PART 5--PUBLICIZING CONTRACT ACTIONS


SUBPART 5.4 - RELEASE OF INFORMATION





5.403  Requests from Members of Congress


	(a)(1)  The Inspector General (WR-ALC/IG) is the designated congressional coordinator and is responsible for processing all congressional inquiries within WR-ALC.  Process all congressional inquiries in accordance with WR-ALC/IG memo dated 28 Apr 97, “Procedures for Preparing Responses to Congressional Inquiries.”   The procedures attached to the memo are provided in the Handbook.


	(a)(2)  PKP is the directorate monitor for congressional inquiries.  PKPB will review all proposed written responses to congressional inquiries prior to forwarding the staff summary sheet to PK for coordination/signature.
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PROCEDURES FOR PREPARING


RESPONSES TO CONGRESSIONAL INQUIRIES





 


CONGRESSIONAL INQUIRIES














1.  The Inspector General (WR-ALC/IG) is the designated congressional coordinator and is responsible for processing all congressional inquiries within WR-ALC.





   a.  Congressional inquiries received by any WR-ALC activity or by any individual, military or civilian, except those of a personal nature, having no bearing on an individual’s position with the Air Force, must be delivered to WR-ALC/CCX (WR-ALC/CC Mail Room), Building 215, Room 269, for processing.  WR-ALC/CCX personnel will furnish a copy of the inquiry to WR-ALC/IG for determination in assigning an office of primary responsibility (OPR) for preparation of a reply and designation of appropriate office of collateral responsibility (OCR).  The WR-ALC/CC Mail Room will send the original and four copies of the inquiry to the OPR, one copy to each OCR, and a copy to the Commander, WR-ALC.  The OPR will contact each OCR for possible input prior to preparing the reply in final form.  Replies must fully address each allegation.  When a substantive, accurate, responsive reply cannot be prepared to meet the suspense, the OPR will contact WR-ALC/IG for a determination on an extension and whether an interim reply is necessary.  Interim replies do not relieve activities of the responsibility to meet original suspenses whenever possible.  The OPR will prepare an AF Form 1768, Staff Summary Sheet, and coordinate at directorate level with all OCRs prior to delivering the final reply to the WR-ALC/IG for processing.
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   b.  Duplicate inquiries on behalf of the same individual should be answered in the following manner:  





         (1)  Review the reply to the previous inquiry and determine if there has been any change in the subject matter.





         (2)  Readdress the original reply to inquiring senator/congressman.





         (3)  Add a statement on the AF Form 1768, Staff Summary Sheet, stating this is the second (third or  fourth, if applicable) inquiry received on behalf of the constituent.





   c.  Copies of any correspondence generated as a result of a congressional inquiry will be coordinated with, and a copy provided to WR-ALC/CC.





   d.  Organizations receiving telephone inquiries from congressional staffers, etc., will immediately prepare a memorandum of the conversation and hand-carry or fax it to the WR-ALC/IG.  Coordinate the matter with WR-ALC/IG before information is released in the  same manner provided herein for written congressional inquiries.  Call WR-ALC/IG, ext 65111, for guidance if immediate response is required.
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2.  Instructions/samples for preparing responses to congressional inquiries are provided for information.  Responses should address each issue in the inquiry in the order it is presented.  Responses should be clear and relevant to the concerns raised; they should not include unnecessary verbiage.


 


   a.  All responses are to be prepared using a  12-pitch Times New Roman , 10-pitch Prestige Elite, or equivalent font.





   b.  Do not use acronyms that are applicable to Air Force/government use only.  Do not  respond in the first person.  Responses should be easily understood by anyone reading them.  Spell out all military abbreviations the first time they are used, i.e., Warner Robins Air  Logistics Center (WR-ALC).  Thereafter, use of an acronym is appropriate.





   c.  Do not use military dates; show all dates as month, day, year, i.e., November 1, 1996.  When a date appears in a sentence, “Your inquiry of November 1, 1996,” use a comma after the year.





   d.  In most cases it is possible to answer the inquiry when received.  However, there may be a situation in which it is impossible to prepare the final response by the established suspense date.  An interim response is required and should be prepared in the same format as a final  response.  The interim response must explain why the inquiry cannot be fully addressed, provide information that is available and releasable, and the date by which a final response may be expected.





3.  The majority of congressional inquiries are received directly from a specific senator or congressman.  However, some inquiries are received through other agencies, i.e., SAF/AQCX, AFPOA/DPW, etc.  Proposed responses are prepared, furnishing information to those agencies  for their use in preparing an agency response to the inquiring source.  Samples of the appropriate proposed letter format are included in the attachments section.
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4.  The WR-ALC/IG office will determine the routing of inquiries concerning contract matters if a contract or a solicitation number or other identifying information is provided.  PK will be designated as OPR in cases where it is not possible to make this determination.
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ATTACHMENTS:





1.  Preparing Congressional Responses





2.  AF Form 1768 - Staff Summary Sheet





3.  Addresses





4.  Sample Letter to Senator/Congressman





5.  Sample Letter to All Other Addressees and File Copies





6.  Sample Letter, SAF/AQCX





7.  Sample Letter, AFPOA/DPW





8.  Sample Addressed Envelopes
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                                       PREPARING CONGRESSIONAL RESPONSES








1.  PREPARATION OF STAFF SUMMARY  SHEET - AF FORM 1768


     


     a.  COORDINATION:  Please ensure that all OPR’s listed on the CC tab are listed on the Staff Summary Sheet and that proper coordination has been obtained before bringing the Congressional package to the IG office.  The IG should be the final coordinator.





     b.  ATTACHMENTS:  Please list as shown below:





        If it is the first inquiry on behalf of the constituent:





             2 Tabs


             1. Proposed Letter


             2. Congressional Inquiry





        If it is the second, or more, in behalf of the constituent:





            3 Tabs 


            1.  Proposed Letter


            2.  Congressional Inquiry


            3.  Previous Congressional Inquiry/ies








2.  PREPARATION OF RESPONSE





      a.  ADDRESS:  Please use correct address.  A list of addresses is attached


in the Sample Section.
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     b.  SALUTATION:  Please use the following salutations:





            Dear Senator Cleland


            Dear Senator Coverdell


            Dear Congressman Bishop


            Dear Congressman Gingrich


            Dear Congressman Chambliss





     c.  OPENING PARAGRAPH:  A standard first paragraph should be used.  It should read as follows:





          This is in response to your inquiry of December 31, 1999, on behalf of Mr. John Doe.





NOTE:  When using dates in congressional responses, please spell out the month, and use month, day, and year order.  When typing the name of the constituent, do not separate the first name from the middle initial.  It is preferable to type the complete name on one line.  It is acceptable to type the first name and middle initial on one line and the last name on the following line or the first name on one line and the last name on the following line.





     d.  ATTACHMENT:  Ensure the attachment on the proposed letter is shown as Attachment.  Use only the word Attachment on the two letters prepared for a Senator/Congressman.  On all other copies use the regular format.  Refer to samples to differentiate between letters for Senators/Congressmen and those for other agencies/organizations.





     e.  AVOID USE OF FIRST PERSON:  Avoid use of the first person in preparing your response. 
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3.  PREPARATION OF ENVELOPES:  Ensure that envelopes are addressed as shown in the Sample Section (Atch 8).  All congressionals should have information copies going to SAF/LL.  HQ AFMC/IGQ no longer requires copies of congressionals. A copy of all congressionals concerning contracts should be prepared for HQ AFMC/PKX.





4.  PREPARATION OF COPIES:  The following file copies are required and should be prepared in the format at Atch 5.





     SAF/LL - copy of response and congressional inquiry





     HQ AFMC/PKX - copy of response and congressional inquiry for contract matters only





     WR-ALC/IG Record Copy - copy of response only





     WR-ALC/CD Record Copy - copy of response, congressional inquiry, and Staff Summary Sheet 


      (AF Form   1 768)





     WR-ALC/JA Record Copy - copy of response and Staff Summary Sheet





     Copies for other OCRs will be the same as WR-ALC/JA’s





5.  ASSEMBLING PACKAGE:  The package should be assembled as follows:





     Staff Summary Sheet (AF Form 1768)


     Proposed Response (Tab 1)


     Congressional Inquiry (Tab 2)


     Previous Inquiry/ies (if applicable) (Tab 3)


     SAF/LL Copy (and any others going off base)


     WR-ALC/IG Record Copy


     WR-ALC/CD Record Copy


     Other OCR Copies
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Any internal copies and copies for the OCRs are held in the WR-ALC/IG office until the response is signed out by the Command Section.  WR-ALC/IG personnel will finalize the copies (stamp with date signed and signature block), return the originator’s internal  copies, and forward the OPR copies, as  appropriate.
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ADDRESSING   LETTERS AND ENVELOPES FOR CONGRESSIONAL INQUIRIES





1.  The following guidance should be followed when addressing letters and envelopes for


Congressional Inquiries:





LETTERS - INSIDE ADDRESS                        ENVELOPES





The Honorable Max Cleland                               THE HONORABLE MAX CLELAND


United States Senate                                            ATTN:  STAFFER’S NAME ON INQUIRY


463 Dirksen Building                                          75 SPRING STREET, S.W. SUITE 1700


Washington DC 20510-1001                               ATLANTA GA 30303





The Honorable Paul D. Coverdell                       THE HONORABLE PAUL D.COVERDELL


United States Senate                                            100 COLONY SQUARE SUITE 300


204 Senate Russell Office Building                     ATLANTA GA 30361


Washington DC 20510-1004





The Honorable Saxby Chambliss                        THE HONORABLE SAXBY CHAMBLISS


House of Representatives                                    (Address envelopes to district office from 


1708 Longworth House Office Building              which the inquiry originated or )


Washington DC 20515-1008                               ATTN:  STAFFER’S NAME ON INQUIRY                                                                                    


                                                                              P.O.BOX 6258


                                                                              MACON GA 31208





The Honorable Sanford D. Bishop                       THE HONORABLE SANFORD D. BISHOP


House of Representatives                                     SOUTHERN TRUST BUILDING


1632 Longworth House Office Building              SUITE 1113-11TH FLOOR


Washington DC 20515-1002                                682 CHERRY  STREET


                                                                              MACON GA 31201





The Honorable Newt Gingrich                            THE HONORABLE NEWT GINGRICH                                


House of Representatives                                    3823 ROSWELL ROAD SUITE 200


2428 Rayburn House Office Building                 MARIETTA GA 30062


Washington DC 20515-1006





NOTE:  USE ALL UPPERCASE LETTERS ON ENVELOPES





The only exception to using the above addresses would be if the incoming inquiry requests


that the reply be sent to the Senator’s/Congressman’s Washington DC address or a different


district office.  In that case, address the envelope to the address that is provided.
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2.  MAILING ADDRESSES FOR OFF BASE ORGANIZATIONS:


                                                                                               


SAF/LL                                                              SAF/AQCX *                                                       1160 AIR FORCE PENTAGON                       		   ATTN: Name on the inquiry


WASHINGTON DC 20330-1160                     1060 AIR FORCE PENTAGON, ROOM 4B262     


                                                                           WASHINGTON DC 20330-1060





* Reponses to SAF/AQCX are normally faxed and do not require mailing.  However, if additional information is required in support of our response and is too much to fax,  an envelope should be prepared.





The following address is for responses to inquiries concerning contracts:


                               


HQ AFMC/PKX


4375 CHIDLAW ROAD, SUITE 6


WRIGHT-PATTERSON AFB OH 45433-5006 





The following letter address is for responses concerning personnel issues that are received directly from AFPOA/DPW:


    


AFPOA/DPW (Name of contact)


1040 AIR FORCE PENTAGON


WASHINGTON DC 20330-1040





Our responses to AFPOA/DPW are usually faxed by this office.  If mailing is required, use the same address on the envelope (in all caps) as used in the letter.








3.  SALUTATIONS:  


   


     Dear Senator Cleland


     Dear Senator Coverdell


     Dear Congressman Bishop


     Dear Congressman Chambliss


     Dear Congressman Gingrich
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WR-ALC/CD


215 Page Road, Suite 269


Robins AFB GA 31098-1662





The Honorable Max Cleland


United States Senate


463 Dirksen Building


Washington DC 20510-1001





Dear Senator Cleland





     This is in response to your inquiry of December 31, 1999, on behalf of Mr. John Doe.





     The second paragraph should be a brief summary of the allegations contained in the incoming


inquiry.





     Succeeding paragraphs should be our responses to the allegations.





     If a point of contact is required, include the name of the contact, office symbol and 


commercial telephone number.





     Use this closing statement:  We trust this information will be beneficial in your reply to


Mr. Doe.





                                                                          Sincerely














                                                                          STEPHEN L. DAVIS


                                                                          Executive Director








Attachment








USE THIS FORMAT ON THE TWO ORIGINALS GOING TO THE SENATOR OR


CONGRESSMAN  
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WR-ALC/CD


215 Page Road, Suite 269


Robins AFB GA 31098-1662





The Honorable Max Cleland


United States Senate


463 Dirksen Building


Washington DC 20510-1001





Dear Senator Cleland





     This is in response to your inquiry of December 31, 1999, on behalf of Mr. John Doe.





     The second paragraph should be a brief summary of the allegations contained in the incoming


inquiry.





     Succeeding paragraphs should be our response to the  allegations.





     If a point of contact is required, include the name of the contact, office symbol and 


commercial telephone number.





     Use this closing statement:  We trust this information will be beneficial in your reply to


Mr. Doe.





                                                                            Sincerely











                                                                           STEPHEN L. DAVIS


                                                                           Executive Director 





Attachment:


Congressional Inquiry





cc:


SAF/LL


Other off-base addressees, as appropriate





USE THIS FORMAT ON ALL OTHER COPIES
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FOR FINALIZATION MEMORANDUM FOR  SAF/AQCX


                                         ROOM 4B262


                                         THE PENTAGON


                                         WASHINGTON DC 20330





FROM:  WR-ALC/CD


              215 PAGE ROAD, SUITE 269


              ROBINS AFB GA 31098-1662





SUBJECT:  Congressional Inquiry - Use name and case number shown on the inquiry





1.  Attached is our proposed response to the inquiry from (fill in as appropriate) on behalf


 of (fill in as appropriate)





2.  Point of contact is NAME, OFFICE SYMBOL and DSN.














                                                                             STEPHEN L. DAVIS


                                                                             Executive Director




















Attachment:


Proposed Response





cc:


HQ AFMC/PKX


SAF/LL








USE THIS FORMAT ON ALL CONGRESSIONAL INQUIRY RESPONSES THAT ARE


TO FORWARDED TO SAF/AQCX
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SAMPLE





                                                           





                                           Congressional/High-Level Inquiry





                                                Immediate Attention/Action








     This is in response to your inquiry of (use date of complaint in this format:





Month, Day, Year (December 31, 1999,) on behalf (name of complainant) concerning his/her 





complaint of (nature of complaint).








     Address all issues the complainant raises.  Include a summary of events/action that pertain to 





the complaint.  The response does not need to be lengthy but does need to address the issue (s) at 





hand.








     Use the following statement as a separate paragraph  to close the response:  We trust this 





information will be beneficial in your reply to Mr./Mrs./Ms. (name of complainant).








                                                                                  Sincerely








NOTES:





Use the sample in Paragraph 1 to begin your response.





The body of the response is contained in the paragraphs that follow.  Close with the statement


included above.  The cover letter is to be prepared for WR-ALC/CD signature.  The attachment


(Proposed Response) should be double spaced and typed on plain bond paper.  An AF Form 1768 is required.
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MEMORANDUM FOR AFPOA/DPW


                                        1040 Air Force Pentagon


                                        Washington DC 20330-1040


                                        Attention:  Name on inquiry








FROM:  78 SPTG/DPC


               215 Page Road, Suite 326


               Robins AFB GA 31098-1662





SUBJECT:  Congressional Inquiry - Mr. John Doe








1.  Attached is our proposed response to your inquiry concerning Mr. John Doe.  





2.  Point of contact is full name, office symbol, and DSN and commercial telephone number.








                    





                                                                           JOHN P. MULLEN


                                                                           Civilian Personnel Officer


                                                                           





Attachment:


Proposed Response





cc:


SAF/LL


Any other off-base-organization requiring a copy








THIS FORMAT SHOULD BE USED ON ALL CONGRESSIONAL INQUIRY RESPONSES THAT ARE TO BE  FORWARDED TO AFPOA/DPW FOR FINALIZATION.  THESE RESPONSES WILL BE SIGNED BY DPC AFTER APPROVAL FROM THE COMMAND SECTION.  INDICATE ON AF FORM 1768 THAT ALC/CD APPROVE SIGNATURE BY DPC OR ACTING DPC.  ALL OTHER INFO ON AF FORM 1768  IS THE SAME AS SAMPLE 
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                                                             SAMPLE











                                            Congressional/High-Level Inquiry





                                                Immediate Attention/Action








     This is in response to your inquiry of (use date of complaint in this format:





Month, Day, Year (December 31, 1999,) on behalf of (name of complainant) concerning his/her 





complaint of (nature of complaint).








     Address all issues the complainant raises.  Include a summary of events/actions that





pertain to the complaint.  The response does not need to be lengthy but does need to address the 





issue(s) at hand.





     


     Use the following statement as a separate paragraph to close the response:  We trust this 





information will be beneficial in your reply to Mr./Mrs./Ms. (name of complainant).








                                                                           Sincerely














NOTES:





Use the sample in Paragraph 1 to begin your response.





The body of the response is contained in the paragraphs that follow.  Close with the statement included above.  The cover letter is to be prepared for 78 SPTG/DPC signature.  The attachment (Proposed Response) should be double spaced and typed on plain bond pater.  An AF Form 1768 is required
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SAMPLE OF ENVELOPE TO A SENATOR














WR-ALC/CD


215 PAGE ROAD, SUITE 269


ROBINS AFB GA 31098-1662





OFFICIAL BUSINESS

















                                                  THE HONORABLE MAX CLELAND


                                                  ATTN:  (NAME IS IDENTIFIED ON INQUIRY)


                                                  75 SPRING STREET


                                                  SUITE 1700


                                                  ATLANTA GA 30303 
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                                    SAMPLE OF ENVELOPE TO A CONGRESSMAN














WR-ALC/CD


215 PAGE ROAD, SUITE 269


ROIBNS AFB GA 31098-1662





OFFICIAL BUSINESS  











                                                        THE HONORABLE SAXBY CHAMBLISS


                                                        ATTN:  (NAME IDENTIFIED ON INQUIRY)


                                                        P. O. Box 6258


                                                        MACON GA 31208
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                                    SAMPLE OF ENVELOPE TO OTHER ORGANIZATION





         








WR-ALC/CD                                                                                               POUCH


215 PAGE ROAD, SUITE 269


ROBINS AFB GA 31098-1662





OFFICIAL BUSINESS














                                                        SAF/LL


                                                        1160 AIR FORCE PENTAGON


                                                        WASHINGTON DC 20330-1160
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