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PREFACE


Welcome to Air University and the Air War College (AWC)!  We're sure you have many questions about your upcoming TDY to Maxwell and the Montgomery area:  What time should I report?  What preparations should I make?  What is the AWC program all about?...and many more.

This Civilian Student Book was designed to provide a civilian perspective on some relevant topics.  Issues and questions included are based on interaction with civilians in prior classes.  Responses to the issues and questions are based on research of the applicable instructions, information provided by supporting agencies, and policies and procedures for Air Force civilian personnel.  Information for State Department personnel is also provided.  Guidance for other agencies may vary.  You should check with your personnel office for specific instructions.  We hope this information will be helpful in making a smooth transition to the academic environment.  Information pertaining to the curriculum, seminar environment etc., are addressed in the AWC Student Handbook.  Other questions may arise as you continue your preparation for the academic year.  If so, take a moment to write them down and send them to Air War College, Mrs. Kathleen Escaravage, 325 Chennault Circle, Maxwell AFB AL  36112-6427; or call at DSN 493-5190 or (334) 953-5190; or e-mail: kathy.escaravage@maxwell.af.mil.  Also, if you find errors or inconsistencies in the information provided please call it to our attention.

Look us up on our web page:  WWW.AU.AF.MIL, select Air University on left, then schools and Air War College, the link to Resident Program (on top), then Dept of Student Ops.  There is a link to information about Montgomery that has good information on a variety of things concerning Montgomery and the surrounding areas.

Issues and questions have been grouped into major categories (Personnel; Medical; Attendance and Leave; Travel/Per Diem; Housing and Household Goods; Privileges; AWC; State Department; Non-DOD & PCSing Students; Miscellaneous; Dress Code; and POC phone numbers) for ease of reference.

ISSUES/QUESTIONS

1.  PERSONNEL


a.  Who is responsible for publishing my TDY orders? Air Force civilians attend AWC in a TDY status.  The orders should be developed in accordance with the provisions of the Joint Travel Regulations (JTR) and Air Force Education and Training Course Announcement (ETCA), AU Training Administrative and Reporting Instructions.  DAF civilians will get a letter from HQ AU/FMA in early May that is the authority to prepare travel orders and DD 1556.  The letter outlines information to include in orders.  Point of contact is Irene Tyner, HQ AU/FMAM, DSN 493-6990.  Other agency personnel need to check with their specific agency.



(1)  Fund Cite.  Two fund cites should be reflected, one for FY2005and one for FY2006 expenses.  This is important and applies to all civilians.  If it is not done correctly, orders will need to be amended.  For DAF students see website https://hq2af.keesler.af.mil select Education & Training Course Announcements, click on AU shield, type “Air War College” in the Title Keyword, then click on ID number (ZZ41001) for the AWC Resident Program.



(2)  Report Time for the scheduled course.  Reporting time on orders should not be earlier than five (5) duty days before class start date (18 Jul 05).  AWC will in-process on 25 Jul 2005 at the O'Club, however, you need to sign in at AWC NLT COB 22 Jul 05.  Just prior to your arrival, check the AWC web page for alphabetical in-processing times.



    Reporting Time for the TDY Civilian Orientation (see pg. 26) is Monday, 6 Jun 2005, NLT 1800.  Departure date, NET 1200, Friday, 10 Jun 2005



(3)  Security Clearance.  All AWC students require an updated TS clearance.  Inbound students should start their five-year update (periodic reinvestigation), if need be, prior to arrival. Bring copy of SF 86 submitted.  SCI indoctrination will be arranged at AWC for students with a current TS clearance.  Forward verification of clearance to AWC/XRE, Security Office, 325 Chennault Circle, Maxwell AFB AL 36112.  Please include your “date of birth” and “place of birth” on the verification.  If you have any questions, contact MSgt Johnson at DSN 493-1399/2833, Comm (334) 953-1399/2833, FAX 5383, or E-mail james.Johnson@maxwell.af.mil.


(4)  Special authorizations.  Three pieces of accompanied baggage may be shipped as excess when traveling military or commercial air.  This is the only special authorization for a TDY to school order that does not require prior HQ AU/FM approval.  HQ AU/FM must approve all other special authorizations, including travel by private auto more advantageous to the government, etc., before issuance of orders.  The letter your organization receives from HQ AU/FM will outline those special authorizations that should be included in the orders.  Approval reference for special authorizations must be included in the "REMARKS" item of the TDY order (DD Form 1610, item 16).  For unaccompanied household goods shipped by the traffic management office (TMO), the special weight limit authorized by HQ AU/FM (350 pounds) must be contained in your TDY orders.  You are not authorized additional weight for "professional books" because the school is a TDY assignment.  Reimbursement for dual lodging is authorized during official field trips while TDY and should be reflected in your orders.  Dual Lodging is required on civilian orders for all agencies.




All US attendees will participate in an overseas field studies trip and elective field studies trips.    Official (red cover) passports are required. Students must possess valid passports upon arrival. The Personnel Processing Code (PPC) “JAT” should be provided to the passport agent when applying for passport.  Include the PPC in orders. For more info, see the Air Force Education and Training Course Announcements (ETCA) at the site https://etca.randolph.af.mil.  ETCA is a database that replaced AFCAT 36-2223, USAF Formal Schools Catalog.


b.  Are my personnel records transferred to Maxwell?  Air Force civilian students attend in a TDY status.  Personnel, pay, and leave records continue to be maintained by your home duty station.  The Maxwell Civilian personnel office can only provide limited advice since your personnel files remain at home station.  For assistance and advice, the following are your civilian points of contact: Mrs. Kathy Escaravage, (334) 953-5190 or DSN 493-5190; Dr Glen Spivey, (334) 953-5613 or DSN 493-5613.


c.  How does my AWC evaluation impact my performance appraisal?  Normally the AWC evaluation (AF Fm 475, Education/Training Report) will not impact your civilian performance appraisal.  In most cases, the appraisal rating of record and the nine merit promotion factors are extended for administrative purposes for one rating cycle.  This applies to employees on long-term full-time (LTFT) training, intergovernmental personnel act assignments, or military furlough if they have not worked at least 90 calendar days during the current rating cycle.  If there is no rating of record to extend, an assumed fully-successful rating is used for all purposes.  Since the Air Force appraisal cycle begins 1 April, most Air Force employees will have 90 days under a performance plan before school starts which will serve as the basis for the annual appraisal on 31 Mar 2006.  If your supervisor has any questions about your appraisal, you should get it clarified through your servicing civilian personnel office before you depart. (Reference AFI 36-1001, paragraph 1.6-8.)  You and/or your supervisor may want to make some notes about what you did from 1 April until you leave for school.  The AWC evaluation process is briefly described in a later section.


d.  How do I stay attuned to civilian personnel information such as job openings, etc?  The best approach is to check periodically with your home office or on the web for information such as health benefit open season and promotion announcements.  There will be no way for AWC to be aware of announcements at your base.  If possible, maintain your home station e-mail account.  The senior ranking civilian student will try to disseminate pertinent civilian personnel information while you are at Air University.


e.  Do I incur a service commitment for attending AWC?  You are required to sign a Continued Service Agreement (CSA) in accordance with AFI 36-401, Employee Training and Development, Chapter 4, prior to expenditures of any funds.  Employees who fail to successfully complete training due to circumstances within their control will reimburse the AF for all training costs (excluding salary).  AFPC/DPKD will provide a copy of the CSA for your signature.  The original CSA will be forwarded upon completion to your servicing CPF to be filed in your Official Personnel Folder until the full period of your CSA commitment is completed.



The standard service commitment for the AWC is a period of 36 months.  If you fail to fulfill your agreement, you are required to reimburse expenses on a pro rata basis.


f.  Payroll Deductions.  Any pay actions, such as payroll deduction for Combined Federal Campaign, are handled back at your home unit.  All Air Force Civilian employees can now view and/or print Electronic Leave and Earnings Statement (E-LES) via the DFAS Employee/Members Self Service (E/MSS) system.  Since the E-LES is available prior to payday, employees are reminded that early receipt of the E-LES does not mean that their net pay has been deposited by the financial institution.  This new capability also provides an additional choice.  You may elect to discontinue receipt of the hardcopy LES if you so desire.  Unless you elect to discontinue the hardcopy, you will continue to receive a biweekly LES through the mail.

If you have any questions, you can contact the E/MSS Customer Service Unit at 1-800-390-2348 or through the internet at https://mypay.dfas.mil/.

MEDICAL


a.  How should health insurance be handled to ensure I have local coverage?  The best approach is to contact your carrier to see if they have coverage in the area and see what can be worked out.  Make sure you know what the rules are before you leave the area.  If coverage is not available and you want to transfer your coverage, you will need to access the Benefits and Entitlement Service Team (BEST).  You can access the automated system at http://www.afpc.randolph.af.mil/dpc/BEST/menu.htm.  The web system is also referred to as the Employee Benefits Information System (EBIS).



You may also access BEST by dialing 1-800-617-3775.  You will use your social security number (SSN) and Personal Identification Number (PIN) to access your records.  The first time you access the system, your PIN will be a four-digit number equivalent to you MMYY of birth.  For example, if you were born in October 1965, your Pin will be 1065.  For security reasons, the system will then require you to change your PIN to a six-digit number that complies with the DOD security guidelines voiced in the system.


b.  What happens if I am injured in school-related activities?  There is not an Emergency Room at the Maxwell Clinic; therefore, they can only attend to minor injuries on a space available basis.   If a student obtains an injury you have a choice of physician/medical facility. Once a physician/medical facility is selected, you cannot alter your decision except as a result of referral by the attending physician or authorization from the Office of Workers' Compensation Programs.  You should complete a form CA-1, Federal Employee’s Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation.  A CA-16, Request for Examination and/or Treatment, authorizing medical treatment required should completed and signed by the supervisor or authorizing official in block 8, and the reverse side should be completed by the physician as soon as possible after the visit/  Both CA-1 and CA-16 must be sent to 42 MSS/DPCE at (334) 953-7867 or DSN 493-7867.  For information concerning care at the Maxwell Clinic you may call (334) 953-7855/3368 or DSN 493-7855/3368.


c.  How do I locate a physician in the local area?  The Montgomery area is serviced by two major public hospitals.  These hospitals rotate 24-hours emergency services daily.  They are:  Baptist Medical Center (Baptist has 2 locations in Montgomery) and Jackson Hospital.  Other medical facilities are also available in the area for your use.  Several physician and surgeon information bureaus are available to assist you in locating a physician or specialist to meet any special needs.  (Baptist Physician Finder - 286-3463; Jackson Physician Referral - 293-8888).


Please read the Health and Wellness link on our web page, it contains information on immunization requirements for Regional Studies Trip.

3.  ATTENDANCE AND LEAVE


a.  How will annual leave be handled during the school year?  Your Time and Attendance Form is maintained at your home station.  If you have to take annual leave for a job interview, emergency, etc., the request should be submitted along with a SF 71, Application for Leave, to your Seminar Director and the Dean of Students (DO) who is the approving official.  Forward the SF 71 to the person maintaining your time card.  Since your time sheet and pay records are being maintained by your home station, it will be necessary to make certain arrangements prior to your departure for Air University.  Determine who will maintain your time sheet and approve leave for periods when school is not in session if you want to take annual leave, e.g., around holidays.  Due to the nature of this assignment, ordinary leave will be approved only during Thanksgiving and Christmas breaks; emergency leave is approved throughout the school year as needed.  The Friday after Thanksgiving is designated as "Independent Study" in the schedule.  This would not require you to take leave unless you are leaving the local area.  The days during Christmas are designated "Christmas Break."  During this time, you are required to be on leave or back at your duty station if not in school.  We encourage civilians to take leave, however, we cannot force you to be on leave.  If you plan to use this time to work on a paper, use the library, etc., then this will be considered "Independent Study" and no leave will be required.  If you depart the local area and do not return to your duty station for work, or work on your paper, then you are required to be on leave.  Since we have no way of tracking this information, your "professional judgment" is required.  We encourage you to use enough leave prior to arrival to ensure leave is not lost at the beginning of the new year.  The AWC Student Handbook has additional information on all leave information.  The Student Handbook is updated periodically and is posted on our web site.


b.  What are the guidelines for Sick Leave.  Guidelines for sick leave are the same as at your home station.  Keep your seminar director, instructor, and Dean of Students informed.  You will need to notify the individual maintaining your timecard that sick leave has been taken.


c.  How are holidays handled regarding leave time?  AWC observes all Federal holidays, designates the Friday after Thanksgiving as an "independent study day," and takes a break at Christmas for approximately 10 days.

4.  TRAVEL/PER DIEM

a.  How much per diem will be received during the year?  The per diem rate will be 55 percent of the maximum amount prescribed in http://www.dtic.mil/perdiem/pdrates.html, rounded to the next higher dollar (paid in a fixed amount).   Currently, this equates to $55 per day  (55% of $57 for lodging, plus 55% of  $43 for meals and incidental expenses).  The Joint Travel Regulation (JTR) says, “Experience shows that a 55 percent rate is adequate in most cases to cover the cost of lodgings, meals and incidental expenses when the employee makes long-term arrangements…” Lodging receipts or a lease for the rental of an apartment is not required to confirm lodging costs (JTR Volume II, paragraph C4561D1a).  Allowable expenses which are included in the lodging portion of the 55% rate are  (JTR Volume II, paragraph C4555D):  

Rent of an apartment, house, or recreational vehicle

Charges for rent of appropriate and necessary furniture

Cost for connection, use, and disconnection of utilities including electricity, natural gas, water, fuel oil, and sewer charges

Monthly telephone use fees (excludes installation and unofficial long distance calls


b.  How will per diem accrual payments be made?  Per AFI 65-103, paragraph 6, the student’s home station is responsible for making accrual payments.  JTR Volume 2, paragraph C4555D, states in determining the daily amount of expense items which don’t accrue on a daily basis such as cost for connection/disconnection of utilities, etc., these expenses may be averaged over the number of days the employee is entitled to per diem allowances during the entire TDY trip.  Accrual payments for August are usually received in early September and continue with the last payment in May.  Check this out with your finance office to get specific procedures before you depart.



We cannot stress this enough, please sit down face-to-face with your finance officer to discuss how you will receive your payment.  Some agencies will automatically send you accrual payments every month, others will wait until they receive your travel voucher.  You need to know your organization’s policy and procedures. 


c.  Should I bring my car or rent a car?  Advice from previous students is to bring your vehicle.  Some said "to maintain sanity you WILL need a car."  Bus service to the base is limited.  Shopping malls and other major shopping areas are approximately eight miles from base.  AU policy authorizes each traveler "POV More Advantageous to the Government" to students for the duration of the course; this statement should be included in the letter you receive from AU/FMA.  Reimbursement for travel and per diem will not exceed the constructed cost of common carrier.  You are allowed one travel day for each 360 miles traveled.  Per diem for travel time is based on that calculation.  Reimbursement will not be made for rental or GSA vehicles unless authorized by AU/FMA (DSN 493-6990).  Previous requests made by students have been denied.  Some students have bought used cars locally and sold them after the school year is over.  Most bring cars with them.  If you plan to bring your car, you will need proof of insurance to drive on base.


d.  Am I authorized travel to return to permanent duty station?  Return travel to duty stations is authorized during breaks in training provided the cost of travel does not exceed cost of remaining at temporary duty station, JTR, Vol II, para C4662C.  (www.dtic.mil/perdiem/trvlregs.html select JTR Vol 2 (DOD Civilian).  While at the permanent station the student must return to work or take annual leave.  Employees remaining at the TDY location not taking leave continue with TDY allowances.  Employees returning to the permanent duty station receive allowances according to JTR, Vol II, para C4554-4 and C4662-3.  Leave should be charged for all normal duty hours not worked while in the vicinity of the permanent duty station.  Employees taking leave at other than the PDS are not entitled to TDY allowances for days leave is charged.


e.  Do I get reimbursed for lodging while on field trips with AWC?  Reimbursement for dual lodging is authorized during official field trips while TDY.  (Note:  Dual lodging must be authorized in your orders).  When performing a TDY for a Field Trip at the AWC, you must file a partial TDY settlement voucher to your base for payment.  The finance office at Maxwell cannot make any TDY payments to TDY civilians.  Exception:  NOTE students who are here PCS’d like DOS students, and also applies to DLAMP students, your school trip TDY will be filed as group voucher and paid by Maxwell Finance office.”  To ensure your home station pays you, please note the following:



Upon return, you must complete a travel voucher to be mailed or faxed to your home station for payment or wait and file interim TDY’s with your settlement travel voucher.

Even if you go on a one-day trip and orders (whether group or individual) are provided, you need to file a travel voucher.  AU pays for most of the school trips but you must file your voucher through your home unit.  Filing the vouchers helps the finance office clear up their monies.


f.  Do I get reimbursed for cost of laundry, dry cleaning, and pressing of clothing?  The cost of laundry, dry cleaning, and/or pressing of clothing is a separately reimbursable expense in addition to per diem or actuarial expense allowance when travel is within CONUS and requires at least four consecutive nights TDY/PCS lodging in CONUS. (JTR, Appendix O, #17).

5.  HOUSING AND HOUSEHOLD GOODS


a.  What assistance is available to locate off-base quarters?  The Base Housing Office will forward its current housing information package directly to you.  The Housing Referral Office, (on-base housing) phone (334) 953-2555 (DSN 493-2555), (off-base housing) phone (334) 953-7109 (DSN 493-7109), maintains a comprehensive listing of rental properties available in the area.  You will find the available housing units divided into geographical locations with information about schools, churches, and the community.  You can make a list of the houses you want to look at and make the appointments without having to leave the Housing Referral Office.  It is a good idea to check with the Housing Referral Office before making any commitment for off-base housing.  Availability of housing can be a problem and fellow civilians suggest come early.  The Air Force will not authorize a house-hunting trip to a TDY location at government expense.  However, if you are planning on bringing your family, a househunting trip, on your own or permissive TDY, two or three months in advance is a good idea.  Many students utilize free time during the Guard/Reserve/Civilian Orientation for house hunting. Also, check the Housing link on the AWC Resident Studies web page.


b.  If I choose to ship my household goods what should I do?  If you choose to ship your household goods at government expense, you are required to contact the Traffic Management Office, Inbound Property Section, call 953-4774 immediately upon your arrival to provide delivery information and obtain the status of your shipments.  You can eliminate this problem if you have a delivery address prior to your arrival.  You can call and schedule delivery from storage, with the understanding that if you are delayed en route and cannot accept delivery as scheduled, you must cancel or reschedule prior to delivery date or all charges for attempted delivery and warehouse handling back into storage will be at your expense.  Also, if you are coordinating with the van drivers at origin, for a direct delivery, it is important that you inform the Maxwell TMO, of such, and keep them advised as to your estimated arrival date.  You may want to stay in contact with your outbound section to make sure your shipment in on its way.  Also understand that any arrangement you make with the driver is not guaranteed.  As soon as you complete arrangement to ship your household goods, contact the Maxwell TMO.



(1)  Attempting a Door-to-Door Delivery.  If you are planning to coordinate with agents/van drivers at origin for a door-to-door direct delivery, you must advise TMO of your anticipated arrival date.  There is a 2-hour free waiting time to provide delivery instructions to the van driver when your goods arrive.  If you are not available to accept delivery within this 2-hour period, your property will be placed in storage.



(2)  Unpacking after Delivery.  If direct delivery is accomplished and the driver indicates that unpacking and removal of unpacking materials will be made by his local agent at a later date, it is important that you confirm this with the carrier's agent prior to signing for your property and releasing the driver.  Otherwise, you could be responsible for all unpacking, reassembling of articles, and removing of packing debris.  Remember, some drivers will try to leave you with the hassle of unpacking even though it is their responsibility.  They have been paid to provide this service.



(3)  If You Need Help.  Should you encounter a problem concerning delivery of your household goods, call the TMO Quality Control Section.  During duty hours, the number is (334) 953-2154 or DSN 493-2154; after duty hours, call the Command Post at (334) 953-7333 or DSN 493-7333.  For more information on moving your household goods, refer to enclosed miscellaneous information.  It is extremely important that you read and understand the information.  It can save you time, money, and a lot of inconvenience.


d.  How much unaccompanied baggage am I allowed?  The Joint Travel Regulation (JTR), Volume II, paragraph C2309 allows unaccompanied baggage for temporary duty for 30 days or longer.  The allowable weight, up to a maximum of 350 pounds, is limited to items of clothing, personal effects, and equipment directly related with the purpose of the mission and the locality or unusual conditions of the TDY.  Arrangements for shipment of unaccompanied baggage goods should be made through your installation Traffic Management Office.  The unaccompanied baggage would be shipped on a Government Bill of Lading and addressed to the Maxwell AFB TMO.  Items would be kept in the contractors warehouse until delivered to your residence.  Make sure that you contact TMO as soon as possible (4 weeks) prior to the departure to ensure shipment arrives close to your arrival date.


e.  How much additional accompanied baggage am I allowed?  Three pieces of accompanied baggage may be shipped as excess when traveling military or commercial air only.   This is the only special authorization or TDY to school orders that does not require prior HQ AU/RP approval.


f.  Am I authorized household goods storage?  This does not apply to Air Force civilians because they attend in a TDY status.  Normally, you are NOT authorized household goods storage in connection with a TDY move.  If there are exceptions it should be specified in the orders.


g.  Am I authorized to ship professional books, papers, and equipment?  "In accordance with JFTR Vol II, Para C2309, AU authorizes up to 350 pounds for unaccompanied baggage.  Paragraph C8007 addresses professional books, papers, and equipment for PCS civilians--not TDY civilians.  AU student TDY funds will not be used for shipment of books for students.  If a student uses a U-Haul instead of shipping belongings, then that student would only be reimbursed up to the cost of 350 pounds unaccompanied baggage."  At the end of the year, arrangements can be made to ship most of the your AWC books through BITS for civilian students that want to take advantage of that option.  The rules of engagement will be to pack your books in boxes, address the boxes to yourself, and bring the boxes to (AWC/XREA), Room 119D.  They will be shipped for you.  Limit the weight of each box to no more than 11 pounds.  Suggest picking up a few good boxes toward the end of the year for this purpose.  The supply room will have these type of boxes from time to time.

6.  PRIVILEGES


a.  Am I authorized childcare on base?  DoD civilian employees are authorized use of the Child Development Centers.  Maxwell and Gunter Child Development Centers take children 5 years old and under.  Call DSN 493-6667 or (334) 953-6667.  The Youth Centers (ext 6292) serve children 5-18.


b.  What recreation activities may I use?  The Maxwell/Gunter complex has a variety of excellent recreational programs and associated activities.  You may use the facilities at Maxwell/Gunter on a space available basis or through the payment of membership fees.  Facilities requiring membership are the Aero Club, Officers and NCO Clubs, Riding Club, and Trap and Skeet Club.  Nonmembership facilities are the Arts and Crafts Center, Child Care Center, Bowling Lanes, Library, MWR Checkout, Golf Course, Lakes Martin and Pippin, Recreation Center, Gymnasium, Youth Center, and ITT Tickets and Tours.  Fees may be required for certain activities such as woodcrafts, ceramics, golf, etc.  The MWR office manages camping areas, cottages, and trailers located on area lakes and close to the gulf beaches in Florida and Alabama.  You can also obtain tickets to local entertainment events and use the golf courses and swimming pools


c.  Am I required to join the Officers Club?  Civilians TDY to Maxwell AFB who are members of a U.S. Armed Forces Open Mess are granted reciprocal open mess privileges.  If you are not a member at your home base you may wish to join but it is not necessary.  Membership in the Officers Club is encouraged because of the number of AWC functions that are held at the club.  A representative from the Maxwell AFB Officers Club will be available during in-processing to answer questions and/or accept your application for membership.


d.  Am I authorized to eat in the dining hall?  Civilians are not authorized to eat in the dining hall.  The Officers Club and AAFES facilities may be utilized for dining.

7.  AWC


a.  Why do civilians attend AWC?  The Air Forces Strategic Plan for civilian personnel management was implemented in 1987 as AGENDA.  AGENDA is formulated on the life cycle concept which includes accession, development, utilization, sustainment and separation.  Objectives tied to each element ensure that, throughout the civilians' employment life cycle, they have the competencies necessary to perform.  As a part of the development and utilization cycle, the Strategic Plan identifies the need to fully integrate civilians into the military institution.  A task Group met in 1988 to consider various options for the officer equivalent civilian.  The consensus of the group was that total Air Force mission effectiveness can be improved by increasing interaction between Air Force officers and key civilian counterparts in the classroom.  The military and civilian exchange can best be achieved through the professional military schools.  The group felt that infusing the civilians into the PME schools would be more effective than establishing a separate civilian school.  AWC prepares students to lead in the strategic environment emphasizing joint operations and the employment of air and space power in support of national security.


b.  What security clearance do I need?  TOP SECRET/SCI ACCESS CLEARANCE REQUIRED.  Some of the AWC lectures are presented at the TOP SECRET Special Compartmented Information (SCI) level.  You are required to have a TOP SECRET clearance based on a Single Scope Background Investigation (SSBI).  Inbound students should start their five-year update (periodic reinvestigation), if need be, prior to arrival.  Bring copy of SF 86 submitted.  SCI indoctrination will be arranged at AWC for students with a current TS clearance.  Forward verification of clearance to AWC/XRXS (MSgt James Johnson), 325 Chennault Circle, Maxwell AFB AL  36112-6427.  Please include your “date of birth” and “place of birth” on the verification.  If you have any questions, contact MSgt Johnson at DSN 493-1399, Commercial (334) 953-1399, FAX 5383, or E-mail james.johnson@MAXWELL.AF.MIL.  Advice from former students is to initiate security clearance request immediately and then check with your home station security officer regularly until it is received.  If your home station special security officer (SSO) performs a transfer-in-status (TIS), ask for a copy to provide to MSgt Johnson.  It is not automatically forwarded to the schools.

c. Which type of Passport will I need?  An Official (Red) Passport is required for the Regional Studies Program.  Each year AWC students study then travel for 12 days to a region of the world.  Travel will be done with an Official (Red) Passport.  Diplomatic Passports cannot be used here.  Please apply as soon as you can.  Provide the passport agent with the Personnel Processing Code (PPC) when applying.  Our PPC is JAT and should be stated in orders.  Arriving with an Official Passport in hand or applied for, will greatly help.  Your MPF, if they do not know how to handle the application, should forward the application for an official passport (Form DSP-11) and Authorization for No-Fee Passport (Form DD-1056) to:

Special Issuance Agency

1111 19th Street

Washington DC 20522-1705

The MPF should already have this information.  The official passports are not issued at MPF, but through the above address under the oversight of the Department of State.  If you encounter any problems, contact [MSgt John Tait, or his replacement] at (703) 696-6889 or DSN 426-6889.  Tell him it’s for AWC and mention Col A.J. Torres told you to call.   All incoming students will have passport/visa photo taken during inprocessing.

d.  Are civilians involved in student governance?  You and your classmates constitute a private organization know as the Horizons Association.  The governing body of the Association is the Board of Governors (BOG) whose membership consists of the Class President, Vice President, Treasurer, and the senior Army, Navy, Marine, Coast Guard, Air National Guard, Air Force Reserve, allied and civilian classmembers.  The Horizons Association is responsible for class athletic and social programs, class projects, and the yearbook--to name a few.  The BOG will be responsible for any monetary requirements used to support various class activities.  Traditionally, association revenues have come from sale of advertisements in the yearbook, various fund-raising projects, and an assessment of classmembers.  The assessment or “landing fee” will range anywhere from $150.00 to $200.00.  The Dean of Students acts as primary advisor to the Horizons Association.  The senior civilian serving on the Horizons Association will pass pertinent information to all civilians and serve as a sounding board for any problems the AWC civilians may have.

e.  What is the appropriate dress for AWC classes?  See attachment 1 for Dress Codes.  Civilians are expected to comply with reasonable dress and grooming standards based on comfort, productivity, health, safety, and type of position occupied.  Use good judgment and remember, first impressions are lasting.  The Air Force and graduation balls require a tuxedo or a ladies formal dress.  Coat and tie/business suit should be worn for opening ceremonies on the first day of class.


f.  Are there social activities that I am required to attend?  There are a number of class social activities during the school year, both formal and informal.  The Commandant's Reception, Air Force Ball, Holiday Party, and Graduation Ball are not "required," but you are strongly encouraged to attend.  Informal social activities will be scheduled throughout the year at the discretion of the respective seminars.  One former student recommended getting the civilians together socially at least once every month, especially in the beginning.  These events could also be expanded to include the Air Command and Staff College civilian students.  Others suggest one or two meetings during the early part of the year for introductions among civilians and the establishment of a process to receive and act on any problems civilian class members have.


g.  Is bringing my family a good idea?  What is Montgomery like?  What community activities are available?  We know some of you may be wondering whether or not it's a good idea to bring your family along to AWC.  It's your decision.  You have to consider your individual situation.  However, we want to make it clear that it is AWC's policy to encourage you to bring your family, and we will do everything we can to minimize the inconvenience of two back-to-back moves.


You will find Montgomery and the surrounding communities very open and receptive to Maxwell AFB students.  Many AWC-affiliated personnel are serving in positions of leadership within the school and local community organizations and churches.


There are a variety of optional programs which include spouses' participation.  They will also be able to attend many of the elective classes on a space available basis.  Having the family present also lends itself to and enhances the social environment which develops among seminar groups.


An important factor in making this decision is schools for your children.  In addition to the Montgomery and surrounding school systems, there are a variety of high-quality private and parochial schools in the local area.  To locate the public schools applicable to your area of residence, contact the Montgomery County Board of Education (269-3000), the Autauga County Board of Education (Prattville:  365-5706), or the Elmore County Board of Education (Wetumpka:  567-5706).  Or see the School information on the AWC Resident Studies web page.


As Capitol of the Confederacy and the birthplace of the Civil Rights Movement, Montgomery has definitely secured a place in American history. Another great feature is its close proximity to the Space Camp in Huntsville, Alabama; Atlanta, Georgia; Nashville, Tennessee; and the beautiful beaches of the Gulf of Mexico.  All-star attractions, fascinating history, and a supporting case of colorful characters--that’s what you’ll discover in Montgomery, a city that brings Old-South Charm and New-South dazzle center stage!  Today Montgomery combines its seasoned performances with the more recent role of a leading cultural theater and museums sharing the act with history and down-home fun.  There are malls, many chain and franchised stores, and many specialty shops throughout the city.  Montgomery is expanding greatly and includes a minor league baseball (AA) team “The Montgomery Biscuits” (affiliate of Tampa Bay).  In addition to these factors, when making your decision about bringing your family you might also consider our sunny southern climate (with mild winters), our rewarding Spouses Program, and the tremendous support military personnel experience with Montgomery and the surrounding communities.  We encourage you to bring your family with you if it is at all possible.  We want to make your time here as enjoyable as possible--part of this means making it convenient for your family to share the AWC experience with you.


h.  Are there activities available for my spouse?  We cordially invite your spouse to attend unclassified lectures throughout the year, and spouses may take elective courses on a space available basis.  The college also offers AU Commander's Spouse’s Enrichment Program.  We conduct an AWC Spouses' Orientation Evening to explain the AWC Spouses Program.  The AWC spouses group, which consists of both classmember and faculty spouses, conducts a variety of social, travel, and leisure time activities throughout the year.  The group's program varies each year according to the interests and desires of its members.  The Spouse Group also maintains a link on the AWC web page.


i.  Does AWC conduct a sports and fitness program?  In addition to academics, we encourage participation in all sports activities.  The AWC Executive Wellness Center is a health and fitness facility in the northeast wing of the college.  It's staffed by a certified physician assistant who provides one-on-one cardiovascular, nutritional, and medical counseling and by an exercise physiologist who provides personalized fitness and exercise counseling as needed.  The fitness room is equipped with state-of-the-art exercise equipment, free weights, and a universal weight gym that provides well-rounded cardiovascular and an aerobic workout capabilities.  There are male and female locker rooms available (24 hours/day) with showers and daily use lockers.  

As part of the Commandant's "Fit to Fight" program all AWC students, including civilian students, are expected to participate in at least three 20-minute aerobics sessions and two 10-minute weight training sessions each week.  If you are 45 years old or older, have not been regularly involved in vigorous physical activity, or have any medical conditions that would limit your full participation, please bring documentation from your health care provider stating that you have been cleared for vigorous aerobic and resistance training, or specifying any restrictions.

The wellness center faculty also teaches the wellness electives that have regularly received high praise.  Participation in this program is an experience not to be missed.


j.  What are the AWC seminars like?  You are assigned to a seminar consisting of about 12 AF, sister service, Guard/Reserve, international officers and civilians.  Seminar assignments are carefully made to provide an optimum balance of diverse backgrounds.  Some of the factors used in determining seminar composition are country, branch of service, rated/support officer mix, specialty classification, and expertise.  A faculty seminar director (SD) who is dedicated to helping you get the most out of the AWC experience and functions as the first link in your chain of command leads each seminar.  The senior military seminar student is normally the senior seminar officer (SSO).  The SSO is responsible for day-to-day seminar administration and is assisted by all other seminar members.


k.  What is the composition of the AWC class?

    ENROLLMENT (For AY 2005)


    US Air Force

- 140


    US Navy


- 14


    US Army


- 19


    US Marine Corps
-   5


    Air Force Reserve
-  11


    Air National Guard
-   7


    US Coast Guard

 -  1


    Civilian


- 11


    International Officers
- 45


    AERONAUTICAL RATING


    Pilots


-  73


    Navigators

-  18


    Nonrated


- 107


    EDUCATION


    Bachelors


-   30


    Masters


- 168


    Doctorate


-     2


    AVERAGE AGE:  - 43


    GENDER:  224 Male; 30 Female


    MARITAL STATUS:  Single 26; Married 228 (172 Accompanied, 56 Unaccompanied)

l. What is the research program like? 

The Professional Studies Paper (PSP) provides students an opportunity to develop the skills of critical analysis and strategic thinking. To that end, the paper has the following objectives:  1) Provide students the opportunity to conduct research on a topic of their choice, 2) Assist students in developing critical analysis and writing skills, 3) Share the results of student research, writing, and analysis with key decision-makers at the highest levels of command, and 4) Assist students in submitting papers for publication in Air Force, sister service and other professional journals.

The PSP is a requirement for graduation at the Air War College for all students.  It fulfills one core elective requirements. The Associate Dean of Academics (DFX) administers the PSP for the College. Should a single-term PSP evolve into a more significant or demanding project, the student and his/her advisor may request permission from the Dean to permit the project to substitute for two required electives.

m.  How will I be evaluated at AWC?  The overall goal of the evaluation program is to promote learning and enhance the value of the AWC experience.  The program is administered by the Office of Institutional Effectiveness (CAV) and includes curriculum, student, and faculty evaluation.  Expect various assessment formats during your year, such as exams, writing projects, book reviews, oral presentations, or seminar participation, etc.  Each major course of study and elective incorporates these types of student assessment - so feedback on each course is provided throughout the year.  Your overall performance at the end-of-the-year at AWC is documented on AF Form 475, Education/Training Report.  The report addresses academic performance, leadership, and extracurricular activities.  The reports are written by the student's Seminar Director for the Commandant's signature.  This report will be sent to your civilian personnel office and your supervisor.  We will ask you to provide their office/name and proper address.

n.  Should I bring computer, special equipment, and other supplies? AWC students will be issued a laptop (laptops vary in speed depending on their age--we’re renewing them about every 2 years) for use during the academic year.  Standard software available on all AWC computers includes Microsoft Office 2000 (i.e. Microsoft Word 2000 word processing software, Excel 2000 spreadsheet software, and Powerpoint 2000 presentation software).  Each seminar room is equipped with a desktop computer (600 MHz, 128 MB RAM, 40 GB hard drive, CD-RW drive, and a ZIP drive) for use in presentations, research, and instruction.  When you plug in your laptop at AWC, you have high-speed internet access.  If you don’t like the fingertip pointing device built into the laptops, and would prefer a mouse, they’re available at low cost at the BX or off-base for as little as $5.00 to $10.00.  If you would like more information about our computers, send an e-mail to “kathy.escaravage@maxwell.af.mil”.  NOTE:  Due to licensing restrictions and possible system corruption, personal software may not be loaded on AWC computers without prior approval from the Technology Division.  Personal computers are not permitted for use on the base network.


Supplies:  An assortment of supplies (pencils, pens, paper, chart pads, binders, tabs, markers, computer paper, etc) are stocked for classmember use.  However, CD’s and ZIP drive disks are not provided.


o.  When do I report and in-process?  We ask you to check in at the AWC NLT 22 Jul 05, Room 2005, 2nd floor--we want to make sure you have all the necessary documents for inprocessing on the 25 Jul 05.  The times will be posted on the Home Page.  Since over 260 people will be in-processed, please stick to the schedule to ensure the smoothest flow possible.  Be aware, however, that opening ceremonies will be conducted this day.  Civilians are not required to process through all stations.


p.  What is the policy regarding class attendance?  Class attendance is mandatory.  If you have to be absent for an emergency or sickness, contact your seminar director.  The basic procedures for handling these situations are the same as at your home stations and require a SF 71 to be sent to home base timekeeper. Keep your professors informed.


q.  Who is considered my supervisor while at AWC?    Your Seminar Director (SD), and the Dean of Students (DO) are considered your supervisors while attending AWC.  Respond just as if he/she were your supervisor back home.


r.  What is the "chain of command" for addressing issues/ problems?  If you experience any problems, let the college try to resolve them before you get your parent organization/command involved.  If you experience any problems, the chain of command should be your SSO (senior seminar officer), SD, DO, then Commandant.  Your SD or the DO and his staff can resolve most problems.  However, if you are still not satisfied, you can see the Vice Commandant or Commandant.  Usually we can fix the problem faster this way.


s.  What are the normal duty hours?  The normal duty day is 0730 to 1630.  Although academic events may be scheduled anytime between the 0730-1630 normal duty hours, your schedule seldom requires your presence at AWC for the entire day.  Your "office" is as likely to be the library or your home as it is the seminar room or auditorium.  The class time, professional reading, writing, additional duties, and planned health/fitness time fills the duty day.


t.  Will I get a master’s degree?  The AU University (AU) Commander has congressional authority to confer the degree of Master of Strategic Studies upon the graduates of AWC who fulfill the requirements for that degree.  To be admitted to the master’s degree program an individual must be selected to attend the AWC Resident program and hold an undergraduate bachelor’s degree.  Applicants must submit official undergraduate transcripts of credit earned from all institutions of high education previously attended to the AU Registrar.  To meet the admissions criteria for the master’s program, sister service officers and civilians attending Air War College in residence must request the granting institution forward official transcripts of their undergraduate work to:  Air University Registrar, 60 Shumacher Ave, Maxwell AFB AL 36112-6337.  See letter on page 30.


u.  Will the master’s degree be entered into my records?   In June 2004, AU received Accreditation from the Southern Association of Colleges and Schools (SACS) - this degree will be entered into your official records.

8.  STATE DEPARTMENT

State Department students' personnel matters (pay, time-and-attendance, and routine, i.e., non-assignment) are handled through the FSI’s Registrar’s office, Shultz Center.  Jo Lynch, Office: (703) 302-7357, Fax: (702) 302-7512, e-mail:  LynchJ@state.gov .  F.S.I. Office of the Registrar - F-ZZLO, Washington D.C. 20522-4201.  For questions concerning pay, per diem, onward assignments, liquidation of travel advances/claims, and orders call (202) 647-1079 or 3822.

State Department students are permitted to use the BX (if stated in orders), SATO, gymnasium, and Officers' Club (if you join), but are not allowed to use the commissary, base hospital (except on an emergency basis), or Traffic Management Office.  Those whose pay is deposited directly into their home bank account can avoid opening a new bank account in Montgomery by using the Officers' Club to cash personal checks (if member).

Some suggestions from a current student:  State officers assigned to the AWC from overseas posts should ask the Department to add several days of consultations in Washington to their reassignment orders in order to confer with CAOs and complete in-processing BEFORE traveling to AWC.  New students should maintain contact with the State Travel Office, the company that is storing their HHE in the U.S., and the appropriate U.S. Dispatch Agent who will be handling their shipment from abroad.  Contact with CAO's can be maintained by telephone.

If you need any other information or help, contact Mrs. Kathleen Escaravage at DSN 493-5190, commercial (334) 953-5190 or current State Department students.

9.  NON-DOD AND PCSing STUDENTS:

Please make sure you have specific POCs for any finance (payroll, travel vouchers), personnel records, or medical issues. Especially phone and fax numbers.  Can’t emphasize this enough.  Maxwell CPO will do a courtesy inprocessing, but they will need those contact names and copies of everything.  Maxwell finance should make payment for your AWC-funded TDYs.

10.  MISCELLANEOUS INFORMATION


a.  Do I have to register my vehicle?  You will need to register your vehicle(s) on base.  To expedite this process, please fill out AF Form 533.  If your vehicle(s) is currently registered on a military installation the basic decal will remain the same and they will give you a Maxwell/Gunter AFB sticker for your car.  The State of Alabama does not require you to register your car or change your driver’s license while you are at AWC.


b.  Should I establish a checking account at a local bank?  The Maxwell Federal Credit Union and Regions Bank are located on base.  You might consider opening an account at one of those.  Former civilian students advise to open an account locally. Check cashing can be accomplished at the BX and O'Club, if member.


c.  What do I need to do about a mailing address?  If you do not have a permanent mailing address in Montgomery prior to arrival, use the following address for temporary mail service.  BE SURE TO CHECK WITH THE POSTAL SERVICE CENTER (BLDG 40) WHEN YOU ARRIVE.  THEY ARE REQUIRED TO HOLD MAIL FOR ONLY 10 DAYS AFTER YOUR REPORT NOT LATER THAN DATE.

Name, Rank,

AWC INCOMING STUDENT

550 E. Maxwell Blvd, #3000

Maxwell AFB AL  36112-5000

Do not have mail sent directly to AWC.  The contractor who delivers mail on base is precluded by the contract from delivering personal mail.  If you send your mail to AWC, it may or may not end up at the Postal Service Center.  It is possible it could be lost.  The PSC may be contacted at (334) 263-2450.  You can also get a mailbox at the post office.


d.  What educational opportunities are available beyond AWC?  A wide variety of off-duty graduate education opportunities exist at Alabama State University, Auburn University, Troy State University in Montgomery, Faulkner University, Huntington College, and the University of Alabama.  Specific facts on these programs are available from the Base Education Office or the Education link on the web page.  Tuition assistance may be available through the Careers Program if you choose to pursue the degree.  Line this up before you depart home base.  Before you make your decision, we suggest you talk with a former student to get a first-hand opinion on the time available for working on a program.  Your priority has to be completing the AWC requirements.


e.  How can I be reached while I am in class at AWC?  The AWC student locator is (334) 953-2119 or DSN 493-2119.  This phone is located in the Student Operations office.  A message will be taken and put in your student mailbox.  In case of an emergency, someone will come to get you out of the seminar room.  You will not be allowed out of class for routine phone calls.


f.  Important thoughts/Lessons Learned from previous students
· Strongly recommend attending the summer orientation week.  I did and it really helped make the transition!

· Know the expectations the school requires of you, i.e., academically, socially, and athletically.

· Make sure that you talk to TMO at your base before you have your orders cut.  I didn’t do this and my TMO wanted specific words on unaccompanied baggage included on the orders…which caused me some problems.

· You will be required to pay an additional landing fee for the regional studies trip as well as for your seminar activities (yearbook, flowers, etc.).  You may be required to pay up to $400.00 for your RS trip, but varies on the trips and how much legacy the previous class leaves.

· Cannot reiterate enough to inbound civilians the need to work out health care arrangements before reporting to Montgomery.  Please ensure insurance will cover while in Alabama.

· Would advise those DOD civilians who do not have civilian ID cards to acquire before reporting.  Makes life easier getting on base.

· It’s no surprise that the worse part about coming unaccompanied is being away from your family for an extended period.  This does give you more time to do school work, but makes it really important to phone home often and get there regularly.  I was able to go home most three-day weekends; even though this often meant spending as much time travelling as I did at home over the weekend, it really helped a lot.

· I had a two-bedroom apartment at Colonial Grand at Promenade that I furnished with beds, Papasan chairs, computer desk, bookshelves, pots and pans, and a table and chairs for less than $1200.  I did bring sheets, towels, dishes, and some other kitchen stuff form home along with the clothes, etc.  By the time the year is over, I will have recouped expenses - although I won’t make as much as the folks that stayed on base. Hey, I was comfortable and had a great study atmosphere. The TDY funding provided covered all the expenses of apartment living.

· Anticipate that you’ll be the civilian in your seminar.  As a result, you are effectively the representative of civilians, both inside and outside DoD.

· Participation in everything makes for a better experience with your contemporaries to include taking the PT test!

· Reading biographies of people like Powell, Rumsfield, Clinton, Albright, Christopher and others.

· Pay attention or look for readings/both old and current - Perle, Rumsfield, Friedman, etc., to stay current and also understand where they come from and where they are going with their influence on politics and the military today.

· Subscribe to online newspapers to include New York Times, Washington Post, Washington Times, Wall St. Journal.

· Subscribe to online think tanks such as Heritage, NDU/ISS and others.

· Start thinking now about something in the area of strategy/history of warfare that you’d like to dig into.  AWC/CC suggested this to us at the opening and I did it.  It really helped me rapidly come up with topics for papers and get started early on the research.  The key is to have something that interests you personally, something that YOU really want to learn more about.  This makes the research and actual writing for your papers a lot less burdensome.

· Learn to read and type fast.

· There is a lot of reading.  Some of it is VERY interesting; some, frankly, is not.  You’ll hear the expression “There’s a lot of reading, but only if you do it.”, and if you’re just interested in getting by, you can do a lot less than 100% of the reading.  But you’ll only get out of the school what you put into it.  You’re being given an opportunity and time (most day’s end around noon or 1300) to expand your understanding and foundation in your profession; make good use of it.

· Deal with passports immediately -- get one!

· Ensure you coordinate all financial requirements with your home installation prior to departure.  Some installations require monthly submissions for reimbursement and some do not.  Having the arrangements firm will make your life much easier.

· Join a Jim Thorpe team and you’ll get to travel to Army War College for the competition and you’ll get a great tour of Gettysburg.

· If you have a baseball/softball glove, bring it.  The athletic equipment the school has doesn’t include any gloves.  (If you don’t have one and you don’t have another reason to have a glove, don’t go out and buy one.  You should be able to borrow someone else’s when you are actually playing.)

· Civilian students were also asked, "What questions should be answered by civilian students as they prepare for school?"   Questions most frequently were:


What do I want to accomplish?


What do I want to get out of AWC?


What am I willing to give up and invest in AWC?


Is my family prepared for my new (academic) life-style--not easy and time consuming?


Am I willing to become full-time student with the associated reading and study time?

g.  Guard/Reserve/Civilian Orientation:  Each year around the June timeframe, Air War College and Air Command and Staff College put on a joint Guard/Reserve/Civilian orientation.  The orientation is 4 days and gets you acquainted with the school, local area, and answers many of your questions concerning the curriculum and your move.  This is a worthy and most informative opportunity to attend.  Your unit may fund this for you or you can attend in "permissive TDY" status.  For Department of the Air Force (DAF) civilians, HQ AF/DPDE will fund this TDY--you will receive a fund cite and information (DSN 327-3600).   DLAMP also pays for civilians to attend the orientation.  Please make sure we have your local address in order to mail you the details on the orientation.  This year’s orientation will be 6 - 10 June 2005.  Feedback from previous civilians attending said: “…it was a very valuable asset for all civilians” “…really beneficial especially for State Department civilians”.

Some students felt it was better to come without families or just with spouse as there is not much for children to do and no babysitting services are available.

h.  Look us up:  There is a lot of information for Air War College and Montgomery area on the AU Home Page - WWW.AU.AF.MIL.  Select Air University, Schools, Air War College, then Resident Studies and read all about us.  Please fill out the New Student Survey--this is very helpful to us.  You will find information on Montgomery near the bottom of the AU home page.  You will also find important relocation information for Montgomery at www.onlinemontgomery.com
MEMORANDUM FOR AWC/ACSC SISTER SERVICE AND CIVILIAN STUDENTS,

                                        CLASS OF 2006

FROM:  HQ AU/CFR


   60 Shumacher Ave


   Maxwell AFB AL 36112-6337

SUBJECT: Undergraduate Transcripts Required for Admission to Master’s Programs

1.  To meet the admission criteria for the master’s program at Air War College (AWC) or Air Command and Staff College (ACSC), sister service officer and civilian students must request the granting institution forward official transcripts of their undergraduate work to:

Air University Registrar

60 Shumacher Ave

Maxwell AFB AL 36112-6337

2.  Please make request by 22 Aug 05 that your transcripts be mailed to the above address.  If you have already requested your transcripts be mailed to our office, please disregard this letter.  We will notify you by e-mail when your transcript has been received.

3.  Based upon federal degree granting authority, Air University awards master’s degrees for AWC and ACSC residence programs.  To meet the criteria for admission for the degrees, students must possess a bachelor’s degree from an accredited institution.  Our office has access to academic transcripts of active duty, guard, and reserve Air Force officers.  However, AU does not have transcripts for sister service officers and civilian students.

5.  If you have questions regarding this requirement, please call our office at 334-953-4827/8128 or DSN 493-4827/8128.
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Air University Registrar

	Dress For Official Military Events

	Dress
	USAF
	Army
	Navy
	USMC
	Civilian

	Formal
	Mess Dress
	Army Mess (Blue or White) Optional: Dress Blue or Dress White w/Black Bow Tie
	Seasonal: Dinner Dress, Blue or Dinner Dress White
	Evening "B"
	Tuxedo (Black Tie); Dark Business Suit; Ladies Formal

	Semi-Formal
	Service Dress
	Class A Army Green Service Uniform w/Coat & Four-in-Hand Tie
	Seasonal: Service Dress, Blue or Summer White
	Service "A"
	Coat & Tie; Long Skirt & Blouse; Dress Slacks; Daytime Dress

	Daily Classroom
and Auditorium
Duty Uniform
	UNIFORMS

The Air War College has a designated dress code for both faculty and students.  Unless specific direction is given, the normal duty uniform Monday through Thursday is as follows:


Male Military: (From the beginning of Daylight Savings time until the beginning of Standard Time): AF blue short-sleeved shirt (without tie) and trousers or other service equivalent.

 
Male Military: (From the beginning of beginning of Standard Time until the beginning of Daylight Savings time): AF blue long-sleeved shirt with tie and trousers or other service equivalent.

Female Military: (From the beginning of Daylight Savings time until the beginning of Standard Time): AF blue short-sleeved epaulet shirt (without tab) and either slacks or skirt or other service equivalent.

 
Female Military: (From the beginning of beginning of Standard Time until the beginning of Daylight Savings time: AF blue long-sleeved shirt with tab and slacks or skirt or other service equivalent.


Male civilian: Suit or Sport coat with long/short sleeve shirt with tie and trousers.


Female civilian: Business attire - dress, skirt, or slacks, as appropriate.

Friday is Air War College Warrior day and the duty uniform is as follows: 

Military: Utility uniforms (BDUs or flight suits). 

Civilians:  Business casual  - short/long sleeved open collared shirts (golf/polo shirts are fine, to include shirts with the AWC Logo) and slacks or khaki type trousers/skirts, no jeans.




	Unofficial Social Events: Civilian Dress

	Dress
	USAF
	Army
	Navy
	USMC
	Civilian

	Informal
	Sport Coat & Tie; Long Skirt & Blouse; Dress Slacks; Daytime Dress
	Same
	Same
	Same
	Same

	Casual
	Open Collar Shirt & Slacks; Pant Suit; Blouse & Slacks; Casual Dress
	Same
	Same
	Same
	Same

	Very Casual
	Blue Jeans & Shirt; Cutoffs & T-Shirt; Sandals or Tennis Shoes; Shorts & Halter Top
	Same
	Same
	Same
	Same


POC AND PHONE NUMBERS

Phone Numbers for the following:

Maxwell AFB:  DSN: 493-XXXX 
Commercial:  (334) 953-XXXX

Gunter Annex:  DSN:  596-XXXX
Commercial:  (334) 416-XXXX

ACSC



Dr Glen Spivey

5613

AWC



Mrs. Kathleen Escaravage
5190

Housing Office





5718

Finance






3288 (Customer Service)

TMO







4546



Inbound Personal Property


4774



Information & Personal Property

2058

Billeting






2055

Lodging Manager





4780

DAF Travel Orders

Ms Irene Tyner

6990

Bank



Regions


832-8690

Credit Union


MAX



279-7550 (Main Ofc)









215-5472 (Maxwell)

Chaplain






2109 - After Duty: 7333

Education Office





7401

Family Support Center




2353

Legal Office






2786

AU IG







7172

Life Skills Clinic





2353

Pass & ID






4283

Officers’ Club






264-6423

Youth Programs

Maxwell AFB


6292





Gunter Annex


DSN 596-3436

Tours and Travel (ITT)




6351

DOS



Mary Ann Thomas

(202) 647-1079

DOS Personnel





(202) 647-3822

DAF



Ms. Cyndee Guevera

DSN 665-2524 or (210) 565-2524

CIA (OPM)


Fran Martin


(703) 613-6842

DIA



Mr Bob Stacy


DSN 428-4227

DLAMP


Ms. Patty Kasold

(703) 696-9620 or DSN 426-

NGA



Ms Teri Sabo


DSN 693-4021 or (314) 263-4021

NSA



Trisha Foor/Cathy Goff
(410) 854-4920

AWC Student Operations
Lt Col Martinez-Travitzky
5458

AWC Security


MSgt Johnson


1399/2833

ANG Advisor


Air National Guard Advisor
7039

ANG/DPDE


TSgt White


DSN 327-5914

USAFR Advisor

Air Force Reserve Advisor
6265

USMC



AWC Marine Advisor

2122

USA 



AWC Army Advisor

2837/2924

USN



Chuck Arabie


6153

AFSLOMO






DSN 223-8476/8490

USAF - AFPC/DPAPE




DSN 665-2103

AF/DPLE


Maj Sarah Schultz

DSN 225-7323
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