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This instruction sets up policies, defines responsibilities, and explains procedures for submitting items for publica​tion in the AFFTC Web Bulletin.  It applies to all organizations and activities assigned or attached to Edwards AFB.

SUMMARY OF CHANGES:  Changes office symbols throughout; updates prescribed IMTform throughout; changes how to submit items (para 2); deletes Persons going on PCS statement (para 3.3.3.); updates AFFTC Form 5444 (IMT) atch 1.

1.  GENERAL.  The Information and Management Branch (AFFTC/ITSI) publishes the AFFTC Web Bulletin daily (except for federal holidays).  Leave sharing, carpool items, notices and for sale items will be listed separately; other recurring items will also be published.

2.  HOW TO SUBMIT BULLETIN REQUESTS:

*2.1.  Use an original AFFTC Form 5444 (IMT), Bulletin Request, or the Centernet on-line electronic bulletin request form to submit bulletins to AFFTC/ITSI.  NOTE:  The AFFTC form 5444 is available electronically, as an IMT for personnel without Centernet access.

*2.2.  AFFTC bulletin requests must be at AFFTC/ITSI by close of business the day before the desired date of publication.  Submit only one form and specify publication dates at the bottom of the form.  You may fax your AFFTC Form 5444 (IMT) signed and completed to us at DSN 527-4564.

*2.3.  Type or clearly print all items double-spaced, using upper and lower case lettering and in a paragraph format.  Do not use abbreviations or all caps.

2.4.  Items must start with a short title, be clearly and concisely written, and conform to the instruc​tions for specific types of items (see paragraph 3).

2.5.  Each AFFTC Form 5444 (IMT) or on-line request form must include the name, office symbol, phone number and an official e-mail address of the originator, or it will be returned.  If the originator cannot be determined, the request will not be published.

2.6.  Telephone requests are not accepted, as all items must be submitted either in writing or via the web.

*2.7.  Coordinate items that relate to forms, form letters, or formats through the AFFTC forms manager (AFFTC/ITSI).

3.  AFFTC BULLETIN FORMAT.  The AFFTC Bulletin is made up of four sections:  Official, No​tices/Information, Leave Sharing and For Sale items.  There is also an "Honors" block, on the first page (see para 3.4).

3.1.  OFFICIAL:

3.1.1.  Items printed in this section are considered orders of the AFFTC Commander.  They are direc​tive in nature and remain in effect for up to 90 days or the event has acquired, whichever is sooner from the date of publication unless otherwise indicated.

3.1.2.  Only organizational commanders, division or branch chiefs, can initiate items to be posted as official items.

3.1.3.  The OPR should replace local policies, pro​cedures, temporary instructions, and directions an​nounced in the AFFTC Bulletin with an AFFTC instruction or supplement within 90 days if the instructions are to remain in effect.

3.1.4.  Limit official items to no more than ten typed lines.  If an item is more than ten lines, the OPR should publish it as a letter and issue it separately.

3.2.  Notices/information Items:

3.2.1.  These items are advisory in nature and of base-wide interest, such as base-sponsored social or athletic activities, club and theater announcements, etc.  Social notices of a personal nature will not be published in the AFFTC Bulletin.

3.2.2.  Items about non-base religious, organization, and club notices will not be published.  Also, any items that state or suggest that the Air Force endorses or favors any specific commercial product, commodity, or service will not be published.

3.2.3.  Limit notices to no more than five typed lines.

3.2.4.  Notices/Information items are published once up to 45 days.

3.2.5.  Notices that require a duty phone, such as squadron booster club announcements, re​tirements, luncheons, etc., may be required to be co​ordinated through and signed by the organization commander/division chief, with the statement, "Use of a duty phone for this function is authorized and will not interfere with the mission of the organiza​tion."

3.3.  FOR SALE ITEMS:

3.3.1.  These items are published daily, for up 45 days, or until sold (whichever comes first).  OPR is responsible for removal of item in writing by submitting a request form on-line and selecting “remove item” or by sending an e-mail to afftc.bulletin@edwards.af.mil.  OPR must include date item was published (i.e. Pub 9-12) and original bulletin in e-mail.

3.3.2.  Items cannot be more than three typed lines.

.3.3.3.  Active duty military personnel, their depend​ents, retired military, and civilians employed at Ed​wards AFB may submit items.

3.3.4.  All items must not represent a commercial enterprise, be for personal gain (except for the one time sale or rental of personal property or real es​tate), nor conflict with services or facilities provided by the government.

3.3.5.  Seller must be the legal owner of item adver​tised.

*3.3.6.  For the one time sale or rental of personal property or real estate, check the nondiscrimination clause block on AFFTC Form 5444 (IMT) and coordinate it through 95 ABW/CEH, Family Housing Manage​ment Branch, before sending to AFFTC/ITXI.

3.3.7.  For Sale items are limited to lost, found, pets, want to buy or rent, for sale or rent, and information concerning the need for witnesses.

3.3.8.  For Sale items will not include Guns and Ammunition per AFFTC/JA.

3.4.  "Honors" block:  The Official section of the AFFTC Bulletin will have an Honors Block.  We list the AFFTC Yearly/Quarterly Airman/NCO/SNCO and Company Grade Officer (CGO) award recipients.  We will also publish command and above award recipients, any category (see para 4.4).

4.  RESPONSIBILITIES:

*4.1.  The Information Management Section (AFFTC/ITSI):

4.1.1.  Decides if an item is Official, Notices/In​formation, or For Sale material.

4.1.2.  May refuse to publish any item that is inap​propriate, controversial, or contrary to Command policy.  Such items will be returned to the OPR/re​quester.

4.1.3.  Edits items that do not meet space limitations, and if necessary, coordinates with the OPR.  If an item appears confusing and cannot be edited, it will be sent back to the originator.

*4.1.4.  Publishes slogans on safety, fire prevention or protection, security, and suggestion programs on a space available basis.  AFFTC/ITSI will decide if other types of slogans are appropriate for the AFFTC Bulletin.

4.1.5.  The Bulletin office does not guarantee the quality, serviceability, or safety of any items adver​tised for sale in the For Sale section.

4.2.  OPR is responsible for ensuring items sub​mitted for publication in the Official section of the AFFTC Bulletin are accurate and clearly written.  The OPR will ensure items have been properly co​ordinated with all offices having an associated inter​est in the subject matter.  The Information Manage​ment Section will return items that are not properly coordinated.

4.3.  The AFFTC Bulletin will be posted electronically on the secured AFFTC intranet (Centernet). Individuals who have been absent are still re​sponsible for reading AFFTC Bulletin published dur​ing their absence.

*4.4.  The AFFTC Command Section (AFFTC/CC) will ensure information concerning recipients of the quarterly and yearly awards for Airman, NCO, and SNCO is received by AFFTC/ITSI in time to pub​lish the names in the Bulletin following the Award Ceremony.  Public Affairs will furnish the infor​mation concerning the recipients of the Company Grade Officer of the Quarter/Year.  Information con​cerning awards from AFMC or higher may be sub​mitted to AFFTC/ITSI on an AFFTC Form 5444, by the concerned office/division.  These Bulletin items must be signed by at least a Branch Chief (if hard copy).

*5.  FORM PRESCRIBED:  AFFTC Form 5444 (IMT).


   WILBERT D. PEARSON JR., Major General, USAF


   Commander

1 Atch
Sample AFFTC Form 5444

          SAMPLE AFFTC FORM 5444 (Atch 1)
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AFFTC BULLETIN REQUEST

SEND PACKAGED FORM BY E-MAIL TO FROM: (OFFICE SYMBOL AND EXTENSION})
AFFTC/TSI . .
afftc.bulletin@edwards.af.mil
INSTRUCTIONS
DEADLINE FOR SUBMISSION IS 1200, DAY PRIOR TO PUBLICATION DATE.
1. OFFICIAL SECTION .
A. The OPR signing this form will ensure that it is factual, clear, and FOR SALE SECTIO'\'I (Continued) ) o )
consistent with Command policy. Proper coordination will be obtained C. ltems are published once and will remain in effect for 45 days, or until
before submission for publication. sold (whichever comes first). OPR is responsible for removing an item
B. Official items are published for 90 days only, unless requirement is before 45 days by submitting a "remove item" request.
extended by directive. D. No firearms will be advertised.
C. Official items will not exceed 10 typewritten lines. E. No commercial business ventures will be advertised.
2 NOTICES SECTION F. items will not exceed 3 typewritten lines.
A. Notices consist of items of timely interest, such as base-sponsored
social or athletic events, club and theater announcements, etc. 4 GENEBAL INFORMATION ) )
B. Notices are published once up to 45 days. A. This form MUST BE SIGNED if returned to ITXI in paper format.
C. Notices will not exceed 5 typewritten lines. B. Certification Block applies only to "For Sale” items.
C. Submit your request on-line:
3. FOR SALE SECTION

https://centernet.edwards.af.mil/pbase_builetin/bulletin_form/index.htmi
D. Submit your request by e-mail: afftc.bulletin@edwards.af.mil

E. Submit your request by fax: DSN: 527-4564

A. Check the appropriate block for type of item being advertised.

B. Ads must include name, home phone number, and duty phone
number, if desired.

5. PRESCRIBING DIRECTIVE: AFFTCI 33-30

PRINT OR TYPE IN UPPER AND LOWER CASE, NO CAPS.

BULLETIN TYPE
[ ] oFFIcIAL [_] NOTICES/INFO [] cARPOOL [ ] LEAVE TRANSFER
FOR SALE/WANTED
[ Jauto [ ]HOMES/APTRENTAL [ ] HOMEFURNISHINGS [ |MISCELLANEOUS [ | PETS [ ] WANTED

I:l REMOVE BULLETIN (INCLUDE PUB#, COPY AND PASTE OLD TEXT IN DESCRIPTION BOX)

ITEM DESCRIPTION

CERTIFICATION

l___] | certify that | am the legal owner of real estate listed. This real estate is available regardless of race, color, religion, sex, or national origin.
,:] | certify that | have coordinated this real estate sale item with Family Housing Management.

I:l | certify that | am the lawful owner of the above-mentioned personal property.

PRINT NAME AND TITLE SIGNATURE

AFFTC FORM 5444, JUL 02 (IMT-V1) Replaces AFFTC Form 5444, Sep 99, which is obsolete





