
	MEMORANDUM FOR LAAFB VOTING ASSISTANCE PROGRAM PARTICIPANTS
	


	FROM:  61 ABG/CC
	


	SUBJECT:  2004-05 Los Angeles AFB Voting Plan
	


1.
Attached is the base Voting Plan to be followed in implementing the LAAFB Voting Assistance Program.

2.  Supervisors should give voting special attention and support.  This emphasis will help ensure military personnel, civilians and family members have the opportunity to become informed on all aspects of voting.

3.  The Installation Voting Officer (IVAO) and Unit Voting Counselors play a vital role in putting a human face on the Federal Voting Assistance Program.  Your active support is key to assisting our LAAFB team members in exercising their right to vote. 

4. If you have questions or concerns, please contact LAAFB IVAO. Or Email at 

    mailto:smc.ivo@losangeles.af.mil
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Los Angeles AFB Voting Plan – 2004/05

References:
A.  Uniformed and Overseas Citizens Absentee Voting Act (UOCAVA) 42 USC



      1973ff



B.  DODD 1000.4, Federal Voting Assistance Program



C.  AFI 36-3107, Voting Assistance Program



D. Voting Assistance Guide (VAG) Publication ID VAG



E.  Federal Voting Assistance Program (FVAP) Voting Action Plan 2004-05



F.  Department of Defense Voting Information Support Plan 2004-05

Offices of Primary Responsibility:
61 MSS






LAAFB Installation Voting Assistance Officer (IVAO)






LAAFB Voting Committee






Unit Voting Assistance Counselors (UVAC)

1.  Situation:  The Uniformed and Overseas Citizens Absentee Voting Act (UOCAVA) protects the right to vote for members of the Uniformed Services, Merchant Marines, their spouses and dependents, and United States (US) citizens who are temporarily residing outside the territorial limits of the US.  It requires each Government department to distribute balloting materials and develop a program of information and education for all employees and dependents covered by the Act.  The Secretary of Defense has directed commanders at all levels support the Voting Assistance Program to ensure maximum participation by Air Force personnel and their dependents, in exercising their right to vote.  For the 2004-05 Voting Season, the goal is to contact 100% of Air Force personnel (all active duty personnel along with civilians assigned overseas) and to offer assistance with voting registration and requesting a ballot.

2.  Mission:  The Air Force Voting Assistance Program is an ongoing program to assist Air Force personnel to register and vote either, at the polls, or by absentee ballot.  The mission of this plan is to provide assistance for all elections, with special emphasis on the period prior to the 2 November 2004 general election.  

3.  Concept of Operations:  The plan will be implemented as follows (see attachment 1, sequence of events; attachment 2, definitions, and annexes):

a.  Installation commanders will:  

1) Ensure compliance with AFI 36-3107.

2) Designate (in writing) a DoD civilian GS-12 or higher, or if military, O-4 or higher, as the IVAO for a 2-year term.  When a new IVAO is appointed, provide information (name, grade, phone, fax, electronic mail address and mail address) to MAJCOM VAO and HQ AFPC/DPSF.  An O-4 select can be appointed as IVAO.  A request for a grade deviation must be made through the MAJCOM VAO with the Air Force Voting Action Officer as final approval authority.  The request must include sufficient justification to warrant the deviation.

3) Establish an Installation Voting Committee for administering and publicizing the local voting program.  The committee will be chaired by the IVAO and consist of representatives from the following offices or Air Force related organizations:

(a) MPF

(b) Public Affairs Office

(c) Staff Judge Advocate 

(d) Communications Squadron

(e) Services Squadron

(f) Volunteer Organizations are encouraged

(g) Spouses Clubs are encouraged

(h) Others as requested by the commander

4) Ensure the appointed IVAO receives the Federal Voting Assistance Program (FVAP) training including TDY funding to attend training if required by the FVAP.

(5) Ensure unit commanders appoint unit voting counselors (UVAC) at a 1 to 100 ratio.  This number may be decreased at the unit commander’s discretion (i.e., 1 to 50).  Unit voting counselors must be at the 0-2/E-7 level or above.  A request for a grade deviation must be made through the Installation Commander to the MAJCOM VAO.  The MAJCOM VAO is the final approval authority.  The request must include sufficient justification to warrant the deviation.

6) Submit reports as directed by HQ AFPC/DPSF.

7) Support any FVAP voting training workshops held at their installation by introducing the program.  Ensure the IVAO extends an invitation to attend to IVAOs and unit voting counselors from nearby military installations.

8) Ensure the IVAO or unit voting counselor briefs absentee voting process information during base newcomer orientations.  

b.  61 MSS will:

(1) Serve as administrative counterpart to HQ AFPC/DPSFM and as the IG inspectable point for the Installation Voting Assistance Program.

(2) Receive, store, and pass messages, MPFMs, voting materials, etc., between HQ AFPC/DPSFM or MAJCOM/FOA and the IVAO for the entire 2-year voting cycle.  Establish a distribution point for the IVAO at the MPF.

(3) Support IVAO’s requests for products, lists, etc., of personnel served by the MPF (include tenant and GSUs).

c. Installation Voting Assistance Officers (IVAO) will: 

(1) Ensure compliance with AFI 36-3107.

(2) Chair the Installation Voting Committee.  Distribute copies of annexes of this plan to applicable staff offices.

(3) Ensure unit voting assistance counselors (UVACs) are appointed in a ratio of one counselor for every 100 members served.  This ratio cannot be increased but may be decreased at the determination of the unit commander (i.e., 1 per 50 unit members).  IVAOs should work with the MPF Commander to obtain personnel lists by unit so each unit voting counselor will receive a list with the names of the people they will need to assist.  UVACs can also obtain a list of personnel from their Commander’s Support Staff.  The UVACs must be in the grade of O-2/E-7 or above.  A request for a grade deviation must be made through the Installation Commander to the MAJCOM VAO.  The MAJCOM VAO is the final approval authority.  The request must include sufficient justification to warrant the deviation.

(4) Establish a voting action telephone line with an answering machine except where 24-hour telephone coverage is available.  Provide the base telephone operator with the name and telephone number of the IVAO and other key UVACs.  The telephone number listed for the IVAO should be the telephone Voting Action Line that is connected to a 24-hour answering service.  Update telephone listings of unit counselors when replacements/changes occur (including base telephone operator and MAJCOM/FOA lists).

(5) Provide a directory containing the names and office telephone numbers of all local unit Voting Assistance Officers, including tenant organizations, to the MAJCOM VAO within 15 days of receipt of this plan.  Update these listings when replacements/changes occur.

(6) Ensure each UVAC has a copy of the 2004-05 Voting Assistance Guide, Publication ID VAG, posters, and sufficient quantities of FPCAs (4 for each member assigned) and FWABs (1 for each member assigned).  Voting Assistance Guides and voting posters are automatically shipped to each installation on a biennial basis.  The quantities shipped are based on installation strength.  You may procure additional materials after all initial, automatic shipments are complete, through Air Force Publishing on-line at:  http://www.e-publishing.af.mil/.  Required materials include the 2004-05 Voting Assistance Guide, Standard Form (SF) 76, Federal Post Card Application (FPCAs), Standard Form (SF) 186, Federal Write-In Absentee Ballot (FWAB), election calendar and motivational posters, and any other voting materials provided by the FVAP.  Electronic copies of the VAG are available on the FVAP’s website.   In addition, most states accept the on-line version of the FPCA which is available at www.fvap.gov.  Ensure enough supplies are on hand to support activated Guard/Reserve personnel.

(7) Train all unit voting counselors IAW AFI 36-3107.  Use the 2004-05 Voting Assistance Guide, Publication ID VAG, and the FVAP’s Microsoft PowerPoint presentation available at (www.fvap.gov).  Encourage unit voting counselors to attend a live workshop provided by the FVAP if one is hosted at or near your installation.  TDYs to attend voting workshops are locally funded.  Keep a written record of unit counselors trained and train replacements as needed for the duration of this plan.  Complete initial training by 30 days after receipt of this plan.

(8) Submit one report to HQ AFPC/DPSF on your installation goals at the end of the year 2004 voting season.   Provide your report via electronic mail, message, fax, or letter to:  HQ AFPC/DPSF, 550 C Street West Ste 37, Randolph AFB TX 78150-4737, Fax # DSN 665-2543 or commercial Fax (210)-565-2543.  Ensure an information copy is provided to your MAJCOM.  The report is due in the following format and must arrive at HQ AFPC/DPSF no earlier than 16 October 2004 and no later than 3 November 2004.  NOTE:  It is recommended that IVAOs track this information monthly to ensure accurate accounting at the end of the year.

(a) Number of active duty, eligible voters assigned

(b) Number first contact for registration.  Definition:  When the IVAO or UVAC counsels any active duty member one-on-one about the voting assistance program and explains the assistance they will provide to the member and their voting age dependents.  For reporting purposes, this is a contact even if the member does not actually apply for registration; i.e., the member will vote locally, or they are moving and will apply at their next unit, or they are not interested and refuse UVAC assistance.

(d) Number second contact for ballot assistance.  Definition:  When the IVAO or UVAC contacts a member to ensure they receive a ballot or assists with an FPCA to request a ballot.  IVAO/UVAC does not have to make second contact with those who said they will vote locally or those who refused assistance at the first contact (but may count them as a second contact for reporting purposes).

(e) Submit “Best Practice” inputs for your installation.

(9) Provide plan for Armed Forces Voters Week to MAJCOM by 1 August 2004.

(10) Conduct Armed Forces Voters Week (3-11 September 2004).  Publicize the importance of early action to obtain ballots for elections well in advance of election deadlines.  Local election officials are often willing to help.  Some ideas for Armed Forces Voters Week are:

(a) Activity ideas.  Booths/tables in high traffic areas, radio talk show spots, "Uncle Sam" visiting organizations, essay/poster contests, registration rally, incentives (refreshments, helium balloons, flags, etc.), scheduled events (open house, concerts, etc.).

(b) Publicity ideas.  Electronic bulletin board, electronic mail, flyers in club bills, post office boxes, dorm rooms, commissary shopping bags, closed circuit television, marquees.

(11) Report results of Armed Forces Voters Week through your MAJCOM to HQ AFPC/DPSF by message, letter, or fax in the following format by 1 October 2004:

(a) How many people were assisted with registration/SF 76 completion during Armed Forces Voters Week?

(b) Describe particularly creative or innovative methods/techniques you used during Armed Forces Voters Week.

(c) Outline any problems encountered during the week that we could incorporate into lessons learned.

(12) Disseminate voting information and provide voting assistance as required for state and local elections throughout the 2-year period.

(13) CONUS installations: Ensure in-hand delivery of Federal Post Card Applications (FPCA) by 15 January 2004, 15 September 2004, and 15 January 2005 to Air Force personnel and their spouses and dependents within the U.S.  Ensure unit voting counselors maintain records of this contact and delivery of FPCAs.  Maintain supply of Federal Write-in Absentee Ballots (FWAB) for those cases where the FVAP announces they may be used in the Continental U.S. 

(14) Continue tracking and report goals as directed by MAJCOM/FOAs or HQ AFPC/DPSF.

(a) Submit after-action reports, as directed.

(b) Assist with post-election surveys of unit voting officers, military personnel and federally employed civilians, and ballot transmission surveys, if requested.

(15) Subscribe to the Voting Information Newsletter and Voting Information News Releases.  Subscription instructions are located on the FVAP website, www.fvap.gov.  Ensure the information received via these two publications is disseminated to all installation personnel.

d. Installation Voting Committee will:

(1) Formulate and conduct aggressive base-level publicity on voting information for the entire period of the plan.  Include the publicity plan in the Installation Voting Plan.  Ensure the plan addresses Armed Forces Voters Week publicity.

(2) Coordinate installation resources to support the Voting Assistance Program and carry out the Installation Voting Plan.

e. Unit Voting Assistance Counselors (UVAC) will:

(1) Comply with AFI 36-3107.

(2) Carry out the duties outlined in the 2004-05 Voting Assistance Guide, Chapters One and Two.

(3) Compile a list of the persons they are to serve or use lists provided by the IVAO or the MPF.  

(4) Provide voting assistance through one-on-one contact with the persons on the list.

(5) Disseminate voting information and provide voting assistance as required for state and local elections throughout the 2-year period.

(6) Make first contact with assigned personnel.  Brief 100% of your assigned personnel on absentee registration and voting procedures within 30-60 days of receipt of this plan.  Provide FPCAs for registration and request ballots for primary elections.  Some states begin their primary elections in March 2004.  During this period, unit voting officers will concentrate on providing absentee registration and voting assistance for state primary elections.  

(7) Assist IVAO with Armed Forces Voters Week (3-11 September 2004).  Publicize the importance of early action to obtain ballots for elections well in advance of election deadlines.

(8) Personally deliver FPCA by 15 September 2004 to Air Force personnel and their dependents within the U.S. for use in the General Election.  This FPCA delivery is required by the UOCAVA and is in addition to the FPCAs distributed earlier, for use in primary elections.

(9) Ensure newly assigned personnel arriving in the unit after the initial voting information briefing is conducted are contacted and provided voting guidance.  Update lists of assigned personnel as changes occur.  New persons assigned to units should be added to a unit voting counselors’ list immediately upon arrival and contacted for counseling on the Voting Assistance Program.  Departures are lined off the list and will not be counted in any reporting from that date on.  New arrivals will be counted in subsequent reporting.

(10) Officers and noncommissioned officers designated as UVACs are authorized by DOD Directive 1000.4 to administer oaths in connection with voting registration and voting.

(11) Submit after-action reports, as directed, and assist with post-election surveys of unit voting officers, military personnel and federally employed civilians, and ballot transmission surveys, if requested.

4.  Other Actions: 

a. Personnel:  Follow Annex A and its appendices.

b. Public Affairs:  Follow Annex B.

c. Staff Judge Advocate:  Follow Annex C.

d. Comptroller:  Follow Annex D.

e. Information Management:  Follow Annex E.

f. Postal Service:  Follow Annex F.

g. Communications Support:  Follow Annex G.

5. Execution:

a. This plan is effective upon receipt.

b. Commanders at all levels will assist and encourage eligible military personnel, their dependents, and all Air Force employees to register and vote, in person or by absentee process, in all elections held in their election districts during 2004-05.

c. IVAOs will prepare installation-voting action plans not later than 30-60 working days after receiving this plan.  Incorporate any command special items, which are provided in the HQ MAJCOM/FOA plan.  Submit your plan to the installation commander for approval and send a copy to HQ MAJCOM/FOA/DP for review.

d. Armed Forces Voters Week  (3-11 September 2004) is the time frame by which all installations will culminate their program to focus attention of all personnel on the upcoming elections.
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1.  Sequence of Events

2.  Publicity Plan









ANNEX:









        A - Voting Assist. Personnel

SEQUENCE OF EVENTS FOR LAAFB 

INSTALLATION VOTING OFFICERS (IVAOs)

AND UNIT VOTING COUNSELORS (UVACs)

15 Days After Plan Receipt:

IVAOs:

Establish voting action line.

Acquire answering machine/voice mail.

Provide list of UVACs to Base Telephone Operator.

Procure materials.

Prepare Voting Action Plans.

Attend or participate in an FVAP voting assistance training workshop presented live or by media (world-wide-web (www.fvap.gov), video teleconference or video tape).

30 Days After Plan Receipt:

IVAOs train UVACs.

Provide the FVAP’s web address to UVACs (www.fvap.gov).

Provide the AF Voting web address to UVACs and any interested party (www.afpc.randolph.af.mil/votefund).  

No earlier than 1 Jan 04 and no later than 15 Jan 04:

UVACs contact each member of the unit and explain absentee registration voting procedures.  Provide Federal Post Card Application (FPCA) for registration.

Not later than 1 Aug 04:

Provide AFVW Plan to MAJCOM VAO.

Not later than 15 August 04:
Overseas IVAOs make second contact.  Ensure in-hand delivery of FPCAs for ballot requests.

3-11 September 04:

Conduct Armed Forces Voters Week.

Not later than 15 September 04:
Continental (US) IVAOs make second contact.  Ensure in-hand delivery of FPCAs for ballot requests

3 November 2004

Submit end-of-year report to AFPC/DPSF

Not earlier than 1 Jan 2005 and not later than 15 Jan 2005

Make in-hand delivery of FPCAs.

Calendar Year 2005  

Continue to publicize the AF Voting Program and provide assistance for the entire year.

Los Angeles AFB Publicity Plan - 2004/2005

References:
A. Air Force Voting Plan – 2004/05 



B. Los Angeles AFB Voting Plan – 2004/05

Offices of Primary Responsibility:
LAAFB Installation Voting Officer






LAAFB Voting Committee






Unit Voting Counselors

1.  Situation: The Air Force Voting Plan calls for all installation voting plans to develop a publicity plan in support of the Voting Assistance Program.  The intention of encouraging Air Force personnel to register and vote either, at the polls, or by absentee ballot.  For the 2004 General Election, the goal is to contact 100% of Air Force personnel to offer assistance with voting registration and requesting a ballot.

2.  Mission:  The Los Angeles AFB Voting Publicity Plan is an ongoing effort of the larger Voting Assistance Program to publicize the dates of primary and general elections as listed in the Federal Voting Assistance Guide. The mission of this plan is to publicize the prescribed elections, Armed Forces Voters Week and special emphasis on the period prior to the 5 November 2004 General Election.

3.  Concept of Operations:  The plan will be implemented as follows:

a.  Recurring Monthly Publicity 

(1) Installation Voting Officers 

(a) Send out notifications of upcoming primaries utilizing the electronic LAAFB Staff Bulletin system approximately 45 and 30 days prior to and at the start of each month with elections.  Each of these notifications will be forwarded to all UVACs as well.

(2) Unit voting Counselors
(a) Forward applicable information received from the IVAO to unit personnel by any or all of the following means; email, in-person, staff meetings and SPO/Commander’s Call.

(b) Provide briefings for personnel assigned to your unit devoted to absentee registration and voting procedures, including spouses and eligible dependents (as requested).

(c) Ensure incoming personnel and their dependents are provided voting guidance.  Direct counseling on voting can be accomplished at unit in-processing, unit commander's call and similar occasions. 

b.  Armed Forces Voters Week Publicity

(1) Installation Voting Officers
(a) Follow guidance in LAAFB Armed Forces Voters Week Implementation Plan.

(2) Unit Voting Counselors 

(a) Follow guidance in LAAFB Armed Forces Voters Week Implementation Plan.

(3) Voting Committee Member Organizations
(a) Follow guidance in LAAFB Armed Forces Voters Week Implementation Plan.

c.  Special Emphasis Period Prior to November General Election Publicity
(1) Installation Voting Officers
(a) Utilizing the same notification process as during monthly publicity with increased frequency and fidelity.  Release of notifications will correspond with the time phasing of each states' requirements for participating in the Nov General election.  Follow the following time phasing: approximately 15 days prior to each state's milestones of registration (if required), request for specific general election ballot (if required) and deadline for submission of absentee ballot.

(b) Follow any supplemental guidance provided in LAAFB Armed Forces Voters Week Implementation Plan.

(2) Unit Voting Counselors 

(a) Pass on applicable information received from the IVAO to unit personnel by any or all of the following means; email, in-person, staff meetings and SPO/Commander’s Call.

(b) Follow any supplemental guidance provided in LAAFB Armed Forces Voters Week Implementation Plan.

ANNEX A TO LOS ANGELES AFB VOTING PLAN 

VOTING ASSISTANCE PERSONNEL

Tasks:

1.  Mission Support Commanders/MPF Commanders, and the installation voting officer (IVAO) assist the installation commander in administering the Air Force and Federal Voting Assistance Programs.  MPF will expeditiously pass voting communications to the IVAO and assist the IVAO with reports, surveys, FPCA and ballot fax transmissions and assistance in correcting member’s FPCA errors as directed by the FVAP.

2.  Unit commanders will appoint enthusiastic officers, or NCOs as Unit Voting Counselors using a ratio of 1 counselor per 100 personnel.  This number may be increased to no more than 1to 50 personnel to accommodate specific unit needs.  Ensure Unit Voting Assistance Counselors are trained by the IVAO and they provide briefings for personnel assigned to their unit devoted to absentee registration and voting procedures, including spouses and eligible dependents (as requested).  In addition, ensure incoming personnel and their dependents are provided voting guidance if they arrive after the voting briefing has been conducted. 

3.  Installation Voting Committee is responsible for administering and publicizing the local voting program.  

a.  The committee will consist of representatives from the following offices or Air Force related organizations:

1) Installation Voting Officer, Chair

2) MPF

3) Public Affairs Office

4) Staff Judge Advocate 

5) Communications Squadron

6) Services Squadron

b) The committee will develop the LAAFB Armed Forces Voters Week Implementation plan in support of Armed Forces Voters Week (3-11 September 2004) with the intent of focusing attention of all LAAFB personnel on the 2 Nov 2004 elections.  Provide plan for Armed Forces Voters Week to MAJCOM and HQ AFPC/DPSFM by 1 Aug 2004.

4.  Installation Voting Officer will:
a. Chair LAAFB voting committee.

b. Ensure UVACs are appointed in a 1 to 100 ratio.  This number may be decreased to 1 to 50.

c. Establish telephone "Voting Action Line” with answering service/voice mail, for the IVAO by 15 days after receipt of this plan.  Transfer this service to replacement IVAO if needed.  This telephone service should be in effect for the duration of this plan. 

d. Provide the name and duty phone number of the IVAO and all unit voting counselors to the information/directory assistance telephone operator by 15 days after receipt of this plan.  Update the listing as changes occur.

e. Implement a local training and participation program to train UVACs.  IVAO must keep records of UVAC training and ensure replacement counselors are appointed and trained as needed for the duration of this plan.  Use chapters one and two of the Voting Assistance Guide to train UVACs.  Ensure receipt of the Federal Voting Assistance Program's monthly publication, Voting Information News, and use for training UVACs.  Contact the FVAP at DSN 425-1584 to request your subscription of this free publication.  The FVAP’s Microsoft PowerPoint voting training program is available on their web site (www.fvap.gov or www.fvap.ncr.gov) but, if problems exist accessing the site do not delay initial training, as sufficient material is contained in the guide.  Initial training should be completed by 30 days after receipt of this plan.  In addition, anyone who appears to need assistance in reading or understanding any English language material relating to voting or voter registration should be assisted.

f. On request, provide UVACs with sources of partisan voting information.  See Air Force Voting Plan Annex A, Appendix I.

g. Develop a plan for local observance of Armed Forces Voters Week (3-11 September 2004).

h. Procure voting materials (after receipt of the initial automatic shipment) through Air Force Publishing on line at (www.afpubs.hq.af.mil).  Publishing bulletins will announce their availability.  Each UVAC will be provided a copy of the 2004-05 Voting Assistance Guide (Publication ID VAG 04-05).  Retain and maintain the guide until superseded.  The guide is also available on the world-wide-web at (www.fvap.gov or www.fvap.ncr.gov).

5. Unit voting counselors (UVAC) are responsible to the unit commander to provide counseling, assistance, and voting materials to assigned military/civilian personnel and dependents and to the IVAO for progress reports.
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1.  Appendix I


APPENDIX I

LOS ANGELES AFB INSTALLATION VOTING OFFICER (IVAO) CHECKLIST

**Electronic version can be found at www.afpc.randolph.af.mil/votefund
	The Air Force Voting Program is a Compliance Inspection (CI) item per AFI 90-201, Inspector General Activities. Attachment 6.2.3. addresses the AF Voting Program.  To assist you in preparing for inspections and in serving in your role as a Voting counselor, the checklist below was created. It combines items from AFI 36-3107, Voting Assistance Program and DoDD 1000.4, Federal Voting Assistance Program.  All references are from AFI 36-3107 unless otherwise noted.
	
	

	
	
	

	Mission Statement - To ensure the command voting program is reviewed at every organizational level to ensure  that persons covered by the Uniformed and Overseas Citizens Absentee Voting Act (UOCAVA) are informed and provided an opportunity to exercise their right to vote.
	
	

	Installation Commanders
	 
	 

	1. Has the installation commander appointed in writing, a Primary and Alternate Installation Voting Assistance Officer (IVAO) in the rank of GS-12 or O-4, or higher? (para 4.7.1.)
	 
	 

	NOTE:  The IVAO should be appointed to serve at least two years, to include one year of a General Election year.
	
	

	2.  Has the installation commander set up an installation voting committee to develop and administer the local voting program?  (para 4.7.2. and 2004/05 AF Voting Plan)
	 
	 

	3.  Does the installation commander ensure unit commanders appoint in writing, one unit voting assistance counselor (UVAC) per every 100 unit members?  (para 4.7.3.)
	 
	 

	NOTE:  The UVAC should be at the O-2/E-7 level or above.  A unit member includes military personnel of any service, civilians, and contractor personnel.
	
	

	4.  Does the installation commander ensure the base Staff Judge Advocate provides answers to legal questions regarding residency issues and the right to vote? (para 4.7.4.)
	 
	 

	5.  Does the installation commander ensure the IVAO and UVACs’ performance of duties with respect to the Voting Program is included in their performance evaluation? (para 4.7.5.)
	 
	 

	6.  Does the installation commander ensure the appointed IVAO receives FVAP training and is the training documented? (para 4.7.6.)
	 
	 

	7.  Does the installation commander ensure voting registration materials and assistance information is continually available at a well-advertised and fixed location on the installation?  (para 4.7.7.)
	 
	 

	8.  Does the installation commander ensure all personnel deploying in excess of 30 days are briefed on the absentee voting process and afforded the opportunity to complete a Standard Form 76, Federal Post Card Application (FPCA)?  (para 4.7.8.)
	 
	 

	Installation Voting Assistance Officers (IVAOs)
	 
	 

	1. Does the IVAO establish a voting assistance program according to the current Air Force Voting Plan and Voting Assistance Guide? (para 4.8.1.)
	 
	 

	2.  Does the IVAO chair the installation voting committee?  (para 4.8.2. and AF Voting Plan)
	 
	 

	3.  Does the IVAO ensure UVACs are appointed in a ratio of one counselor for every 100 members served, to include military and civilian personnel and Geographically Separated Units? (para 4.8.3.)
	 
	 

	NOTE:  The UVAC should be at the O-2/E-7 level or above.  A unit member includes military personnel of any service, civilians, and contractor personnel.
	
	

	4.  Does the IVAO ensure UVACs are trained to assist military and civilian personnel and their dependents?  (para 4.8.4.)
	 
	 

	5.  Does the IVAO keep a written record of UVACs trained and are replacements trained as needed? (para 4.8.4.1.)
	 
	 

	6. Does the IVAO ensure all assigned personnel receive at least one briefing, training or information period of instruction devoted to absentee registration and voting during federal election years and is this training documented? (para 4.8.4.2.)
	 
	 

	7.  Has the IVAO developed a method to track installation goals as specified in the current Air Force Plan? (para 4.8.5.)
	 
	 

	6.  Has the IVAO developed a system to ensure in-hand delivery of SF 76, Registration and Absentee Ballot Request - Federal Post Card Applications (FPCA) to all eligible voters? (para 4.8.6.)
	 
	 

	7.  Has a plan for Armed Forces Voters Week been sent to HQ AFPC/DPSF?
	 
	 

	NOTE:  Occurs in August or September of even-years as specified in current Air Force Plan 
	
	

	(para 4.8.7.)
	
	

	8.  Does the IVAO provide registration materials and a briefing on the absentee voting process at all Individualized, Newcomer, Treatment and Orientation (INTRO) programs (newcomer’s orientation)?  
	 
	 

	NOTE:  This can be a rotated duty for all voting counselors at the installation. (para  4.8.8.)
	
	

	9.  Has the base telephone operator been provided a listing with name, E-mail, and telephone number of the IVAO and UVACs? (para 4.8.9.)
	 
	 

	10.  Has the IVAO coordinated with the MPF Customer Support element to ensure they have contact information to ensure notification of IVAO when voting materials arrive?  (para 4.8.11.)
	 
	 

	11.  Has the IVAO ensured that four SF 76, FPCA, and one SF 186, Federal Write-In Absentee Ballot (FWAB), has been ordered for each military member assigned to their military installation from the Air Force Publishing web site? (para 4.8.12.)
	 
	 

	12.  Has the IVAO distributed the current Voting Assistance Guide (VAG)?  (para 4.8.13.)
	 
	 

	13.  Does the IVAO conduct a Post Election Survey in the manner specified by the Director, FVAP?  (para 4.8.14.)
	 
	 

	14.  Does the IVAO maintain and keep current a continuity book which will be passed on to the succeeding IVAO?  (para 4.8.15.)
	 
	 

	Unit Voting Assistance Counselors (UVACs)
	 
	 

	1.  Does the UVAC carry out the duties outlined in the VAG, AFI 36-3107 and the AF Voting Plan and update list of assigned personnel as changes occur?  (para 4.9.1.)
	 
	 

	2.  Does the UVAC provide voting assistance through one-on-one contact with people they will serve?  (para 4.9.2.)
	 
	 

	3.  Does the UVAC have four SF 76, FPCA, and one SF 186, Federal Write-In Absentee Ballot (FWAB), for each military member assigned to their unit? (para 4.9.3.)
	 
	 

	4. Does the UVAC make in-hand delivery of SF 76 (FPCA) to all assigned personnel of voting age to include their voting age dependents? (para 4.9.4.)
	 
	 

	NOTE:  Issue SF 76 by 15 Jan of each calendar year (CONUS/OS); During even-numbered years issue SF 76 by 15 Aug (OS Installations) or 15 Sep (CONUS Installations)
	
	

	5. Does the UVAC provide SF 186 (FWAB) to overseas voters (one per voter) and as the FVAP directs for CONUS voters? (para 4.9.5.)
	 
	 

	6.  Does the UVAC provide individuals with voting information for their home states?  (para 4.9.6.)
	 
	 

	NOTE:  State guidelines are in the VAG and information can also be obtained via the FVAP website.
	
	

	7. Does the UVAC file an after-action report in the form specified by IVAO? (para 4.9.7.)
	 
	 

	8. Does the UVAC conduct a post election survey in the manner specified by the Director, FVAP?  (para 4.9.8.)
	 
	 

	9. Does the UVAC assist individuals who need help reading or understanding English language material and provide assistance in the individual's appropriate language? (para 4.9.9.)
	 
	 

	10.  Does the UVAC assist the IVAO with Armed Forces Voters Week to include, but not limited to, publicizing the importance of early action to obtain ballots for elections well in advance of election deadlines? (para 4.9.10.)
	 
	 

	Military Personnel Flight (MPF) 
	 
	 

	1. Does the MPF Customer Support Section provide assistance to the IVAO? (para 4.10. and AF Voting Plan)
	 
	 

	2.  Does the MPF Customer Support Section advise the IVAO when voting materials (messages, publications, posters, forms, etc.) arrive at the MPF? (para 4.10.2.)
	 
	 

	3. Does the MPF comply with the current Air Force Voting Plan?  
	 
	 



