Promotion and Re-enlistment coordination quick tips

For Promotion

1. Make sure troop weighs in and picks up stripes

2. Schedule photographer

3. Schedule with Officer for promotion.

4. Find out who Airman wants to tack on Stripes

5. Order cake

6. Ensure Family arrives early

7. Get Stripes (Big and the Velcro) From 1st Shirt

8. Pick up cake and Drinks

9. Bring Cups/plates/forks/cake knife/napkins

10. Get Flag

11. Get Officer

For re-enlistment

1. Supervisor must recommend troop for re-enlistment on Form XXXX

2. 1st term airmen must do CJR paper work first

3. Airman must weigh-in, get 1st set of paperwork signed

4. Airman needs to decide which officer will do his re-enlistment and schedule a time

5. Airman must take paperwork back to MPF and pick-up the DD Form 4/2 from Re-enlistments

6. Supervisor should

1. Ensure Family arrives, if any are coming

2. Schedule a photographer or borrow a camera from VP

3. Get Flag

4. If you are doing a cake and refreshments, make sure you co-ordinate it

7. Officer has oaths and it is on the DD Form 4/2

8. Officer and Airman sign the DD Form 4/2

9. Airman takes the form back to MPF

10. Airman gets new ID card

