APPENDIX A

Tab 1

MY OFFICE PROCEDURES
1.O Administration.  Leave, travel, visit requests, TAD requests, and taskers are now coordinated through My Office which can be found on TIGER.  This is a command wide program, which is meant to cut down on paperwork and ease the flow of these requests.  Help can be found from the Operations Officer, Administrative Assistant, or the My Office help desk.

1.1 TAD Requests.  Upon approval to travel, or while requesting permission to travel TAD, C4I/I personnel are to fill out a TAD request in My Office.  Personnel will fill in all of the information required on the form.  

1) For the funding box type in either R&D or O&M.  Program Funding Travel box choose O&M, JINTACCS, JWID, JDEP or SE&I.  

2) Select the mode of travel.  Make travel arrangements through Omega travel at 703-640-7101.  

3) Put estimated cost of travel provided by Omega in the box.  Omega will e-mail your itinerary to you with all of the information for your trip.  

4) That itinerary must be attached to your request before it is forwarded to the Administrative Assistants for processing.  

5) If you are using POV as your mode of transportation, provide the round trip miles in the appropriate box.  

6) Indicate yes or no that you hold a government travel card.  

7) If you are taking leave in conjunction with travel, provide the necessary information.  

8) Attach your itinerary.  Forward the form to the appropriate chain for C4I/I administrative personnel to process.  

9) Administrative Assistants will help in the submission as much as needed, but it is incumbent upon the person traveling to get the request started as quickly as possible with the necessary information.
1.2 Leave Requests.  When personnel request leave, they will fill out a leave request through my office, and submit, which will forward to the appropriate chain.  My Office will detect whether the requester is military or civilian, and will open up the appropriate military leave request, or civilian leave request.


1.3 Visit request.  Requesters will fill out all of the information on the visit request in my office. Despite the fact that the form does not have a place for it, the fax number of the security office is needed in order to process the form.  After submission, C4I/I administrative personnel will process.


1.4 Significant events.  All C4I/I personnel may take advantage of the significant event portal in my office.  By continuously recording significant events, requirements such as Command Chronology will be much easier to fulfill by both administrative personnel, and personnel within the divisions.  Personnel within the C4I/I divisions will not check the “include in CMC report” without first coordinating with the C4I/I Operations Officer.


1.5 Taskers.  Command Taskers are distributed through My Office.  As taskers are received by C4I/I, the operations officer assigns the action to the divisions or maintains the action for the operations section.  The Operations Officer will annotate the task, due date and action officer on the Task Matrix.  Responses to the command Tasker system are inputted by the Administrative Assistant and maintained on file for a reasonable period of time. 






















