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This instruction describes and implements the Air Force Flight Test Center (AFFTC) process for the management of all policies affecting the Center to include AFMC 90-series instructions, AFFTC 90-series instructions, Commander’s Emphasis Letters, as well as all policies originating at AFFTC.  This instruction applies to all AFFTC organizations.

SUMMARY OF CHANGES:  This document is substantially revised and must be completely reviewed.  Adds policy format and coordination information; inserts AFFTC/XPX review requirement for all AFFTC policies originating from the installation (para 3).  Deletes requirement for a Policy Book, which included Acquisition Policy Memoranda and T&E Policy Letters.

1.
GENERAL.  All AFFTC organizations will ensure they are maintaining or have access to an electronic version (Internet/Local Area Network (LAN)/disk) of Acquisition Policy Memoranda, AFMC 90-series instructions, AFFTC 90-series instructions, Commander’s Emphasis Letters, as well as all AFFTC policies.  Commanders and staff chiefs will implement these publications and ensure that personnel under their jurisdiction are familiar with and abide by the provisions established.

2.
OBJECTIVES.  

2.1.
Provide means for formally identifying, documenting, and implementing all policies affecting AFFTC operations.

2.2.
Institutes review processes for all policies issued at the AFFTC to ensure complete AFFTC coordination, through AFFTC/XPX and in accordance with AFI 33-360V1, Tables 3.1 and 3.2, prior to approval by the authorized approving official.

2.3.  Ensures compliance with AFMC Commander’s policies.

2.4.  Systemizes and centralizes policy processing and review.

3.
PROCEDURES.  All policies affecting AFFTC-wide operations will use the following procedures and will be coordinated through the AFFTC Plans and Policies Division (AFFTC/XPX).

3.1.
For policy originating  from the installation,  organizations proposing policy should refer to AFPD 90-1, Policy Formulation; AFMCI 90-101, AFMC Commander’s Policy Directives, Development and Implementation Guidance and Procedures; AFI 33-360V1, Chap 3, Section 3A, Paragraph 3.2, Issuing New Policy; and ensure coordination in accordance with AFI 33-360V1, Tables 3.1 and 3.2.  All policies must be issued as an official publication.

3.1.1.
All proposed AFFTC policies will be forwarded to AFFTC/XPX for coordination.  For AFFTC policies relating to information management, the AFFTC Chief Information Officer (CIO - AFFTC/CD) will review and approve.  All other AFFTC policies will be reviewed and approved by AFFTC/CC.

3.1.2.
All policies will be reviewed biennially by the organization of origin to ensure appropriateness. 

3.2.
AFFTC/XPX will be the focal point for ensuring all AFMC 90-series instructions are addressed by the AFFTC.

3.2.1.
AFFTC/XPX will recommend an office of primary responsibility (OPR) to AFFTC/CV who will approve the OPR for each AFMC policy.

3.2.2.
The OPR will develop an applicable AFFTC publication and coordinate with all appropriate organizations and forward through AFFTC/XPX to AFFTC/CC for approval.  

3.2.3.
The AFFTC response to an AFMC 90-series instruction should be incorporated in an applicable AFFTC publication i.e., instruction or Commander’s Emphasis Letter, as soon as possible but no later than 120 calendar days after receipt from higher headquarters.  A memorandum or message may be used in the interim if time critical; however, these memorandums and messages must contain an expiration date and must be converted into an AFFTC publication within 120 calendar days after the date of the memorandum or message.  A copy of the memorandum or message must be forwarded to Information Management (95 CS/SCSIP).  NOTE:  Policy remains in effect; however, until rescinded, superseded, replaced by a publication, or the stated expiration.

3.2.4.
Recommendations that a policy is not applicable to the AFFTC will be forwarded by the OPR through AFFTC/XPX to AFFTC/CV for a decision.

3.3.
Information Management (95 CS/SCSIP) will notify all AFFTC customer accounts of each new AFMC 90 and AFFTC 90-series instruction upon receipt of a new instruction.  If new instruction is not available electronically, 95 CS/SCSIPD will distribute one copy of each to all customer accounts.

3.3.1.
The Master Publications Library will maintain AFMC 90-series instructions and AFFTC 90-series instructions either in hard copy or electronically, and will provide access to all customers.

3.3.2.
AFFTC/XPX will maintain a repository of all AFFTC policies.

3.4.
Commanders and staff chiefs will ensure all personnel are aware of the location and contents of all policies that pertain to their unit.
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