ARIZONA WING CIVIL AIR PATROL


                        WING SUPPLEMENT 1

Auxiliary of the United States Air Force



              
   CAPR 35 - 1

Luke AFB, Arizona  85309-1175



                           1 March 2004

Personnel Procedures

ASSIGNMENT AND DUTY STATUS

CAPR 35-1, 01 December 1994 is supplemented as follows :

Para 3   (Add)   All AZ Unit duty assignments, including assignments to committees, boards, etc., are unit controlled and should remain within the initiating unit unless requested by Group or Wing Staff members.

On 1 January each year (iaw CAPR 10-3), a current Personnel Authorization Number (yr)-01) for the unit Staff Roster and a current Personnel Authorization Number (yr)-02 for the unit Boards and Committees are required to be prepared and distributed as noted.  Unit updates to the Personnel Authorizations during the year will be numbered consecutively and distributed.  

All CAPF 2a’s appointing unit commanders MUST be submitted to Wing Headquarters for the approval of the Wing Commander.  Wing Headquarters will return the approved or disapproved CAPF 2a to the appointing Group Commander and retain a copy in the Wing Hqs files. 

A current copy of a CAPF 2a for unit appointments to Safety, Finance and Logistics/Supply Officers be sent to “AZ Wing Hqs/DA” with the annual 1 January Personnel Authorizations and will include a contact telephone number and E-mail address in the upper right-hand corner for Wing Staff contact information.  A copy of the CAPF 2a is required to be placed in the member’s unit personnel file.

Any changes in unit appointment of Safety, Finance and Logistics/Supply Officers are required to be in the member’s unit personnel file and a copy sent to AZ Wing Hqs/DA. 

JOHN J.  VARLJEN, COL, CAP

Commander

2 Attachments:   Example – Personnel Authorization Number (yr)-01

                           Example – Personnel Authorization Number (yr)-02

__________________________________________________________________

Replaces Arizona Wing Supplement 35-1, 1 April 2003

OPR :   MSP

Dist:  1 Nat’l HQ, 1 SWR/CC, 1 AZ WG/State Director, 1 ea Unit, 1 Wing Hqs File

Arizona Wing Supplement CAPR 35-1


                          
Attachment 1-1

UNIT NAME

ADDRESS

CITY, STATE, ZIP

PERSONNEL AUTHORIZATION

NUMBER:                         XX-01





01 January 20__

Effective this date, personnel previously assigned to staff positions at (name of unit), Arizona Wing, are relieved from duty without prejudice pending reassignment.  Under the provisions of CAPR 20-1 and CAPR 35-1, the following personnel are assigned duties as indicated to (name of unit), Arizona Wing.  All appointments expire not later than 31 January (enter next year).
COMMAND

   Deputy Commander-Snr*
(rank, name)

(CAPID            

   Deputy Commander-Cdt **
(rank, name)

(CAPID)

ADMINISTRATION
  

   Administrative Officer *
(rank, name)

(CAPID

AEROSPACE EDUCATION


   Aerospace Education Officer *
(rank, name)

(CAPID)

   Internal AEO
(rank, name)

(CAPID)

   External AEO
(rank, name)

(CAPID)

CADET PROGRAMS


   Leadership Officer *
(rank, name)

(CAPID)

   Activities Officer *
(rank, name)

(CAPID)

CHAPLAIN

   Chaplain 
(rank, name)

(CAPID)

COMMUNICATIONS

   Communications Officer *
(rank, name)

(CAPID)

FINANCE

   Finance Officer “
(rank, name)

(CAPID)

HISTORIAN

   Historian
(rank, name)

(CAPID)

INFORMATION SERVICES

   Information Services Officer
(rank, name)

(CAPID)

LEGAL

   Legal Officer
(rank, name)

(CAPID)

LOGISTICS

   Logistics Officer 
(rank, name)

(CAPID)

   Supply Officer *
(rank, name)

(CAPID)

   Transportation Officer 
(rank, name)

(CAPID)

   Maintenance Officer
(rank, name)

(CAPID)

MEDICAL

   Medical Officer
(rank, name)

(CAPID)
    Health Services Officer
(rank, name)

(CAPID)
OPERATIONS

   Operations Officer *
(rank, name)

(CAPID)

   Emergency Services Officer
(rank, name)

(CAPID)

   Homeland Security Officer
(rank, name)

(CAPID)

   CD Officer
(rank, name)

(CAPID)

PERSONNEL

   Personnel Officer *
(rank, name)

(CAPID)

PLANS AND PROGRAMS

   Plans and Programs Officer
(rank, name)

(CAPID)
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PROFESSIONAL DEVELOPMENT

   Professional Development Officer *
(rank, name)

(CAPID)

  Testing Officer *
(rank, name)

(CAPID)

PUBLIC AFFAIRS

   Public Affairs Officer *
(rank, name)

(CAPID)

SAFETY

   Safety Officer *
(rank, name)

(CAPID)

   Cadet Safety Officer *
(rank, name)

(CAPID)
          (CC signature required)

_____________________________

COMMANDER’S NAME, RANK, CAP

Distribution:

Commander, Unit Name

                                           1 – ea Individual

                                                                                                                   1 – ea Personnel File




1 – Hqs AZWG/DA




1 – Unit PA File

Notes: (remove from final PA)
· These are the minimum staffing positions for a cadet or senior squadron.  If 

unassigned then the position should be shown as “Open” or “Unassigned”
                                       **      Additional minimum staff positions in a composite squadron.


The rest of the positions may be staffed at the discretion of the unit commander.         
Information on squadron staffing is located in CAPM 20-1.  A copy of a Word.doc format is available on the Arizona Wing website.  The “XX” is the last two digits of the year. 

1.    This is a sample Personnel Authorization No. XX-01 (asterisks should be removed on the completed form).

2.    DO NOT INCLUDE the Unit commander on the PA XX-01.  They are appointed by the Wing CC. 

3.    The Unit Commander’s signature is required.  This PA serves in lieu of a CAPF 2a for appointments, except a CAPF 2a is required for appointments to Safety, Finance and Logistics/Supply Officers and attached to the annual PAs.  Write in the current contact telephone number and e-mail address in the upper right-hand corner of the CAPF 2a.  A copy of the CAPF 2a must be placed in the Safety, Finance and Logistics/Supply Officer’s unit personnel file,  and a copy sent to Wing Hqs/DA.  A copy of any subsequent changes to these three appointments must be sent to the AZ Wing Hqs/DA.
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                                         Attachment 2

UNIT NAME 

ADDRESS

CITY, STATE, ZIP

PERSONNEL AUTHORIZATION

NUMBER:      XX-02






         1 January 20__

Effective this date, personnel previously assigned to (enter name of unit) boards and committees are relieved from duty without prejudice pending reassignment.  Under the provisions of applicable authorities and the CAP Bylaws, the following personnel are appointed to serve as board and committee members as indicated.  All appointments expire not later than 31 January (enter next year).

AWARDS REVIEW BOARD (CAPR 39-3)

   (rank, Personnel Officer name)
Chairperson


(CAPID)
   (rank, name)
    Member
(CAPID)

   (rank, name)
    Member
(CAPID)

PROMOTIONS BOARD (CAPR 35-5)

   (rank, Personnel Officer name)
Chairperson


(CAPID)

   (rank, Prof Development Officer
   Member
(CAPID)

   (rank, name)
   Member
(CAPID)

MEMBERSHIP BOARD (CAPM 39-2)

   (rank, name of Prof Dev Officer)
   Chairperson
(CAPID)

   (rank, name of Dep Cmdr-Snr)
   Member
(CAPID)

   (rank, name of Chaplain)
   Member
(CAPID)

   (rank, name of Dep Cmdr-Cdt)
   Member
(CAPID)

FINANCE COMMITTEE (CAPR 173-1)

   (rank, name of Unit CC)
   Chairperson
(CAPID)

   (rank, name of Finance Officer)
   Member
(CAPID)

   (rank, name of Admin. Officer)
   Member
(CAPID)

   (rank, name)
   Member
(CAPID)

         (CC signature required)
____________________________
COMMANDER’S NAME, RANK, CAP

Distribution: 

Commander, Unit Name

1 – ea Individual



1 – ea Personnel file


1 – Hqs AZWG/DA

                                                                                                                       1 – Unit PA File
Notes (remove from final PA):
This is a sample Personnel Authorization No. XX-02 (XX is the last two digits of the year).  Required Board and Committee members are named by position.  The Unit CC may appoint additional members as  necessary.   These are minimum Boards and Committees on the Unit level.  If positions are unassigned, show as “open”   

The Membership Committee reviews all cadet and senior applications and recommends approval or disapproval to the Unit CC who has the final decision to approve or disapprove and signs the application.  The Unit CC may designate additional approving authority to their Deputy Commanders.

A MS Word document using this format has been provided in the AZ Wing website for your use.
