123rd Any Squadron AEF Checklist
Anywhere Air Force Base.
AEF Family Care Deployment Checklist

By using this checklist, you will set aside many concerns yourself, and your family members may have about the upcoming AEF tour. A deployment of any nature is stressful, not only on the member but the member's family. By providing you with a detailed checklist, we hope to make your deployment more streamlined and less stressful, for both yourself and your family. By knowing ~ family is taken care of YQ!!  Then can focus your energy and skills on the mission ahead. This checklist is broken in to various sections. The first section is Pre-Deployment, followed by concerns while deployed, finally a checklist for when you return from your deployed location. Good luck on the mission ahead. 

PRE-DEPLOYMENT

Family Issues

· SPOUSE I SIGNIFICANT OTHER 

· Policies IE: CAR, HOUSE, BANK, LIFE INSURANCE, STOCKS, BONDS, ETC…
· Does your spouse/significant other have the power of attorney (POA) for account access to conduct business and access important information?

· Does your spouse/significant other know when the policies are due, and who to contact if they have questions?

· Does your spouse/significant other have passwords they need to conduct business in your absence?

· Have you left enough copies of your orders to those who may need them?

· Transportation

· Does your spouse/significant other know how to drive? If not who is going to take on that responsibility?

· Does your spouse/significant other know where to get the vehicles serviced? Or what the maintenance schedule is?

· Does your spouse/significant other know where the extra car key is? Do you have extra car keys?

· If you have no one to take care of your car, have you made those arrangements?

· Are your tags currents? Or will they expire while you are away?

· Does your spouse/significant other know whom to call if they break down? Do you have auto club insurance? If so where is the information located?
· Finance issues

· Does your spouse/significant other know when you are supposed to get paid?

· Does your spouse/significant other have the necessary documents (POA) passwords, person of contacts (POA) if they have any questions while you are deployed?

· Does your spouse/significant other know where the key is to the safe deposit box is if needed?

· Does your spouse/significant other know whom to contact if any issues cannot be answered to their satisfaction? (Red Cross, Squadron First Sgt., family lawyer, Base JAG office, other spouses of deployed troops)

· Household Maintenance

· Does your spouse/significant other know the general maintenance requirements of taking care of the house/yard?

· Does your spouse/significant other know where the lawn equipment is or how to start it?

· Does your spouse/significant other know whom to call if there are any major problems? Have you provided them with emergency phone numbers, IE: Power company, Gas company, water company etc...

· Do you have someone you call for general repair problems?

·  Medical

· Does your spouse/significant other have any person or persons require special medical attention should they require it?

· Does your spouse/significant other know which hospital to go if needed?

· Does your spouse/significant other have the appropriate medical cards for treatment?

· Does your spouse/significant other know where they need to go to get prescriptions filled?

· Have you made necessary arrangements to take care of any kind of emergency that may occur?
· CHILDREN

· Does your spouse/significant other know where your child's school, daycare is located?

· Does your spouse/significant other know emergency phone numbers, (POC) location of schools?

· Are there any activities your children usually participate in? If so is there special transportation that needs to be arranged? Do they normally carpool or do they take a bus?

· Have you left a list of who is authorized to pick up your children?

· Does your child require special needs? Do you have all the necessary paperwork in place to allow someone to take care of his or her special needs.

· Is your Family care package up to date and complete? Is all the information correct? Are you assuming it is correct or have you actually read it and know everything is correct?
· PARENTS

·  Do you have a parent that is dependant on your care? Medical, Financial, or Physical?

·  Does your spouse/significant other have all the necessary (POC) or any other emergency information that may be needed to continue their care?

·  Are they still in their own home? Are all the maintenance issues addressed?

·  Does your spouse/significant other know where to get any prescriptions if needed?

·  Does your spouse/significant other know where their primary care facility is?

· Does your spouse/significant other have the appropriate paperwork they need in order to continue their quality of life?  IE: (POA) (POC) list etc.
· OTHER PERSONS THAT MAY BE IMPACTED BY YOUR ABSEBSENCE 

·  Do you have anybody else that depends on your care? (Neighbors, cousins, etc...)

·  Do you have any pets that may need taken care on? Does the caretaker know what kind of food or medicine they may need? Do they have the phone number to your pet’s doctor?

·  Are there any activities or sport teams that may be affected by your absence? Have you contacted them and informed them of your deployment?

· OTHER ISSUES

· If you live by yourself and have personal property, who is going to take care of it?

· Have you made arrangements for storing you personal belongings or automobile?

· Have you left passwords to you computer with anybody?

· Have you activated your Soldiers & Sailors Act paperwork?

· Have you cancelled any accounts that may affect your credit while you are deployed?
DURING DEPLOYMENT FAMILY CARE CHECKLIST

·  Have you called or contacted family members with important contact information?

·  Have you contacted family and friends just to let them know you arrived safely?

·  Have you established an e-mail account at your deployed location?

·  If you have contacted your family, have you answered any concerns they may have?

Commander's Call brief agenda

· Awards, decorations                                                                                                   10 Min

· Medals

· Citations

· AttaBoys (LOA's)

· Current world issues INTEL                                                                                     5- 7 Min

· Hotspots

· Security concerns forward locations

· Current THREATCON condition

· Medical brief                                                                                                               7-10 Min

· Immunizations Updates

· Physicals

· Anthrax/Smallpox

· Health Concerns down range

· Commander- current issues / brief                                                                            15-20 Min

· Wing Issues

· Squadron Issues, Concerns & Happenings

· Open Forum Q&A

· Introduction of new members

· Operations / Ops officer                                                                                              7-10 Min

· Work Tempo

· Current Squadron Issues

· ORI

· SAY

· AEF

· 1st Sgt Brief                                                                                                                  15-20 Min

· Travel Card issues

· Promotion (PME, CDCs, etc)

· Changes to Family Care / Readiness

· Booster Club Update / Weekend social

· Current Top Three and Rising 6 issues

· Wing Enlisted Advisor Briefs

· New Members, Birthdays and Baby News

· Open Forum Q&A

· Sections news, brief                                                                                                     5 Min

· Section Chiefs Briefing

· Safety                                                                                                                          5 Min

· Weekend potential problems

· Weather

· Recent mishaps

· New Changes/Directives to Mission Accomplishments

Deployment Check List

Documents

1.  Mobility Folder

DD form 93-Emergency Data Card

Dog Tags with short and long chain

DD form 522-Weapons Training Card

Chemical Mask fitment certification

Shot Records

2.  AF ID Card, is it current

3.  10 Copies of your orders including NATO orders if required

4.  Family Care documents

5.  Government credit card

6.  Government drivers license

Pre-deployment

1.  Medication

2.  Eyeglasses and/or contacts

3.  Cash or checks in case debit machines not available

4.  Red Cross numbers for your family

5.  Public Health briefing

6.  Confirmed DEERS enrollment

7.  Transportation/travel arrangements/tickets

8.  OJT records

9.  Travel vouchers

Deployment-arrival

1.  Contact POC

2.  In-country security briefing

3.  Contact first sergeant

4.  Local conditions, customs and base policy briefing

5.  Establish e-mail account

6.  Contact family to let them know of your safe arrival

Deployment-prior to return

1.  Completed return travel requirements

2.  Return government equipment or vehicles

3.  Paid all bills at billeting

4.  Complete base and country out-processing

5.  Initiated after action report

6.  Have orders certified

7.  Complete all departure medical requirements

Re-Deployment

1.  Complete travel voucher

2.  Turn in any organizational equipment

3.  Complete unit and wing in processing

4.  Complete medical screening

5.  Complete after action report

6.  Report to: MPF to review DD93, SOU, and DEERS

7.  Turn in orders for pay

8.  Turn in mobility folder

9.  Turn in training record to supervisor

10.  Supply any certificated training to wing education

Routine Deployments

· Family care program

· Ensure all personal matters at home are taken care of while you are deployed

· Wills

· Power of Attorney

· Financial Arrangements

· Emergency Contact Numbers.

· MPF

· Military Active Duty ID Cards

· Update emergency data file Form 93

· Dependent ID Cards

· DEERS

· Weight management standards.

· Travel card program -spending limits

·  Weekly / monthly

· Use of split disbursements

· Monthly Travel Voucher Filing.

· Re employments right brief

· Make sure employer has copy of orders

· ESGR

· Medical Section & Briefing

· Tricare/TricarePrime

· Dental

· Stress Management

· Pickup deployable medical file

· Immunizations/Shot Records review

· HIV testing

· Re-enlistment/extensions

· Check with career advisor to ensure no break in service during AEF

· Pay/Accounting

· Entitlements

· Financial matters

· Travel pay brief

· INTEL Briefing

· Anti terror / force protection issues

· What's going to happen

· What's expected

· Location Preparation

· Climate

· Pack accordingly

· Transportation

· Billeting

· Dining facilities

· Religious Support Availability

· Medical Support

· Mobility bags pickup

·  Inventory

· Serviceable

· Current inspection

· Does not expire on AEF

lst Sergeant's New Commander Brief

(People Duties)

· Key Personnel

· Officers

· Senior Staff

· ARTs / AGRs

· Office Staff Members o Additional Duties

· Top Three

· Squadron MWR

· Squadron booster club

· Get together activities dinners

· Family Appreciation

· Fund Raising

· Spouse orientation flight o Employers Recognition

· Squadron Newsletter Submissions

· Drill and Ceremonies

· Formations

· Inspections

· Sign In/Out

· Suicide Prevention Program

· Family care program

· Current Participants

· Condition of Program/issues

· Family Liaison Officers

· 1st Sgt Shadow/Undershirt program

· Travel card program

· Overview of Current Status

· Weight management program

· Health and Welfare of Unit

· Current participants of program

· UCMJ / UIF / LOR file program

· Pending discipline issues

· Unsatisfactory participation members

· Drug and Alcohol Awareness

· Urinalysis Testing Program

· Past / present issues

· Briefings and Education

· Awards / decorations program

· Who is in charge

· Squadron annual fitness program

· How it's run / who's in charge

· Top 3 organizations

· Base

· Squadron

· Current squadron

· Intel

· Actions

· Problems

· Billeting issues

· Career advisor topics

· Reenlistments

· High Year Tenures

· Pending Retirements

· UTAPS Program

· File management program

· Location/Security

· Continuity Books

· Letters of assignments / monitors

· Reaccomplishment/Signatures

· Mentorship program

· Readiness / mobility issues

· Current Medical Issues

· T3 &T4

· LOD's

· Promotions / demotion issues

COMMANDERS CALL CHECK LIST
1. Date:

2. Time:

3. Location:

4. Topic:

5. Whose conducting the Commanders Call:

6. Who is the Speakers/How much time per Speaker:

7. Equipment:

a. Podium:

b. Sound System (Music):

c. Flag:

d. Audio Visual:

8. Parking:

9. Include in Bulletin:

10. Agenda:

a. Awards/Decorations

b. Safety

c. Special Events

d. Newcomers

e. Health and Welfare

f. Government Credit Cards

g. Graduates

NEW COMMANDER'S CHECK LIST

	Family Care
	Annual
	
	
	
	
	
	

	Suicide Prevention
	Annual
	
	
	
	
	
	

	Annual training plan
	Annual
	
	
	
	
	
	

	Fitness walk
	Annual
	
	
	
	
	
	

	Weight management
	Annual
	
	
	
	
	
	

	Status of training
	Monthly
	
	
	
	
	
	

	New Comers Briefing
	Monthly
	
	
	
	
	
	

	Profiles
	Monthly
	
	
	
	
	
	

	Shots
	Monthly
	
	
	
	
	
	

	Awards and decorations
	Monthly
	
	
	
	
	
	

	Promotions
	Bi-monthly
	
	
	
	
	
	

	Status of annual tours
	Monthly
	
	
	
	
	
	

	Re-enlistments
	Monthly
	
	
	
	
	
	

	Airman/NCO/SNCO of quarter
	Quarterly
	
	
	
	
	
	

	Safety
	Monthly
	
	
	
	
	
	

	Wing enlisted advisory council
	Monthly
	
	
	
	
	
	

	1st Sgt council
	Bi-annual
	
	
	
	
	
	

	SAV's
	Annual
	
	
	
	
	
	

	Drug testing
	Monthly
	
	
	
	
	
	

	
	
	
	
	
	
	
	


