty Training (IDT) Participation
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SF Form 1049Public Voucher for Refunds
DSC Form 9)D Card
CFT-6059B,Customs Declaration

GRACE M. BLEVINSHOLMAN, Col, USAF
Deputy Director of Logistics
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Attachment 1
GLOSSARY OF REFERENCES AND SWPPPORTING INFORMATION

References
DOD 4500.9R Patt Passenger Movement
DOD 4500.9R Pattil Mobility

DOD 4500.9R PatV/ Department of Defense Customs and Boarder Clearance Policies and
Procedures

DOD 4500.54G, DOD Foreign Clearance Guide
DOD 4515.13R, Air Transportation Eligibility,1 Nov 94

DODD 5210.56Use of Deadly Force and the Carrying of Firearms by DOD Personnel
Engaged in Law Enforcement and Security DutleSov 01

DOD 5400.7R/Air Force SupplemenDOD Freedom of Information Act Program

DOD 4515.13R, C1.5,Dress, Conduct, and Standard of Service

DODFMR 7000.14, Vol 5Disbursing Policy and Procedures

DODFMR 7000.14R, Volume 5Disbursing Policy and Procedures

AFI| 24-101 Passenger Movemer&7 Oct 04

AFI 33-360, Publications and Formblanagement, 18 May 06

AFMAN(I) 24-204,Preparing Hazardous Materials for Military Air Shipmeni&, Apr 07
AFJI 48104,Quarantine Regulations of the Armedrées,24 Jan 92

AMCI 24-101, Volume 6Transportation Data, Documentation, Records and Repbrégjg 09
AMCI 24-201,Commercial Airlift ManagemedtCivil Air Carriers, 1 Jul 04

AMCI 65-602, Transportation Working Capital Fund (TWCF) Buti@@idance and
Procedures27 Jul 06

AMCI 11-208, Tanker/Airlift Operations1 Jun 00
AFI 36-2903 AMCSUP, Dress and Personal Appearance of Air Force Persortiné@ir 07
AFI 33-129, Transmission of Information Via the Interngt-eb 05

Abbreviations and Acronyms

ABUJ Airman Battle Uniform

ACMd Additional Gew Member

ACSAQG Acquisition and CrosServing Agreement
AECMSOd AE Crew Members

AF1d Air Force Instruction

AMC & Air Mobility Command
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AMSAd Air Mobility Squadron

AMOW & Air Mobility Operations Wing
ANGO Air National Guard

APSO Aerial Port Squadron

ARGOJ Active Guard and Reserve

ATGL 0 Air Transportable Galley/Lavatory
ATM 8 Automated Teller Machine

ATM & Air Terminal Manger

ATOQd Antiterrorism Officer

ATOCO Air Terminal Operations Center
ATT & Air Transportability Training

BASO Basic Allowance for Subsistence
BDUG Battle Dress Uniform

BEF& Bioenvironmental Engineering Flight
BSCo Baggage 8rvice Center

CBPd Customs and Border Protection
CCTVa Closed Circuit Television

C of Cd Certificate of Compliance

CEo Civil Engineering

CIC 09 Customer Identification Code

CMAA 6 Cooperative Military AirliftAgreement
CONUSS Continental United States

CORd Contracting Officer Representative
CSBd Customer Service Branch

CTO0 Commercial Travel Office

DCIOSd Defense Criminal Investigativer@anization
DCS0 Defense Courier Service

DCUG Desert Camotéhge Uniform

DODd Department of Defense

DPCo Data Processing Center

DSNo Defense Switch Network

DTRO& Defense Transportation Regulation
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ELO® Emergency Leave

EPC3 Emergency Point of Contact

ERDJ Early return of dependents

EROJ Engine Running On/Off Loading
ETIC O Estimated time in commission.

FAAQ Federal Aviation Administration
FAMSO Federal Air Marshall Service

FBI& Federal Bureau of Investigation

FCGO Foreign Clearance Guide

FIDSA Flight Information Display System
FISO Federal Inspection Fee

FOIA & Freedom of Iformation Act

FPd Force Protection

FPCONGJ Force Protection @nditions

FRFO Fragment Retention Film

FSOd Financial Services Office

GOV Government Owed Vehicle

HAZMAT 0 Hazardous Mterials

HVAC d Heating, Ventilation, and Air Conditioning
IATA 0 International Air Transport Association
IAW & In Accordance With

IA3 Implementing Arrangement

IDT @ Inactive Duty Training

IFd In-Flight Food

INSO Immigration and Naturalization Services
JAS Joint Airborne

JCSA Joint Chiefs of Staff

LOAOJ Letters of Authorization

LRSO Logistics Readiness Squadron

MAF & Mobility Air Force

MCI & Meal Combatmndividual

MCIO & Military Criminal Investigative Organizations
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MFR& Memorandum for Record

MRT & Meal, ReadyTo-Eat

MRT & Mission Recover &ams

MWD & Military Working Dogs

NAVCOMT & Navy Comptroller

NATOO North Atlantic Treaty Organizain
NALO & Navy Air Logistics Office

NCISd Naval Criminal Investigative Service
NCOICd Non-Commissioned Officer in Charge
NDOdJ Navy Disbursing Office

NLT & Not Later Than

NOKQd Next of Kin

NSOd Financial Services Office

OPSECH Operations Security

OCONUSS Outside of theContinental United States
OICa Officer in Charge

OLE®d Office of Law Enforcement

OPLANG® Operatioml Plan

ORMO@ Operational Risk Management
OSId Office of Special Investigation

PASO Privacy Act Statement

PAJ Public Address

PCS3 Permanent Change ofdfion

PDOJ Property Disposal Officer

PEO Patriot Express

POCd Point of Contact

POV Privately Owned Vehicle

PRd Phoenix RAVEN

PSA3 Passengebervice Agent

PT Loxd Patient Therapeuticiquid Oxygen Converter

QAPS Quality Assurance personnel
RAAF & Royal Australian Air Force
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RAM & Random AntiTerrorism Measures
RId Routing Indicator

RMT & Remote Sigrup

RONJ& Reman Over Night

RSO0 Radiation Safety Officer

SAHJ Special Account Handling

SFd Security Forces

SPBES Single Point of Entry

SSNB Social Security Number

TACA Transportation Account Code
TADGA Temporary Additional Duty

TDYd Temporary Duty

TLD & Thermal Luminescent Dosimeter
TMF & Traffic Management Flight

TCNA Transportation Control Number
TR Transportation Representative
TSAJ Transportation Security Administration
USDAJ United States Departmeaot Agriculture
ULNS Unit Line Number

VIPd Very Important Person

VSId Very Seriously llI

WBTAd Web Based Training

Terms

Abortd Is to turn back from an airlift mission before the next scheduled destination is reached,
for reason®ther than enemy action. This may occur after an aircraft is airborne or on the ground
before takeoff.

Accompanied Baggagé Personal and public property carried or accompanied by a passenger
and not documented as cargo.

Actual Time of Departure (ATD)d The time an aircraft actually becomes airborne.

Aerial Portd An airfield, which has been designated for the sustained air movement of traffic
and to

serve as an authorized port for entrance or departure to or from the country in which located.

Aerial Port Control Center (APCC)d The APCC is the Air Transportation control agency,
which ensures proper coordination and direction of aerial port resources to accomplish
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expeditious movement of passengers and cargo and maximum utilization fofcaphbility
within the theater airlift system. The 618 TACC/XOGX (APCC) ensures the proper
coordination/use of worldwide airlift requirements and resources. The APCC works directly for
the Director, Global Channel Operations in 618 TACC/XOG.

Aerial Port of Debarkation (APOD)d A station which serves as an authorized port to process
and clear aircraft (scheduled, opportune, tactical, and ferried) and traffic for entrance to the
country in which located.

Aerial Port of Embarkation (APOE) & A stationwhich serves as an authorized port to process
and clear aircraft (scheduled, opportune, tactical, and ferried) and traffic for departure from the
country in which located.

Aero medical Evacuation Syster@ A system which provides (a) control of patienbvement

by air transport; (b) specialized medical attendants and equipmentffighinmedical care; (c)
facilities on or in the vicinity of air strips and air bases for the limited medical care of intransit
patients enteringen roug, via, or leavig the system; and (d) communication with originating,
en rouk, and destination medical facilities concerning patient transportation.

Airlift Contract d A contract between the government and an air carrier to provide
transportation for DOD sponsor&affic.

AMC Sequence Listing for Channel Trafficd A publication identifying all AMC channels and
approved operating frequency. It also contains a CENTCOM APOD Association Plan . 618
TACC/XOGD is OPR for publication of the listing. Changes to thinljsshall be forwarded by
message.

Airlift Requirement & The total number of passengers and/or tonnage of cargo/mail forecast to
be airlifted to or from an area during a specified period of time.

Air Movement Designator (AMD)d A combination of lgers and numbers assigned in
accordance with established codes to identify the originating and destination station, priority,
type travel, movement month, and sponsoring department in whose interest the traffic is being
moved.

Air Reserve Component (ARC)d All units, organizations, and members of the Air National
Guard

(ANG) of the United States and the United States Air Force Reserve (AFRES).

Air Terminal 8 A facility on an airfield, which functions as an air transportation hub,
monitoring the dading and unloading of aircraft and the intransit processing of passengers and
cargo. The airfield may or may not be designated an aerial port.

Air Terminal Operations Center (ATOC)d The air terminal work center which exercises
operational control ar other terminal work centers. ATOC coordinates activities for loading,
unloading, and fleet servicing aircraft. Manages the port backlog, coordinates with other
agencies concerned with aircraft scheduling and space allocations.

Allowable Cabin Load (ACL)d The total load that an aircraft can transport over a given
distance taking into account weight and volume.

Authorized Ground Timed The aircraft ground time as published in the AMC cargo and
passenger schedules.
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Automatic Identification Technology (AIT)d Consists of process control hardware,
application software, and hybrids that provide industandard realime data acquisition to
enhance productivity. It includes barcodes, radio frequency identification, magnetic stripes,
smart cardssgommon access cards, and optical laser cards.

Block Timed Block out timeis determined when the aircraft actually moves, not when the
aircraft chocks are removeBlock in timeis when the aircraft has come to a complete stop and
wheels have beerhocked.

Blue Barkd US military personnel, US citizen civilian employees of the DOD and dependents
of both categories when travel is as a result of the death of an immediate family member. It also
applies to escorts for dependents of military membrergeling under competent orders issued
pursuant to Joint Federal Travel Regulation, chapter 7, Part R.

Border Clearanced Entry and exit clearances and inspections required to comply with
Agriculture,Customs, Immigration, and Immunization directives.

Categories of Airlift International 6

(1) Category A Transportation of cargo in less than planeload lots on a carrier's regularly
scheduled commercial flight. AMC pays the carrier through direct billing to AMC. Users
reimburse AMC at the common ugate based on appropriate movement documentation.

(2) Category B (Contracted full plane load passenger missions are also known as Patriot
Express (PE)P Transportation of passengers and/or cargo in full planeload lots on other than
carriers regulayl scheduled commercial flights. Payment to carrier via contract with AMC.
Users reimburse AMC at the common user rate based on appropriate movement documentation.

(3) Category M0 Movement of passengers on military passenger or cargo/passemndgegured

aircraft. Flights normally operate between military airports. Passengers are booked by AMC
passenger booking activities. Passengers use travel orders with a control number applied by the
TMF/ITO/PTO, as travel authorization. The services are billedealT WCF tariff rate.

Change Fund Custodia® The individual appointed by the squadron/port operations
officer/detachment commander to obtain operating funds from the servicing AFO in accordance
with DFAS-DE 7010.1R, General Accounting and Finance sfgms at Base Levehnd
DODFMR 7000.14, Volume 5.

Channeld APOE/APQOD pairs between which common user airlift service may be provided on a
scheduled basis. A channel does not represent the actual aircraft routing, although the two may
be the same. Gimnels are established by USTRANSCOM.

Channel Extensior® A regular channel mission performing an added stop at a nonchannel
location. HQ AMC approves channel extensions on a-bgsmse basis. Normally, approval is
contingent on the onload/elibad locations) being within 2 hours of a channel APOD/APOE and
shall not result in a major deviation from mission schedule.

Channel Trafficd Traffic moved between points designated in the AMC Sequence Listing for
Channel Traffic.

Channel Passenger Opeattions Sectiod A The or gani zati on charged wi
execution of passenger bookable seats on AMC channel missions. 618 TACC/XOGC manages
passenger seat inventory to ensure maximum utilization on passenger bookable channel
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mi s s iCiocunite us Ofraveld Travel by a route other than the one that would normally be
prescribed by a transportation officer between the places involved.

Civil Reserve Air Fleet (CRAF)d Civil air carriers of US registry, which contractually commit
themselves to praode personnel, services, and aircraft to support AMC under, stated emergency
conditions., AMCPAM 242, and appropriate airlift services contracts provide all information
and guidance required for CRAF aircraft.

Classified Shipmend A shipment assignesecurity classification by the shipper and requiring
special handling by the carrier, consignee, and aerial ports/air terminals from origin to
destination.

Close Blood or Affinities Relative® A permanent member of, and a resident in, a military
memler's or DOD civilian employee's household and dependent on the sponsor for a home.

Coin Assist Designates the space available travel of spouses, accompanying children, and
dependent parents of military personnel reported missing in action or cagtbiedravel is for
humanitarian purposes and is allowed on approval of the Chief of Staff, United States Army;
Chief of Staff, United States Air Force; Chief of Naval Operations; or the Commandant of the
Marine Corps.

Commercial Gatewayd A commercid airport serving as an origin/destination point for
international air travel.

Competent Medical Authorityd A physician cognizant of the medical needs of a sick, injured,
or wounded person and having a responsibility to provide (or to arrange tae)rdiie
necessary medical care for that person.

Concurrent Servicingd The simultaneous servicing of fuel, in conjunction with maintenance,
inspection, and loading of baggage and/or cargo with or without passengers onboard.

Concurrent Servicing Supervisor (CSSP The person responsible for the-site supervision of
all aspects of concurrent servicing operations.

Contract Air Terminal Operation (CATO) 6 A contracted terminal, which has been
designated for the sustained air movement of traffid #nserve as an authorized port for
entrance or departure to or from the country in which located.

Contracting Officer (CO)d The duly appointed government agent authorized to award and/or
administer contracts and performs the-tlagay administratio of the contract. The CO is the
only person authorized to contractually obligate the government.

Contracting Officer Representative (CORP Government personnel who perform(s) quality
assurance functions for a contracted service.

Courier, DefenseCourier Service (DCSP An officer or an enlisted member in the grade of E7

or above, of the Departments of the Army, Navy, or Air Force, assigned to a courier station to
perform Defense Courier Service duties. See also Dedicated DCS courier and Designate
Couriers.

Courier Material 8 Material accepted by the Defense Courier Service (DCS) for movement on
AMC, AMC contract, logistics airlift, and QUICKTRANS aircraft.
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Critical Leg ACL 0 The amount of payload (cargo, mail, passengers, and baggagejathae
carried over the segment of a mission requiring the greatest quantity of fuel.

Customer Identification Code (CIC)d A group of up to 15 digits developed by the user service
to enable identification of AMC charges within that service's ap@mbpn and accounting
structure.

Custom Territory of the United States (CTUSP The fifty United States, District of Columbia,
U.S. Virgin Islands and Puerto Rico.

Defense Transportation System (DTS) Consists of military controlled terminal fadiés,
AMC controlled airlift, Military Sealift Command (MSC) controlled or arranged sealift, and
government controlled air or land transportation.

Delayd The criteria for military and commercial aircraft differ:

(1) Military Aircraft & For home sdtion originating departures, a reportable delay occurs when

the mission departs more than 14 minutes after scheduled takeoff time. For other military aircraft
departures, a reportable delay occurs when a mission exceeds its scheduled ground time or
schedled time of takeoff, whichever is later, by more than 14 minutes.

(2) Commercial Aircraftd A reportable delay occurs when the mission departs the blocks more
than 20 minutes after scheduled block time.

Delay En Routéd Stopoff privilege offered & passengers at any traffic stop along the direct
route of a scheduled AMC flight. If the segmented cost is more than the direct cost, the traveler
pays the difference.

Depositioning Led@d That portion of a flight necessary to return an aircraft thdasie base or
station where it shall resume its normal operations.

Designated Courier® Is an appropriatelgleared active duty member of the U.S. Armed
Forces (in the gradesETor above) or, when authorized, a U.S. Government civilian employee
(in the grade GS or above), who is selected to take custody of, safeguard, and escort a
particular DCS shipment.

Distinguished Visitor (DV)d All US military personnel (active and retired), foreign national
personnel, and civilians in the grade of colongavy captain, GML5/NSPS equivalent or
above.

En Route Statiord Station between points of origin and destination at which the airlift mission
shall stop.

Escortd A member of the armed forces (to include DOD, contract, and other government
agenges' personnel) assigned to accompany, assist, protect, or otherwise ensure the security,
serviceability, or immediate employment of cargo at destination stations. Escorts must possess
travel orders in accordance with DOD 451%R.

Essential Station Messing (ESM® Formerly, Subsistence In Kind. Food furnished to enlisted
personnel at government expense. ESM is also termed "Réatidtind."

Family Memberd
(1) Spouse of uniformed service or DOD civilian member.
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(2) Unmarried legitimate childrefincluding stepchildren or adopted children) under 21 years of
age; or children who are physically or mentally incapable of supporting themselves, regardless of
age, if dependent on the member for over half of their support.

(3) Parents of the member,the member's spouse, if dependent on the member or the member's
spouse for over half of their support and actually resides with the member's household.

(4) Student family members over age 21 for entitlement to transportation (AFI 3% 3020,
Family Memker Travel).

Federal Inspection Service Chargé Fee charged to each passenger entering the US on
Category B missions through commercial gateways. The charge is distributed to US Customs
and Immigration and Naturalization Service. Cash payment of liaigge applies only to space
available passengers. The charge is included in the tariff for duty passengers.

Frequency Channed A channel where the minimum number of missions for a given period is
based on user stated mission essential needs rathercéingo forecasts or generation. US
TRANSCOM must approve the minimum number per period. Service above the minimum is
determined by tonnages generated by the user.

General Services Administration (GSA) City Pair Fare® GSA-contracted passenger airfare
for specific origin and destination points for use by government employees on official business.

Global Air Transportation Execution System (GATESP Ai r Mobi |l ity Commanc
for manifesting passengers and cargo for airlift. The system alsaim®nintermodal

capabilities like the ability to prepare truck manifests. GATES reports near real tinaasit

visibility (ITV) data to the Global Transportation Network (GTN) and provides seamless
transition between peacetime and wartime operatidnsludes both DGATES and RGATES
architectures.

Global Decision Support System (GDSS8)A distributed command and control system
composed of seven nodes that support HQ AMC, the numbered air forces (NAF), and the
National Guard Bureau. Each site kedps entire command and control system current by
continuous updates to a totally replicated database. C2 GDSS is used for execution and
monitoring airlift missions. CAT GDSS is used primarily during JCS Crisis Action Procedures.
GDSS shall interface witthé communications processors from the C2IPS program.

Global Transportation Network (GTN)d An integrated network of command, control,
communications, and computer systems as well as related procedures, policy, and personnel in
support of USTRANSCOM'slgbal transportation management and operations.

G0819 Training Management Information Systeémkeep track of training due dates and when
training is completed. This system will standardezel support unit training managers in the
dayto-day managemet of t he uni tFKosadditional gudanocegandagnfoorgtiora m.
consult HQ AMC/A4ATR website below.
https://www.my.af.mil/gcssaf/lUSAF/AFP40/d1074111948/Files/a4t/a4tr/training/hello.html

Greenwich Mean Time (GMT)d Also called Zulu Time. Used as the prime basis of standard
time throughout the world.


https://www.my.af.mil/gcssaf/USAF/AFP40/d/1074111948/Files/a4t/a4tr/training/hello.html
https://www.my.af.mil/gcssaf/USAF/AFP40/d/1074111948/Files/a4t/a4tr/training/hello.html




