
Air Force Reserve 
Coordination Snowflake 

Staff Package

Subject: Task/Request Originator: Task ID #: 

Appvr's Susp:     OPR's Susp:        AO Rank/Name:   AO Phone:            AO E-mail: 

    Office Rank/Name Date  COORD  Office Rank/Name COORDDate 

Approval Authority:  Or, Other Approval Authority:  

Purpose: 

Background:  

AFR Staff Review Comments:  

Staff Recommendation:  
Proposed Approval Authority's Action(s) and Formal Response Instructions: 

Tabs:  
1.  
2.  
3.  

4.  
5.  
6.  
7.  

8. 
9. 

10. 

Approval Authority's Review Comments: 

Action: 
Version: 4.0, 24 Mar 22 

AFRC/DSA _______    AF/RE SNCO  _______   Asst Exec _______    Exec ________ 

11.





Tab 2 – TOR Request 
contains: 


• Member’s Memo (signed by member)
• Active Duty/CC Memo (signed by Active Duty/CC)
• Det/CC endorsement – recommending approval/disapproval (signed by 


Det/CC) - Memorandum to ARPC/CC per Delegation Letter, item 10.
• Last 3 OPR’s







 (Appropriate Letterhead) 


(date) 


MEMORANDUM FOR:  (HEADQUARTERS' NAME & OFFICE SYMBOL) 


ATTENTION: COMMANDER, (next echelon of command) 


FROM:  (complete office symbol and address) 


SUBJECT:  Tender of Resignation 


1. I, (full name, grade, SSN) under DAFI 36-3211, Chapter 15, paragraph (cite 
appropriate paragraph) hereby voluntarily tender my resignation from (all or ANG) 
appointments held by me.


2. The reasons for the submission of this resignation are: (list reasons).


3. I understand that, if this resignation is accepted, I will receive a discharge or separation 
characterized as (Honorable) (General)*


4. I (am) (am not) accountable or responsible for public property or funds.


SIGNATURE 


TYPED NAME 


GRADE & TITLE 


Attachments: 


1.    


2.    


cc: 







(Date) 


1st Ind (office/symbol) 


TO:  


1. Recommend that the resignation be (approved) (disapproved). (If disapproved, state reason)


2. Officer (is) (is not):


a. Under investigation.


b. Under sentence by civil court.


c. Insane.


d. In default with respect to public property or funds. (If officer is in this category, state
circumstances in full.) 


e. Under consideration for discharge for cause.


f. Serving on an unexpired active duty service commitment, contract or military service
obligation. 


3. There (has) (has not) been a report of recent misconduct on the part of this officer that is not
shown herein. (If there has been such a report, attach it to the resignation, or if discovered
subsequently, report it to the discharge authority as quickly as possible.


4. Officer (is) (is not) accountable or responsible for public property or funds.


SIGNATURE 


TYPED NAME 


GRADE, TITLE, USAF 


Attachments: 


1.    


2.







1st Ind to HQ RIO/CC, Date as it appears on AD Unit MFR, Subject from AD Unit’s MFR


DATE  RIO DET XX/CC 


MEMORANDUM FOR HQ ARPC/CC 


Recommend approval/disapproval of (Rank)(Name)’s Tender of Resignation request. 
(Justification for disapproval or any additional justification). 


NAME OF DET/CC, Colonel, USAF 
Commander, RIO Detachment XX 


DATE 2d Ind, HQ RIO/CC 


I have thoroughly reviewed (Rank)(Name)'s Tender of Resignation (TOR)request. 


I recommend approval of (Rank)(Name)'s TOR request. 


FIRST MI. LAST, Rank USAF 
Commander, HQ ARPC



1468010611V

Sticky Note

Date memorandum was prepared and/or signed.
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Sticky Note

Detachment submitting waiver package.
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Tab 3 – Fitness Report  
• Must contain CURRENT MyFITNESS tracker report.  If member is due 


within 6 months of initiating request, please forward updated tracker as 
soon as member completes fitness assessment to HQ RIO or HQ ARPC.  
HQ ARPC/CC will need to see the updated tracker to make a final 
determination if the member has an expired FA at the time that the 
package is being reviewed.


• No other versions of this report will be accepted (i.e. ARCNet, fitness 
scoresheet, etc).


• If member has a consistent history of physical exemptions or failures, it is 
the Detachments responsibility to inquire with HQ RIO/IRM via myFSS to 
determine if an AMRO is required or has already been completed. 
Specifically, if the member has 4 consecutive exemptions
(such as within a 2 year span, 4 tests with the sit-ups portion exempted), 
HQ RIO IRM needs to look at the member's profiles.


o Detachments will not be eligible to submit package forward until 
HQ RIO/IRM provides determination of AMRO.


o Determination must be noted on snowflake as a comment by Det/
CC












Tab 4 – SURFS 
• Officer Personnel Data
• AFR AMN RET/SEP Data (RSAR02)
• ANG/USAFR PCARS History (GRBOTH)
• Address Information (RSLABS)
• SURFs must be current within 30 days of 


submission/resubmission to HQ RIO or HQ ARPC








Tab 5 – ARCNet  
Report 


• The tab must contain the member’s ARCNet report showing readiness.
o Report must be current within 30 days of submission/


resubmission to HQ RIO or HQ ARPC
o If the member is either due or overdue, please provide a note in


the snowflake that outlines the member's get well plan
(appointment dates, pending MTF action, etc)










(This letter is affected by the Privacy Act of 1974)			(Date)



TO:  HQ ARPC/DPTTS

         18420 E Silver Creek Ave

         Bldg 390 MS 68

         Buckley AFB CO 80011



AUTHORITY: 10 U.S.C., Section 12683, Reserves: Discharge.  



PRINCIPAL PURPOSE(S):  To process member’s Tender of Resignation.  Use of Social Security Number is necessary to make positive identification of the individual and records.  



ROUTINE USE:  Air Force personnel use information to process resignation from all appointments in the Air Force.  Information contained hereon may be disclosed to any DOD component and upon request, to other federal, state and local agencies in the pursuit of their official duties.  It may be used for other lawful purposes, including law enforcement and litigation.  



DISCLOSURE IS VOLUNTARY:  If not provided, the Air Force cannot act on reservist’s request.



1.  I, ________________________________, under DAFI 36-3211, paragraph ________, 

hereby voluntarily tender my resignation from all appointments held by me at this time.



2.  The reasons for the submission of this resignation are _______________________________

_____________________________________________________________________________

_____________________________________________________________________________



3.  I understand that if this resignation is accepted, I will be honorably discharged from all appointments held by me.



4.  I (am) (am not) accountable or responsible for public property or funds.





_____________________________	____________	__________________

(Signature)		(Date)			(Home phone number)



Name/ Grade/ SSN)



Mailing Address: __________________________________________________________

                            __________________________________________________________



E-Mail Address:

________________________________________________________________________
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