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Basic AAS Forms
(AASF1-6)

What are they?

AAS Form 1 – Report of Initiation. This report is due twice every training semester: once three weeks prior to initiation, and once no later than three weeks after initiation.
AAS Form 2 – No longer exists.
AAS Form 3 – Equipment order form. Send this with your initiations to receive chords and pins for newly initiated members.
AAS Form 4 – Equipment and Manual Reissue Order Form. This is for those who have lost previous certificates of membership. Only use this for members who have been in the society for a full semester.
AAS Form 5 – Arnold Air Society/Air Force Association Joint Membership Form. Every member of Arnold Air Society automatically becomes a member of the Air Force Association, only if they have filled out this form.
AAS Form 6 – Officer Roster. A typed copy of this must be sent to the next level headquarters and the EMC every semester and must be kept up-to-date!

Some important notes…

· AAS Forms 1, 3, and 5 should accompany initiation packets and should be sent no later than 21 days after initiation
· Form 6’s must be kept up to date, so if a position changes, you must submit a new one for record
· Dues are very important to the society and should be sent on time with initiation packets normally due 31 Oct (subject to change).

How to fill out the forms…

The Following sections will tell you how to fill out these forms, step-by-step. All forms will be filled out electronically. Should a discrepancy arise, consult your chain of command. Do not just “wing it” in hopes that it is correct. The Executive Management Center must process each squadron’s paperwork, so minor errors can cause big problems!


AAS Form 1
Report of Initiation

Use: Provides a list of names to the EMC for initiation into AAS. (NOTE: Initiates do not receive their certificates unless they have paid their dues in full). **NOTE THIS FORM SHOULD BE TYPED**

Due: Three weeks before initiation as a preliminary report, and three weeks after initiation as a final report. The final report will provide a list of names who will receive membership certificates. 

How to fill it out:
1.) On the “Area” line, print your respective area number in roman numerals.
2.) On the “University” line, print the university the squadron is located at.
3.) On the “Date of Report” line, print the date, in military format (e.g. 12 Mar 2010). This date must not be later than 3 weeks before initiation or 3 weeks after initiation.
4.) On the “Squadron” line, print your respective squadron name.
5.) On the “Number of New Members” line, print the number of new initiates.
a. If the number is greater than 20, put the actual number. You will need two forms, and on both, put the total number of initiates
b. This includes active and honorary members
6.) On the “Date of Initiation” line, print the date of the candidate graduation ceremony/initiation event, in military format.
7.) If the report is written
a. Before the candidate graduation, check the box to the left of “will be” initiated
b. After the candidate graduation, check the box to the left of “were” initiated
c. Repeat this for the boxes above the list of initiated honorary members
8.) For each initiated active member, print their names and prospective date of graduation in the respective columns.
9.) For each initiated honorary member, print their names and rank (if applicable) in their respective columns.
10.) The squadron commander must sign his or her signature on the line just above “Squadron Commander”.

What to do with it:

Make two (2) photocopies of the document when it is completely filled out and send one copy to Area headquarters and retain the other copy for squadron records. Send the original copy to the EMC.

AAS Form 3
Equipment Order Form

Use: Provides a list of equipment for the EMC to ship to the respective squadron, usually used for equipment for newly initiated members. **NOTE THIS FORM SHOULD BE TYPED**

Due: With Initiation Reports; whenever necessary. 

How to fill it out:
1.) On the “SHIP TO” line, print your respective squadron name.
2.) On the “AREA” line, print your respective area number in roman numerals.
3.) On the “AFROTC Det” line, print the AFROTC detachment number that the squadron is located at.
4.) On the “UNIVERSITY” line, print the university name that the squadron is located at.
5.) On the “Address” line, print the mailing address where you want the equipment sent to.
6.) On the “ZIP CODE” line, place the zip code of the mailing address
7.) Type the number of the quantity of each particular item that needs to be shipped to your squadron. The “Unit Price” reflects how much it costs for one (1) of those items. The “Amount” reflects the subtotal for the number of that item you are ordering, this column will automatically update.
8.) The “Total amount of order” line reflects the sub-total of each item added together.
9.) The “Postage and Handling Fee” pays for shipping the items; it is calculated using the chart on the left-side of the form.
10.) The “Total Remittance Enclosed” line is how much the entire order costs after all fees have been added. This will automatically update.
11.) On the “Approved by” line, have the squadron commander or the financial manager of the squadron sign his or her mark and date it using the proper military format.
12.) (If you fill this form out on Word Processor, the totals will be automatically added)


What to do with it:

Write a check equal to the amount located next to “Total Remittance Enclosed”. This check must be payable to the AAS Executive Management Center. Mail the check and the form to the AAS Executive Management Center. The address of which is located at the top of the form. Also, retain a copy for squadron record.


AAS Form 4
Equipment and Manual Reissue Order Form

Use: Provides a list of certificate and ribbons for the EMC to ship to the respective squadron. **NOTE THIS FORM SHOULD BE TYPED**

Due: Whenever necessary. 

How to fill it out:
1.) On the “SHIP TO” line, print your respective squadron name.
2.) On the “AREA” line, print your respective area number in roman numerals.
3.) On the “AFROTC Det” line, print the AFROTC detachment number that the squadron is located at.
4.) On the “UNIVERSITY” line, print the university name that the squadron is located at.
5.) On the “Address” line, print the mailing address where you want the equipment sent to.
a. On the “ZIP CODE” line, place the zip code of the mailing address
6.) Fill out the names of cadets who need to be reissued equipment.
a. If they need a certificate put the number “1” in the appropriate column
b. If they need a ribbon, put the number “1” in the appropriate column
c. Print the date each member was initiated in the appropriate column using the format DD MMM YYYY
d. Double-check that the “TOTAL AMMOUNT” column is correct. (e.g. if both certificate and ribbon is ordered it will read $7.00)
e. The “TOTAL REMITTANCE” line will automatically calculate the payment. This takes into account shipping fees.
7.) On the “APPROVED BY” line, have the squadron commander sign his or her signature and date it using the proper military format.


 


What to do with it:

Mail the original copy to the EMC with a check for the total listed on the “TOTAL REMITTANCE” line. Retain a copy for squadron record.



AAS Form 5
AAS/AFA Joint Membership Form

Use: Enrolls or renews individual cadets as an official member in both the Arnold Air Society and Air Force Association. **NOTE THIS FORM SHOULD BE TYPED**

Due: No later than 3 weeks after initiation into AAS or renewals due date, 30 October (subject to change). 

How to fill it out:
1.) Check the appropriate box (use the letter “x” on your keyboard to mark the box):
a. If the cadet is initiating, check the box next to “Enroll me as a new member…”
b. If the cadet is renewing membership, check the box next to “Renew my membership”
c. If the cadet is transferring from another squadron check “I am a transfer member from”
i. Print the squadron name of the cadet’s previous squadron
2.) Print the cadet’s prospective date of graduation in the format “Month, Year”; write the full name of the month out.
3.) Next to “Name”, print the name of the cadet using the format FIRST M. LAST.
4.) On the “Address” line, print the address where the cadet may receive their copy of each month’s Air Force Magazine, published by the Air Force Association.
a. On the “city” line, print the respective city for the address
b. On the “State” line, print the respective state for the address
c. On the “Zip” line, print the respective zip code for the address
5.) On the “School” line, print the school name that the squadron is located at
6.) On the “Signature” line, have the cadet sign their mark.


 
What to do with it:

Mail the original copy to the EMC with a check for the total dues required to renew the cadet’s membership or initiation fees.
· Initiates must pay $45 to the EMC. This includes all dues that would go to AFA and AAS
· Members who wish to renew their membership must pay the AAS annual dues which is $55. This also includes all dues that would go to the AFA.

AAS Form 6
Squadron/Area Officer Roster

Use: Informs higher headquarters of contact information and list of officer positions on Area or Squadron staff. **NOTE THIS FORM SHOULD BE TYPED**

Due: After every staff change and at the beginning of each semester.

How to fill it out:  
1.) On the “Date” line, print the date in military format.
2.) Check the appropriate box:
a. Area HQ if the roster is for Area staff
i. Print the Area number in roman numerals on the line
b. Squadron if the roster is for squadron staff
3.) Next to “Squadron” put the squadron name where the staff is located at. Even if it is an Area staff.
4.) On the “Area” line, type the area number in roman numerals
5.) On the “School” line, type the school the squadron is located at
6.) On the “AFROTC Det” line, type the detachment number the squadron is located at
7.) On the Commander line, type the name of the commander of the staff
8.) To the right of their name, type their primary e-mail address
9.) On the vice commander line, type the name of the Area Vice-Commander, if it is area staff. If it is squadron staff, leave the vice-commander line blank.
10.) On the “Deputy Commander” line, type in the deputy commander name and e-mail.
a. Leave blank if it is for area staff.
11.) Fill in the respective positions and e-mails.
12.) On the two blank lines, fill out any positions that your staff has specially created (e.g. Executive Officer – John Doe johndoe@arnold-air.org)
13.) Have the squadron/area advisor sign his mark and type his name along with his or her rank.
14.) Have the Information Management officer sign his or her mark and date immediately to the right in proper military format.
 
What to do with it:

Print four (4) copies, mail one to your Area HQ, one to the National HQ, and one to the Executive Management Center. Retain a copy for squadron record.

Standardized Monthly Report
(SMR)

These reports are for reporting numbers and information to the higher headquarters. They are important to determining the effectiveness of each squadron and their impact on their campuses and local communities. By filling out these forms properly and with accuracy, we can work more efficiently as a society in completing our mission.

Filling out these forms can take quite some time, so it is good to get a head start. Each officer position must fill out his or her respective section in the forms. 

Comments section: No white should be left on the paper. Fill out as much information as possible and, when doing so, be sure to list specific events and projects. Avoid filling with numbers as that should be reflected in previous section. 

Google Docs Reporting

These reports have the same purpose as SMRs, but are simpler to use. These vary by area and staffs. Overall, you will only have to click on the link to the form fill out the questions and hit submit. When you hit submit, the report shows up real time to the higher headquarters.

Once you receive a high headquarters reporting form, click on the form and follow the steps and/or answer the questions that are required for you to answer. Once you are satisfied with your answers you will hit “Submit” and it will automatically be sent to your high headquarter counterpart.






Awards Packets
(900-series)

These forms are for providing the National Awards Committee (National Staff) with necessary information to choose each award. Refer to AASMAN-1 for a list of awards you, your squadron, or your area may apply for. Below is a list of forms that go into awards packets:

What are they?

AAS Form 901 - National Unit Award Nomination Report

AAS Form 902 – National Individual Award Nomination Report

AAS Form 903 – LBJ Cup Award Nomination Report (Unit)

Important notes regarding the 900-series forms

These forms require bullet statements. Bullet statements are an important part of Air Force communication. They are concise, yet are very informational and provide useful numbers, examples, and detail. There is a short lesson on bullet writing found in the Attachments section of the ATTAQ.

Continue to the next page on how to complete 900-series forms.
















AAS Form 901
National Unit Award Nomination Report

Use: Nominates a single unit/squadron for an award at NATCON

Due: With awards packets, prior to NATCON

How to fill it out:  
1.) On the “Award Name” line, print the award you are nominating the unit for.
2.) In the “squadron size” box, type the number of active members within the squadron at the start of the current semester (or trimester/quarter depending on your university’s academic calendar).
3.) In the “Nominating Area” box, put the area you are personally located in, in roman numerals.
a. For example, if the Area IX commander wants to nominate the H.H. Arnold Squadron, he or she will type “IX” in the box, not “VI” (the area where Arnold Squadron is located).
4.) In the “Nominee Unit” box, put the nominated unit in the format “Squadron Name – University Name”.
a. If the university has more than one campus, put the campus location following the university name.
b. For example, “Steven M. Scherp Squadron – Embry-Riddle Aeronautical University, Prescott”
5.) In the “Det” box, put the detachment number where the nominee is located.
6.) Box number 6 includes numbers from different categories:
a. In “projects” type the number of projects the unit had completed for that year.
b. In “members worked” type the number of people from that unit that worked on projects for that term.
i. Note that this can be greater than the number of the squadron size due to graduations and dropped members from AAS.
c. In “hours worked”, put the total number of Man-hours the unit spent on projects for that Award term.
d. In “% of Unit Participating” put the dividend of the number of cadets that worked on projects that are currently in the unit, divided by the number of cadets currently in the unit, multiplied by 100.
i. For example, there is a squadron with 12 cadets. 10 people worked on projects all year, 5 graduated, and there are now only 7 in the unit. The number of people that worked on projects is 5 and there are 7 in the unit, so 5/7 is .714, multiplied by 100 makes 71.4%.
e. In “Money Raised”, type the amount of money the unit brought in during that year. Note: this is not a “net gain”; it is the total amount of money earned through fundraisers, dues, and donations.
f. In “Groups/people Benefitted”, type the number of groups/people all the projects combined helped or “mathematically” helped. Type it in the format “2/300”, where 2 is the number of groups and 300 is the number of people benefitted.
i. For example, on average a pint of blood can save three people. So if a blood drive produced 100 pints of blood, it benefitted 300 people.
ii. Make sure to count all organizations that fundraisers donated to. If the unit kept half to fund its own operations and donate the other half to the Red Cross, put 2 for the number of groups benefitted.
7.) In boxes 7, 8, 9, 10, and 11, bullet statements will be listed from the unit’s squadron commander, Silver Wings chapter president, squadron advisor, Detachment commander, and nominating Area commander.

AAS Form 902
National Individual Award Nomination Report

Use: Nominates a single individual for an award at NATCON

Due: With awards packets, prior to NATCON

How to fill it out:  
1.) On the “Award Name” line, print the award you are nominating the unit for.
2.) In the “Nominee” box, type the nominee’s name and position in the format “First Last – Position”
a. For example, “Jonathon Doe – Financial Management”
3.) In the “Nominating Area” box, put the area you are personally located in, in roman numerals.
a. For example, if the Area IX commander wants to nominate the H.H. Arnold Squadron, he or she will type “IX” in the box, not “VI” (the area where Arnold Squadron is located).
4.) In the “Nominee Unit” box, put the nominated unit in the format “Squadron Name – University Name”.
a. If the university has more than one campus, put the campus location following the university name.
b. For example, “Steven M. Scherp Squadron – Embry-Riddle Aeronautical University, Prescott”
5.) In the “Det” box, put the detachment number where the nominee is located.
6.) In boxes 6, 7, 8, 9 and 10, bullet statements will be listed from the individual’s squadron commander, a select squadron member, squadron advisor, Detachment commander, and nominating Area commander.
a. If the nominee is the squadron commander, he or she may write comments for himself.

AAS Form 903
National Unit LBJ Cup Award Nomination Report

Use: Nominates a unit for the LBJ Cup Award at NATCON

Due: With awards packets, prior to NATCON

How to fill it out:  
1.) On the “Award Name” line, print “LBJ Cup”.
2.) In the “squadron size” box, type the number of active members within the squadron at the start of the current semester (or trimester/quarter depending on your university’s academic calendar).
3.) In the “Nominating Area” box, put the area you are personally located in, in roman numerals.
a. For example, if the Area IX commander wants to nominate the H.H. Arnold Squadron, he or she will type “IX” in the box, not “VI” (the area where Arnold Squadron is located).
4.) In the “Nominee Unit” box, put the nominated unit in the format “Squadron Name – University Name”.
a. If the university has more than one campus, put the campus location following the university name.
b. For example, “Steven M. Scherp Squadron – Embry-Riddle Aeronautical University, Prescott”
5.) In the “Det” box, put the detachment number where the nominee is located.
6.) In boxes 6, 7, 8, 9 and 10, bullet statements will be listed from the unit’s lead Candidate Training Officer, a select squadron candidate, squadron advisor, Detachment commander, and nominating Area commander.


Electronic Communication

Whenever you send an e-mail for Arnold Air Society, you should always include a signature block. This signature block can include a number of things, such as:

· Name, Rank, and Organization
· Position
· Squadron
· Det and Host School
· Phone Number
· E-mail 

Below is the format it should be in:

//SIGNED//
JOHN C. DOE, C/Lt Col, AAS
National Director of Info. Management
(Your) Squadron
Det XXX, Arnold Air University 
(456) 555-1234
information-mgmt@arnold-air.org








How to Address Letters

When you mail out any form to higher headquarters or EMC, you will include the following things on the envelope.

· UNIT; EITHER SQUADRON OR A HQ)
· DET AND MAJCOM ACRONYM)
· SCHOOL
· STREET ADDRESS
· CITY, STATE, ZIP

Below is an example of how it will be addressed:

Lt. Philip Lewis Bek Squadron
Arnold Air Society
AFROTC DET 380 (AETC)
Michigan State University
104 Bessey Hall
East Lansing MI 48824- 1033




Questions?

Look in the current AASMAN-1, or

Contact your Squadron IM or Higher Headquarters
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