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1.0
INTRODUCTION

1.1
Document Overview

The following document presents an overview of the completed structure and content of the resource, activity and cost object modules for the SAF/IA Performance Based Costing (PBC) Model.  It also provides a description of the model building approach and assignment methodologies used for SAF/IA and its divisions.  Even though the construction of the modules is now complete, changes and edits will be made to the model on an as-needed basis.  

1.2 SAF/IA PBC Model Overview

KPMG Consulting is assisting the United States Air Force in developing a PBC system that uses Activity Based Cost Management (ABCM) techniques and technology to generate reliable cost information.  This cost information is broken down into six Foreign Military Sales (FMS) core functions, with a further breakdown by country in the cost objects module of the model.  This information will help support the new Performance Based Budgeting (PBB) process by highlighting not only the costs of the six core functions, but also costs of underlying organizational activities and Air Force International Affairs (IA) products/services.  This information will ultimately be used to better justify budgets, to report periodic costs of FMS core functions to the DSCA, and to serve as the foundation for future managerial decisions.

The scope of the engagement required that KPMG Consulting personnel work in conjunction with representatives from within the SAF/IA organization to collect the structure, assignment, driver, and cost data necessary to build a representative and reliable PBC model.

1.3 Acronyms and Definitions

The following acronyms are used in this document.

	ABCM
	Activity Based Cost Management

	ACC
	Air Combat Command

	ADP
	Automated Data Processing

	AFSPC
	Air Force Space Command

	AMC
	Air Mobility Command

	ANG
	Air National Guard

	BOS ICPS
	Base Operating Support - Interim Contractor Personnel Support

	DSCA
	Defense Security Cooperation Agency

	FMS
	Foreign Military Sales

	HQAETC
	Headquarters, Air Education and Training Command

	IA
	International Affairs

	MAJCOM
	Major Command

	MILDEP
	Military Department

	PACAF
	U. S. Air Forces, Pacific

	PBB
	Performance Based Budgeting

	PBC
	Performance Based Costing

	PBCIS
	Performance Based Costing Information System

	SAF/FMBIS
	Assistant Secretary of the Air Force for Financial Management/Budget Investment Directorate/Security Assistance

	SAF/IA
	Deputy Under Secretary of Air Force for International Affairs

	SAF/IAG
	Deputy Under Secretary of Air Force for International Affairs, Staff Action Group

	SAF/IAP
	Deputy Under Secretary of Air Force for International Affairs, Policy

	SAF/IAPA
	Deputy Under Secretary of Air Force for International Affairs, Policy/International Airmen Division

	SAF/IAPD
	Deputy Under Secretary of Air Force for International Affairs, Policy/Foreign Disclosure & Technology Transfer Division

	SAF/IAPQ
	Deputy Under Secretary of Air Force for International Affairs, Policy/Armaments Cooperation Division

	SAF/IAPX
	Deputy Under Secretary of Air Force for International Affairs, Policy/Security Assistance Division

	SAF/IAR
	Deputy Under Secretary of Air Force for International Affairs, Regional

	SAF/IARE
	Deputy Under Secretary of Air Force for International Affairs, Regional/European Division

	SAF/IARL
	Deputy Under Secretary of Air Force for International Affairs, Regional/Americas Division

	SAF/IARM
	Deputy Under Secretary of Air Force for International Affairs, Regional/MidEast/Africa Division

	SAF/IARP
	Deputy Under Secretary of Air Force for International Affairs Regional, Pacific Division

	SAF/IARS
	Deputy Under Secretary of Air Force for International Affairs, Regional/Saudi Division

	SAF/IARW
	Deputy Under Secretary of Air Force for International Affairs, Regional/Weapons Division

	SDR
	Supply Discrepancy Reports

	TDY
	Temporary Duty

	USAFE
	U. S. Air Forces, Europe


2.0
SAF/IA PBC Model Architectural Design

2.1 Resource Module Overview

In the SAF/IA PBC Model, the resource module reflects the organizational hierarchy and expenses for SAF/IA and its divisions as well as SAF/FMBIS.  The specific labor and non-labor resources within each SAF/IA and SAF/FMBIS component are organized into unique accounts, which are assigned to the activity accounts by which these are consumed.  Because of their low materiality, MAJCOM (ACC, AMC, AFSPC, PACAF, HQAETC, USAFE and ANG) resources will not be disaggregated at this time, but treated as single accounts and assigned to activities in a manner deemed appropriate by knowledgeable SAF/IA representatives.

2.1.1 Structure

There are four primary divisions under SAF/IA whose resource costs contribute significantly to the cost of the FMS core functions.  They are SAF/IA Front Office, SAF/IAP, SAF/IAR, and SAF/IAG.  SAF/IAP and SAF/IAR are further divided into the different divisions that reflect their organizational composition.  For a more detailed structure of SAF/IA, refer to Appendix A.

The SAF/IA PBC Model provides the structure for two major categories of resources for cost collection and assignment purposes within each division:  Labor and Non-Labor. 

Labor is further divided into three center-level subcategories.  They are:

· Civilian, 

· Military, and 

· Contract. 

The SAF/IA PBC Model displays labor costs at the individual level.  That is, each division has provided information so that each budgeted position can be captured as an account in Oros.  While Civilian labor accounts can contain separate cost elements for salary by funding source and benefits, Military labor accounts have been developed as Bills of Cost to allow for cost analysis with or without these expenses.

For Non-Labor resources, the account level subcategories reflect the general ledger account categories reported in the PBB process.  They are:

· TDY
· Transportation
· Communications and Utility Rent
· ADP Rent Payments
· Print Reproduction
· Other Services (Non-ADP)
· Other Services (ADP)
· BOS ICPS
· Training
· Supplies and Materials
· Non-ADP Equipment
· ADP Equipment
· SDR
· Other
Any additional non-labor detail can be captured as cost elements subordinate to this account level break out.  

2.1.2 Cost Assignment

Since the costs of individual labor resources had been identified, the next step was to assign them to the activities in the division or department that they work for.  This was done based upon the percentages of time the resources reported that they spend on each of the activities.  A survey tool was used to capture all work distribution data necessary to complete cost assignments from resources to activities.  Future model updates will leverage work hour inputs from the labor hour accounting tool module in CASMIS.  In addition, assignments of departmental non-labor resource costs to activity accounts have been derived based upon input from division chiefs in accordance with accepted ABC principles.  

Appendix F displays the structure and path of cost assignments from SAF/IARS resources to its activities to the six core functions established by DSCA.  The six core functions, with the aide of intra-modular drivers, are further broken down to distribute costs to country for reporting purposes.

2.1.3 Attributes

A total of 11 attributes have been incorporated in the Resource Module and associated with model resource accounts.  These attributes allow SAF/IA to perform dimensional sorts and analyses.  The following is a list and description of these attributes. 

	Attribute Category
	Attribute Sub-categories
	Description

	Country
	Afghanistan, Algeria, Australia, Austria, Bahrain, Bangladesh, Belgium, Canada, China, Czech Republic, Denmark, Djbouti, Egypt, Eritrea, Ethiopia, Finland, France, Germany, Greece, Hungary, India, Indonesia, Iran, Iraq, Israel, Italy, Japan, Jordan, Kenya, Korea, Kuwait, Lebanon, Libya, Luxembourg, Malaysia, Morocco, Netherlands, New Zealand, Norway, Oman, Pakistan, Philippines, Poland, Portugal, Qatar, Russia, Saudi Arabia, Singapore, Somalia, Spain, Sudan, Sweden, Switzerland, Syria, Taiwan, Thailand, Tunisia, Turkey, United Kingdom
	The countries to which an individual resource can be specifically assigned.  Some resources’ costs may not be attributed to specific countries.

	FTEs
	1 = Full-Time, Consistent Overtime >1 and <1 = Part-Time
	Reflects percent of time, with 1.0 representing a full-time equivalent (FTE); 1 FTE corresponds to approximately 40 hours per week throughout the duration of a year. 

	Funding Source
	Case, CMCS, FMS Admin, IMET Admin, O&M, RDT&E (3600)
	The pool of money from which the costs of the resources are funded

	Labor Type
	Military, Civilian, Contractor
	The types of labor resources

	Level
	GS-6, GS-7, GS-8, GS-9, GS-10, GS-11, GS-12, GS-13, GS-14, GS-15, SES-1, SES-2, SES-3, SES-4, SES-5, SES-6
	Civilian resources’ grades

	Non-Labor Type
	ADP Equipment, ADP Rent Payments, BOS ICPS, Communications and Utility Rents, Non-ADP Equipment, Other, Other Services (ADP), Other Services (Non-ADP), Print Reproduction, Supplies & Materials, Supply Discrepancy Reports, TDY, Training, Transportation
	The PBB account types to which the non-labor costs are assigned.



	Part - Time
	Part - Time,  (Blank)
	Identifies if position is part-time or not.

	Program
	Admin, Attaché, Division, FAO, IP/SAO, PEP, SRC
	The programs to which an individual resource can be specifically assigned.  Some resources’ costs may not be attributed to specific programs.

	Rank
	E1, E2, E3, E4, E5, E6, E7, E8, E9, O1, O2, O3, O4, O5, O6, O7, O8
	Military resources’ ranks/pay grades

	Resource Cost Type
	L, N
	Identifies the type of resource, labor or non-labor.

	Step
	1, 2, 3, 4, 5, 6, 7, 8, 9, 10
	Civilian resources’ steps within each grade


For an overview of the SAF/IA PBC Model resource module for selected divisions, highlighting resource centers and their accounts, refer to Appendix B.

2.1.4 Resource Drivers

Resource Drivers are used in assigning labor and non-labor resource costs to activities.   These drivers reflect the proportional consumption of resources by the activities and are based upon operational data.  The following is a list and description of these drivers. 

	Driver Name
	Description

	Evenly Assigned
	Resource cost is distributed equally amongst all activity accounts to which assigned.  

	Percentages
	Resource cost is allocated to designated activity accounts based upon an estimated proportion.  Typically based on input provided by individuals, division leaders and/or Subject Matter Experts.


2.2 Activity Module Overview

All organizational activities have been identified and entered into Oros, where the appropriate resource costs have been assigned to the activity accounts based upon the percentage of time or effort spent on each activity.  This knowledge of activities was key to building the SAF/IA model, which will be used to provide accurate information for cost analysis.  It is important to note that while each division has its own unique “list” of activities, there is an Activity Dictionary that identifies the standardized, discrete activities that are similar or common across the organization.  Following this principle, the use of attributes in the activity module will provide visibility into activity costs within a single department, as well as across multiple departments.  

2.2.1 Structure

The center-level organizational hierarchy from the resource module for SAF/IA and its divisions, SAF/FMBIS, and the MAJCOMS, has been replicated in the activity module.  Each of the organizational centers contains activity accounts that reflect the work efforts of that particular entity.  In other words, each SAF/IA division has a unique activity center that is made up of accounts that identify the activities that the people within that division perform.  

For an overview of the Activity Module structure, please review Appendix C, which lists individual activities and division for a representative sample of SAF/IA divisions and their departments.  For the definition of each activity, please review Appendix G.  

2.2.2 Cost Assignment

The activities of SAF/IA divisions are assigned to the FMS core functions.  Where a one to one assignment from departmental activity accounts to the FMS core function accounts is possible, percentage (100%) serves as the driver for the assignment of activities to the cost object accounts.  In all other cases, operationally relevant drivers, such as estimated percentages that reflect proportional consumption of activities by the core functions, were selected (based upon available data) and used as the basis for assigning activity costs.

2.2.3 Attributes

There are five attributes for all SAF/IA’s activities.  They are:  Activity, Cost Driver, Value, Ability to Influence, and Complexity.  All of these attributes will be used as mechanisms to measure and analyze opportunities for process improvement.  The following table lists the activity attributes and their descriptions.

	Attribute Category
	Attribute Sub-categories
	Description

	Ability to Influence
	Great – the major organization being modeled (i.e., SAF/IA, AFSAC) has a great deal of control over the way an activity is performed and whether or not it is performed.

Little – the major organization being modeled (i.e., SAF/IA, AFSAC) has little  control over the way an activity is performed and must seek approval of higher headquarters or Congress to modify.
	Degree of flexibility inherent in the way a given activity is performed, or the ability of the organization to change the way this activity is performed or stop performing it altogether.

	Activity
	See Appendix G, the SAF/IA Activity Dictionary.  Each discrete activity is an attribute.
	Allows for the viewing and summary of same activity costs across all departments

	Complexity
	High complexity – the activity is relatively complex in nature, involves numerous tasks and may be cross-functional in nature.  

Low complexity – the activity is not very complex in nature and involves a few relatively simple tasks and is probably not cross-functional in nature.
	The difficulty of performing a given activity due to the number of steps necessary for completion, time to completion, or other relevant factors.

	Cost Driver
	Computer Systems, Employee Training, Employee Turnover, Geographic Location, Organizational Culture, Policies, Procedures, Public Law, Quality, Reliability, Technology
	The factor(s) which cause a given activity to be performed – i.e.,  the performance of a given activity is required by public law, accepted procedures require a given activity to be performed, etc.  This is the “root cause” that must be attacked in process improvement to reduce or eliminate activity costs.

	Value
	High, Low
	From an organizational viewpoint, the perceived value that a given activity has to that organization’s mission.


2.2.4
Activity Drivers

There are two Activity Drivers used to distribute activity costs to the six core functions.  They are Evenly Assigned and Percentages.  The following table displays the drivers and their descriptions.

	Driver Name
	Description

	Evenly Assigned
	Evenly assign an activity’s cost to all six core functions.

	Percentages
	Cost is allocated to designated core function based upon an estimated proportion.  Typically based on input provided by division leaders and/or Subject Matter Experts.


2.3 Cost Object Module Overview

The cost object module was used to capture the costs associated with the six core FMS functions, as well as provide visibility into how these costs are consumed by customers (countries).  This information will form the foundation of PBB.  In this respect, it provides a process view of the costs incorporated in the SAF/IA model.  

2.3.1 Structure

There exist two views of this module’s structure:  core function and region/CINC.  Each of the six FMS core functions, as well as each region, is captured at the center level in the cost object module.  Each core function is further subdivided into eighteen accounts, forming a hierarchy used to aggregate SAF/IA’s activity costs by FMS core functions (see Appendix E).  Similarly, each region/CINC is subdivided into individual countries, to which costs are assigned from the core functions via intra-modular drivers.  Countries listed as accounts were selected based upon total dollar value and case volume.  It is important to note that the fifty countries included in this module represent 95% of the current Air Force customer portfolio, in terms of sales.  Also, costs associated with the International Airmen Program have been assigned to a distinct cost object and as they are not part of the security cooperation community.  These International Airmen Program costs are not assigned to countries in the intra-modular assignment.

2.3.2 Cost Assignment

Costs are intra-modularly assigned from the FMS core functions to the corresponding country or countries using several drivers.

2.3.3 Attributes

Attributes are not currently being used for the cost object module.

2.3.4 Drivers

There are seven drivers used to make intra-modular assignments within the cost object module to break down cost to the countries level.   The weighted drivers were created using a comparative factor assigned to each case type based on the level of effort required for each type of case.  The following table displays these drivers and their descriptions.

	Driver Name
	Description

	Equal Distribution (by Country)
	Assign a core function’s cost by equally distributing cost among all countries.

	Number of Cases
	Assign a core function’s cost by country based upon the number of cases.

	Sum of Weights (All Case Types)
	Assign a core function’s cost by country based upon the weighing of all case types.

	Sum of Weights (E/K/L/M&Q Cases)
	Assign an activity’s cost based upon the weighing of E/K/L/M&Q Cases.

	Sum of Weights (G Cases)
	Assign an activity’s cost based upon the weighing of G Cases.

	Sum of Weights (G&S Cases)
	Assign an activity’s cost based upon the weighing of G&S Cases.

	Sum of Weights (T Cases)
	Assign an activity’s cost based upon the weighing of T Cases.


3.0 Model Issues and Assumptions

3.1
Overview

The model issues and assumptions provided in this section correspond to the set of business rules used in developing the SAF/IA PBC Model.  Establishing these rules was essential for creating relevant models and understanding PBC model results.  They also provide a meaningful baseline that can be replicated for all other Air Force organizations participating in the PBCIS implementation effort.  This will result in a level of standardization that supports consolidation, analysis, and reporting at the Air Force and DSCA corporate levels.

The DSCA’s initial use of PBC data will be to identify how FMS Admin funds are being spent, and use these activity/functional costs to support the PBB budgeting process.  This will allow DSCA to better justify its budgets to Congress, as well as its costs to customers.  For more details on this matter, please review the DSCA Requirements Document.

3.2 Resource Module

The resource module hierarchy reflects the SAF/IA organizational structure.  Each divisional entity is composed of labor and non-labor resources.

3.2.1
Labor

Labor resources will be distributed to activities based upon percent of total time recorded, reflecting “productive” time only.  Leave, sick and other time off will not be recorded, and thus will not impact the time distribution.

Results of individual time and effort reporting, whether estimated percentages captured via survey tools or hourly figures consolidated through a labor hour accounting application, provide a reasonably accurate and valid representation of actual time spent on activities.

Other rules underlying the labor resources, broken down by subcategory include:

Civilian:
· Actual pay for each position/individual is loaded as a Cost Element (CE)

· Fringe benefit for each position/individual is loaded as a separate CE and reflects actual dollars

· OT parsed out separately in G/L or personnel pay records will be captured as a CE for that position/individual

· Time>40 hours that is not captured as OT in payroll system will be considered part of the “productive” base
Military

· Standard loaded rate used for each rank/grade 
· Military labor accounts are loaded as Bills of Cost that can be switched on and off during model calculation, depending on whether or not these dollars are to be included in a particular analysis
· IMA billets will be handled separately on a case-by-case basis.  In general, they will be modeled as a part-time military labor resource, with cost reflecting the percentage of time spent on active duty during a fiscal year.
Contractor

· Individual positions will be identified, with an evenly distributed contract dollar value placed upon them.  This method only applies to contractors who fill “full-time support” billets.
· Contracts that involve non-recurring work/activities will be captured as a non-labor resource.
3.2.2 Non-Labor

The individual PECs (from the Air Force general ledger) are assigned as CEs to the fourteen non-labor accounts as defined by the client.  The resulting non-labor resource accounts will be distributed to activities based upon cause-effect relationships as previously discussed in Sections 2.1.2 and 2.1.4.  Cost pools and allocation methods will continue to evolve as the model design progresses; these will be documented upon completion of the SAF/IA model, and as necessary in accordance with configuration management requirements.

· No facilities related costs are included.
3.3
Activity Module

Like the resource module, the activity module also reflects the SAF/IA organizational structure.  Each SAF/IA division was modeled as a unique activity center composed of activity accounts that represent the work efforts of that division’s personnel.  

Other assumptions underlying the activity module design were the following:

· Each lowest center level organization has the responsibility and opportunity to identify and define its unique work activities.

· When possible, activities that are similar or common to multiple divisions will be standardized (in definitional terms) to allow for corporate level aggregation.

· Individual division leads identified the assignments (performed a crosswalk) between their activities and DSCA core functions; these estimates provide a reasonably accurate and valid representation of how work efforts are consumed by the core functions.

· Individual LHAT submissions provide a reasonably accurate estimate of how labor is consumed by activities.

It is important to note that the definitions of each activity attribute have been standardized and rules of thumb for their use have been created.  

3.4
Cost Object Module

The cost object module hierarchy reflects the composition of the six FMS core functions, with a breakout of cost by country.  Intra-modular drivers are used to distribute cost information from the six core functions down to individual countries.

Other assumptions:

· Assignment paths are an accurate and operationally relevant reflection of the level of effort of work performed by personnel in SAF/IA.

· Driver quantities are accurate and derived from existing, valid data sources.

· Though not direct, this cost assignment methodology provides reasonable basis for managerial accounting and decision making.

4.0 Appendices

4.1
Appendix A – SAF/IA Organizational Structure
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4.2
Appendix B – The Resource Module
SAF/IA Front Office Resources
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4.3 Appendix C – The Activity Module

SAF/IA Front Office Activities
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SAF/IAG Activities
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4.4
Appendix D - Cost Object Module
SAF/IA Core Functions

[image: image5.png]G Fie Edit Model Modules Period View Tools Window Help NE]
B3| slmlel] e =F - BlSE e~ | clels ol k?l\
Nome ReferenceNumber Coxt =
Hiect 42T 03
& 0ot Furtions SFAF 428.165.44034
& CADSCA Core Funtions SAFNAF 52480243534
& SaPeLon TAF 41.684581.34
53 Perfom Pre-LOR Astiviies 114F $1.684681.34
E2 3 Case Development 248 41,186,785
&3 Develop and Prepare LOA 214F $1186.778.65
£ 3 Cave Execution 34F 9453343928
&= Implement Case 314F $340.962.24
& Provide Logistical/Service Support 324F 343637243
&3 Manage Teams 334F $436,698.65
&8 Provide Technical Support 344F 366130316
&3 Manags Finances 354F $1,085561.12
&3 Manage Progiam/CaseLines 364F 70131081
&3 Acquite Aricles & Services 374F $401.271.08
2 C3Cse Closure a7 963739822
B 23 Reconcle and Caiy CoseLine 145 96373922
) 4L Povide PolMidvice/Sugpat 1o Countyegion TESIAAL-AF 4376030
€ IARL Provide Sy Assistance/Supper 1o Courty/Fegions TEBIAAL-AF 454793
) 1AL Dversee County Progiams TAAALAF 185134
) 14RL Suppor Contractrs 18HAAL-AF s3420.38
) IARL Acoorplsh Job Specic Trsiing 2RLAF 4154038
) 18RL Manage Resouces SOURL-AF 117881
) AL Pefom Supenvisa Actvies TADIAAL-AF s1'527.86
) 14RL-Perform Admin Functions T261ARL-AF $2,42463
) 14RP O vesee County Progams TARP-AF 515367 62
) P Horor CMCS Progiam T0514F-AF $102321 60
€ 18P Manage Secuity Assitancs Financis Docunerts SUAPH-AF 4155950
) 14P%-Perform Case/Line Reconciliation 127APR-AF $39,796.95
G 14RM-Acise/Suppor Oher US Govermert Agercies TAARM-AF 4535247
) 1AM Dversee County Progiams THAR-AF $15507.73
&) Acconplsh MAJCOM FMS Duties 190MAICOM-AF 443552000
B €30thr Sty Coopeaton SaF 4535587523
&3 Perfom Other Secuity Cooperation Activities 514F $5,955.975.23
1 Busiess Sustsining 6aF 10744 10262
& Cimemationt Aman Progam aF 4334300500
{23 Intemationl Aitman Program 714F $3,343.005.00
& (£ ONC Courty ONC/Counyaf 12484243534
I
ForHelp, press L SingioTool [ [ comuir| |
A start|| 4 € A @ = || #)safia_model_design... [[%8 Oros Modeler - [C.. LG ONSEPD  515PM




SAF/IA CINC/Country
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4.5
Appendix E – FMS Core Function Activities

	Account:
Perform Pre-LOR Activities

	Account Description: 

Efforts expended prior to receipt of a Letter of Request including responding to inquiries, pre-requirements determination, developing Total Package Approach requirements, staffing technology release issues, and pricing and availability information.

	DSCA Core Function:
Pre-LOR


	Account:
Develop and Prepare LOA

	Account Description: 

Efforts required to process customer request, gather, develop and integrate data for preparation of a Letter of Offer and Acceptance (LOA) under the Total Package Approach (TPA) concept.  These efforts continue from receipt of a customer's Letter of Request (LOR) through pricing and availability.  Efforts required to prepare a LOA including case, staffing requirements determination, countersignature and customer acceptance.

	DSCA Core Function:
Case Development


	Account:
Implement Case

	Account Description: 

Initial financial and logistical actions required to process an accepted Letter of Offer and Acceptance; process, implement and staff LOA; and update associated reports.  

	DSCA Core Function:
Case Execution


	Account:
Manage Program/Case/Lines

	Account Description: 

Efforts required to manage, execute and administer the delivery of products and services in support of LOAs.  Perform case coordination efforts, case documentation, and case reporting.  These efforts may be handled by different organizations at the case level and/or case line level as appropriate.  These efforts include case/line planning, program management reviews, country management reviews, oversight of materiel processing efforts, and other wide ranging efforts that provide case/line oversight.

	DSCA Core Function:
Case Execution


	Account:
Manage Teams

	Account Description: 

Efforts required to manage field teams tasked with delivery of products and services in support of LOAs.  Perform team coordination efforts, scheduling, and equipment transport that support field delivery.  These teams are commonly tasked with training, site surveys, and on-site inspections as well as QATs, TATs, and TAFTs.  This may also include receiving call-up messages from SAOs, conducting or completing detailed mission analysis, entering SAT data into SATMS, SAT Personnel Sourcing, SAT Preparation, SAT deployment, SAT Support or Sustainment, and ending SAT missions.  

	DSCA Core Function:
Case Execution


	Account:
Acquire Articles & Services

	Account Description: 

Acquisition efforts associated with planning, document preparation, solicitation, contract negotiations, contract award and contract administration in support of security assistance operations.

	DSCA Core Function:
Case Execution


	Account:
Manage Finances

	Account Description: 

All financial actions required from case implementation up to case closure, including development and execution of financial plans, database management, financial delivery reporting, and surcharge review.

	DSCA Core Function:
Case Execution


	Account:
Provide Technical Support

	Account Description: 

All efforts that contribute to the technical support of the case/line tasks.  These efforts include technical reviews, customization of products/services, engineering design,and quality assurance.  This activity also includes the technical efforts performed by Program Management or PEO staffs.

	DSCA Core Function:
Case Execution


	Account:
Provide Logistical/Service Support

	Account Description: 

All efforts that contribute to the logistical/service support of  the case/line tasks.  These efforts include pre-fielding logistics/maintenance, sustainment, materiel/item management, CLSSA Program management, and Repair and Return Program management.

	DSCA Core Function:
Case Execution


	Account:
Reconcile and Certify Case/Line

	Account Description: 

All actions required to perform logistical, service, and financial reconciliations of a case and/or line.  Completion of this activity indicates transfer of the case/line to the next reviewing authority.

	DSCA Core Function:
Case Closure


	Account:
Perform Other Security Cooperation Activities

	Account Description: 

All actions required to perform a variety of security cooperation efforts that are not addressed elsewhere.  These actions include the following: Presidential Determinations;  munitions control review/assessment; excess defense articles;releaseability disclosure; Army/Industry conference activities; Peacekeeping Operations, leases; coproduction; licensing; program monitoring; special defense acquisition fund; and internal audits.  This does not include IMET training or Counter Narcotics activities which are included as part of the normal case/line activities.

	DSCA Core Function:
Other Security Cooperation 


	Activity:
Participate in Developmental Training/Education

	Activity Description: 

Efforts/actions taken by individuals to ensure that they are properly trained and educated to perform their duties effectively and efficiently.  These may include completing formal course work, attending instructor-led training, and taking on-line training courses.



	DSCA Core Function:
Business Sustaining


	Account:
Perform General Administrative Services

	Account Description: 


Efforts required in providing administrative and secretarial support which are not directly related to the Case/Line.  This may include managing correspondence, maintaining files, coordinating and scheduling meetings and conferences, and inputting time and attendance, and providing other administrative support services (i.e. processing passport/visas, requisitions for internal purchases, administering personnel related programs, developing contingency plans, etc).  

	DSCA Core Function:
Business Sustaining


	Account:
Perform Manpower Activities

	Account Description: 

Efforts required in performing human resource/manpower related activities.  This may include maintaining TDA and personnel control documents, validating or evaluating manpower requirements, or participating in manpower studies. 

	DSCA Core Function:
Business Sustaining


	Account:
Perform Management Duties

	Account Description: 

Efforts expended in providing supervision and other related managerial duties.  Management duties may include providing leadership and guidance, completing performance appraisals, providing guidance on training and development including IDPs, counseling employees and resolves personnel conflicts/issues, performing internal management control evaluations, developing Strategic plans, or certifying time and attendance.

	DSCA Core Function:
Business Sustaining


	Account:
Develop Policies/Procedures

	Account Description: 

Efforts required to provide financial and logistical policy.  Efforts may include interpreting, establishing and issuing policies/procedures, developing notes and/or developing checklists or SOPs (Smart Books), special studies, and implementation of new management systems.  

	DSCA Core Function:
Business Sustaining


	Account:
Provide IT Support

	Account Description: 

Efforts required to manage and support current and future information systems including related training and systems security.  This should include network management, system management, automation training, information security, Help Desk and Visual Information activities.  

	DSCA Core Function:
Business Sustaining


	Account:
Develop/Execute Budget

	Account Description: 

Efforts/actions required to execute and monitor budgets and manpower requirements.  This includes preparing budget, executing internal operating budget (including committing, obligating and validating expenditures), monitoring budget execution, as well as conducting work analysis/resource allocation.  

	DSCA Core Function:
Business Sustaining


4.6 Appendix F – Cost Assignment Table

SAF/IARS Resources   

        Activities
   

 Cost Objects

	Labor

· Civilian

· Military

· Contract

Non-Labor

· TDY
· Transportation
· Communications and Utility Rent
· ADP Rent Payments
· Print Reproduction
· Other Services (Non-ADP)
· Other Services (ADP)
· BOS ICPS
· Training
· Supplies and Materials
· Non-ADP Equipment
· ADP Equipment
· SDR
· Other
	· Advise/Support USAF Leadership

· Advise/Support Other US Government Agencies

· Provide Pol/Mil Advise/Support to Country/Region

· Provide Security Assistance/Support to Country/Regions

· Develop Cases

· Oversee Country Programs

· Maintain Country/Regional Currency

· Support Contractors

· Attend Official Functions

· Accomplish Career Development Training

· Accomplish Job Specific Training

· Coordinate Division Training

· Manage Resources

· Perform Supervisory Activities

· Perform Admin Functions

· Perform Additional Duties


	Pre-LOR

Case Development

Case Execution

· Implement Case

· Manage Program/Case/ Lines

· Manage Teams

· Acquire Articles & Services

· Manage Finances

· Provide Technical Support

· Provide Logistical/Service Support

Case Closure

Other Security Cooperation

Business Sustaining

· Participate in Developmental Training/Education

· Perform General Admin Services

· Perform Manpower Activities

· Perform Management Duties

· Develop Policies/Procedures

· Provide IT Support

· Develop/Execute Budget

CENTCOM

EUCOM

PACOM

SOUTHCOM

OTHERS


4.7 Appendix G – SAF/IA Activity Dictionary

	Activity Number
	Activity
	Activity Description

	1
	Accomplish Career Development Training
	Includes civilian career development, PME, language training (LASI), DLAMP, etc.    

	2
	Accomplish Job Specific Training
	Includes DISAM, DLAMP, area/regional studies, State Dept courses; for non-country directors, specific functional courses.    

	3
	Administer ADP Security Program
	Coordinate with SAFNET (Secretary of the Air Force Network).     

	4
	Administer International Activities Program Elements
	Budgets and administers International Activities Program Elements to pursue and support IAC opportunities and programs. (Global Hawk, JSF, Air shows, Coalition Warfare Program, NATO R&D PEM, NC3A, Space, UCAVs, Small Diameter Bomb)  

	5
	Administer SAF/IA Offsite and Conference Program
	Schedule quarterly event, prepare agenda, moderate activity, publish minutes, and ensure completion of action items.

	6
	Advise IA Sr Leaders on Civilian Issues
	Includes manpower, training and policy issues.     

	7
	Advise/Support Other US Government Agencies
	Includes Congressional inquiries, FOIAs, joint staff taskers, State Dept, general interface and support provided to other DOD agencies, state dept, congress.   

	8
	Advise/Support SAO (Security Assistance Office)
	Provide MILDEP Guidance, through unified commands to SAOs, includes policy, procedure, philosophy.    

	9
	Advise/Support USAF Leadership
	Provides complete support to USAF/OSD principals. Includes background/point papers, trip/visit books, briefings, taskers, etc. Represents IA at forums including Air Senior National Representative & NATO Air Force Armaments Group.  

	10
	Advises & Consults on Internal Manpower/Organizational Issues
	Provides consultation/guidance to SAF/IA country directors, Air Staff & field organizations on various SA/FMS issues. Advises & supports SAF/IA staff on proposed changes to Manpower requirements & organizational structure.  Validates all manpower & organizational structure changes in accordance w/ existing Manpower guidelines & AF policy; such as grade conversions, management headquarters ceilings & rated officer management.    

	11
	Allocate Program Approved FMS Manpower Requirements
	Allocates all Security Assistance (SA) manpower to support FMS workload, resulting from signed & implemented LOAs.  Ensures correspondence are submitted to HQ USAF/XPMP & respective MAJCOM XPM. Directs MAJCOMs to monitor AF FMS manpower associated w/ case execution.    

	12
	Approve Foreign Visit Requests
	Documents disclosure guidance related to each visit.     

	13
	Approve Requests for ALANs
	ALAN (Aircraft Landing Authorization Number) - coordinate and approve foreign gov't aircraft to land and use facilities at AF bases.   

	14
	Assist Program Element Managers with Financial Budgets
	Includes oversight of extensions, identify and solve problems, help with budget submission.    

	15
	Attend Career Development Training
	Includes civilian career development, PME, language training (LASI), DLAMP, etc.    

	16
	Attend IA Staff Meetings
	Disseminate AF and organizational information as well as input from division chiefs.  Includes DSCA, DOS, SAF/IA, COOP meetings.    

	17
	Attend Meetings & Conferences Training Programs
	Represent division and provides AF international programs perspective at meetings hosted by DoD, unified command and others.   

	18
	Attend Official Functions
	Includes Embassy functions/meetings, IP Luncheons, foreign visits, escort duties, etc.    

	19
	Communicate with Allied Representatives
	Communicates with allied representatives to identify common needs, objectives, projects, procedures, and capabilities of mutual interest (Foreign Comparative Test, NATO RTO).   

	20
	Control Long Distance Telephone Calls
	Reconcile billing for overcharges and misuse.     

	21
	Coordinate Air Force Attendance in Foreign PME
	SAF/IAP focal point for USAF officer attendance at foreign PME schools, provide guidance/procedures to country SAO, SAF/IAR country directors. Coordinates w/ AF/DPD on issues related to USAF office attendance at foreign PME schools.  

	22
	Coordinate Building Management Issues
	Includes customer service issues, space management.     

	23
	Coordinate Civilian Personnel Hiring Process
	Includes coordination with 11th Wing and SAF/AA.     

	24
	Coordinate Division Training
	Prepares Division training plan and monitors/schedules training for Division personnel, including DISAM courses.

	25
	Coordinate Foreign Cooperative R&D Programs
	Includes ensuring MOAs/PAs are in compliance with Fin Mgmt Regs and policies, and ensure fin requirement have been programmed.   

	26
	Coordinate Military Personnel & Manpower Actions
	Includes internal coordination to the 11th Wing of coding AAD requirements.    

	27
	Coordinate on ENDPs
	ENDPs (Exception to National Disclosure Policy) - request to the interagency NDPC for addt'l disc authority. The request is an eval of pol/mil, operational, technological and security issues regarding the initiative. Coordinate with IAD on ENDPs.  

	28
	Coordinate on FMS LOAs
	Includes for recoupment considerations and financial management regulations.    

	29
	Coordinate Weapons Systems Baseline Packages
	Includes developing weapons/aircraft/systems baselines.     

	30
	Coordinate with Industry Leadership
	Includes office calls and correspondence concerning IA policy and FMS issues.    

	31
	Coordinate with Internal Agencies
	Includes FM Staff meetings and interaction with other FM offices as well as FMBI reorganization effort.   

	32
	Coordinate with Outside Agencies
	Includes external to FM (SAF/IA, AQ, GC, and AFXO).     

	33
	Coordinate with PEMs
	Includes all activities to coordinate PEM budgets (NATO R&D, ICRD&A and FCT) with IAPQ.    

	34
	Create & Coordinate International Agreements
	Includes developing, coordinating, and implementing International Agreements (e.g., MOU/MOA) related to Security Assistance issues.  This activity is not related to International Agreements managed by SAF/IAPQ

	35
	Create IA Speeches and Presentations
	Create in PowerPoint and update constantly SAF/IA briefing materials--custom tailor to specific events and audiences.

	36
	Create Travel Books and Schedule
	Includes itinerary, appointments, contacts, schedule, billeting arrangements for SAF/IA Senior Leadership.    

	37
	Create/Coordinate Awards, Decorations, Evaluations
	Time spent developing, reviewing, coordinating, finalizing awards, decorations and personnel evaluation and appraisal packages.   

	38
	Design/Coordinate IT Architecture
	Includes coordinating with contractors regarding installation.    

	39
	Develop & Implement Security Assistance Manpower Policy
	Performs review for accuracy/compliance w/ current DoD/AF policies & policy consultation/guidance for all AF FMS Manpower documents, resolves issues,  & directs changes.  Provides policy consultation & guidance to SAF/IA, SA, & AF manpower communities. Directs AF level Manpower Policy Review Board w/ MAJCOM representatives.    

	40
	Develop and Interpret IT Guidance
	Represent IA at IT related issue meetings, such as CCSB.    

	41
	Develop Background Documents
	Includes talking papers, issue papers, point papers, background papers, etc.    

	42
	Develop Cases
	From receipt of LORs from customer through case implementation (including disclosure).    

	43
	Develop FD&TT Policy/Guidelines
	Develops policies and guidelines (DDLs, advisories, AF instruction, export policies, etc.) for implementation by MAJCOMs, FOAs, DRUs and their subordinate activities.   

	44
	Develop Foreign Disclosure Guidance for International Prgms
	Includes development of Toplines and/or Exceptions to National Disclosure Policy to support FMS, DCS, armaments cooperation activities, exercises, combined operations, etc.   

	45
	Develop IAC agreements
	Develops, negotiates and concludes IAC agreements (TTCP, SEISMIC Monitoring, Loan Agreements).    

	46
	Develop Policy
	Develops, coordinates, and implements SAF/IA & HQ USAF policy for AF participation in the FAO program, PEP and attache’ program.   

	47
	Develop Support Programs
	Designs & executes programs to prepare and place globally skilled AF officers in key positions supporting US Defense, Unified Command and USAF international missions.   

	48
	Develop, Implement, and Monitor CASMIS Manpower Module
	Includes the identification & development of requirements to track Air Force wide manpower in CASMIS.  This includes efforts to enable the MRP process.  CASMIS will be the source database.   

	49
	Develop, Implement, and Monitor CASMIS Personnel Module
	Includes the identification & development of requirements to track Air Force wide personnel in CASMIS.  This will be the primary database to track the International Affairs Career Development Program, to include training, education, and certification.   

	50
	Develop, Implement, and Monitor CASMIS Quad-Chart Module
	Includes the identification & development of requirements to utilize CASMIS to generate quad-charts for all IA divisions.  This includes efforts to web-enable the Quad-chart process, and potential posting to a SIPRNET site.  CASMIS will be the source database.   

	51
	Develop, Review, and Monitor Leases
	Prepares leases for SAF/IA and post milestones for implementation when appropriate.    

	52
	Develop/Maintain Websites
	Direct the development & updating of web content to support the IA community & deliver up-to-date information & resources internally/externally to support entire AF community.   

	53
	Develop/Prioritize Web Enhancement Requirements Packages
	Includes the identification & development of new web & eBusiness initiatives as they pertain to IAPX & overseeing implementation.   

	54
	Develop/Review Financial Management Policy/Procedures
	Ensures adherence to financial mgmt policy.     

	55
	Distribute Daily Run to the Pentagon
	Deliver distribution between Pentagon and Rosslyn locations.    

	56
	Formulate AF Positions on Disclosure Requests
	Includes requests from AF and other Agencies/Services.     

	57
	Handle Tasks Outside Responsibility of Other Divisions
	Congressional, DoD, DOS, USAF Audits, GAO studies.

	58
	Host/Attend Conferences & Meetings
	Represents HQ USAF at interagency and departmental conferences/meetings. Organizes, coordinates, and hosts attache’’ conferences.   

	59
	Implement Drawdowns Authority
	Granting drawdown authority.     

	60
	Interface with USAF HQ & MAJCOM Regarding IAC
	Interacts with Headquarters USAF and MAJCOM organizations on all aspects of IAC, including strategic doctrine, requirements and defense acquisition. (MNSs/ORDs/ADMs, FMS Liaison, MILSATCOM)   

	61
	Interpret FD&TT Policies
	Includes advising AF Personnel concerning disclosure and tech transfer policy and procedures.    

	62
	Issue/Interpret FMS Financial Management Policy
	Issue/Interpret FMS Financial Management Policy (includes Case Closure, budget policy, pricing policy, and DSCA financial/accounting policy.   

	63
	Maintain Country/Regional Currency
	Includes reading on country/regional events, issues, news, reports, internet research, etc.    

	64
	Maintain Understanding of Current Policy
	Includes talking papers, issue papers, point papers, background papers, etc.    

	65
	Maintain Weapons Systems Currency
	Maintain up to date on latest technical/price/availability information on weapons systems, coordinate with industry for info.   

	66
	Manage Acquisition Process
	Perform COTR responsibilities.     

	67
	Manage Acquisition Training/Education
	Interfaces with DSMC regarding curriculum, present instruction to students, manage training schedules and plans.    

	68
	Manage AF EDA Program
	Track requests, prioritize through Coord Committee if required, and report transfers.    

	69
	Manage and Monitor Electronic Countersignature
	Activities related to the implementation and execution of the DSCA Electronic Signature process, to include policy issuance and Air Force-wide procedures.

	70
	Manage and Perform Case Transfer
	Ensure that SAF/IA OAC 43 lines are in balance when cases are transferred to AFSAC.  Work w/ DFAS-Denver & DFAS-Omaha when out-of-balances occur.  Send the transaction in CMCS that transfers ownership of case from SAF/IA to AFSAC.    

	71
	Manage DAS Personnel
	Manages the recruitment & screening of AF officer & enlisted personnel for placement in the Defense Attache’’ System (DAS).   

	72
	Manage DSAMS Program
	Includes meetings, determining requirements, coordinating/directing activities, and resolving problems and issues on the DSAMS Program.   

	73
	Manage Ergometry Cycling Program
	Schedule/proffer cycle ergometry testing for personnel.     

	74
	Manage Execution of FD&TT
	Includes Delegation of Disclosure Authority Letters (DDLs) and Disclosure Support System.    

	75
	Manage FAST Program
	Includes monitoring system transactions, inputting new users & fund cites and system administration.    

	76
	Manage FMS Admin Budget
	Includes data calls creation, integration of field activities MAJCOMs budgets and submit and defend to DSCA, track execution of budget, analyze unfunded requirements, etc.   

	77
	Manage FMS Budget
	Includes formulation of budget submission to DSCA.     

	78
	Manage Human Resources
	Involves planning & administering program to train & develop employees providing guidance to management and employees on training & development matters. Involves responsible, development and monitoring training budget. design & operation of merit promotion plans, RIF, transfer of functions, setting rates of pay. Involving full use of competitive registers, non-competitive appointments,  special appointing authority, i.e. college recruiting by participating in job fairs, career days, developing advertising to appeal to students, developing an intern program.  Involving classifying positions according to their common characteristics of kind of work, level of difficulty, degree of responsibility & qualification requirement.  Involves planning & administering program to train & develop employees providing guidance to management and employees on training & development matters. Involves responsible, development and monitoring training budget. 

	79
	Manage IA Generator Process
	Manage IA generator process at MILDEP level to include agreements database and CPIMS administration/management, international standardization.   

	80
	Manage Internal Manpower Program
	Movement of billets between divisions (UMD (Unit Manning Document) Management). Includes organizational change requests, billet conversions.   

	81
	Manage International Affairs Career Program
	Involves funding, work force shaping, career development, training to include multi-tiered certification. Develop personnel w/ knowledge, skills & abilities required to support IA in the 21st century,  from entry-level personnel at the GS-5/7/9 through to senior leadership GS-15 levels. Involves job analysis, development or application of qualifications standards/rating guides, selection of appropriate staffing methods,  ranking of candidates, interviewing potential employees, design & operation of merit promotion plans, RIF, transfer of functions, setting rates of pay. Involving full use of competitive registers, non-competitive appointments, special appointing authority, i.e. college recruiting by participating in job fairs, career days, developing advertising to appeal to students,  developing an intern program. Involving classifying positions according to their common characteristics of kind of work, level of difficulty, degree of responsibility & qualification requirement.  Involves planning & administering program to train & develop employees providing guidance to management and employees on training & development matters. Involves responsible, development and monitoring training budget.

	82
	Manage Internship Program
	Involves implementation of budget, recruitment and hiring plans/procedures.  AF renewal, college fairs, career development at universities. Involves training plans, provide guidance on employee career development.  

	83
	Manage LATAM Cooperative Fund
	Coordinate and manage a $550,000 discretionary budget used to fund engagement activities in LATAM.    

	84
	Manage Lease Rates
	Includes creating lease rates for foreign countries to lease AF equipment. Review for consistency with FM guidance and approve.   

	85
	Manage Non-NATO Dedicated Training Programs
	Includes Peace Carvin II-III, Peace Fenghuang, Peace Guardian, etc. Includes development of program pricing/fin mgmt policy, review pricing/policy on on-going basis, review all proposed amendment, LOAs, Mods, SAF/FM focal point.  

	86
	Manage Non-recurring Cost Recoupment
	Includes gathering info from field for major equipment to determine R&D expenditures and calculate recoupment costs.   

	87
	Manage PEP
	Develops international memorandum of agreements for the Personnel Exchange Program (PEP) & represents HQ USAF in program reviews/discussions w/ foreign officials.   

	88
	Manage PME & Other Critical Quotas for Int'l Students
	Hosts working groups to develop SAF/IA position on the allocation of USAF PME & other critical quotas for international countries; coordinates/obtains HQ AF approval (i.e. SAF/IA, CSAF, SECAF, as appropriate).  

	89
	Manage Rated Manning Program
	Includes managing US rated personnel supporting foreign flying training programs.    

	90
	Manage Resources
	Includes management of internal financial and computer resources to include; division personnel, internal budgets and division funds including TDY, FAST and supply).   

	91
	Manage Security Assistance Financial Documents
	Includes developing payment schedules (LOA & leases), data system transactions/ interfaces, SAF/IA financial LOA line management.   

	92
	Manage Supply Program
	Includes allocation, purchasing equipment, budgeting, distribution, accountability of equipment (non-IT).    

	93
	Manage Tuition Based Training/Pricing
	Includes policy development, issuing annual call, hosting annual training conference, review & approve all tuition rate prices, consult individually w/ tuition rate preparers, record & maintain databases of tuition rates, work w/ SAF/IA.  

	94
	Manage Unit Leave Program
	Liaison with SAF/AA to ensure personnel entry into LeaveWeb, coordinate any discrepancies/concerns.    

	95
	Manage USAF Counterparts Program
	Prioritize plan for CSAF monthly visits with international AF chiefs.

	96
	Manage USAF International Program for IMS
	Manages the Washington DC portion of the USAF International Program for International Military Students (IMS).    

	97
	Manage USAF Participation in International Airshows
	Coordinate with DSCA, regional CINCs, Air Staff, and MAJCOMs on direct USAF participation at international air and trade shows.  Coordinate and approve leasing of USAF aircraft to defense contractors for display or demonstration.

	98
	Manage USAF Program Involvement
	Manages USAF involvement in the International Cooperative R&D Program, the Foreign Comparative Test Program, the Engineer and Scientist Exchange Program (ESEP), and Data/Information Exchange Agreements (DEAs/IEAs, CRDAs/OTs, Environment, NATO Air Ground 

	99
	Manage USAF Technology Transfer Budget
	Includes acquisition of info systems and services.     

	100
	Manage/Monitor Functional Requirement Review Board (FRRB )
	Includes participation in meetings & informational sessions to help determine, review, prioritize and oversee web & eBusiness initiatives/requirements.   

	101
	Manage/Perform IMPAC Billing Official Duties
	Serves as SAF/IA's POC for billing responsibilities for IMPAC.     

	102
	Manage/Perform IMPAC Card Holder Duties
	Serves as SAF/IA's POC for cardholders with purchasing responsibilities for IMPAC.     

	103
	Monitor CASMIS Program
	Includes meetings, determining requirements, coordinating/directing activities, and resolving problems and issues on the CASMIS Program.   

	104
	Monitor Civilian Pay
	Includes preparation and processing civilian pay reimbursements, estimating civilian pay for budget submissions.   

	105
	Monitor CMCS Program
	Includes meetings, determining requirements, coordinating/directing activities, and resolving problems and issues on the CMCS Program.   

	106
	Monitor DAS AF Personnel
	Monitors the selection and training for all AF personnel assigned to the DAS.    

	107
	Monitor FAO
	Develops and monitors foreign area officers (FAOs) who possess regional expertise and foreign language proficiency to support US global interests.   

	108
	Monitor MAJCOM
	Monitors Major Command (MAJCOM) implementation of IAC programs, projects and associated agreements.    

	109
	Monitor Military Pay
	Monitors and ensures MIL PAY reimbursements are made in an accurate and timely fashion.  This task applies to reimbursements made as a result of a military member of SAF/IA in TDY status utilizing case funds.

	110
	Monitor SAF/IA STU III/COMSEC
	Receive and account for STU III/COMSEC materials and hardware.    

	111
	Monitor Suspense and Task Tracking System
	Log and assign incoming taskers, coordinate w/divisions on existing taskers.    

	112
	Oversee Attache’’ Support Program
	Provides oversight to the AF Biographic Program, AF FEML Program, Air Staff Briefing Program, AF Representational Gift Program, CSAF Introduction Program, and attache’ professional equipments.  

	113
	Oversee Case Financial Status Review
	Includes FMRs, PMRs.     

	114
	Oversee Country Programs
	Monitors/oversees case execution (Includes attending SAMRs, PMRs), etc.    

	115
	Oversee FD&TT Processes
	Includes AF, IAD and OSD oversight actions.     

	116
	Oversee SAF/IA Joint Reader
	Task and QC quick-response Joint Staff taskings to regional and policy desk officers.

	117
	Oversee SAF/IA Theater Engagement Planning Participation
	Incorporate political-military insights into CINC staff planning documentation.

	118
	Oversee US Mail Incoming/Outgoing Processing Transfer Pt
	Coordinate with 11th CS, delivery of items via USPS, FedEx, other commercial carriers.    

	119
	Oversees Participation in IAC
	Oversees USAF participation in IAC policy, programs, and related activities. (IPRs, ACQ policy/DoD policy/AFIs/AFPDs, AFI 16-110).   

	120
	Participate in Audit Reviews
	Includes OPR and OCR on financial audits for security assistance matters.    

	121
	Participate in IPT
	Includes DoD level effort and AF directed efforts.

	122
	Participate in USAF Corporate Structure
	Attend AF Group and Board meetings--backbrief principals.

	123
	Perform Acquisition Functions
	Includes purchasing, contacting vendors, reviewer requests, inventory receipt and management, distribution of equipment.   

	124
	Perform Additional Duties
	Includes military duties (parades, commander call, haircuts, PT), CFC, security program, security manager duties, social functions.   

	125
	Perform FMBIS Specific Additional Duties
	Includes internal FM functions and managing FMBIS ADP requirements, FM Duty Officer.    

	126
	Perform Admin Functions
	Includes security, record of suspense's, time and attendance, courier services, schedules, IAPQ Review, office management, etc.   

	127
	Perform Case/Line Reconciliation
	Financial Review for accuracy. Work w/ DFAS-DE/DFAS-OM for out-of-balances.    

	128
	Perform CASMIS System Administration
	Establish and re-set CASMIS users.     

	129
	Perform CMCS System Administration
	Establish and re-set CMCS users.     

	130
	Perform Customer Account Rep Duties (Regs/Pubs)
	Work as liaison with AF Publishing on products unavailable electronically. Additionally, focal point for any IA publications/forms.   

	131
	Perform Deputy Chief Supervisory Duties
	Country Director mentoring, career advice, giving policy guidance and direction, additional duties.    

	132
	Perform DSAMS System Administration
	Establish and re-set DSAMS users.     

	133
	Perform Exec Correspondence
	Includes review and finalization, staff packages, official correspondence.    

	134
	Perform other FMS duties
	DSCA lease reports, transfer cases, follow-up memos.     

	135
	Perform Records Management
	IA Organizational expert for RIMS, liaison with 11th CS in regards to Records Staging and processing RIMS updates.    

	136
	Perform Reinvention Efforts
	Includes DoD level effort and AF directed efforts.     

	137
	Perform Scheduling
	Business/Social Scheduling for Senior Leadership.     

	138
	Perform Security Management
	Manage all aspects of unit security to include, personnel security, physical security, etc.    

	139
	Perform Special Projects
	Includes International Environmental Issues, Foreign Liaison Officers, Aircraft mishaps.    

	140
	Perform Supervisory Activities
	Includes personnel management activities such as developing/reviewing/coordinating evaluations/appraisals, awards, decorations, manpower requirements, IA staff meetings/offsites.   

	141
	Perform User Test & Evaluate CASMIS
	Ensure that CASMIS system has requirements needed.     

	142
	Perform User Test & Evaluate CMCS
	Ensure that CMCS system has requirements needed.     

	143
	Perform User Test & Evaluate DSAMS
	Ensure that DSAMS system has requirements needed.     

	144
	Perform/Monitor FMS Case Implementation
	Includes processing and monitoring systems transactions.     

	145
	Performs Annual Review of AF FMS Manpower Requirements
	Acts as AF focal point for reviewing/adjusting FMS manpower w/in Unit Authorization File (UAF) & Future Years Defense Plan (FYDP); submits & defends to DSCA.   

	146
	Plan and Oversee Facilities Changes
	Includes changes to physical layout.     

	147
	Prepare & Execute SAF/IA Administrative Budget
	Includes budget execution review; preparation of budget submission, preparation of internal & external reports, ensuring adherence to financial management policies.   

	148
	Prepare & Review Security Assistance Policy
	Includes preparation, review and coordination.     

	149
	Prepare and Monitor DSCA and Congressional Reports
	JAVITS, TIA/Wassenaar, 1238, etc.     

	150
	Prepare LOA Documents
	Includes LOIs, amendments, mods, restatements, pen and ink changes, and assigns required coordination.    

	151
	Prepare Reports and Briefings on Civilian Personnel
	Prepare Reports and Briefings on Civilian Personnel     

	152
	Prepare Trip Books and Informational Packages
	Collate Air Staff and SAF/IA information to provide CSAF with itinerary-ordered read-ahead's for overseas visits.  Prepare CVAI read-aheads for accreditations and international pol-mil visits.

	153
	Prepare/Manage CASMIS Financial Statements
	Includes the identification & development of requirements to execute and track SAF/IA budgets in CASMIS.  This will be the primary database used to develop monthly, quarterly, and yearly financial statements for IA Leadership and Division Chiefs.  This includes efforts to web-enable and automate distribution.

	154
	Process Newcomer Orientation
	Establish checklists to process new hires and new joins.

	155
	Process Personnel Security Clearances
	Perform quality control checks and route packages to 11th SFS.     

	156
	Provide Administrative Support
	Performs required administrative correspondence in support of the attache’ program, PEP, FAO, and SAO.    

	157
	Provide Advice & Counsel on Policy Issues
	Includes meeting attendance.     

	158
	Provide Educational Support
	Plans and programs resources to establish key command language, advanced degree and in-country educational efforts supporting Unified and Major Commands.   

	159
	Provide FD&TT Training/Education
	FDO trng, disc conference, SAO Orientation, web page, Action Officer Disc trng GO Briefing, Mobile Disc trng, web page development/maintenance & support to various training/education for a. This program is SAF/IAD developed, maintained & taught.  

	160
	Provide Functional Training/Guidance
	Includes DISAM course preparation, coordination of other training.    

	161
	Provide Funds Oversight
	Formulates/executes budget preparation for AF attache’ program, PEP and FAO program.    

	162
	Provide Guidance & Training for Doc Prep
	Includes activities for IAPX personnel to provide IA personnel necessary training to utilize DSAMS.  This includes scheduling training either on-site or at DSADC.

	163
	Provide Guidance/Info on DoD Trng Policy, Procedures
	Provide policy & guidance for AF international training to country directors, field activities, HQ AF and other organizations. AF OPR for USAF and joint regulations.   

	164
	Provide IT Support
	Computer/LAN support and Webmaster duties for IAPQ and other SAF/IA divisions.    

	165
	Provide Pol/Mil Advise/Support to Country/Region
	Includes requests for information, general inquiries, visit requests, export licenses, air shows, etc.    

	166
	Provide Responses to RFIs
	Initiated by foreign customers, Steps:  defining the requirement, insuring releaseability, tasking field organizations, receiving and reviewing the responses from field, etc.   

	167
	Provide SAF/IA Training Policy/Procedure Guidance
	Includes SAF/IA In-house orientation, New Employee Orientation (NEO), Civilian Enhancement plans, defense leadership and management program (DLHMP),  Civilian competitive development program (CCDP), Professional Military Education (PME), Capitol Hill & White House Workshops.    

	168
	Provide Security Assistance/Support to Country/Regions
	Includes security assistance-related requests/activities such as pre-LOR efforts, P&A, disclosure issues, leases, EDA, Presidential drawdowns, Third Party Transfer requests, etc.   

	169
	Provide Support for Contingency Operations
	Includes 90 and 120-day deployments.     

	170
	Provide Support to SICOFAAF
	Coordinates all activities associated with SICOFAA and its eight committees. Schedules conferences and delegates, arranges support functions, coordinates action items. CSAF primary support for annual air chiefs conference.  

	171
	Provide Washington DC SAO Personnel Orientation
	Nominates AF members to key Security Assistance Organizations (SAO) positions and organizes Phase III (DC Area) Orientation.    

	172
	Provides External Manpower Guidance
	Acts as AF Manpower focal point for all committees, integrates process teams (IPTs), staff assistant visits, & conferences regarding SA Manpower matters.  Coordinates on Program Action Directives w/ Manpower impact to SAF/IA and/or USAF SA programs. Serves as AF advisor to DSCA & other MILDEPs for AF FMS manpower.    

	173
	Publish International Press Highlights Summary
	Daily compilation of relevant current events taken from Foreign Information Broadcast Service and other open sources.  Send to addressees around the world--attaché’s, staff agencies, etc.

	174
	Represent SAF/IA on Working Groups
	Attend meetings of AF Communications Council, AF Posture Team, AF Senior Working Group, DoD Management Reform Initiative, Functional Requirements Review Board, Information Technology Management Board, and other meetings. 

	175
	Review & Approve Manpower Requirements Package
	Validates & approves all FMS manpower submitted w/ LOAs for weapon system sales, associated logistical support, training, & follow-on support cases.  Ensures manpower is appropriately categorized w/ DoD & AF policy before submitting LOA for counter sign.    

	176
	Review & Resolve Logistical Policy & Issues
	Includes transportation, supply, SDRs, use of DoD logistics channels, EDA, CLSSA, Presidential Drawdowns.    

	177
	Review and Validate Letter of Agreement (LOA) Pricing
	Review lines when pricing decreases are done to ensure monies are available for withdrawal.    

	178
	Review FMS Tactics Manuals
	Review FMS Tactics Manuals.     

	179
	Review LOA Document Packages
	Includes reviews performed at the beginning, during the division reviews and a final review.    

	180
	Review LOA for Compliance with Training Policy
	Review LOAs for compliance with international training policy, recommends changes.    

	181
	Review Technology Transfer Requests
	Formulation of the AF position on Direct Commercial Sales requests to export info, data or hardware having a military or space application. Coordinated w/ All Air Staff offices having a functional interest in the prog/info.  

	182
	Schedule Conference Room
	Coordinate deconfliction for conference rooms.     

	183
	Staff Front Office Packages
	Perform quality control, forward packages, via MS Binder or Task Manager.     

	184
	Support Contractors
	Includes responses to contractor requests, meetings, etc.     

	185
	Support FM Management Meetings/Boards
	Includes interviews panels, corrections boards, awards panels.     

	186
	Support Personnel Center
	Monitors AF-wide individual language and regional qualifications to assist the personnel center in matching resources to requirements.    

	187
	Support Steering & Sub-Committee International Prgms
	Provide advice and expertise on financial issues and special projects for NATO, ENJJPT, and MNFP programs.    

	188
	Support USAF Personnel
	Provides complete support to USAF/OSD principals. Includes background/point papers, trip/visit books, briefings, taskers, etc. Represents IA at forums including Air Senior National Representative & NATO Air Force Armaments Group.  

	189
	Track & Monitor Sole Source Requests
	Includes International Environmental Issues, Foreign Liaison Officers, Aircraft mishaps.    

	190
	Accomplish MAJCOM FMS Duties
	Perform all FMS related duties at the MAJCOM level.
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