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BY ORDER OF THE COMMANDER
                        AFFTC INSTRUCTION 21-8

Headquarters Air Force Flight Test Center (AFMC)


Edwards Air Force Base, California 93524 
                20 MAY 2004

[image: image1.png]DATE
MUNITIONS AUTHORIZATION RECORD

FROM: (Office of Organizational Commander/ TO: (Office Symbol of Address of the MASD)

AUTHORITY: Executive Order 9397, November 1943

PRINCIPAL PURPOSE: Provide for verification/identification of personnel authorized to receipt for munitions and certify expenditure and issue requests.
ROUTINE USES: None

DISCLOSURE IS VOLUNTARY:  The disclosure of the SSN is voluntary, but it is required before individuals can receipt or certify authorizations for munitions.

I ORGANIZATIONAL AND SUPPLY INFORMATICON

PURPOSE FOR WHICH REQUESTED MUNITIONS WILL BE USED fie., type mission supported, authorizing directive, ete.):

DELIVERY LOCATION: RECEIVING ACTIVITY OFFICE SYMBOL:
ORGANIZATION AND SHOP CODE /i applicable):

PARENT MAJOR COMMAND:

. PERSONNEL AUTHORIZED TO SIGN CERTIFICATES OF AUTHORIZATION/EXPENDITURE

COMMANDER'S STATEMENT: In accordance with AFI 21-201, | authorize the following personnel to sign/certify authorization and expenditure documents for activity/account listed in Part 1, which they, as my
representative, approve.

BRIEFING STATEMENT: By signing below, ! fully understand my responsibility to:

1) Ensure personnel carefully and economically use, control and safeguard munitions resources.

2) Determine appropriate priority designator for materiel requests according to Unit Force Activity Designator and actual Urgency of Need.

3) Verify that reported expenditure quantities agree with supporting documents.

4) Not release munitions to agencies or individuals outside the United States Air Force without approval.

5} Conduct persenal checks to determine accuracy of unit accountability controls and monitoring of explosive limits and compatibility for ficensed locations.

NAME RANK SSN PHONE DEROS SIGNATURE

il PERSONNEL AUTHORIZED TO RECEIPT FOR MUNITIONS

COMMANDER'S STATEMENT: In accordance with AFI 21-201, | authorize the following personne! to signjreceipt for munitions items for my organization/activity as identified in Part 1 above.

BRIEFING STATEMENT: By signing this decument, | fully understand my responsibility to:

1) Provide adequate security, protection, transportation, and storage for assets received.

2} Incur pecuniary liability for losses, destruction or damage caused hy willful misconduct, deliberate unauthorized use, or negligence.
3) Report losses, unaccounted, and found-on-base assets immediately to unit commander and the MASO.

4) Not release munitions to agencies or individuals outside the United States Air Force.

5) Perform and document inventories and sign custody receipt listing at the required intervals.

6. Plan and forecast munitions requirements to meet mission needs.

7) Maintain copies of documents or computer records that confirm accountability to include assets conditions.

8) Not use munitions for other than their intended purpose.

9) Not release classified assets te individuals without proper security clearance and need to know.

10) Ohtain and maintain an Explosive Safety License from installation safety office for assets stored outside the Munitions Storage Area.
11) Monitor and track explosive movements to and from a licensed location to preclude compatibility and explosives limit violations.
12) Obtain prior approval from the instaliation Transportation Officer to make organiciunit munitions movements off the installation.
13) Comply with MASO suspension and restriction notification instructions.

14} Maintain lot number integrity for assets received.

SEE REVERSE FOR LISTING OF PERSONNEL

AF FORM 68, 20020801 (EF-V1) PREVIOUS EDITION IS OBSOLETE.






Maintenance
   MUNITIONS CUSTOMER SUPPORT

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY

OPR:  412 EMS/MXMW (Mr. Sannes, DSN 527-7521)         Approved by: 412 MX/CV(Lt Col Timothy J. Skinner)
Supersedes AFFTCI 21-8, 12 October 1999
                                                 Pages: 24
Distribution:  E
 HQ AFMC/LGM……1
This instruction establishes management requirements including forecasting of munitions obtained from the Stock Control account FV2805.  Additional munitions management is accomplished using the Combat Ammunition System-1.0 (CAS-B) computer system.  Each form prescribed or referred to contain a Privacy Act Statement either incorporated in the body of the document or in a separate statement accompanying each document.  The system of records required by this publication is authorized by 10 U.S.C., Section 8012, E.O. 9397, 22 Nov 1943.  This instruction applies to organizations or activities, assigned or attached to Edwards AFB, having a valid requirement and proper authority to maintain or expend munitions.
SUMMARY OF REVISIONS: This instruction has been revised in content and format and is in compliance with recently changed Air Force policies and procedures.  Para 8.1, routine requests will be submitted to Munitions Accountability Systems Element (MASE) 14 days in advance versus the old 10-day requirement.  
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1.  REFERENCES:
1.1.  AFI 10-403, Deployment Planning and Execution 
1.2.  AFFTCI 21-7, Munitions Technical Data
1.3.  AFI 21-109, Communication Security (COMSEC) Equipment Maintenance and Maintenance Training
1.4.  AFCAT 21-209, Volume I, Ground Munitions

1.5.  AFI 21-201,  Management and Maintenance of Non-Nuclear Munitions

1.6.  AFI 23-111, Management of Government Property in Possession of the Air Force

1.7.  AFMAN 23-220, Reports of Survey for Air Force Property 
1.8.  AFI 31-207, Arming and Use of Force by Air Force Personnel

1.9.  AFI 33-322, Records Management Program

1.10.  AFI 36-2217, Munitions Requirements for Aircrew Training

1.11.  AFMAN 91-201, Explosive Safety Standards
1.12.  AS (Allowance Standard) 456, Explosive Ordnance Disposal (EOD)

1.13.  TO 00-20-9-1, Forecasting Replacement Requirement for Cartridge/Propellant Actuated Devices (CAD/PAD) FSG 13 and Material Management Coded "ES" Items

1.14.  TO11A-1-1, Conventional Ammunition, Restricted or Suspended

1.15.  TO 11A-1-10, General Instructions Munitions Serviceability Procedures

1.16. TO 11A-1-46, Fire Fighting Guidance, Transportation and Storage Management Data

1.17.  TO 11A-1-60, General Inspection of Reusable Munitions Containers and Scrap Material Generated from Items Exposed to or Containing Explosives

1.18.  DoD 6055.9-STD, DoD Ammunition and Explosives Safety Standards

2.  TERMS EXPLAINED:

2.1.  Accountability.  The obligation imposed on a person by law, lawful order or for keeping accurate, auditable records of property.  The person having this may or may not have actual possession of the property.  Accountability is concerned primarily with records, while responsibility is concerned with custody, care and safekeeping.  Accountability for munitions begins with issue and continues until the item is expended, or relief from property responsibility is approved.

2.2.  Allocation.  The quantity of munitions approved by MAJCOM and Air Logistic Centers (ALCs) for use by the forecasting organization.  The allocation is a fiscal year requirement and may be more or less than the forecasted or authorized quantity.

2.3.  Ammunition.  Components essential to assembly of a complete round and components which are considered complete rounds.  Any other items designated for Air Force munitions account management and reporting.

2.4.  Audit Trail.  A distinct, documented chain of events that shows all actions affecting accountability from time of issue to expenditure of munitions.

2.5.  Commander.  For the purpose of this instruction, references to the commander indicate the using organization’s commander.  

2.6.  Condition Code.  Assets are assigned a specific condition code by certified munitions inspectors according to specific item technical orders.

2.7.  Consumption Issue.  An issue to an organization which must be consumed on the day of issue, or within a 15-day period from the date of issue if adequate storage capabilities exist within the receiving unit.  Appropriate turn in must be accomplished if munitions are not consumed or installed within 15 days.

2.8.  Courtesy Storage.  Ammunition or explosives belonging to an organization and stored in the Munitions Storage Area.  Such storage must be in the best interest of the organization and the Air Force and is required for customers not having a licensed storage facility. The owning organization remains accountable and responsible for these assets.

2.9.  Custodian.  The individual designated by the commander to manage munitions for the organization.  The custodian is responsible for properly accounting for munitions in accordance with this instruction and other applicable directives.

2.10.  Custody Issue.  An issue to an organization for use at a later time.  Munitions will remain on accountable records until expended, turned in, or the MASO is notified in writing of a lost item and appropriate action has been taken.

2.11.  Due in from Maintenance (DIFM).  Indicates a like item must be turned in using the same document number assigned to the replacement item being issued.

2.12.  Frozen or Suspended Account.  Accounts may be frozen or suspended when the MASO perceives the account is not being properly maintained or required documentation is not filed.  The primary criteria is failure to comply with regulations or breach of accountability.  Accounts are temporarily frozen while the account is being inventoried and corrective actions are implemented.

2.13.  Local Purchase Munitions.  Base Supply will process local purchase requests.  Items managed by the MASE must not be purchased at the base level.

2.14.  Lot number.  An alphanumeric series of characters assigned to each munitions at the time of manufacture, assembly or modification.

2.15.  Major Category Code.  Indicates the intended method of use for each item. Examples would be:  Major Category Code E for test, Major Category Code D for training; and Major Category Code B for mobility.  

2.16.  Munitions Accountable Systems Officer (MASO).  The individual, military or civilian, assigned the responsibility to account for, manage, and report ammunition or explosive items on an Air Force munitions account.

2.17.  Munitions Flight.  The Munitions Flight is responsible for the maintenance, storage, inspection, and accountability of munitions in base stock.

2.18. Munitions Accountable Systems Element (MASE). The MASE is the functional element under the MASO responsible for all transactions involving munitions accountability. 

2.19.  Pecuniary Liability.  Incurred through command, supervisory, custodial, or personal responsibility for loss; damage or destruction of property resulting from willful misconduct, deliberate unauthorized use or negligence.  

2.20.  Restricted or Suspended Munitions.  Items that cannot be expected to meet performance standards that are suspended or restricted from use.  The MASO notifies organizations possessing these munitions and directs their turn in to prevent mishaps.

2.21.  Reusable Container.  A container designed and designated for reuse.

2.22.  Supply Designator.  Each MASE is assigned a supply designator (AFV) by the Air Force indicating a MASE function operating under combat support (CAS) procedures.

2.23.  Time Compliance Technical Order (TCTO).  An authorized directive issued to provide activities instruction(s) for accomplishing one-time changes, modifications, inspection of munitions or installation of new components.

3.  RESPONSIBILITIES:

3.1.  MASO will:

3.1.1.  Ensure compliance with principles of supply discipline as outlined in  AFI 23-111 for items managed by the MASE.

3.1.2.  Ensure munitions are not released to agencies or individuals outside the Air Force without prior approval of MAJCOM or the Ammunition Control Point (OO-ALC/WM).

3.1.3.  Ensure commanders and custodians are briefed on their responsibilities for maintaining munitions custody accounts.

3.1.4.  Ensure required munitions are on hand and within approved allocated quantities.

3.1.5.  Provide technical assistance and guidance to custodians and munitions users.

3.1.6.  Ensures munitions are issued to authorized individuals only.

3.2.  Organizational Commanders will:

3.2.1.  Assume full responsibility for munitions items received by their organization.  This responsibility includes maintaining an auditable record of receipts, expenditures and turn in, as well as providing adequate storage (if authorized), proper security, and custodial control.

3.3.  Munitions Custodians will:

3.3.1.  Manage their supply point according to this instruction and other applicable directives.

3.3.2.  Keep the organization commander updated on the status of the account.

4.  ESTABLISHMENT OF A MUNITIONS ACCOUNT:
4.1.  Prior to the release of any munitions items, to an organization, a munitions custody account must be established.  The following actions are required:

4.1.1.  The organizational commander will request, in writing, the assignment of an organizational account code from the MASO.  The request will contain, as a minimum, the type of items and quantities required, authorizing directive and a request for courtesy storage, if required.  Sufficient information about the requirement must be included for the MASO to evaluate the request.

4.1.2.  An AF Form 68, Munitions Authorization Record (Attachment 1) must be prepared and submitted for initial establishment of an organizational account.  Personnel listed on the AF Form 68 must receive a munitions custody account briefing and sign a letter of acknowledgment. The organizational commander must receive a briefing on munitions custody account commander’s responsibilities and sign a letter of acknowledgement.  Their signature on the letter certifies they are knowledgeable of the requirements for the operation of a munitions account.  These briefings must be completed and on file in the MASE prior to the MASO approving the AF Form 68.  The AF Form 68 is to be reaccomplished annually.  Failure to maintain certification will result in denial of authority to obtain or retain munitions.

4.1.3.  If the request is approved, the MASO will sign the AF Form 68 to establish the munitions custody account.  Account custodians must then submit an AF Form 2005, Issue/Turn-in Request (Attachment 2) for each type of asset they are allocated to have the assets issued to their account.

4.2.  Out-of-cycle munitions requirements or requests are processed according to AFI 21-201.

5.  DOCUMENT CONTROL PROCEDURES:

5.1.  One or more of the following products, depending on associated Air Force directives, will be used to verify authorized signatures:

5.1.1.  Munitions Inspector Appointment Memorandum.

5.1.2.  Authorization to Receipt for Munitions Memorandum.

5.1.3.  AF Form 68.
5.2.  The following actions must be taken to expedite and ensure proper document flow:

5.2.1.  Ensure documents are signed in blue or black ink only.

5.2.2.  Ensure expenditure, turn-in and receipt documents have the date the transaction was processed on the annotated on the CAS automated record and on the front of the source document.

5.2.3.  Compare the program identification number, quantity and document number against the document control report.  Delete the suspense record and place the document in the permanent file.

5.2.4.  Revalidate the AF Form 68 annually.  The MASE Document Control Section will send a letter to the using organization 30 days prior to the expiration date of the current form.

5.2.4.1. Each unit will reaccomplish annually a new AF Form 68, approved by the commander.

5.2.4.2.  Forward the new AF Form 68 to the MASE (412 EMS/MXMWK) before the expiration date of the old form.

5.2.4.3.  When new personnel are added, a new AF Form 68 is required.  All personnel must be briefed on munitions custody account responsibilities and sign a letter of acknowledgement before the MASO will approve the new AF Form 68.  NOTE:  The above requirement will fulfill the annual requirement as explained in paragraph 5.2.4.1.
5.3.  The AF Form 68 will be distributed and filed as follows:

5.3.1.  Original is filed in the MASE Document Control Section.

5.3.2.  Approved copy sent to the using organization must be filed in the custodian’s custody account jacket file.

5.3.3.  One copy filed in the custody account jacket file maintained by the MASE.

5.3.4.  One copy each sent to Munitions Inspection, Conventional Maintenance, Munitions Storage and Precision Guided Munitions (PGM) Elements.

6.  MUNITIONS CUSTODY ACCOUNT PROCEDURES:

6.1.  Munitions authorized for use are transferred to organizations using custody account procedures.  Authorized munitions include those required for base defense, security, alert or mobility, classroom training, aircrew training, installation in survival kits (survival kit munitions are issued consumption) and others deemed appropriate by the MASO or higher authority.  Secure facilities and adequate storage must be available.

6.2.  The MASO or designated representative will brief commanders, primary and alternate custodians and certifying officials on their responsibilities for maintaining a custody account.  Subsequent commanders and custodians will be briefed as changes occur.  These briefings will be documented and a copy provided to the primary custodian.  Briefings may be accomplished through the use of a letter.  The letter will be endorsed and returned to the MASE where it will be filed in the custody account jacket.

6.3.  The account custodian and the MASE will each maintain a custody account jacket file.  The following items are required to be filed in the jacket:

6.3.1.  Copy of current AF Form 68 (both).

6.3.2.  Briefing memorandums (both).

6.3.3.  Copy of the quarterly and MASE inventory Custodian Account Listing.  The listings must be signed by the custodian, commander and the MASO.  MASO designated representatives may sign for the MASO on the quarterly Custodian Account Listing.

6.3.4.  Copy of Special Inventory Count Sheets signed by the custodian, commander and MASO or designated representative (both).

6.3.5.  Copy of Munitions Custody Account Discrepancy Letter signed by the custodian, commander and MASO or designated representative (both).

6.3.6.  Current Forecast and Allocation Document (both).

6.3.7. Expenditure log (both).

6.3.8. Copies of all issue, expenditure and turn-in documents processed after the last munitions custody account inventory cleared must be maintained until the next inventory has cleared.  In addition, copies of the Explosive Facility License (if applicable), the Courtesy Storage Agreement Memorandum (if applicable) and supporting documentation, to include letters of authorization, instruction booklets, etc. must be maintained in the custody account jacket file. (Custodian)

6.4. The jacket file will be reviewed by the MASO or designated representative during custody account inventories and inspections to ensure it is being properly maintained.

6.5. Courtesy stored and custody account munitions will be segregated from other assets (i.e., base stock, War Readiness Material).   Custodians and munitions storage personnel will ensure placards reflect, at a minimum, the following information:

6.6.1.  Organization and supply point designation of the activity owning the munitions.

6.6.2.  Name and phone number of the primary and alternate custodian.

6.6.3. Each container will have the following information stenciled on the outside: national stock number (NSN), Department of Defense Identification Code, lot number, quantity and account number.

6.7 AFI 21-201, Chapter 21, Inventory Procedures, requires munitions custody accounts be inventoried quarterly by the primary or alternate custodian and annually by the MASE.  The MASE will provide required listings (i.e., Munitions Custodian Account Listing, Special Inventory Count Sheets) for accomplishment of inventories.  The inventory must be conducted by the second month of each quarter.  The MASE personnel will generate required listings on the date the inventory is scheduled to begin.  The custodian has 30 days to complete the inventory from the date the inventory documents are generated.  Inventories are not considered complete until they have been validated against MASE records.    

6.8. The MASO or designated representative, and when required, a Munitions Inspector will conduct an inventory with the custodian annually as required by AFI 21-101, Chapter 21.  This visit may be conducted concurrent to the custodian's quarterly inventory.  The results of the visit will be documented and provided to the commander.  A copy, signed by the custodian, commander and MASO will be filed in the custodian's jacket file until the next annual inventory.

6.9. Changes to the primary custodian must be made at least 45 days prior to their departure.  A change of custodian also requires a 100 percent physical inventory of all assets.  The losing and gaining custodians must be present during the inventory.  The losing and gaining custodians will sign the Certificate of Transfer, Custodian Account Listing, Inventory Discrepancy Letter and the Special Inventory Count Sheets.  The account must be validated by the MASO.

6.10.  The commander or designated representative will certify Munitions Expenditures.  The Custody Expenditure will be documented on an AF Form 2005.  The AF Form 2005 will be prepared according to Attachment 3 and forwarded to the MASE no later than 48 hours after the expenditure.  The AFI 36-2217 expenditure documentation will be submitted weekly (NLT 1200 on the following Monday).

6.11.  Custodians are responsible for ensuring the Custody Account Listing, and the Complete Round Listing, reflect accurate locations for the assets issued to the account.  The MASE will assist with this requirement.

6.12.  Lot number and location integrity are essential to a well-managed custody account. When assets are issued to an account, an accurate location must be entered into the CAS system.  Account custodians must be present when their assets are courtesy stored to verify the location.  Once assets are picked up, Munitions Inspection will make location changes for assets stored outside of the munitions storage area.  Munitions handling will process proper movement in CAS for built up munitions.
7.  OBTAINING MISSILE OR OUT-OF-CYCLE AUTHORIZATION:

7.1.  Missile authorizations are provided for in higher headquarters Tactical Air Missile Program listings.

7.2.  The AFI 21-201, Chapter 13, Munitions Requirements, Allocation and Buy Budget Process, provides instructions for the preparation of out-of-cycle munitions requests.  The MASE will assist in interpreting MAJCOM guidance.

7.2.1.  Units will be notified of approval for out-of-cycle allocations by their MAJCOM Functional Manager.  Upon receipt of approved allocations, coordination between munitions users and the MASE is required to receive authorized munitions.

7.3.  Custodians will review remaining authorizations throughout the year to ensure allocations are not exceeded.

7.4.  Custodians must turn in all excess munitions annually by 15 November.  

8.  PROCEDURES FOR CUSTODY AND/OR CONSUMPTION REQUESTS FOR MUNITIONS:

8.1. Telephone, intercom and radio requests are not approved methods for ordering the Start Record Account Number items coded AFV-managed items (those munitions items tracked in the CAS-1.0.  Requests will be submitted on an AF Form 2005, properly certified in three copies and prepared in accordance with Attachments 2 and 4.  To expedite transaction processing, requests will be hand carried to the MASE.  The base information transfer system (BITS) and United States mail should not be used.  Illegible, incomplete or improperly prepared documents will be returned to the requester.  All requests will be reviewed by the MASO or designated representative and approved prior to processing by the MASE.  Upon approval, contact Munitions Control to schedule pick-up and/or courtesy storage.  Routine requests will be submitted to the MASE 14 days prior to, but NLT 1000 on any Friday.  Routine requests will be filled the following week, or as indicated on the issue request or AFFTC Form 5088 Munitions Support Requirement (Attachment 5 and 6) if beyond the 14-day window.

8.1.1.  Issue documents will be discussed during the weekly munitions scheduling meeting after being processed.

8.1.2.  Munitions Inspectors responsible for Conventional Maintenance and Precision Guided Munitions, will inspect the munitions and notify the requester when assets are ready for pick up.  Requesting activities will receipt for munitions at the respective inspection activity.

8.1.3.  Because of munitions compatibility and operational restrictions at the Munitions Inspection bay, the requester will ensure assets are picked up as soon as possible after notification, but NLT 1200 the day after notification; egress and/or time change items must be picked up no later than 1200 on date requested.

8.1.4.  Munitions not picked up on the date requested will be returned to base stock.  The organization must then complete turn-in paperwork and resubmit the issue request with a letter signed by the organization commander stating the reason the assets were not previously picked up.

8.2.  Unscheduled issue requests must be coordinated with the MASO and approved by the Munitions Flight Chief or designated representative.  An emergency issue is an unforeseen action that would prevent an aircraft from performing its mission and where the munitions item is to be installed and/or consumed within 12 hours of issue.  Poor planning or a failure to properly schedule munitions workload does not constitute an emergency.  An emergency issue should not be used in lieu of an unscheduled issue.  

8.2.1.  Emergency issues will be honored once notification is received that an emergency exists.  The requester will submit a certified issue request and an emergency issue request authorization letter signed by the organizational commander and endorsed by the 412th Maintenance Group Commander or, in his absence, and if delegated that authority in writing, the 412th Maintenance Group, Vice Commander.  Endorsement authority may not be delegated if the 412 Maintenance Group Commander is available.  Emergency issue request letters must be presented to the MASO prior to release of requested assets to the munitions account custodian.  The MASO may allow exceptions to release assets to the munitions account custodian in the event that neither the 412th Maintenance Group or Vice Group Commander are available.  In this case, the emergency issue request letter must be presented to the MASO NLT 48 hours after the request for munitions is made.

8.3.   Personnel authorized to receive munitions must be identified in Section III of the AF Form 68. Individuals receiving property will check the NSN, lot number, condition code and quantity before signing the issue document.

8.4.   Munitions will not be delivered by the Munitions Flight, unless assets were built up by the Munitions Flight (i.e. missiles, BDU-50 with fin).  Requesting activities will pick up munitions at the respective inspection activity. Turn in of munitions will also be made at that location.  Munitions that are courtesy stored will be moved by Munitions Storage personnel and the account custodian to and from locations within the Munitions Storage Area.

8.4.1. When transporting munitions, activities must comply with the requirements of AFMAN 91-201.  Explosives will be transported by trained personnel, in properly configured government vehicles and in accordance with applicable AF instructions.  Explosives will not be transported in privately owned vehicles.  Placards must be Department of Transportation (DoT) Class 1.1, 1.2 or 1.3. 

8.4.2.  No person will be allowed to ride on or in the cargo compartment of a motor vehicle transporting explosives nor will explosives be transported in the passenger compartment of a vehicle.

8.4.3.  Each vehicle will be equipped with two portable fire extinguishers suitable for the type of material being transported.  One extinguisher should be mounted on the outside of the cab on the driver’s side and the other extinguisher should be mounted inside the cab.

8.4.4.  Explosives will be secured using blocking, bracing or tie down methods.  Items must be transported in a manner which maintains separation between unpacked and individual components.

8.4.5.  Smoking is not permitted on, in or within 50 feet of vehicles containing explosives.

8.4.6.  Whenever possible, vehicles will use approved explosive delivery routes.

8.5.  Lot number and location integrity is the key to a well-managed custodian account.  Once assets have been issued to an account, an accurate location must be entered in the CAS-B.  Initial and subsequent location updates of courtesy stored munitions will be input by munitions storage personnel.

9.  PROCEDURES FOR TURN IN OF MUNITIONS:
9.1.  Requests for turn in of munitions will be accomplished by submitting Turn-in Document to the MASE.

9.1.1.  After coordination with the MASE, contact Munitions Control to establish a turn-in date and time.

9.2.  Types of turn-in include:

9.2.1.  Custody Assets Turn-in (Attachment 7).

9.2.2.  Due In From-Maintenance (DIFM) asset turn-in (Attachment 8).

9.2.3. Found-on-Base (FOB) turn-in (Attachment 9).  Examples of FOB turn in are:

9.2.3.1. Items found outside the Munitions Storage Area or licensed storage facility.

9.2.3.2. Items not issued to the custodial control of a custody or consumption account.

9.2.3.3. Items removed from or left by transient aircraft.

9.2.3.4. Unserviceable life support assets that were issued to the custody account and are expended.

9.3. Organizations will deliver assets to Munitions Inspection on the date and time scheduled.

9.4.  The original container and packaging will be used to turn in assets.  Use masking tape and pen to make any required changes to markings.  Items will be segregated and packaged by type and identified by lot number.

9.5.  The in-checker will perform a physical count of all items except those in factory-sealed packaging.  The turn-in documents will reflect exact quantity, NSN and lot number of the items being turned in.  The in-checker will sign Block A of the AF Form 2005 and return the second copy to the custodian as release of accountability.

9.6.  Ammunition or explosive items FOB and determined safe by proper authority (e.g., Explosive Ordnance Disposal or a qualified munitions inspector) must be immediately turned in using FOB turn-in documentation.

9.7.   Egress will turn in their assets each Tuesday at 1300.  The DIFM procedures will be used to control replace-ment  time change issues.  Account representatives will ensure turn-in paperwork contains the same document number as the original issue.

NOTE:  Before turn in, paperwork is taken to the MASE and must be reviewed for completeness and accuracy.

10.  TIME CHANGE PROCEDURES:

10.1.  The 412 Test Wing Plans and Scheduling function submits a time change requirement forecast from the Core Automated Maintenance System (CAMS) to OO-ALC/WMCC by 1 August each year.  The TO 00-20-9 provides specific guidance.  The Wing Plans and Scheduling will provide one copy of the annual time change requirement forecast and a copy of each quarterly time change requirement forecast to the MASE.  The MASE will use the copies to load the annual and quarterly forecasts into the CAS system and requisition the assets.  

10.2.  The organization’s scheduling function submits a certified issue request using AF Form 2005 (Attachment 2) to the MASE for each time change requirement.  Submit the request no earlier than 90 days and no later than 45 days prior to the needed date.  The MASE will maintain the document until the asset is issued.

10.3.  Each organization’s scheduling function will schedule routine issues a minimum of 14 work days prior to the required date.  Issue requests needed between 72 hours and 7 days (normal scheduling times) constitute routine, Priority 05, issues.

10.4.  Emergency issues will be handled as outlined in paragraph 8.2.

10.5.  Organization schedulers will notify the MASE, by telephone, to release the item for issue not later than 1100 Thursday for items required the following week.

10.6. Organization schedulers must notify the MASE of changes to need dates for time change issues.  An out-of-cycle letter indorsed by the 412th Maintenance Group Commander or Vice Commander is required for revised or new issue requests submitted less than 45 days prior to the date needed.  NOTE:  This does not apply to "Emergency Issue Requests."

10.7.  Issue request documents will be held for the quarter in which they are originally scheduled.  When requirements change and an issue is not rescheduled, the applicable documents will be destroyed at the end of the quarter.

11.  CONTROL AND DISPOSITION OF MUNITIONS SCRAP AND/OR RESIDUE:

11.1.  Organization commanders will:

11.1.1.  Establish procedures for the collection and control of munitions scrap and/or residue generated by their organization.

11.1.2.  Ensure personnel are aware of their individual responsibilities for the control and turn-in of munitions scrap/residue.

11.2.  The Munitions Storage account custodian or representative will:
11.2.1.  Ensure control of munitions scrap and/or residue.

11.2.2.  Periodically coordinate with Munitions Inspection and/or Conventional Maintenance on the return of scrap/residual material.

11.3.  The Munitions Flight generator of scrap/residue will ensure only authorized personnel inspect or certify, band and stencil scrap or residue in accordance with applicable TOs, and complete DD Form 1348-IA, Issue Release/Receipt Document, Version I, according to the Defense Reutilization and Marketing Office (DRMO) Customer Service Guide.

11.4.  Munitions Inspection/Conventional Maintenance will accompany storage on DRMO run and, upon completion, return the signed original DD Form 1348-1A to the MASE for filing.

11.5.  Procedures for residue pick up and holding.

11.5.1.  Pick up residue from generator and store in holding area.

11.5.2.  Reserve tractor trailer, schedule appointment with DRMO and deliver scrap or residue.  

11.5.3.   Provide a central collection point for munitions scrap or residue returned by units supported by the MSA.

11.5.4.  Provide temporary storage of scrap or residue for associate units until sufficient quantity has been collected for turn in to DRMO (applicable only as stated in support agreement).

11.6.  The MASE will enter disposal document numbers in the local suspense log and file a copy of the original signed document until it is no longer required.

12.  SUSPENDED OR RESTRICTED MUNITIONS:

12.1.  Munitions Inspection personnel will review safety supplements to TO 11A-1-1 immediately upon receipt and input all data into the CAS system.  After all data has been entered, a listing will be produced showing all known locations of the suspended or restricted assets.  The MASO or designated representative will review the listing and determine if any units are affected.

12.2.  The MASE will contact, as applicable, past and present users of suspended or restricted assets to ensure those items are immediately turned in.  This notification will be made by the quickest possible method.  In addition, the MASE will send a letter to each affected organization’s commander and munitions account custodian formally notifying them of the suspension or restriction.

13.  COURTESY STORAGE PROCEDURES:

13.1. The using organization is responsible for providing adequate storage for munitions in their control.  Explosive storage, safety and security criteria are defined in AFMAN 91-201 and AFI 31-101.

13.2. The Munitions Storage Element is responsible for implementing and managing the munitions courtesy storage program and may arrange storage within the MSA if the using organization does not have adequate storage facilities.

13.3. The using organization initiates the Courtesy Storage Request (Attachment 10) and will provide technical data on non DoD or nonstandard assets prior to storage.

13.3.1. The Munitions Flight Chief approves the request.

13.3.2. If approved, the request will be filed at the Munitions Storage Element.  Munitions Storage will provide the requesting organization the format and/or instructions for completing the Courtesy Storage Agreement.

13.4. The Courtesy Storage Agreement (Attachment 10) will detail requirements for courtesy storage of munitions.

13.4.1. The agreement will be kept on file for 1 year.  It will be renewed or renegotiated annually between the 1st and 15th of January.

13.5. When stored in the MSA, accountability, reporting, care and preservation of courtesy stored assets remain the sole responsibility of the owning organization.

13.6. The account custodians must contact Munitions Control to arrange removal of courtesy stored munitions.

14. MUNITIONS SUPPORT REQUIREMENTS:

14.1. Conventional Munitions Maintenance or Build Up. The required build up or maintenance of munitions assets must be coordinated through Munitions Control.  The using organization will submit an AFFTC Form 5088, (Attachment 5 and 6) to Munitions Control no later than 14 working days prior to required use.  Some special build up requirements will have to be scheduled far enough in advance to allow for the procurement of munitions assets and special equipment.  All tools and test equipment not available are ordered using the appropriate project job order number and maintenance is scheduled for completion after all ordered items have been received.

14.2. Stores Weight Inertia System (SWIS) Requirements.  The request to SWIS munitions must be submitted on AFFTC Form 5088 to Munitions Control not later than 14 days prior to requested completion.

14.3. Technical Data Requirements.  All non DoD and non standard munitions required for testing or training must have a technical data package (see AFFTCI 21-7) on record with the Munitions Inspection Element.  Technical data must be made available not later than 30 days prior to arrival of munitions assets.

14.4. Special Projects.  All special projects involving munitions must first be coordinated through the 412th Maintenance Group Programs and Resources Office (412 MOS/MXOPS). 

15.  CONTROL OF CLASSIFIED MATERIAL:
15.1. Classified property will not be released to unauthorized individuals.  Organizations requiring classified munitions items will provide the MASE a memorandum identifying those individuals authorized to receive classified munitions or identify those individuals in Part II of AF Form 68. 

15.2.  The authority to receive classified munitions will be revalidated annually or if significant changes occur. The Munitions Flight will provide letters to the Transportation Management Office (TMO) and Explosive Ordinance Disposal (EOD) with lists of names of individuals authorized to receive classified munitions.  TMO and EOD will provide similar letters to the Munitions Flight.

16.  RELIEF OF ACCOUNTABILITY AFTER A THEFT, REAL OR SUSPECTED, OR LOSS OF FUNCTIONS:

16.1. Whenever theft, suspected theft, loss or deliberate destruction of munitions, actions other than fair wear and tear, authorized expenditure, installation, or disposal occurs or is suspected to have occurred, immediate notification to the MASO and Munitions Control is required.  This policy applies to all ammunition or explosive items whether in transit, in storage or issued to an organization for custody or consumption.

   17.  AFTER HOURS SUPPORT:

17.1. Organizations requiring support after normal duty hours will contact the 412th Maintenance Group Resource Operations Center, 277-2949.  Munitions will only be released to authorized individuals.

17.2. The Munitions Flight maintains a 24-hour response capability using a prearranged schedule of standby personnel.

18.  RECORDS MANAGEMENT:  Maintain and dispose of records according to AFMAN 37-139, Records Disposition Schedule.

WILBERT D. PEARSON, JR., Major General, USAF
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1. Not applicable for CONUS units.
2. Enter "P" if primary or "A™ if an alternate supply point custody account custodian. Otherwise leave blank.
3. Enter members security clearance for those individuals authorized to sign for classified items, otherwise put N/A.

V. UNIT COMMANDER

BRIEFING STATEMENT: | fully understand and recognize my responsibility to manage, control, store, protect, care and forecast for, and cost-effectively use munitions resources under my jurisdiction. | also understand
my organization cannot use assets for other than their requested purpose. | realize that if this activity cannot provide adequate security and storage IAW DOD 5100.76-M, AFl 31-101 and AFMAN 91-201, consumption
requests will be limited to the quantity, which will be consumedfinstalled on the date of issue. When adequate security and storage is available, | will ensure that ammunition issued to this organization is expended/instalied or
turned in within the time frame established at the time of issue. | further will ensure that ammunition issued to this organization is not released to agencies or individuals outside the United States Air Force without meeting
the requirements of AFI 21-201. | have designated personnel authorized to receipt for classified items or information from the MASO by entering their security clearance in the designated block in Part i above. | will ensure
personnel authorized to have access to classified munitions items or information have a security clearance at appropriate level and the need-to-know. Personnel not authorized to receipt for classified are identified by N/A in
this Block. | will alse ensure personnel who perform munitions related duties are subject to an investigatiens as set farth in DoD 5200.2-R.

Prior to assumption of duties, and at least annually thereafter, { will personally make appointed personnel aware of their responsibilities. | will stress the importance of accurate recordkeeping, performing inventories at
required intervals, the requirement to immediately report inventory adjustment gains and losses to the MASD, the furn-in of unaccounted for assets found on installations, and proper care, econemical use and safeguarding
munitions resources. | will also make my personnel aware that they require prior approval from the installation Transportation Officer and myself to make organicfuni t off the installation. | further will ensure that
personne! who perfarm these functions are trained on the rules and regulations to move munitions reseurces over the public highways.

| understand that no single individual may be authorized to perform duties listed in both Part Il and Part Il above. | also understand that | must notify the MASO whenever an individual's authorization is withdrawn due to
permanent change of station, extended temporary duty, or administrative action. | also understand refief from custodial responsibility is accomplished hy:

Documents or computer records showing turn-in or transfer of items to another custodian.

Approved reports of survey or certificates, schedules of collection, and other authorized documents.

Approved inventory adjustments or prescribed document to adjust gains and losses.

Approved reports that provide for disposition of or relief from responsibilities for items that have become unusable due to damage, loss,
unauthorized expenditure or destruction.

1 have been personally briefed by the MASO on my responsibilities as stated above in accordance with AFl 21-201.

SUPERSEDES PREVIOUS AUTHGRIZATION RECORD DATE/REVALIDATED:

TYPE/PRINTED NAME, AND GRADE OF DRGANIZATION DUTY PHONE SIGNATURE OF ORGANIZATIONAL COMMANER OR
COMMANDER OR EQUIVALENT (Include DEROS, if applicable) EQUIVALENT

v. APPROVALIDISAPPROVAL BY MASO

SYSTEMS OFFICER

AF FORM 68 20020901 (EF-V1) PREVIOUS EDITION IS OBSOLETE.
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Attachment 6
MEMORANDUM FOR MUNITIONS REQUESTING ACTIVITY/MUNITIONS SUPPLY

POINT CUSTODIAN

FROM: 412 EMS/MXMWC

SUBJECT: Instructions for Preparing AFFTC Form 5088

1. The following is guidance for properly filling out AFFTC Form 5088

2. REQUESTING ACTIVITY:  the organization using the munitions/the account the munitions are/will be issued to.

3. JOB CONTROL NUMBER (JCN):  Used by Munitions Control to track work requirements and schedule all maintenance.

4. DATE:  The date AFFTC Form 5088 was generated by the user.

5. PROJECT NUMBER/JON NUMBER:  Required for ordering special equipment against the requesting activity and/or historical data collection.

6. Requester's NAME/PHONE:  Name, rank and duty phone of person submitting the AFFTC Form 5088

7. ORG SHOP CODE/SUPPLY POINT:  Requesting Activity account number (Ex. 262 MM = Org, SP-69 = Supply Point Number).

8. QUANTITY:  Amount of munitions requested.

9. STOCK NUMBER:  National Stock Number of assets requested.

10. NOMENCLATURE:  Name of assets requested.

11. LOT NUMBER:  Supply Point Custodian will select lot number(s) to be used.  If item(s) not on Supply Point Account, mark ISSUE in block and submit AF Form 2005 with AFFTC Form 5088.

12. DATE/TIME REQUIRED:  Delivery date/time assets are required.

13. DELIVERY LOCATION:  Where munitions are to be delivered (i.e., 1630, Pad-8, 04 End of Runway, etc)

14. DESCRIPTION OF WORK:  Give description of work requested (i.e., build, SWIS, paint, and/or any special instructions.  NOTE:  Use the reverse side if more space is required).

15. COORDINATION/DATE SCHEDULED:  For 412 EMS Munitions Flight use (for Munitions Control to schedule and coordinate all maintenance required to complete request).

16. For further guidance, please direct questions to Munitions Control at (661) 275-8281/8264 or FAX: 277-3424.
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Attachment 10








Date:________________


MEMORANDUM FOR MUNITIONS CUSTOMERS

FROM:  412 EMS/MXMWS

SUBJECT:  Courtesy Storage Agreements

References:  AFI 21-201 and AFMAN 91-201

1.  I, John Q. Public, am aware of the following criteria:

a. Non-DoD owned explosives, hazardous materials and toxic materials will not be stored        

in the Munitions Storage Area (MSA).

b. That I am fully responsible for the accountability and transportation for courtesy stored munitions IAW AFI 21-201 and AFMAN 91-201. 

c. That I will call ahead and make arrangements to gain access to the MSA.  Contact Munitions Control at extension 5-8281 or submit an AFFTC Form 5088.

d. That I will be present for movements of my courtesy stored items.  If I am not able to be present for the move, I must give verbal authorization to move my courtesy stored assets.   I also understand that I will accompany my assets to the storage location.

e. That I will maintain or procure all boxes, packaging, and material necessary to repack my courtesy stored assets for storage.  I also understand that it is my responsibility to package my items for storage.

f. That I will maintain proper identifying markings for my courtesy stored munitions.  I also understand that if minimum markings are not on the container, the Munitions Flight will not accept them.  Minimum identifying markings are: NSN/Part Number, nomenclature, lot number, quantity, and supply point monitor.

g. That I will provide all the technical information, technical order, interim hazard classification and material safety data sheet on the hazards associated with my courtesy stored items.  I also understand the items brought to the MSA without current technical information on file will not be accepted for storage.

h. That I cannot keep more than one type of munitions in the same container.

i. That I will perform a physical inventory of my assets once every 3 months from the date of this agreement.

j. Provide names of individuals authorized to move and /or remove munitions/material (AF Form 68).

k. That I have FIVE DUTY days to renew my Courtesy Storage Agreement with the Munitions Flight prior to this documents expiration date (1-year maximum).  I also agree to immediately remove all courtesy stored items if a new agreement is not established.

2.  The Munitions Flight reserves the right to move my assets under hazardous or emergency conditions.

3.   The Munitions Flight agrees to:

a. Notify you prior to a movement of your assets, request your presence for the move and notify you of the new storage location.

Attachment 10 continued

b. Not move your assets unless you grant permission to do so, unless hazardous or emergency conditions exist.
c. Assist during inventories (i.e., open structures, identify minimum markings, and store items in proper locations).
d. Assign storage space for courtesy stored items, ensuring compatibility.
e. Be responsible for repairing packaging discrepancies caused by storage conditions.
f. Honor this agreement until it EXPIRES ON YYMMDD.

4.  This agreement between the Munitions Flight and YOUR ORGANIZATION supersedes all previous Courtesy Storage Agreements. 

Chief, Munitions Flight _____________________________________
Primary Custodian _________________________________________
Munitions Authorizations Record, AF Form 68 (Sample) (Attachment 1)


ATTACHMENT 1





Attachment 2





Attachment 3





Attachment 4





Attachment 5





Attachment 7





Attachment 8








CERTIFIED CUSTODY EXPENDITURE. IAW TO REFERENCE AND REASON FOR EXPEDITURE





CERTIFIED CUSTODY EXPENDITURE. IAW TO REFERENCE AND REASON FOR EXPEDITURE
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