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various ecclesiastical endorsing agencies registered with the Armed Forces Chaplains Board (AFCB) of the 
Department of Defense.  

 
DISCLAIMER: The contents of the Air Force CHAPLAIN CANDIDATE PROGRAM HANDBOOK are subject 
to official Air Force, Department of Defense, and United States Government policy, laws, guidance, and 
instructions.  Contents are subject to change without notice. Candidates should contact the Chaplain Candidate 
Program Manager for the most current guidance and with any questions they may have about their Reserve 
officer status and/or participation in the Chaplain Candidate Program. 
 
The military functions under separate guidance and regulations than normal civilian life. There are documents 
that serve as binding references for policy, laws, guidance, and instructions. There are four that are relevant to 
the candidate: Department of Defense Instruction (DoDI), Department of the Air Force Instruction (DAFI), Air 
Force Manual (AFMAN), and Department of the Air Force Manual (DAFMAN).  
 
CHAPLAIN CANDIDATE PROGRAM HANDBOOK  
This HANDBOOK will provide certain basic information about the Candidate Program in addition to what is 
found in the Individual Reservist (IR) Guide found here: https://www.hqrio.afrc.af.mil/IR-Guide/. The IR Guide 
is required reading.   
 
Used as a reference tool for program participation, this HANDBOOK will clarify many of the expectations the 
Air Force has for candidates, as well as much of what candidates can expect from the Air Force. Answers for all 
questions and issues should be filtered through this HANDBOOK before raising them to the AFRC/HC staff. 
While the HANDBOOK is not exhaustive, it will answer most of your questions - use it well. Read it in its 
entirety.  
 
Candidates transition through four phases in the program. Candidates are categorized by their phase and each 
phase has different requirements accordingly. The HANDBOOK is set up to use these phases (0-4) on each 
section and relevant information to indicate to whom the information applies.  
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PHASE 0

• Accessions & Recruiting Process
• New Candidate who has not yet attended Officer Training School (OTS).
• Take Oath of Office and schedule first training tour including Officer Training School (OTS).
• Qualify for the Chaplain Candidate Program: USAF Requirements, Education Enrollment, 

Ministry
• Time: 4 months to a year to complete

PHASE 1

• Initial Candidate Training (ICT)
• Candidate who has attended & graduated from OTS but has not yet completed the first 

internship tour.
• Attend OTS and ICT (Not Chaplain Candidate Internship Tour (SITT))
• Maintain Eligibility from Phase 0.
• 9 weeks in the summer.

PHASE 2

• Candidate who has completed ONE internship tour.
• First SITT
• 28 Days in one Fiscal Year (October 1 to September 30)
• Maintain Elgibilty from Phase 0.

PHASE 3

• Candidate who has completed TWO OR MORE internship tours but has not met ALL OTHER 
requirements to graduate from the Candidate Program (seminary graduation, ordination, 
etc.) and reappoint as a Chaplain in the Air Force Reserves.

• Second SITT
• 28 Days in one Fiscal Year (October 1 to September 30)
• Maintain Eligibility from Phase 0.

PHASE 4

• Graduation and Re-Appointment Process
• Candidate who has completed ALL PROGRAM REQUIREMENTS (OTS, minimum of 2 

internship tours, seminary graduation, ordination, etc.) and is preparing for graduation from 
the Chaplain Candidate Program and reappointment as a Chaplain in Air Force Reserves.

• Maintain Eligibilty from Phase 0. 
• Time: 4 months to a year.
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chance to complete OTS. Failure to complete OTS on your first attempt, may result in discontinuation 
from the program.  
 
2. INITIAL CANDIDATE TRAINING (ICT) 
All chaplain candidates will participate in ICT during their first year in the program, usually consecutive 
with Officer Training School (OTS).  ICT is conducted in the summer only and is an immersive introduction 
to the Chaplain Candidate Program where candidates will be introduced to the Chaplain Corps and Air 
Force culture.   

 
3. SUPERVISED INTERNSHIP TRAINING TOURS (SITT) 
Supervised Internship Training Tours will follow the successful completion of OTS. Per DAFI 52-101, 
6.3.6.1.2, candidates must complete SITTs as determined by AFRC/HC. Current AFRC policy requires a 
minimum of two (2) SITTs.  

 
PLEASE NOTE:  While the Chaplain Candidate Program is for those currently attending seminary, it may 
extend beyond graduation due to different denominational requirements.  A candidate is not automatically 
“dis-enrolled” from the Chaplain Candidate Program when they graduate from seminary.  A candidate is 
still a part of the program until he/she reappoints as a chaplain or is officially discharged. See related 
information under Continuation. 
 

BOARDS 
There are two major boards applicable to candidates, the Vector Board and the Selection Board. Both boards are 
located at HQ AFRC/HC. All boards and interviews are conducted virtually, there is no travel involved for the 
Candidates. 
 

1. VECTOR BOARD  
All chaplain candidate packages are put before the vector board yearly in the spring. The board ranks all 
candidates to peers according to experience creating a top 1/3, middle 1/3, and bottom 1/3 of candidates. 
The training records of the candidates are used to assign candidates to the best developmental tours.  
 
2. FUNCTIONAL REVIEW PANEL FOR REAPPOINTMENT (PHASE 3) 
Candidates in phase 3 who have met all of the requirements for reappointment meet the Functional Review 
Panel (FRP) The FRP determines if the candidate has successfully completed the program or requires 
further training. The board requires 12 documents to move a phase 3 to phase 4. The requirements may 
change so reach out to the program manager for the most recent checklist. The current checklist:  

1. DD 2088 Form- Ecclesiastical Endorsement. Be sure to have the updated form submitted and on file 
which includes the Reserve and Chaplain boxes checked (the 2088 that is currently on file for 
candidates has the candidate box checked instead of Chaplain).  

2. Original conferred degree transcripts on file as evidence of education requirement fulfillment. 
3. Current Periodic Health Assessment (PHA) on file. 
4. Current Physical Fitness Assessment (PFA) on file. 
5. AF 1288 Form- Application for Ready Reserve Assignment and should be on file with the program 

from initial entrance into the program. 
6. Privileged Communications Statement of Understanding Form. 
7. Pluralistic Environment Statement of Understanding Form. 
8. Evaluations from tours.  
9. Chaplain Candidate Competencies Training Guide 
10. Civilian Ministry Resume. 
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see Appendix J: ARCNet Instructions. Note: Frequently ARCNet is not current due to the lag in system 
interface.  
 
6. MYLEARNING 
myLearning serves as the system where most of TFAT is accomplished. It is best accessed through AF 
Portal. Also, it can be found at https://www.mylearning.org/.  
 
7. MYVECTOR 
myVector is a career development and mentoring tool that allows service members to take an active role in 
their career progression and future. 
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location to work up to 12 hours shift in one workday and will only be credited with the 2 points per day 
maximum. 

 
Candidates must submit a schedule of IDTs and obtain approval from their supervisor in UTAPS-Web. 
IDTs must be submitted (built, submitted, and approved by Program Manager) each year by August 15 as 
place holders for budgetary purposes. 
 
3. POINTS-ONLY, INACTIVE DUTY FOR TRAINING (IDT) GUIDANCE 
Points-only IDT tours are unpaid training days. Candidates receive no military pay for the period of training.  
These periods of duty are training specific and/or approved denominational training where a member is in 
uniform. An IDT period is a minimum of 4 hours (maximum of 6 hours), and there can be up to two IDT 
periods in one duty day. Chaplain Candidates can participate for “Points Only” or “Non-Pay” throughout the 
year when they are not on AT or IDT days.  According to Air Force Manual 36-2136 – Reserve Personnel 
Participation, Paragraph 2.5.1.5 and Table 2.1, the appropriate times one may request “points only” orders 
are as follows: 
• Public Information – Activities that bring favorable publicity to the Air Force (i.e. presentation about 

the Air Force to a civic group or taking part in an Armed Forces Day activity) 
• Reserve Recruiting – Activities supporting the AFRC Recruiting Service (AFRCRS) - results of 

recruiting effort sent to applicable AFR Commander 
• Routine Periodic Medical Examinations (per DAFI 48-123) – Appointments must be at a military 

medical facility (i.e. PHA’s) 
• Professional and Trade Meetings – That which increases the reservist’s professional development or 

mobilization readiness. 
• Chaplain Specific Duties – Invocations, Ceremonies, Retirements, Preaching/Supporting on Base 

Chapel, Leading/Support Chapel Events (i.e. Marriage Retreats)   
• Civil Air Patrol – Support local chapters of a Civil Air Patrol in the capacity of a Chaplain Candidate  
• Annual/Bi-Annual PFA  
• Readiness Items/TFAT  

All “points only” orders require written authorization from the Chaplain Candidate Program Manager and are 
requested through the UTAPS system. A brief description of the event and areas of involvement should be sent 
to Chaplain Candidate Manager upon requesting orders. Candidates requesting points-only IDTs must first 
contact the Chaplain Candidate Program Manager (PM) with their request NLT 21 days prior to the requested 
dates of training.  Candidates will not coordinate with Active-Duty bases for IDT opportunities until after 
contacting the Chaplain Candidate Program Manager.  Once permission is granted, the candidate may contact 
the approved AD Chapel to schedule dates/time to participate.  It is important to remember that candidates 
must be under the supervision/direction of a chaplain while performing points only work.   
 
Points are not rewarded for:  

• Social function (e.g., dining-in, military ball) 
• Attending sports events 
• Attending a meeting of a non-federal organization (e.g., Air Force Association, Reserve Officers Association) 
• Purchasing Air Force uniform items or getting an official photograph or identification card 
• Taking part in non-federal (e.g., Boy Scouts of America) activities 
• Air Force Reserve health service officers in an Extended Active Duty (EAD) status cannot be appointed to the 

Medical School Liaison Officer program. 
• Travel to and from Inactive Duty Training 
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Points Accrual: 
1. Annual Training = member earns 1 point per day during Annual Tour 
2. Inactive Duty for Training (IDT) = member earns 1 point for each period 
3. Points-Only IDTs (no-pay) 

a. Candidate may earn non-paid points for R/R purposes in authorized activities. 
b. Coordinate non-paid IDTs through CCPM, and then on UTAPs. 
c. Maximum 130 points per year (paid/non-paid IDTs) 

 
4. FISCAL YEAR (FY) 
One-year period that the Department of Defense uses for financial reporting and budgeting. It runs from 
October 1st to September 30th every year. As IMAs, the candidates have 12 AT days and 24 IDT periods 
each FY. Fiscal Year (FY) participation requirements are mandatory for Candidates (Candidates fall under 
as IMAs) to remain active in the billet occupied, the candidate position for Chaplain Candidates. Candidates 
who do not meet FY participation must complete a participation waiver template to waive or substitute their 
requirements. 
 
5. RETENTION/RETIREMENT (R/R) 
A 12 consecutive month calendar year (regardless of FY) that begins on the day of the member’s oath date. 
A R/R year begins on one day of one year and ends on the preceding day of the next year. For example, for 
a member with an R/R of 1 July (The day that the member took the oath for the USAF): if the first day 
began on 1 July 2021, then the R/R year would conclude on 30 June 2022. 
 
6. GOOD YEARS / BAD YEARS 
Except for some prior-service members, a candidate's Retirement/Retention (R/R) date is established as the 
day he/she takes the Oath of Office. Each candidate’s “year” begins annually on that date and ends on the 
preceding day one year later.  A candidate needs to earn 50 points each R/R year to have a ‘Good Year.’ 
Points are gained by the following:   
- Membership (15 Points),  
- AT (1 point per day: 14 days = 14 points) and  
- IDTs (1 point per period: 24 periods = 24 points).   
 
More information is available in the IR Guide: https://www.arpc.afrc.af.mil/HQ-RIO/IRGuide/  
 
Additionally, there is a Sweet Spot Calculator at: 
https://www.hqrio.afrc.af.mil/Portals/149/Documents/SWEET%20SPOT%20Calculator.html?ver=AXJe6X
Bk3_aKPJx8kPpelw%3D%3D 
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FIELD EDUCATION TRAINING CREDIT FOR SITT 
Candidates receiving field education credit or evaluation from their schools will provide their tour supervisor 
with the required evaluation form before the training begins. Responsibility and coordination are solely between 
the candidate and the local tour supervisor. 
 
CANIDATE MENTORSHIP PROGRAM 
During ICT, each candidate will be assigned to a mentor. This mentor will guide the candidate through ICT and 
may also help direct them throughout their time in the chaplain candidate program.  During ICT candidates will 
regularly participate in group and individual mentoring sessions. These mentoring sessions are opportunities to 
speak frankly with, and hear from, an experienced Air Force chaplain (Major or higher) who is outside the 
Command Chaplain’s offices.    
 
TRAINING FEEDBACK  
Candidates annually will receive a 475 Training Report. They will also receive a Chaplain Candidate 
Competencies Training Guide(C3TG) to facilitate feedback and log the candidate’s progress through the 
program. CCTGs will be completed each SITT and be used to evaluate the candidate for suitability to 
reappointment as a chaplain. 
 
PERSONAL FOREIGN TRAVEL 
If you are planning to travel outside the United States, contact the program manager for the required Foreign 
Travel Reporting Worksheet and Foreign Travel Training brief. The worksheet is a two-part form. The first part 
is to be filled out prior to travel, and the second part within 5 days of your return.  
 
ANNUAL Training Plan (ATP) 
The Annual Training Plan is used to update personal information such as changes in residence, contact 
information, etc., and to project and track candidate training. All applicants initially complete a Training Plan 
during appointment processing, and then again at the start of each fiscal year (FY) until they complete the 
candidate program and reappoint. Unless otherwise indicated, candidates must send an updated Training Plan 
(and enrollment verification) to AFRC/HCX by NLT 1 Nov annually.   
 
RECORD KEEPING 
KEEP ALL RECORDS. Never trust ANYONE in the military to keep track of your records.  Keep ALL your 
military records in a safe/secure location.  For electronic records, ensure you have backups.  You may want to 
keep paper copies as well.  Following is a bare-minimum list: 
 

1. EMAILS 
Never delete emails. Build an email filing system that categorizes what you receive and from who. Ensure 
that you can access past emails. 
 
2. FORMS 
Acquire forms for everything possible. Keep all forms that you fill out and make copies for records. Keep 
this information in a safe and accessible location. 
 
3. TRAINING RECORDS 
Completion of online training and tour documents should be kept for future reference. 
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If new candidates delay purchasing uniforms until they report to OTS, they must be prepared to pay for 
uniforms upon arrival.  They will not receive the uniform allowance until 4 to 6 weeks after their training 
begins. 
 
Candidates may also wish to purchase one or more of the following optional items –cardigan blue uniform 
sweater, lightweight blue uniform jacket with or without the liner, all-weather blue uniform coat with liner, and 
a black umbrella -- especially if they anticipate a winter training tour or a summer tour in an unusually cold, 
damp, or rainy climate. The Air Force Service Cap, or “Wheel Cap,” is more of a “nice-to-have” item for 
special occasions and memorial services but is rarely required (Honor Guard will wear the wheel cap for 
funerals and memorials, many chaplains will prefer to match during such ceremonies).    
 
UNIFORM INSIGNIA, NAMETAGS, NAME TAPES  
Chaplain candidates are not eligible to wear the chaplain insignia but are authorized to wear badges, devices, 
and ribbons obtained as a result of any military service. Nametapes and rank can be either sewn on or use hook 
and eye, but they must be all be hook and eye or all sew-on (no mix-n-match, exception is patrol cap, the rank 
can be sewn) - sleeve patches will all be hook and eye. 
 
NAMETAGS: nametags are required on the Blues uniform and Service Dress. See DAFI 36-290, Dress and 
Appearance, for wear instructions. 
 
NAMETAPES: Nametapes are required for all OCPs (Operational Camouflage Pattern) - including the OCP hat 
- and can be ordered at the Military Clothing Store.   
 
OCP PATCHES: Candidates will wear the Air Force Reserve Command patch on the left shoulder, and the 
Chaplain Candidate patch will be worn on the right shoulder beneath the American flag. NO OTHER 
PATCHES are authorized. OTS may require the removal of shoulder patches. 
 
BLUES UNIFORM DETAILS  
The short-sleeve blue shirt or blouse may be worn with or without the necktie or tie tab.  The long-sleeve blue 
shirt or blouse must be worn with a necktie or tie tab. The black shoes and socks do not have to be purchased 
through Air Force clothing channels, but they must conform to the standards specified in DAFI 36-2903. While 
required on the Service Dress coat, it is customary for officers to forego ribbons and medals on the blue shirt or 
blouse. 
 
INTERNSHIP TOURS 
Candidates are expected to report for duty in the proper and complete uniform the first day of their Supervised 
Internship Tour. 
 

PLEASE NOTE: In order to fully participate in your internship, you need to take your complete 
Service Dress Uniform with you.  This will enable you to take part in or observe: Invocations, 
Funerals, Official AF functions, etc. 
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2) Notify HQ/RIO/IRM for instructions on possible LOD (ALWAYS).  1-800-525-0102 
 
An Active Duty MTF will tend to treat you as if you are Active Duty, but as a member of the Reserve there 
are additional steps and paperwork required. In many cases the AD MTF is unaware of the different 
requirements. BEST PRACTICE: notify RIO/IRM first, then go to the MTF - but that is not always possible 
or practical.  
 
Tell the MTF personnel that you are a Reservist and MUST have an “LOD” initiated. Many RegAF 
Medical Clinics do not understand this requirement. Please explain to them that without an in the 
Line of Duty Determination, reservists are not eligible for future medical coverage of an injury. 
Request a copy of your medical records from the MTF that treated you before your tour ends and 
check for any discrepancies. You will need accurate records to build your LOD package. 
 
3) Provide RIO/IMR with information from the care provider for a Line of Duty determination (LOD) - AF 
Form 348 
 
4) RIO/IRM will send you an email with detailed instructions. Follow the instructions! 
 
5) Send your completed and signed AF348 and required support documents to RIO/IRM.  

 
From that point, plan on the process to take 3-6 weeks for LOD Determination. In the meantime, your AF Form 
348 signed by a military provider and Active Duty Commander will allow the continuation of care for 55 days. 
RIO/IRM will discuss with you any need for MEDCON orders.  
 
The LOD Determination is set up to determine your eligibility for entitlements (care and benefits).  
- In the Line of Duty: you are eligible, and the government will pay for the cost of treatment for up to 12 months 
from date of injury. Notify your MED POC if your treatment will extend beyond 12 months. 
- Not in the Line of Duty: you are required to pay for your own care and may be required to repay the 
government for benefits and care you have already received. This might be the case if you were injured while 
AWOL or acting in violation of an order or directive.  
 
Not reporting an injury or need for care can also result in denial of future care. Remember, if it isn’t 
documented it didn’t happen.  
 
Bottom line: go to the MTF, report it to RIO/IRM 
 
MEDICAL PROFILE 
A medical profile, AF 469, is a document one receives from the MTF Provider after an injury or surgery.  The 
profile lists duty limitations that the member must adhere to while healing from injury or surgery.  The profile 
should be kept on file at the MTF and in the candidate’s personal records.  Candidate will need to provide their 
profile before performing their PFA. A digital copy can be found in your IMR: 
https://asimsimr.health.mil/imr/MyImr.aspx 
 
LEGAL ASSISTANCE   
Legal assistance is available to candidates and dependents through the installation legal office, or Staff Judge 
Advocate (SJA, or JA), for assistance in the preparation of wills, powers of attorney, notary public service, and 
legal advice. JA is prohibited from entering a formal appearance in a litigated matter on behalf of military 
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Step by Step Instructions for AT Orders. You will need all the dates provided by the program for your tour, 
functioning CAC, Desktop Anywhere, MyFSS access, updated home of record in MyFSS, updated email to 
receive notifications in MyFSS, and supervisor approval (Candidate Program Manager). 
 
Candidates can access MyFSS without a CAC and Desktop Anywhere by creating an account with login 
information. Instructions for creating an account without a CAC are in appendix. 
 
To create AT orders, go to the MyFSS website. You may or may not need a CAC to login, depending on how 
the account was set up. All travel orders (AF Form 938, Request and Authorization for Active-Duty 
Training/Active Duty Tour) are officially authorized and directed by AFRC.  Travel orders specify the location 
and dates of training, verify AT status, secure commercial transportation through government channels, and 
establish entitlements.  Don’t leave home without them!  Keep at least three copies on your person.  NEVER 
give away your last copy of orders.  A signed copy of AF Form 938 is required for military pay and travel 
reimbursement. 
 
If any changes in orders are required after publication, an amendment (MOD) will be accomplished by HQ 
RIO Det 5 after HQ AFRC/HCX validates a need for the revision.  A copy of each MOD to a specific travel 
order must be submitted any time a copy of the original travel order is required for any purpose. 
 
While on tour at OTS, the candidate must pre-certify their 938 orders form for OTS (because the ADT is longer 
than 30 days for OTS).  
 

TRAVEL 
Once orders have been submitted, then the candidate must begin organizing travel. Candidates will travel from 
their home of record to Maxwell, AL for OTS. Then, from Maxwell AFB, AL to Robins AFB, GA. Finally, 
candidates will return home from Robins AFB, GA.  
 
Chaplain Candidates must use Defense Travel System (DTS) for all travel arrangements. For up-to-date 

instructions, visit the HQ RIO Portal (https://www.hqrio.afrc.af.mil/ 
 
Contact Maxwell Lodging (334-953-2055) to book a room using your Government Travel Card (GTC) for the 
night before training starts. (The school will issue you a room for you during training.)  
 

o If they do not have a room, have them email you a Non-Availability letter showing they could 
not give you a room for that night. You cannot get reimbursed without this letter.  

o If they do not have a room, they will give you the names of hotels that offer government rates 
where you will book a room. Remember you must use your GTC to pay for this room. 
Additionally, you will need to coordinate transportation from your hotel to the base. Make sure 
they have base access! 

 
Candidates can be authorized to drive their Personally Owned Vehicle (POV) to and from training. However, 
reimbursement for POV travel is limited to no more than the amount it would have cost the government to 
obtain a commercial airline ticket for the candidate. 
 
Candidates traveling by POV should remember that they are in an official government travel status only on 
the days indicated. Again, no extra travel days are authorized beyond what is stated in the travel orders.  
Travel undertaken before or after dates on the orders is done on the candidate's personal time.  The candidate is 
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therefore liable for any costs related to accident or repair, and no requests for time extensions to reporting dates 
will be granted.  However, medical costs due to illness or injury are covered on the day(s) authorized for 
travel. Additionally, if a candidate drives their POV to training, they cannot expect to be paid for mileage 
driven while there. The Air Force will only pay mileage for a single trip from lodging to the base. 
 
Travel to and from training is accomplished on “travel days” authorized on official orders. The day preceding 
the OTS or Internship Tour start date is the authorized travel day. The official reporting date is the day 
following.  
 
Candidates are released in the afternoon on the final day of OTS and AT Tours and are expected to arrive 
home by midnight of that same day if using commercial means. Overseas travelers are typically authorized one 
additional travel day, either at the front end or back depending on the direction of travel. No additional travel 
time is authorized beyond what is expressly stated in the official travel orders. Travel expenses incurred outside 
of the official travel days will not be reimbursed (with the exception of mileage when driving). 
 
TRAVEL VOUCHER PREP 
The following helps prepare the DD Form 1351-2 (for use when AF 938 directs RTS): 
 

1. Itinerary.  The itinerary starts at one's home address or place of departure (not the first airport).  In 
notification letters of AT tour, HQ AFRC/HC requests candidates to return a confirmation copy listing the 
address from which they would depart and the address to which they would return.  They are expected to 
depart from and return to these addresses.  If circumstances arise necessitating a change in plans, candidates 
must notify HQ AFRC/HCX at once and request their orders be amended.  These orders, and any 
amendments, must be consistent for reimbursement of authorized travel expenses to be made.  If AT travel 
orders are amended, copies of the initial order and all amendments must accompany the DD Form 1351-2 
when filed.  If all itinerary entries will not fit on DD Form 1351-2, continue on DD Form 1351-2C. 
 
2. Mode of Travel & Reason for Stop.  In the itinerary, a TWO-LETTER entry is added for every Itinerary 
entry line.  On the back of the DD Form 1351-2 are sections titled SYMBOLS, only these two-letter entries 
will be used to complete the sections marked Mode of Travel and Reason for Stop. 
 
3. Government Transportation Request (GTR).  The member’s copy of an airline ticket should 
accompany DD Form 1351-2. Fees charged for ticketing must be listed separately from the airfare in 
expenses. 
 
4. Receipts.  Receipts must accompany the DD Form 1351-2 for any "out-of-pocket" travel expenses (i.e., 
taxi fares) that are individually $75 or more. Obtain a full receipt for a rental car as these often get rejected 
by IR Travel. 
 
5. Lodging Receipts.  Lodging receipts must accompany DD Form 1351-2, regardless of amount.  If 
applicable, a statement of non-availability of base lodging must also accompany DD Form 1351-2. 
 
6. Meals and Fuel. Do not list meals on the DD Form 1351-2, these are covered at a flat rate in your ‘travel 
per diem.’ Do not list fuel unless you were authorized a rental car. Fuel for POV travel is covered in the flat 
rate paid for mileage.  
 
7. A completed and Certified AF Form 938 must be submitted with the DD Form 1351-2. 
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8. Amendments to Orders.  At least one copy should accompany DD Form 1351-2 if amendments have 
been made to original orders. 
 
9. Box #9. If payment is received via Travel Advance or from an Accrual Voucher, enter the total amount 
received in Box #9. Failure to do so will result in overpayment. The government will always come for their 
money, just not at a convenient time.  
 
10. LEAVE. Notate any Leave days taken in Box #29 on page 2 of the DD Form 1351-2. 
 
11. Method of Payment.  When the voucher is uploaded to ARPC, candidates receive payment by 
electronic funds transfer.  All payments are sent to the member’s account. It is IMPORTANT to ensure 
the correct information is on your pay documents. REVIEW THEM ANNUALLY.   

 
(See also Appendix D for a template) 
 

NOTE:  Errors in completing and submitting DD Form 1351-2 is the number TWO cause of candidate 
pay problems.  Please pay attention to details.  The candidate and a Reviewer (CCP Manager) must 
BOTH sign the DD Form 1351-2 before it is submitted to IR Travel through MyFSS:  
https://myfss.us.af.mil/USAFCommunity/s/ 

 

TOUR PROCEDURES 
During their tour, Candidates must accomplish IMA requirements and Chaplain Candidate Program 
requirements. 
 

1. READINESS 
Immunizations, Labs, Dental, Physical Test, Computer Based Trainings, & CAC. 
 
2. PROGRAM EVALUATION FORMS 
Candidates will have an LOE that is transcribed by the Program into an Officer Performance Report 
(OPR). Additionally, OTS will have its own evaluation form created by the school. 

 
 

TOUR CURTAILMENTS 
Candidates who are sent home from OTS will have their tour curtailed. Should an unusual or emergency 
situation arise during an AT, HQ AFRC/HC may grant a curtailment (conclusion) of AT.  Candidates should 
coordinate with their supervisor and then request approval of a curtailment from HQ AFRC/HCX. Keep in 
mind: 
- Modifications to travel orders are issued to reflect the new end date.   
- Filing of the end of tour AF Form 938 and DD Form 1351-2 must be delayed until receipt of the finalized 

modifications by the candidate.   
- As a result, receipt of final military and travel pay will likely be delayed beyond the normal time frame. 
 

PAY WHILE TRAINING (PRECERTIFICATION OF ORDERS) 
ONLY APPLICABLE WHEN OTS IS LONGER THAN 30 DAYS:  For candidates going to OTS who want to 
get paid bi-weekly, PRE-CERTIFIED orders (AF 938) must be submitted at the beginning of OTS 
through MyFSS: https://myfss.us.af.mil/USAFCommunity/s/ (see Appendix C for a template) …and a 
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DESCRIPTION 
These ATs occur at various AD bases across the Air Force, even overseas for a select few. On these tours, each 
candidate will be under the supervision of an AD chaplain or chapel team for training, familiarization with the 
role of Chaplains and Religious Affairs Airmen, and immersion in the pluralistic context of military ministry. 
They furnish a background of practical knowledge for potential service in the National Guard, Reserve, and 
Active-Duty chaplaincy. 
 

 PLEASE NOTE:  While the Chaplain Candidate Program is for those currently attending 
seminary, it may extend beyond graduation due to different denominational requirements.  A 
candidate is not automatically “dis-enrolled” from the Chaplain Candidate Program when they 
graduate from seminary.  A candidate is still a part of the program until he/she reappoints as a 
chaplain or is officially discharged. See related information under Continuation (pg. 18). 

 
The maximum benefit occurs when candidates make extensive pre-tour preparations, establish careful 
advance training plans and objectives, and meet at least once a week for a review of training progress during the 
AT.  It is also essential that candidates take personal initiative for accomplishing the training objectives (see 
Chaplain Candidate Competencies Training Guide in the Appendix).  
 
Candidates may perform pastoral and liturgical functions to the extent that they are:  

• Allowed by the candidate's ecclesiastical body. 
• Permitted by Air Force instructions, policies, and guidelines. 
• Authorized by a designated chaplain candidate training supervisor / Chaplain Candidate 
Program Manager 

 
Chaplain candidates are NOT authorized to serve as, or in place of, chaplains (DoDI 1304.28, Guidance for the 
Appointment of Chaplain, para 6.7); therefore, candidates should not counsel individuals.    Candidates may 
be invited to observe counseling sessions with the permission of a chaplain counselor and the counselee.  
Questions about the permissibility of candidate functions and activities should be referred to the Chaplain 
Candidate Program Manager. 
 
For the 12-day AT portion of their tour, they are available for training and tasking 24/7. However, for the 12-
day IDT portion of their tour, 16 hours is the maximum allowable for tasking and training - just like any 
assigned IMA. With the compressed training, CTOs are not authorized on IDT Status and should not be 
expected while on AT but are a local decision for the host Wing Chaplain. Plan to work all 24 days! 
 

ASSIGNMENTS FOR SUPERVISED INTERNSHIP TOURS 
HQ AFRC/HCX is the Office of Primary Responsibility (OPR) for placing candidates at active-duty bases 
for AT tours.  These training placements are made with consideration of the following factors: 
 

1. Feedback on Previous Training Experiences:  During Feedback Week, candidates are encouraged to 
provide feedback on the quality of the training and supervision they experience at their AT base.  This 
information assists us in selecting locations where the highest quality training experiences are available.  
 
2. Availability of Locations:  Active-duty wing chaplains volunteer each year to provide supervised 
training for a specified number of candidates.  The assignment of candidates for AT tours is always made 
with consideration of the wing chapel’s assessment of its needs and suitability as a training location. 
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3. Faith Group Affiliation:  To ensure the most beneficial supervision possible, and to provide broad 
ecumenical exposure, the faith group of the candidate is carefully considered when training locations are 
selected. 
  
4. Travel Funding Limitations: Restrictions on travel funding for reserve training may require us to 
prioritize training resources toward: 
- candidates with the least amount of training,  
- needing the most training,  
- or to limit U.S. students to active-duty bases in the continental U.S. (CONUS).  

 
Similarly, students attending seminary in Europe may be limited to Air Force installations in Europe for 
training. Funding limits for training have been rare but can occur. 

 
Individual candidates and training bases will receive formal notice at the same time confirming training 
placements. 
 

OVERSEAS AT TOURS 
On training tours, you are Ambassadors of the Air Force Chaplain Candidate Program. This is even more true 
during overseas tours.  These tours demand your attention to mission, flight plan, and the unique ministry you 
will witness and participate in.  Therefore: 
 

1. NO SPOUSES OR DEPENDENTS will be allowed to accompany candidates on an overseas tour.   
 
2. Ensure you have a passport.  Some countries require a passport in addition to your orders and ID card.  If 
you need to acquire a passport, this will not be an item you can claim on your voucher. 
 
3. Do NOT ASSUME you can bend policy and change procedures stipulated in this HANDBOOK. The 
HANDBOOK has been reviewed by ARPC Leadership, Det 5 leadership, and HQ AFRC/HC leadership. At 
this time, there are NO exceptions to this policy. Your willingness to submit to lawful orders and published 
guidance is a part of your evaluation. 
 
4. If you cannot accept your overseas assignment, please notify the CCPM immediately. We cannot express 
how important these overseas training opportunities are for you and the future of the CCP, should you be 
selected.  You are paving the way for more opportunities for the candidates entering the program in the 
years to come.  

 
FAMILY MEMBERS AND TOURS  
It is AFRC/HC policy that family members may NOT accompany the military member to an overseas AT.  
 
Family members are not prohibited from joining a chaplain candidate during a stateside Internship Tour to assist 
in making family decisions and projections. HOWEVER, the government is only obligated to provide travel 
expenses and on-base billeting for the candidate. Because of the cost factor and the possible distractions 
involved, HQ AFRC/HCX strongly recommends that candidates at OTS, ICT, and SITT NOT have 
family members accompany them.   
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Candidates ARE encouraged to invite their family, friends, and endorser to attend OTS graduation events. 
Remember, all costs associated with family members’ attendance at these events are the responsibility of the 
individual member and will NOT be reimbursed by the US Government. 
 

PRE-TOUR PROCEDURES 
Candidates should prepare ahead of time for their tours so that they are able to accomplish all tasks while on 
duty.  
 

1. UNIFORM 
Candidates must have their uniform ready on the first day of the tour.  

 
2. SYSTEMS ACCESS 
Candidates must have access to systems: MyFSS, AROWS-R, Desktop Anywhere, UTAPS, MyPay, 
myIMR, AF Portal, myLearning, and ARCNet. 
 
3. READINESS, CAC, & GTC 
Candidates must be in shape first day of the tour, have a working CAC, have a working GTC, and be up to 
date on readiness items (dental, immunizations, and labs). 
 
4. PROGRAM INFORMATION 
Before starting orders, Candidates must know their dates (provided in a Date Table by Program Manager) 
and tour location (Provided by Program Manager). Also, they must have supervisor approval before starting 
the orders process. 
 

ORDERS REQUEST 
Step by Step Instructions for AT Orders. You will need all the dates provided by the program for your tour, 
functioning CAC, Desktop Anywhere, MyFSS access, updated home of record in MyFSS, updated email to 
receive notifications in MyFSS, and supervisor approval (Candidate Program Manager). 
 
Candidates can access MyFSS without a CAC and Desktop Anywhere by creating an account with login 
information.  
 
To create AT orders, go to the MyFSS website. You may or may not need a CAC to login, depending on how 
the account was set up. The highlighted sections are the choices that need to be made at each step. 

1. In the search bar, type: IMA Management 
2. Click: Submit Orders Request/Question 
3. Select: New Orders Request  
4. Ensure that your address is up to date in the MyFSS system, then continue. 

a. Click Yes if up to date. 
b. If not, you must change your address in MilPDS and contact the Program Manager.  

5. Status: IMA 
6. Readiness: Yes (Even if not, you will become ready while on tour) 
7. Acknowledge IAW AFMAN 36-2136; Check the box. 
8. I have been approved to telecommute for this tour. No 
9. Order Type: Annual Training (AT) 
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b. Do you reside within commuting distance of your duty station (Warner Robins): Answer 
accordingly. 

i. NOTE: Most are “no.” 
c. Justification: Official travel during AT 
d. Government transportation available from airport: No 
e. On base lodging: Yes 
f. Base taxi: No 
g. U-drive available: No 
h. Estimated cost: look up online in your tour area.  

i. NOTE: The zip code for Robins is 31098 
i. Request less than 30 days: Yes 
j. Justification: Directed by Supervisor 

34. Is your request less than 30 days prior to the tour: no 
35. Select: Submit 

You will see a new case open under your MyFSS account. Make sure you check any communication sent by 
the Order Writers under your case file to avoid delays submitting your orders. Once orders have been 
submitted you can track their progress in AROWS-R under pending orders option. 
 
Step by step instructions for IDT days. Access to UTAPS is required on top of everything that was required 
for AT orders. UTAPS can only be accessed via Desktop anywhere or a military computer.  
 
Before starting the UTAPS process, ensure that the correct supervisor has been selected. Also ensure that 
place holder dates that had been created prior to these orders have been deleted. Click on the “eraser” icon, 
then click on the date you want to erase. Ensure that pop-ups are allowed on the computer. 
 

1. Login to UTAPS 
a. NOTE: UTAPSWeb can be accessed directly at https://utapsweb.afrc.af.mil/utapsweb/ from 

any .MIL location.  
b. NOTE: Access from other locations (.COM/.NET/.EDU) require logging into AROWS and 

using ‘Continue to UTAPSWEB’ links in the AROWS menus. 
2. Select: I Accept: Continue to UTAPSWeb for IMAs 
3. Select: IMA/PIRR Schedule  

a. NOTE: At the top of the page (The black marker at the top) 
4. Navigate to the desired month and year by selecting the left and right arrows at the top center of the 

page. 
5. Select: IDT icon  

a. NOTE: At the top center of the page. 
6. Select the desired date you wish to perform training. Refer to the Date Table provided by the 

Program Manager. 
7. The Start Date: Refer to the Date Table provided by the Program Manager. 
8. Enter 24 consecutive periods. 

a. NOTE: For this tour there are 24 consecutive periods (2 a day) for 12 days in a row 
following the last AT day). 

b. NOTE: 1 day=2 periods (1st period=0000-1200; 2nd period=1300-1700) 
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c. NOTE: Start on PERIOD 1 
9. Select: Search by city/base option  
10. Enter: Refer to information provided by Program Manager. This is the location of your tour NOT 

home station (Robins). 
a. NOTE: If multiple names for the same base pop up, then choose the top option. 

11. Comment: none 
12. Subsistence: Yes 
13. Lodging: Yes 
14. Validator: Make sure that the correct supervisor is listed (the orders are sent this person, and they 

must sign off on them) 
15.  Save and Close 
16. Additional Step for some: Once the days have been saved and closed the days that have been built 

should show as yellow on the calendar. If they do not show as yellow (pending), then they will show 
as white (built). You must submit the days by clicking submit schedule, which sends the request to 
the supervisor on file and changes the days from white to yellow. 

 

TRAVEL ARRANGEMENTS 
Once orders have been submitted, then the candidate must begin organizing travel.  
 
Chaplain Candidates must use DTS for all lodging, airfare, and rental cars.  

 
Candidates who fly to their Internship Tour will be authorized a rental car for the AT portion of the tour (only). 
If a group of candidates are assigned to the same location at the same time, they may be limited to a single 
rental car.  
 

NOTE: The Force Support Squadron (FSS) at many installations have vehicles that can be checked out 
by military personnel for official business requirements (UDI, you-drive-it). 

 
Candidates can be authorized to drive their Personally Owned Vehicle (POV) to and from training. However, 
reimbursement for POV travel is limited to no more than the amount it would have cost the government to 
obtain a commercial airline ticket for the candidate. 
 
Candidates traveling by POV should remember that they are in an official government travel status only on 
the days indicated. Again, no extra travel days are authorized beyond what is stated in the travel orders.  
Travel undertaken before or after dates on the orders is done on the candidate's personal time.  The candidate is 
therefore liable for any costs related to accident or repair, and no requests for time extensions to reporting dates 
will be granted.  However, medical costs due to illness or injury are covered on the day(s) authorized for 
travel. Additionally, if a candidate drives their POV to training, they cannot expect to be paid for mileage 
driven while there. The Air Force will only pay mileage for a single trip from lodging to the base. 
 
Travel to and from training is accomplished on “travel days” authorized on official orders. The day preceding 
the Internship Tour start date is the authorized travel day. The official reporting date is the day following.  
 
Overseas travelers are typically authorized one additional travel day, either at the front end or back depending 
on the direction of travel. No additional travel time is authorized beyond what is expressly stated in the official 
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travel orders. Travel expenses incurred outside of the official travel days will not be reimbursed (with the 
exception of mileage when driving). 
 
For reserving travel for SITT, consult the DTS quick guide available here:  https://www.hqrio.afrc.af.mil/Quick-
Guides/. 
 
TRAVEL VOUCHER PREP 
If your AF 938 requires the use of DTS, you will settle your travel voucher in DTS. In the unlikely event, your 
AF 938 directs the use of RTS, you will file a DD Form 1315-2.  The following helps prepare the DD Form 
1351-2: 
 

1. Itinerary.  The itinerary starts at one's home address or place of departure (not the first airport).  In 
notification letters of AT, HQ AFRC/HC requests candidates to return a confirmation copy listing the 
address from which they would depart and the address to which they would return.  They are expected to 
depart from and return to these addresses.  If circumstances arise necessitating a change in plans, candidates 
must notify HQ AFRC/HCX at once and request their orders be amended.  These orders, and any 
amendments, must be consistent for reimbursement of authorized travel expenses to be made.  If AT travel 
orders are amended, copies of the initial order and all amendments must accompany the DD Form 1351-2 
when filed.  If all itinerary entries will not fit on DD Form 1351-2, continue on DD Form 1351-2C. 
 
2. Mode of Travel & Reason for Stop.  In the itinerary, a TWO-LETTER entry is added for every Itinerary 
entry line.  On the back of the DD Form 1351-2 are sections titled SYMBOLS, only these two-letter entries 
will be used to complete the sections marked Mode of Travel and Reason for Stop. 
 
3. Government Transportation Request (GTR).  The member’s copy of an airline ticket should 
accompany DD Form 1351-2. Fees charged for ticketing must be listed separately from the airfare in 
expenses. 
 
4. Receipts.  Receipts must accompany the DD Form 1351-2 for any "out-of-pocket" travel expenses (i.e., 
taxi fares) that are individually $75 or more. Obtain a full receipt for a rental car as these often get rejected 
by IR Travel. 
 
5. Lodging Receipts.  Lodging receipts must accompany DD Form 1351-2, regardless of the amount.  If 
applicable, a statement of non-availability of base lodging must also accompany DD Form 1351-2. 
 
6. Meals and Fuel. Do not list meals on the DD Form 1351-2, these are covered at a flat rate in your ‘travel 
per diem.’ Do not list fuel unless you were authorized a rental car. Fuel for POV travel is covered in the flat 
rate paid for mileage.  
 
7. A completed, and Certified AF Form 938 must be submitted with the DD Form 1351-2. 
 
8. Amendments to Orders.  At least one copy should accompany DD Form 1351-2 if amendments have 
been made to original orders. 
 
9. Box #9. If payment is received via Travel Advance or from an Accrual Voucher, enter the total amount 
received in Box #9. Failure to do so will result in overpayment. The government will always come for their 
money, just not at a convenient time.  
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10. LEAVE. Notate any Leave days taken in Box #29 on page 2 of the DD Form 1351-2. 
 
11. Method of Payment.  When the voucher is uploaded to ARPC, candidates receive payment by 
electronic funds transfer.  All payments are sent to the member’s account. It is IMPORTANT to ensure 
the correct information is on your pay documents. REVIEW THEM ANNUALLY.   

 
(See also Appendix D for a template) 
 

NOTE:  Errors in completing and submitting DD Form 1351-2 is the number TWO cause of candidate 
pay problems.  Please pay attention to details.  The candidate and a Reviewer (CCP Manager) must 
BOTH sign the DD Form 1351-2 before it is submitted to IR Travel through MyFSS:  
https://myfss.us.af.mil/USAFCommunity/s/ 

 
 
TOUR PROCEDURES 
During their tour, Candidates must accomplish IMA requirements and Chaplain Candidate Program 
requirements. 
 

1. READINESS 
Immunizations, Labs, Dental, Physical Test, Computer Based Trainings, & CAC. 
 
2. PROGRAM EVALUATION FORMS 
Candidates will have an LOE that is transcribed by the Program into an Officer Performance Report 
(OPR).  
 

POST-TOUR PROCEDURES 
Candidates have three primary tasks to accomplish after finishing the tour.  
 

1. PAY GTC 
Candidates must pay off their GTC. If they are unable to do so or have issues reach out to the Program 
Manager. 
 
2. ORDERS 
To receive pay for annual training, candidates submit an electronic tour of duty certification via AROWS. 
To receive pay for IDTs, candidates use UTAPS. Instructions for how to fill these forms out are attached at 
the end of the HANDBOOK. 
 
3. TRAVEL VOUCHER 
Candidates must either submit a DTS travel voucher or DD 1351-2. Instructions to fill out travel forms are 
attached to the end of the HANDBOOK.  
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HQ – Headquarters 
ICT – Initial Candidate Tour  
IDT - Inactive Duty Training 
IMA – Individual Mobilization Augmentee  
IRR - Individual Ready Reserve 
JA - Judge Advocate (also SJA) 
JTR - Joint Travel Regulation 
LES - Leave and Earnings Statement 
LOA/C/R - Letter of Admonishment/ Counseling/ Reprimand 
LOD - Line of Duty (Determination) 
MFR - Memorandum for Record 
MilPDS - Military Personnel Data System 
MOD - Modification (to orders) 
MPF - Military Personnel Flight 
MTF - Medical Treatment Facility 
MWR - Morale, Welfare, & Recreation 
NCO - Non-Commissioned Officer 
NGB - National Guard Bureau 
NGB/HC - National Guard Bureau, Command Chaplain 
OCP - Operational Camouflage Pattern 
OPR - Office of Primary Responsibility 
OPR - Officer Performance Report 
OTS - Officer Training School 
PFA – Physical Fitness Assessment  
PII - Personally Identifiable information 
POV - Personally Owned Vehicle 
PPE - Personal Protective Equipment 
R/R (date) - Retention/Retirement (date) 
RAA - Religious Affairs Airman (enlisted Chaplain Corps personnel) 
Reg AF - Regular Air Force (commonly referred to as Active Duty) 
RIO - Readiness Integration Organization 
ROTC - Reserve Officer Training Corps 
RPO - Reserve Pay Office 
RST - Religious Support Team 
SGLI - Servicemen’s Group life Insurance 
SJA - Staff Judge Advocate (also JA) 
TDY - Temporary Duty 
UCMJ - Uniform Code of Military Justice 
USAF - United States Air Force 
UTAPS - Unit Training Assembly Processing System 
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7. Execute the MSI installer and proceed through the installation wizard with default prompts. 

 
 
 

INSTALL INSTALLROOT 
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12. After install completes, reboot your machine. 
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15. Use the DOWNLOAD link to save the installer to your device. 

 
 

 

16. Execute the installer and accept UAC if prompted. 
 

 

17. Proceed through the installation wizard 
with default prompts. 

  
 
 

18. After the installation completes, reboot your machine. 

15 

16 

INSTALL VMWARE HORIZON CLIENT 
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21. Select +NEW SERVER 
 

22. Enter AFRCDESKTOPS.US.AF.MIL 
 

23. Select CONNECT 
 
 
 
 
 
 
 
 
 
 

 
24. Double-click   AFRCDESKTOPS.US.AF.MIL. 

 
 
 
 
 
 
 

25. Read and ACCEPT disclaimer page. 
26. Select a Certificate. 

First attempt with your 
PIV/Authentication certificate. 
If that should fail, then use the 

Email/Signature certificate. 
 
 
 
 

27. Enter PIN and LOGIN. 
 
 
 
 

19. Search the start menu for 
APPS: HORIZON. 20 

20. Open VMWARE HORIZON 
 

19 

ACCESS DESKTOP ANYWHERE 

21 

22 
23 

ADD CONNECTION SERVER 

CONNECT TO SERVER 
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28. Launch the WINDOWS 10 SDC 5.X 
application. 

 
 
 
 
 
 

CONGRATULATIONS! YOU ARE NOW CONNECTING TO 
YOUR VIRTUAL DESKTOP. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 





 

75 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

76 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

77 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

78 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

79 
 

 
 

 

 
 
 
 


