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This operating instruction applies to all staff and units assigned to 607 ASOG and govern the development and maintenance of continuity folders.

1.  GENERAL.  Continuity folders keep offices and activities running smoothly, even when the regular supervisor, director or commander is TDY or has just PCS’d.  They provide a seamless transition for new members assuming job responsibilities with little or no personnel overlap or training.

2.  RESPONSIBILITIES.  Each unit commander, division chief, first sergeant, and work center supervisor will ensure continuity folders exist for their areas of responsibility.  As a minimum, the following additional duties will maintain continuity folders:  Resource Advisor, Mobility, Disaster Preparedness, Officer Arming, NEO monitor, Functional Area Records Manager, Vehicle Control Officer, Security, OPSEC, COMSEC, SORTS and Safety monitors.  This list is not to be considered the “end all” list and any other duties that are critical to unit operations should have a folder developed and maintained.  Maintain folders in accordance with governing regulations for those duties, or in the absence of governing regulations, maintain folders in accordance with this regulation.  Personnel may maintain information pertinent to other additional duties in the miscellaneous section of their continuity folders.

3.  PROCEDURES.  The following procedures apply to developing and maintaining continuity folders.

3.1.  Physical design:  Continuity folders may be in the same binder as the applicable self-inspection folder.  If excessive size dictates, continuity and self-inspections programs can be in separate binders.

3.2.  Maintenance:  Review folders in conjunction with self-inspections to ensure information is current.  Maintain and document reviews on a review sheet contained in the folders.  

3.3.  Classification:  Contents of the folders should be unclassified.  If classified information is required, the section containing that information will be cross-referenced to the appropriate storage container.

4.  CONTINUITY FOLDER FORMAT.  Continuity Folders may be located at the beginning of the same binder containing the work center’s self-inspection program.  The continuity folder can be a stand-alone binder if size dictates or the work center is not required to maintain a self-inspection folder.  The continuity folder portion of the binder can contain any information that will enhance job continuity, but will contain the following sections as a minimum:

4.1.  Section I:

4.1.1.
  Review Sheet.  The OPR and immediate supervisor will conduct reviews in conjunction with unit self-inspections.  Commanders, deputy commanders and group division chiefs may review their own folders.

4.1.2.  Table of Contents.

4.1.3.  Letters of Appointment where applicable.

4.1.4.
  Copy of 607 ASOG OI 33-2.

4.2.  Section II:

4.2.1.  Job Description.  In narrative form, tell how each position in the office is performed.  Write it as if everyone in the office is PCSing tomorrow and the replacements arrive next week.  Include a copy of the published job description from performance reports and the current mission statement for the unit. 

4.2.2.  Duties and Responsibilities.  List day-to-day duties and responsibilities associated with the job and assigned additional duties.  Be as detailed as possible; another individual may have to accomplish the job on short notice.  Step-by-step checklists may be developed, if practical, where specific tasks must be performed to ensure job accomplishment.  Also, include actions that must be accomplished weekly, monthly, quarterly, semi-annually, etc.

4.2.3.  Organizational charts.  Include a wiring diagram of how you fit into your organization and how your organization fits into 7 AF.  Also, list positions you supervise with a synopsis of their responsibilities (if applicable). 

4.3.  Section III:

4.3.1.  References and Directives.  List all directives, regulations, operating instructions, etc., that govern what you do.

4.3.2.  Key Personnel Contacts.  List points of contacts, their phone numbers, and business addresses both above and below your echelon for each specific duty position.  This list should be constantly updated.

4.4.  Section IV:

4.4.1.  Reports.  List all repetitively generated office reports by title.  Include information on source documents, databases, type of format, regular suspense, any applicable form numbers, number or copies required, addresses, where to file copies, and when reports are due.

4.4.2.  Meetings.  List all regularly scheduled meetings you are required to attend or chair. Include where the meetings are held if possible.

4.4.3.  Staff Assistance Visits.  Include SAV reports that pertain to primary and additional duties of the position.  Discrepancy tracking sheets and cross feed extracts will be included or cross-referenced.

4.4.4.  Reference to location of electronic files stored on share drives. 

4.5.  Section V

4.5.1. Appointment letters showing who is responsible for performing functional area SIs, Special Interest Items inspections/reports, and who is appointed the unit SIM.

4.5.2.  A reference to 607 ASOG OI 90-201.

4.5.3. A blank functional area SI checklist covering the functional area and checklists completed during the past 2 semi-annual inspections.  All checklist items used will have been previously coordinated with the unit and group SIM to ensure the most current approved reference and applicability. 

4.5.4.  Unit functional areas will coordinate any open items with the unit Self Inspection Monitor.

4.6.  MISCELLANEOUS.  This tab is used to personalize the folder.  It should reflect items unique to your job, office, organization, or task.  These should be your suggestions on how to best accomplish the mission. 


                                                                        WARREN FONTENOT, Colonel, USAF

                                                                               Commander

























































