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This instruction implements AFPD 36-21, Utilization and Classification of Air Force Military Personnel.  It assigns responsibilities and establishes procedures for management of the military personnel INTRO program within AF/RE in accordance with AFI 36-2103, Individual Newcomer Treatment and Orientation (INTRO) Program.

1.  General.  The objective is to provide information to our incoming military personnel to assist them in establishing themselves and their families with a minimum of inconvenience and confusion.

2.  Responsibilities:
2.1.  AF/REE will:

2.1.1.  Request that the appropriate 3-digit office director appoint a sponsor.

2.1.2.  Prepare a personal letter of welcome from the Chief of Air Force Reserve.

2.1.3.  Set up an inprocessing appointment with the AF/RE Orderly Room.

2.2.   Sponsors will:
2.2.1.  Within 5 workdays after the AF/RE welcome letter has been dispatched, send a letter of welcome and sponsor kit (available in AF/REE) to the newcomer.

2.2.2.  Provide AF/REE with a copy of their welcome letter.

2.2.3.  Assist the newcomer with in-processing into the Pentagon.

2.3.  The newcomer will, within 10 days of arrival, contact the secretary to the Chief of Air Force Reserve to establish an appointment with the Chief of Air Force Reserve.
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