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DEPARTMENT OF THE AIR FORCE

42D AIR BASE WING (AU)

MAXWELL AIR FORCE BASE ALABAMA

               





        

  29 April 2004
MEMORANDOM FOR ALL NEWCOMERS TO MAXWELL/GUNTER AFB

FROM:  42 MSS/DPM 

SUBJECT:  RIGHT START Newcomers Orientation

1.  Welcome to Maxwell/Gunter Air Force Base.  We know that your assignment here will be both pleasant and rewarding.  The information and in processing instructions provided in this letter are furnished to make your in processing experience as smooth as possible.  The following actions are required after you sign in with your Commander’s Support Staff (CSS):


a.  Clothing and Equipment - If your duties require special clothing, your sponsor or supervisor will assist you in obtaining them from the Individual Equipment Unit (IEU).


b.  Housing Referral - Bldg 502, (334) 953-5718, DSN prefix 493 or extension 3-5718:


(1)  Personnel eligible for government family housing must visit the Base Housing Referral Office before making housing arrangements.


(2)  Bachelors and unaccompanied married personnel should report to the lodging office/CSS, as appropriate.

(3) Personnel who are not immediately housed, excluding (1) or (2) above, must visit the

Base Housing Referral Office for counseling concerning off-base housing.  This counseling must be completed before you enter into any agreement concerning off-base housing.


c.  Overseas returnees - DOD 1000.21-R requires that no-fee passports be turned in to the MPF Representative during in processing.

2. You are scheduled for the mandatory appointments below.  Spouses are welcome and encouraged to attend the morning session of newcomers in processing.  Child Care is available through the Child Development Center at 3-6667.  Military uniform is required for all appointments.


a.  Right Start Briefing - Right Start will be held at the Maxwell Enlisted Club, Bldg 742, Main Ballroom, 0750 -1700 on ___________________.  Parking is available in front of the building.  Refreshments will be served and spouses are strongly encouraged to attend.  If you are unable to attend, contact your CSS at extension _____________.  

b.  RIGHT START primary briefings will consist of the following organizations:



(1) Military Personnel Flight - (MPF) – A one-on-one records screening will take place at the briefing covering your Unit Personnel Record Group contents.



(2) Finance - Review travel voucher


(3) Equal Opportunity/ Human Relations Orientation 


(4) Medical In-processing - Ensure your dependent records are turned-in to Tri-Care or the Medical Treatment Facility prior to Right Start Briefing for medical screening.

(5).  Flying Status Requirements- If you are on flying status, inactive or active, turn your flight records to the Aviation Management section, building 844, room 203.


(6) Registration of Vehicles - Decals for privately owned vehicles are available during the Right Start briefing.  



(7) Traffic Management Office (TMO) - A TMO Representative will be available at the Right Start briefing.



(8) Services - A representative will be available to transfer club membership, equipment loan and provide you information on other services available in and around the Maxwell/Gunter AFB community.



(9) Financial Planning – Senior Airmen and below as well as newly assessed lieutenants will receive mandatory financial counseling from the Family Support Center staff.



(10) Education Services Office - The Education Services Office will have a representative available during the Information Fair to answer questions regarding educational opportunities on/near Maxwell AFB.



(11) Other base orientation briefings such as Safety, IG, Legal, and the Integrated Delivery System (IDS) that includes information from the Chapel, Family Support Center, Life Skills, etc.  

c.  For a closer look at the Right Start briefing schedule please visit the website at

http://www.maxwell.af.mil/msd/newcomer/inproc/inprocunit.htm. 

d.
In processing personnel must bring the following items (as applicable) to RIGHT START:

(1)
Receipts for all expenses of $75.00 and more

(2) Hotel receipts

(3) Transportation documents (airline tickets, Government Transportation Request [GTR])

(4) Military Transportation Authorizations (MTAs)

(5) Copy of your deposit slip for Electronic Funds Transfers (EFTs)

(6) DD Form 788

(7) Private Vehicle Shipping Document for Automobile (for overseas returnees who shipped a POV)

(8) Seven (7) copies of PCS orders (including amendments)

(9)
Flight records 

(10)
ID card

(11)
Insurance card

(12)
Drivers license

(13)
Vehicle registration paperwork

(14)
Household goods shipment (Delivery address, contact phone number, to include billeting) 
(15)
Do It Yourself (DITY) move documentation 
(16)
No-fee passports


e.  First Term Airmen Center (FTAC) - The CSS will schedule all first duty station airmen for the next FTAC at Bldg 678, Airman Leadership School Building.  This is mandatory.  The course is 10 duty days.  For further information on this course and material, contact extension   3-8788.

Next FTAC is _____________________ at ___________hrs.  


f.  Suicide and Violence Awareness and Prevention (SVAP) Training – The CSS will schedule personnel to attend this training at the Base Theater on the Third Friday of each month at 1500 hours. You are scheduled or SVAP on_______________ at ____________hrs.
Contact Number for the CSS is___________________.

g.  Common Access Card (CAC) Update – Please stop by Customer Service, Building 804, between the hours of 0830 and 1600, to ensure your CAC card certificates and email address reflect current duty information.

3. Maxwell/Gunter’s MPF and CSS personnel teams stand ready to assist you.  We look forward to working with you and ensuring you get the RIGHT START here at Maxwell/Gunter.






//signed tss/29 Apr 2004//






THOMAS S. SMITH, Major, USAF







Military Personnel Flight Commander
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