May 04

CORRESPONDENCE PACKAGE PREPARATION GUIDELINES –

ASSEMBLING PACKAGES FOR SUBMISSION TO THE COMMAND GROUP

1.  All correspondence packages destined for the AFSC/JMC Command Group will be placed in a clean manilla folder and assembled as follows:

    a.  A completed AFSC Form 1-2, and any enclosures thereto, will be affixed to the outside of the manila folder with staples, clams or small binder clips as appropriate. DO NOT USE PAPERCLIPS.

    b. The AFSC Form 1-2 will be signed FROM your director & the Approval Routing will begin with your deputy if applicable, then on up to the level required.  See command group routing requirements below.  Mail all 1-2 packages to AMSFS-CS/SACO.  

        (1)  If the package is intended for the AFSC command group, list in order as follows:

AFSC DCS              

AFSC CS 

AFSC DC          
AFSC DCG 

AFSC XO

AFSC CG

NOTE:  If the package being submitted pertains to enlisted military, add AFSC CSM after AFSC DCS in the routing chain.
     (2)   If the package is intended for the JMC command group, list in order as follows:

JMC DCS        
JMC CS 

JMC DC          

JMC XO  

JMC CG

NOTE:  If the package being submitted pertains to enlisted military, add JMC CSM after JMC DCS in the routing chain.

           (3)    If the package needs to be routed through the JMC command group to the AFSC command group, list in order as follows:

AFSC/JMC DCS 

AFSC/JMC CS   

JMC DC                     

JMC XO    

JMC CG

AFSC DC

AFSC DCG 

AFSC XO

AFSC CG

NOTE:  If the package being submitted pertains to enlisted military, add JMC CSM then AFSC CSM after AFSC/JMC DCS in the routing chain.
     c.  Place document to be signed inside the manila folder on the right hand side with

a plastic Executive Cover Sheet over it.   Fasten the correspondence, and any enclosures, to the folder with either clams or small binder clips.  All enclosure numbers to your correspondence will be clearly identified in pencil in the lower right hand corner (encl 1, encl 2, etc).

        (1) Do NOT staple correspondence which is more than one page in length.

        (2) Do NOT affix any “post it” tapes to the correspondence.  The SACO will mark the 

point of signature with an appropriately colored tape when it is logged in.

        (3)  Retain a copy of correspondence in the office of origin.

        (4)  Do NOT send envelopes to the Command Group with signature packages.  After

signed, packages will be dated and returned to the office identified in the "FROM" block of  JMC Form 1-2; they will forward to the responsible POC for mailing.

2.  For "For Your Info"  “ and  "As Requested"  type packages:

    a.  Complete AFSC Form 1-2 and staple, clam or binder clip it, and any enclosures you have, to a manilla folder.  Staple, clam, or binder clip the entire folder closed.  No papers will be inside the file folder. 

    b.  If your package is in response to a Command Group Tasker, a copy of the tasker will 

be Enclosure 1 to the AFSC Form 1-2.

3.  Direct questions to your deputy/directorate/office secretary who will contact the SACO if further assistance is needed regarding assembling/submission of packages to the Command Group or correspondence preparation.

