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BEFORE WE BEGIN…

Welcome (or welcome back) to Fort George Meade, Maryland!

We are delighted to have you here! Before you receive this
brief, please be sure you have already completed your in-
processing packet to be recorded in our system. You should
already be in-processed if you are receiving this brief. If you
have not, please complete the packet then you can receive the
briefing to officially be in-processed as a prior service student.

2



I n t e g r i t y  - S e r v i c e  - E x c e l l e n c e

DMS & Appointments
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• If you need to attend an appointment during class hours, the first
person you should be informing is your instructor. They will grant
approval to attend your appointment or deny it and request you
reschedule it. You must have their approval to leave your class.

• If your class instructor approves that you can go to your
appointment, then please inform the detachment commander
support staff (CSS) at least 24 hours before your appointment
begins. If you can inform us earlier than that, that will also work.

• Please provide CSS the following information so they can put you
in DMS:

Name, Class, Appt Location, Reason (only a generic reason,
no details of why; against ‘HIPPA’) Date & Time of the Appointment
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PT Tests with the DET

• If you plan to complete a PT
test with the detachment,
please inform us at least 14
days before your test is due.

• However, if you inform us in
less than time above, then we
may not be able to assist you.

• If you are AD, your records
MUST be with the DET, or we
cannot help you. Air Reserve/
Guard, the FAC will upload it
& we will hand you a copy of
your PT test results.

• Be sure to bring with/ have on
you for the PT test:

1. Physical Copy of your FSQ

2. AF Form 469 (PT waiver)

3. Be in PT gear upon arrival

4. Have your CaC on person
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Weekend Leave Requests

• If you plan to travel outside of the
residential area over the weekend (trip to
New York, Virginia, North Carolina, etc.)
that is at or over 100 miles, then you will
need to fill out an AF Form 4392.

• If you are going outside the 250-mile radius,
you will need to put in for leave. If you are
Reserve/Active, you will make this request
in LeaveWeb and hand CSS a copy of your
AF 988 (email or hand it in-person).

• If you are Guard, you will need to fill out an
AF 988 (leave request form).

I. 0-99 mi nothing required

II. 100 – 250 mi radius AF Form 4392

III. 250+ mi

- ANG = filled out AF Form 988

- AD/AFRES = LeaveWeb
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Holiday Leave Requests

• If there is a holiday during
your time at your Dinfos
course, you will likely need to
request leave.

• If you are Active/Reserve, you
can request that leave in
LeaveWeb. Once you return
from leave, please be sure
that you request return from
leave. You will route this
leave with your unit then give
CSS a copy of your AF 988 (it
can be via email or in-
person).

• If you are a Guard member,
you will need to fill out and
sign an AF 988. Once you
return from leave, you will
need to sign it confirming you
have returned from leave.
Coordinate with your unit.
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A TDY for Dinfos Course

 Any course outside of MCF should be receiving full per diem for
food as meal availability is not guaranteed.

 If you are TDY for a Dinfos course (e.g.: PACS-Q, VIM, IMMC,
BRTSM, or IPC) please ensure you find a hotel/ Air BnB as soon
as possible. If you require assistance finding a place to settle
during your course, please contact your unit first before the
Detachment. We are always happy to help, but your unit is the
one that can assist you with any issue you have during your TDY.

 For TDY over 30 days, reference AFI 65-103, pg 21, section 4,
table 4.1.5.1 if you have any questions.

 Transportation Authorizations: AFI 65-103, pg 55, section 6, table
6.2 if you have any transportation concerns.

 AFI Reference: AFI 65-103 (Temporary Duty/ Special Orders)

7



I n t e g r i t y  - S e r v i c e  - E x c e l l e n c e

Retraining into Public Affairs

1. If you are Active-Duty retraining into Public Affairs (3N0X6) and
you have orders to our squadron, then please inform the
Detachment Commander Support Staff (CSS), and they will
ensure you receive a in-processing checklist to ensure you are
efficiently and swiftly processed into the Detachment.

2. We will be the ones to also ensure you receive an assignment to
your next duty station after you graduate from Technical
Training. If you have dependents that you plan to move, please
plan for it in advance; so that way, you can leave on time after
your graduation.

 If you are Air Guard or Reserve and you are retraining, you are
still technically with your unit on TDY, therefore, you only need to
complete the usual Prior Service in-processing, as you do not
have PCS orders to the Detachment.
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Disciplinary Action During Trng

QUICK SUMMARY
I. ANG (Air National Guard) Specific –

• If on Title 10 Orders – Disciplinary items (LOC/LOR/ART15) 
can be handled with the Detachment and processed by 
their unit

• If on Title 32 Orders – Recommendation can be given for an 
LOC/LOR/ART15 but MUST be handled by their unit

II. Active Duty/ Reserve Not part of the Detachment –
• Any supporting documentation and recommendation must 

be sent to unit for processing
III. Prior Service Active-Duty part of the Detachment –

• All documentation is handled by the Detachment
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336th TRS, DET 2 CSS Members

 If you have questions for CSS/ or need to contact CSS, please
see our contact information below:

• CSS NCOIC: SrA Joshua Wood

1. Air Force email: joshua.wood.31@us.af.mil (PII/ Encrypt)

2. Dinfos email: jwood2@dinfos.edu (No PII/ Encryption)

• CSS Technician: A1C Elizabeth Hammontree

1. Air Force email: elizabeth.hammontree@us.af.mil (PII/ Encrypt)

2. Dinfos email: ehammontree@dinfos.edu (No PII/ Encryption)
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QUESTIONS FOR CSS?

Contact our emails. Or if you prefer to call, then use the office 
number or the CSS on-call phone (on-call accepts text or call-
if you text it, please be sure it is within duty hours/ 0600-1800):

• DET 2/CSS DSN/COMM: 622-5982/ (301) 677-5982

• DET 2/CSS On-Call Cellphone #: (301) 250-6654

• 336 TRS, DET 2 Org box: 336trs.det2.admin@us.af.mil
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