AF FORM 1269

AF FORM 1269 SERVES AS A CRITICAL DOCUMENT WITHIN THE UNITED STATES AIR FORCE, PRIMARILY FOR MANAGING THE
FINANCIAL ASPECTS OF TEMPORARY DUTY (TDY) TRAVEL. UNDERSTANDING ITS PURPOSE, HOW TO COMPLETE IT ACCURATELY,
AND THE IMPLICATIONS OF ITS USE IS ESSENTIAL FOR ANY AIR FORCE MEMBER UNDERTAKING PCS OR TDY ASSIGNMENTS. THIS
ARTICLE WILL DELVE INTO THE INTRICACIES OF AF FORM 1269, EXPLORING ITS ROLE IN REIMBURSEMENTS, COMMON PITFALLS TO
AVOID, AND BEST PRACTICES FOR EFFICIENT PROCESSING. W/E WILL NAVIGATE THROUGH THE ESSENTIAL SECTIONS OF THE AF
ForM 1269, SHEDDING LIGHT ON THE REQUIREMENTS FOR PROPER DOCUMENTATION AND SUBMISSION TO ENSURE TIMELY AND
ACCURATE FINANCIAL SETTLEMENTS FOR ALL TRAVEL-RELATED EXPENSES INCURRED DURING OFFICIAL AIR FORCE DUTIES.

o UNDERSTANDING AF ForM 1269: PURPOSE AND IMPORTANCE

Key SecTions oF AF Form 1269 EXPLAINED

How To AccUrRATELY CoMPLETE AF ForMm 1269

CoMMON ErrORS AND How To Avold THEM

THe RoLE oF AF ForM 1269 IN TDY anp PCS TrAVEL

TIPS For EFFICIENT AF ForM 1269 ProCESSING

ReLATED FOrRMS AND DOCUMENTATION FOR TRAVEL V OUCHERS

UNDERSTANDING AF FORM 1269: PURPOSE AND IMPORTANCE

AF Form 1269, offFICIALLY TITLED “DEPENDENT TRAVEL TO FIRST DUTY STATION,” IS A VITAL ADMINISTRATIVE TOOL USED
BY THE UNITED STATES AIR FORCE TO AUTHORIZE AND DOCUMENT THE TRAVEL OF DEPENDENTS ACCOMPANYING A SERVICE
MEMBER TO THEIR NEW PERMANENT DUTY STATION (PCS). ITS PRIMARY PURPOSE IS TO FACILITATE THE REIMBURSEMENT OF
AUTHORIZED TRAVEL EXPENSES INCURRED BY THESE DEPENDENTS. THIS FORM PLAYS A CRUCIAL ROLE IN THE FINANCIAL WELL-
BEING OF AIR FORCE FAMILIES BY ENSURING THAT ELIGIBLE EXPENSES RELATED TO RELOCATING A HOUSEHOLD ARE PROPERLY
ACCOUNTED FOR AND REIMBURSED ACCORDING TO AIR FORCE REGULATIONS AND JOINT TRAVEL REGULATIONS (JTR). WiTHoUT
ACCURATE COMPLETION AND SUBMISSION OF AF FORM 1269, DEPENDENT TRAVEL COSTS MIGHT NOT BE COVERED, LEADING TO
FINANCIAL BURDENS ON SERVICE MEMBERS AND THEIR FAMILIES DURING A SIGNIFICANT TRANSITION PERIOD.

THe IMPORTANCE OF AF FORM 1269 CANNOT BE OVERSTATED, AS IT SERVES AS THE OFFICIAL RECORD LINKING DEPENDENT
TRAVEL TO THE SERVICE MEMBER'S PCS ORDERS. |T VALIDATES THE NECESSITY OF THE DEPENDENT'S RELOCATION AND OUTLINES
THE SPECIFIC ENTITLEMENTS FOR REIMBURSEMENT. PROPER UTILIZATION OF THIS FORM STREAMLINES THE REIMBURSEMENT PROCESS,
REDUCING POTENTIAL DELAYS AND DISPUTES. IT ALSO ENSURES COMPLIANCE WITH GOVERNMENT TRAVEL POLICIES, WHICH ARE
DESIGNED TO PROVIDE FAIR AND EQUITABLE COMPENSATION FOR EXPENSES INCURRED WHILE SERVING THE NATION.
UNDERSTANDING THE NUANCES OF THIS FORM IS THEREFORE A KEY RESPONSIBILITY FOR BOTH THE SERVICE MEMBER INITIATING THE
PCS AND THE ADMINISTRATIVE PERSONNEL RESPONSIBLE FOR PROCESSING TRAVEL CLAIMS.

Key SecTioNs oF AF ForM 1269 EXPLAINED

AF ForM 1269 1S STRUCTURED TO CAPTURE ALL NECESSARY INFORMATION FOR AUTHORIZING AND PROCESSING DEPENDENT
TRAVEL REIMBURSEMENTS. EACH SECTION HAS A SPECIFIC FUNCTION, AND UNDERSTANDING THESE IS PARAMOUNT TO ACCURATE
COMPLETION. THE FORM TYPICALLY BEGINS WITH IDENTIFYING INFORMATION FOR BOTH THE SERVICE MEMBER AND THE
DEPENDENT(S) TRAVELING. THIS INCLUDES THE SERVICE MEMBER'S NAME, RANK, SOCIAL SECURITY NUMBER, AND UNIT



INFORMATION. FOR THE DEPENDENT(S), IT REQUIRES THEIR NAME, RELATIONSHIP TO THE SERVICE MEMBER, AND DATE OF BIRTH.

DEPENDENT INFORMATION AND RELATIONSHIP

THIS SECTION IS CRITICAL FOR ESTABLISHING THE ELIGIBILITY OF THE DEPENDENT FOR TRAVEL ALLOWANCES. |T REQUIRES THE
FULL LEGAL NAME OF EACH DEPENDENT TRAVELING AND THEIR RELATIONSHIP TO THE SERVICE MEMBER (E.G., SPOUSE, CHILD).
ACCURATE INFORMATION HERE ENSURES THAT THE CORRECT ENTITLEMENTS ARE APPLIED BASED ON FAMILY STATUS.
INCORRECTLY LISTING DEPENDENTS OR THEIR RELATIONSHIP CAN LEAD TO A REJECTION OF THE CLAIM.

ORIGIN AND DESTINATION INFORMATION

HERE/ THE FORM NECESSITATES DETAILS ABOUT THE STARTING POINT OF THE DEPENDENT'S TRAVEL AND THE DESTINATION,
WHICH IS THE SERVICE MEMBER'S FIRST DUTY STATION. THIS INCLUDES SPECIFIC ADDRESSES, CITY, STATE, AND COUNTRY. THIS
DATA IS CRUCIAL FOR CALCULATING MILEAGE, DETERMINING APPLICABLE PER DIEM RATES, AND VERIFYING THE LEGITIMACY OF THE
RELOCATION BASED ON OFFICIAL PCS ORDERS.

TrRAVEL DATES AND MODE OF TRANSPORTATION

THIS PART OF AF ForM 1269 REQUIRES THE DATES OF TRAVEL FOR EACH DEPENDENT AND THE MODE OF TRANSPORTATION
USED (E.G., PERSONALLY OWNED VEHICLE, COMMERCIAL AIR, TRAIN). SUPPORTING DOCUMENTATION, SUCH AS AIRLINE TICKETS,
BAGGAGE RECEIPTS, AND RENTAL CAR AGREEMENTS, WILL OFTEN BE REQUIRED TO SUBSTANTIATE THE CLAIMED EXPENSES.
ACCURATELY REPORTING THESE DETAILS IS ESSENTIAL FOR CALCULATING REIMBURSEMENT AMOUNTS FOR TRANSPORTATION,
LODGING, AND MEALS.

AUTHORIZATION AND SIGNATURES

THE FINAL SECTIONS OF AF FORM 1269 TYPICALLY INVOLVE AUTHORIZATION BY THE SERVICE MEMBER AND APPROVAL BY THE
APPROPRIATE CERTIFYING OFFICIAL WITHIN THE UNIT OR FINANCE OFFICE. THIS SIGNIFIES THAT THE TRAVEL HAS BEEN OFFICIALLY
AUTHORIZED AND THAT THE LISTED EXPENSES ARE DEEMED LEGITIMATE ACCORDING TO REGULATIONS. PROPER SIGNATURES AND
DATES ARE MANDATORY FOR THE FORM TO BE CONSIDERED VALID.

How To AccURATELY CoMPLETE AF ForM 1269

CoMPLETING AF ForM 1269 ACCURATELY REQUIRES METICULOUS ATTENTION TO DETAIL AND A THOROUGH UNDERSTANDING
oF THE PCS ORDERS. THE FIRST STEP IS TO GATHER ALL RELEVANT DOCUMENTATION, INCLUDING THE PCS ORDERS, ANY
AMENDMENTS, AND PROOF OF DEPENDENT RELATIONSHIP (E.G., MARRIAGE CERTIFICATE, BIRTH CERTIFICATES). IT IS ADVISABLE TO
REVIEW THEJOINT TRAVEL REGULATIONS (JTIQ) OR CONSULT WITH YOUR UNIT'S FINANCE OR PERSONNEL OFFICE TO CLARIFY
ANY AMBIGUITIES BEFORE FILLING OUT THE FORM.

BEGIN BY CAREFULLY ENTERING THE SERVICE MEMBER'S IDENTIFYING INFORMATION, ENSURING ACCURACY IN NAME, RANK, AND
SOCIAL SECURITY NUMBER. NEXTI LIST EACH DEPENDENT WHO WILL BE TRAVELING TO THE NEW DUTY STATION. FOR EACH
DEPENDENT, PROVIDE THEIR FULL LEGAL NAME, DATE OF BIRTH, AND CLEARLY STATE THEIR RELATIONSHIP TO THE SERVICE MEMBER.
THIS ACCURACY IS VITAL FOR THE FINANCIAL SETTLEMENT PROCESS.

\W/HEN DETAILING THE TRAVEL ITSELF, PRECISELY RECORD THE ORIGIN AND DESTINATION POINTS. IF DEPENDENTS ARE TRAVELING
SEPARATELY FROM THE SERVICE MEMBER, ENSURE THE ORIGIN IS THE LAST PERMANENT DUTY STATION OR AUTHORIZED ALTERNATE
LOCATION, AND THE DESTINATION IS THE NEW DUTY STATION. ACCURATELY STATE THE DATES OF TRAVEL, INCLUDING
DEPARTURE AND ARRIVAL DATES, AS THESE WILL BE USED TO CALCULATE PER DIEM AND OTHER ALLOW ANCES.



SPECIFY THE MODE OF TRANSPORTATION USED BY EACH DEPENDENT. IF USING A PERSONALLY OwnNED Conveyance (POC),
NOTE THE VEHICLE TYPE AND ANY AUTHORIZED MILEAGE. FOR COMMERCIAL TRAVEL, ENSURE ALL TICKET AND RECEIPT
INFORMATION IS READILY AVAILABLE FOR SUBMISSION. |T IS IMPERATIVE TO ATTACH ALL SUPPORTING DOCUMENTATION, SUCH
AS TRAVEL TICKETS, LODGING RECEIPTS, AND ANY OTHER EXPENSE RECEIPTS, TO THE FORM. W ITHOUT PROPER DOCUMENTATION,
REIMBURSEMENT MAY BE DENIED.

FINALLY, ENSURE ALL REQUIRED SIGNATURES ARE OBTAINED. |HE SERVICE MEMBER TYPICALLY SIGNS TO CERTIFY THE ACCURACY
OF THE INFORMATION, AND A CERTIFYING OFFICIAL OR APPROVING AUTHORITY MUST ALSO SIGN AND DATE THE FORM. DouUBLE-
CHECKING ALL ENTRIES BEFORE SUBMISSION CAN PREVENT DELAYS AND ENSURE A SMOOTH REIMBURSEMENT PROCESS.

CoMMOoN ErrOrRS AND How To AvolD THEM

SEVERAL COMMON ERRORS CAN LEAD TO DELAYS OR REJECTIONS WHEN SUBMITTING AF FORM 1269. ONE OF THE MOST
FREQUENT MISTAKES IS MISSING OR INCOMPLETE DEPENDENT INFORMATION. THIS INCLUDES INCORRECT NAMES, DATES OF BIRTH, OR
RELATIONSHIPS. TO AVOID THIS, ALWAYS VERIFY THE DEPENDENT'S IDENTIFICATION DOCUMENTS AND COMPARE THEM DIRECTLY
WITH THE INFORMATION ENTERED ON THE FORM.

ANOTHER PREVALENT ISSUE IS INACCURACIES IN TRAVEL DATES OR DESTINATIONS. SERVICE MEMBERS MUST ENSURE THE DATES
OF TRAVEL ALIGN WITH THEIR PCS ORDERS AND THAT THE ORIGIN AND DESTINATION POINTS ARE CORRECTLY STATED AS PER
REGULATIONS. DISCREPANCIES HERE CAN FLAG THE SUBMISSION FOR REVIEW AND POTENTIAL DENIAL.

FAILURE TO ATTACH NECESSARY SUPPORTING DOCUMENTATION IS ALSO A SIGNIFICANT PROBLEM. THIS CAN RANGE FROM NOT
INCLUDING AIRLINE TICKET STUBS AND LODGING RECEIPTS TO OMITTING PROOF OF DEPENDENT STATUS. ALWAYS REFER TO THE
SPECIFIC REQUIREMENTS FOR YOUR PCS MOVE AND THE LATESTJTR GUIDANCE TO ENSURE ALL REQUIRED DOCUMENTS ARE
ATTACHED.

INCORRECTLY CALCULATING MILEAGE FOR PERSONALLY OwWNED CoNVEYANCES (POCS) IS ANOTHER COMMON PITFALL. IT IS
CRUCIAL TO USE AUTHORIZED MAPPING TOOLS AND FOLLOW THE GUIDELINES FOR MILEAGE CALCULATION TO ENSURE ACCURATE
REIMBURSEMENT. OVER OR UNDERESTIMATING MILEAGE CAN LEAD TO ISSUES DURING PROCESSING.

FINALLY, ENSURING ALL REQUIRED SIGNATURES ARE PRESENT AND CORRECTLY PLACED CAN PREVENT DELAYS. THIS INCLUDES
BOTH THE SERVICE MEMBER'S CERTIFICATION AND THE APPROVING OFFICIAL’'S SIGNATURE. ALWAYS REVIEW THE FORM FOR
COMPLETENESS BEFORE SUBMITTING IT TO THE FINANCE OFFICE.

THE RoLe oF AF Form 1269 IN TDY AND PCS TRAVEL

AF ForM 1269 PLAYS A PIVOTAL ROLE IN THE FINANCIAL ADMINISTRATION OF BOTH TEMPORARY DUTY (TDY) AND
PERMANENT CHANGE OF STATION (PCS) TRAVEL FOR AIR FORCE PERSONNEL, SPECIFICALLY CONCERNING DEPENDENT TRAVEL.
\WHILE THE FORM'S PRIMARY FOCUS IS ON DEPENDENT RELOCATION TO A NEW PERMANENT DUTY STATION DURING A PCS, ITS
PRINCIPLES AND THE DATA IT COLLECTS ARE INDICATIVE OF THE BROADER ADMINISTRATIVE REQUIREMENTS FOR TRAVEL
ENTITLEMENTS. For PCS Moves, AF Form 1269 1S THE CORNERSTONE FOR AUTHORIZING AND DOCUMENTING THE TRAVEL OF A
SERVICE MEMBER'S ELIGIBLE DEPENDENTS. |T LINKS THE DEPENDENT'S RELOCATION EXPENSES DIRECTLY TO THE OFFICIAL PCS
ORDERS, THEREBY LEGITIMIZING THE CLAIM FOR REIMBURSEMENT.

IN THE CONTEXT OfF TDY, WHILE AF FOorM 1269 IS NOT DIRECTLY USED FOR TDY TRAVEL ITSELF, THE PRINCIPLES OF
DOCUMENTING EXPENSES AND OBTAINING AUTHORIZATION ARE SIMILAR. TDY TRAVEL TYPICALLY INVOLVES DIFFERENT FORMS,
SUCH AS THE DD ForM 1351-2 (TRAVEL VOUCHER), BUT THE NEED FOR ACCURATE RECORD-KEEPING AND ADHERENCE TO PER
DIEM AND LODGING REGULATIONS REMAINS CONSISTENT. THE DILIGENT COMPLETION OF AF ForM 1269 For PCS MoVES
INSTILLS A DISCIPLINED APPROACH TO TRAVEL DOCUMENTATION THAT BENEFITS SERVICE MEMBERS ACROSS ALL TYPES OF
OFFICIAL TRAVEL, INCLUDING TDY ASSIGNMENTS.



THE FORM HELPS ENSURE THAT DEPENDENTS ARE AFFORDED THE TRAVEL BENEFITS THEY ARE ENTITLED TO, WHICH CAN INCLUDE
TRANSPORTATION, LODGING, AND PER DIEM ALLOWANCES. THIS FINANCIAL SUPPORT IS CRUCIAL FOR EASING THE BURDEN OF
RELOCATION ON MILITARY FAMILIES. BY PROVIDING A CLEAR, AUDITABLE TRAIL OF DEPENDENT TRAVEL EXPENSES, AF FORM
1269 CONTRIBUTES TO THE OVERALL EFFICIENCY AND TRANSPARENCY OF THE AIR FORCE'S TRAVEL REIMBURSEMENT SYSTEM,
WHETHER FOR A PCS OR FOR MANAGING THE FINANCIAL ASPECTS OF ACCOMPANYING FAMILY MEMBERS ON EXTENDED 1DY
ASSIGNMENTS WHERE PERMITTED.

TiPs FOR EFFICIENT AF ForM 1269 PROCESSING

T o ENSURE EFFICIENT PROCESSING OF AF FOrRM 1269, PROACTIVE PREPARATION AND METICULOUS ATTENTION TO DETAIL ARE
KEY. BEGIN BY OBTAINING THE MOST CURRENT VERSION OF THE FORM FROM OFFICIAL AIR FORCE or DoD soUrces. OUTDATED
VERSIONS CAN LEAD TO IMMEDIATE REJECTION. FAMILIARIZE YOURSELF WITH THE LATEST JOINT TRAVEL REGULATIONS (JTR)
AND AIr Force INsTRUCTIONS (AFIS) PERTAINING TO DEPENDENT TRAVEL ALLOWANCES. UNDERSTANDING THE GUIDELINES
BEFORE FILLING OUT THE FORM MINIMIZES THE CHANCES OF ERRORS.

¢ GATHER ALL SUPPORTING DOCUMENTS IN ADVANCE. THIS INCLUDES PCS ORDERS, AMENDMENTS, MARRIAGE CERTIFICATES,
BIRTH CERTIFICATES, AIRLINE TICKETS, HOTEL RECEIPTS, AND ANY OTHER EXPENSE RECEIPTS.

® DOUBLE-CHECK ALL PERSONAL AND DEPENDENT INFORMATION FOR ACCURACY AGAINST OFFICIAL IDENTIFICATION
DOCUMENTS.

® ENSURE THE TRAVEL DATES AND MODES OF TRANSPORTATION ARE ACCURATELY REFLECTED AND MATCH THE SUPPORTING
DOCUMENTATION.

® |F CLAIMING MILEAGE FOR A PERSONALLY OWNED CONVEYANCE (POC), USE AUTHORIZED ONLINE MAPPING TOOLS TO
CALCULATE THE MOST DIRECT ROUTE AND ENSURE ACCURACY.

o KEEP COPIES OF THE COMPLETED FORM AND ALL SUBMITTED DOCUMENTS FOR YOUR PERSONAL RECORDS.

e SUBMIT THE FORM AND ALL SUPPORTING DOCUMENTATION TO THE APPROPRIATE FINANCE OR TRAVEL OFFICE PROMPTLY
AFTER THE TRAVEL IS COMPLETED.

® |F UNSURE ABOUT ANY PART OF THE FORM OR THE REIMBURSEMENT PROCESS, DO NOT HESITATE TO ASK FOR
CLARIFICATION FROM YOUR UNIT'S ADMINISTRATIVE OR FINANCE PERSONNEL.

LEVERAGING ELECTRONIC SUBMISSION SYSTEMS, IF AVAILABLE, CAN ALSO SIGNIFICANTLY EXPEDITE THE PROCESSING OF AF ForMm
1269. MANY BASES NOW HAVE ONLINE PORTALS FOR SUBMITTING TRAVEL CLAIMS, WHICH CAN STREAMLINE THE \WORKFLOW
AND PROVIDE REAL-TIME STATUS UPDATES. BY ADHERING TO THESE TIPS, AIR FORCE MEMBERS CAN CONTRIBUTE TO A
SMOOTHER AND FASTER REIMBURSEMENT PROCESS FOR THEIR DEPENDENT TRAVEL.

ReLATED FOrRMS AND DOCUMENTATION FOR TRAVEL VOUCHERS

W/HILE AF ForM 1269 IS SPECIFIC TO DEPENDENT TRAVEL AUTHORIZATION, IT IS OFTEN PART OF A LARGER PACKAGE OF
DOCUMENTS REQUIRED FOR TRAVEL REIMBURSEMENT. LUNDERSTANDING THESE RELATED FORMS AND DOCUMENTATION IS CRUCIAL
FOR A COMPLETE AND ACCURATE TRAVEL VOUCHER SUBMISSION. THE MOST COMMON FORM ASSOCIATED WITH SUBMITTING
TRAVEL EXPENSES, INCLUDING THOSE RELATED TO DEPENDENT TRAVEL AUTHORIZED BY AF ForM 1269, 1s THE DD Form
1351-2, TRAVEL VOUCHER.

DD ForM 1351-2 IS THE STANDARD GOVERNMENT TRAVEL VOUCHER USED BY ALL BRANCHES OF THE U.S. MILITARY TO CLAIM
REIMBURSEMENT FOR TRAVEL EXPENSES INCURRED. THIS FORM REQUIRES DETAILED INFORMATION ABOUT THE TRIP, INCLUDING



DEPARTURE AND ARRIVAL TIMES, PER DIEM RATES, TRANSPORTATION COSTS, AND LODGING EXPENSES. THE DATA CAPTURED ON
AF ForM 1269 WILL OFTEN BE REFERENCED OR INTEGRATED INTO THE DD ForM 135 1-2 WHEN FINALIZING THE DEPENDENT
TRAVEL CLAIM.

BEYOND THESE PRIMARY FORMS, A COMPREHENSIVE SET OF SUPPORTING DOCUMENTS IS TYPICALLY REQUIRED. THESE CAN
INCLUDE!:

e Copry ofF PCS ORDERS, INCLUDING ANY AMENDMENTS.

® RECEIPTS FOR ALL REIMBURSABLE EXPENSES, SUCH AS AIRLINE TICKETS, BAGGAGE FEES, TAXI FARES, TOLLS, PARKING
FEES, AND LODGING STATEMENTS.

e FOR PERSONALLY OWNED CONVEYANCE (POC) TRAVEL, MILEAGE LOGS AND RECEIPTS FOR FUEL OR REPAIRS IF
APPLICABLE AND AUTHORIZED.

® DOCUMENTATION PROVING DEPENDENT RELATIONSHIP (E.G./ MARRIAGE CERTIFICATE, BIRTH CERTIFICATES) IF NOT ALREADY
ON FILE.

® RENTAL CAR AGREEMENTS AND RECEIPTS, IF APPLICABLE.

e PER DIEM ENTITLEMENT COMPUTATIONS, OFTEN DERIVED FROM THE JTR.

ENSURING ALL THESE RELATED FORMS AND DOCUMENTS ARE CORRECTLY COMPLETED AND SUBMITTED ALONGSIDE AF FORM
1269 WILL EXPEDITE THE APPROVAL AND REIMBURSEMENT PROCESS FOR YOUR PCS TRAVEL. IT'S ALWAYS RECOMMENDED TO
CONSULT WITH YOUR LOCAL FINANCE OFFICE FOR THE MOST UP-TO-DATE REQUIREMENTS AND SPECIFIC PROCEDURES.

FREQUENTLY AskeD QUESTIONS

\W/HAT IS THE PRIMARY PURPOSE OF AF FOrM 1269°?

AF ForM 1269, ALSO KNOWN AS THE 'AIR FORCE MORALE, WELFARE, AND RECREATION (M\W/R) FUND REPORT,’ IS USED TO
DOCUMENT FINANCIAL TRANSACTIONS AND PROVIDE A SUMMARY OF MWW/R FUND ACTIVITIES WITHIN AN AIR FORCE UNIT OR
ORGANIZATION.

\W/HO IS TYPICALLY RESPONSIBLE FOR COMPLETING AF FOrRM 1269°?

THE RESPONSIBILITY FOR COMPLETING AF FORM 1269 USUALLY FALLS ON THE MWWR FUND CUSTODIAN OR THE DESIGNATED
FINANCIAL MANAGER FOR THE UNIT OR ORGANIZATION.

\WHAT TYPES OF FINANCIAL ACTIVITIES ARE REPORTED ON AF FOrM 1269°

THE FORM REPORTS ON VARIOUS FINANCIAL ACTIVITIES INCLUDING INCOME GENERATED FROM MW/R PROGRAMS (E.G., TICKET
SALES, VENDING MACHINES), EXPENSES INCURRED FOR MW/ R OPERATIONS AND EVENTS, AND ANY DONATIONS RECEIVED.

How FREQUENTLY IS AF FORM 1269 USUALLY SUBMITTED?

THE SUBMISSION FREQUENCY CAN VARY, BUT IT IS COMMONLY REQUIRED ON A MONTHLY OR QUARTERLY BASIS TO ENSURE
TIMELY TRACKING AND OVERSIGHT OF MWWR FUND FINANCIAL HEALTH.



\W/HAT INFORMATION IS TYPICALLY FOUND IN THE 'INCOME’ SECTION OF AF FORM
12697

THE 'INCOME’ SECTION DETAILS ALL SOURCES OF REVENUE FOR THE MW/R FUND, SUCH AS PROCEEDS FROM SPECIFIC EVENTS,
FEES COLLECTED, AND SALES FROM CONCESSIONS OR RETAIL OPERATIONS.

\WHAT DETAILS ARE INCLUDED IN THE ‘EXPENSES’ SECTION OF AF ForM 12697

THE 'EXPENSES’ SECTION LISTS ALL EXPENDITURES MADE FROM THE MW/R FUND, INCLUDING COSTS FOR PROGRAM OPERATIONS,
SUPPLIES, EQUIPMENT PURCHASES, MARKETING, AND ANY OTHER OPERATIONAL COSTS.

ARE THERE SPECIFIC INSTRUCTIONS OR GUIDANCE FOR FILLING oUT AF ForM 1269°

YES, THERE ARE TYPICALLY SPECIFIC AIR FORCE INSTRUCTIONS (AFIS) AND LOCAL COMMAND GUIDANCE THAT PROVIDE
DETAILED INSTRUCTIONS ON HOW TO PROPERLY COMPLETE AND SUBMIT AF ForM 1269.

\WHAT IS THE SIGNIFICANCE OF THE ‘BALANCE FORWARD' AND ‘BALANCE END OF
Periob’ FIELDS oN AF ForM 1269°?

THE ‘BALANCE FORWARD' INDICATES THE REMAINING FUNDS FROM THE PREVIOUS REPORTING PERIOD, WHILE THE ‘BALANCE EnD
OF PERIOD’ SHOWS THE TOTAL FUNDS AVAILABLE AFTER ACCOUNTING FOR ALL INCOME AND EXPENSES DURING THE CURRENT
REPORTING PERIOD.

\WHAT HAPPENS IF AF FOrRM 1269 IS NOT COMPLETED ACCURATELY OR SUBMITTED ON
TIME?

INACCURATE OR LATE SUBMISSION OF AF FORM 1269 CAN LEAD TO ISSUES WITH FINANCIAL ACCOUNTABILITY, POTENTIAL
AUDIT FINDINGS, AND MAY IMPACT THE ABILITY TO EFFECTIVELY MANAGE AND FUND MW/R PROGRAMS.

ADDITIONAL RESOURCES

Here ARE @ BOOK TITLES RELATED TO AF FOrRM 1269, EACH STARTING WITH AND A SHORT DESCRIPTION:

1. THE ART OF EFFECTIVE PAPERWORK

THIS GUIDE DELVES INTO THE INTRICACIES OF MILITARY DOCUMENTATION, FOCUSING ON CLARITY, PRECISION, AND ADHERENCE TO
OFFICIAL FORMATS. |T PROVIDES PRACTICAL STRATEGIES FOR COMPLETING COMPLEX FORMS LIKE THE AF FORM 1269, ENSURING
ACCURACY AND MINIMIZING ERRORS. READERS WILL LEARN BEST PRACTICES FOR GATHERING INFORMATION, STRUCTURING
RESPONSES, AND NAVIGATING THE BUREAUCRATIC LANDSCAPE OF MILITARY ADMINISTRATION.

2. NAVIGATING THE BUREAUCRATIC MAZE: A MILITARY MeMBER'S GUIDE

THIS BOOK SERVES AS AN ESSENTIAL RESOURCE FOR UNDERSTANDING AND COMPLETING VARIOUS MILITARY ADMINISTRATIVE
FORMS, WITH A SPECIAL EMPHASIS ON THOSE REQUIRING DETAILED JUSTIFICATIONS. |T BREAKS DOWN THE COMMON CHALLENGES
ASSOCIATED WITH FORMS LIKE THE AF FORM 1269, OFFERING STEP-BY-STEP INSTRUCTIONS AND HELPFUL TIPS. THE AIM IS TO
EMPOWER SERVICE MEMBERS TO CONFIDENTLY MANAGE THEIR ADMINISTRATIVE RESPONSIBILITIES.

3. JUSTIFICATION AND DOCUMENTATION: MASTERING MILITARY FORMS

FOCUSING ON THE CORE PURPOSE OF FORMS LIKE THE AF FORM 1269, THIS BOOK EMPHASIZES THE IMPORT ANCE OF WELL-
SUPPORTED JUSTIFICATIONS AND METICULOUS DOCUMENTATION. |T EXPLORES TECHNIQUES FOR PRESENTING INFORMATION
LOGICALLY AND PERSUASIVELY WITHIN THE CONSTRAINTS OF OFFICIAL TEMPLATES. READERS WILL GAIN INSIGHTS INTO HOW TO
ARTICULATE NEEDS AND REQUESTS EFFECTIVELY THROUGH PROPER FORM COMPLETION.

4. THe FOUNDATION OF MILITARY OPERATIONS: FORMS AND PROCEDURES
THIS COMPREHENSIVE TEXT EXAMINES THE ROLE OF OFFICIAL FORMS IN MAINTAINING THE STRUCTURE AND EFFICIENCY OF MILITARY
OPERATIONS. |T HIGHLIGHTS HOW STANDARDIZED DOCUMENTATION, SUCH AS THE AF FORM 1269, CONTRIBUTES TO



ACCOUNTABILITY, RESOURCE MANAGEMENT, AND DECISION-MAKING PROCESSES. THE BOOK OFFERS A BEHIND-THE-SCENES LOOK
AT THE ADMINISTRATIVE BACKBONE OF THE AIR FORCE.

5. PrecisioN IN PRACTICE: UNDERSTANDING AF Form 1269 AND BEYoND

THIS PRACTICAL MANUAL PROVIDES A DETAILED BREAKDOWN OF SPECIFIC AIR FORCE FORMS, WITH A SIGNIFICANT PORTION
DEDICATED TO THE AF FORM 1269. IT EXPLAINS THE PURPOSE, REQUIRED INFORMATION, AND COMMON PITFALLS ASSOCIATED
WITH THIS PARTICULAR FORM, OFFERING SOLUTIONS FOR EFFICIENT AND ACCURATE COMPLETION. THE BOOK IS DESIGNED FOR AIR
FORCE PERSONNEL WHO REGULARLY INTERACT WITH SUCH DOCUMENTATION.

6. THE LANGUAGE OF LogisTIcs: DECODING MILITARY ADMINISTRATIVE FORMS

THIS INSIGHTFUL BOOK TRANSLATES THE OFTEN COMPLEX LANGUAGE OF MILITARY ADMINISTRATIVE FORMS INTO EASILY
UNDERSTANDABLE TERMS. |T SPECIFICALLY ADDRESSES FORMS LIKE THE AF FORM 1269, EXPLAINING THE RATIONALE BEHIND
EACH SECTION AND THE EXPECTED TYPE OF INFORMATION. THE GOAL IS TO DEMYSTIFY MILITARY BUREAUCRACY FOR A BROADER
AUDIENCE.

7. BUILDING YoUR CASE: STRATEGIES FOR MILITARY FORM SUBMISSIONS

THIS BOOK FOCUSES ON THE STRATEGIC APPROACH TO COMPLETING AND SUBMITTING MILITARY FORMS, PARTICULARLY THOSE
REQUIRING SIGNIFICANT DETAIL AND JUSTIFICATION. |T OFFERS ADVICE ON HOW TO EFFECTIVELY PRESENT INFORMATION ON
FORMS LIKE THE AF FOrRM 1269 TO ENSURE A FAVORABLE OUTCOME OR PROPER PROCESSING. READERS WILL LEARN HOW TO
FRAME THEIR REQUESTS AND PROVIDE SUPPORTING EVIDENCE.

8. FROM REQUEST TO APPROVAL: THE JOURNEY OF MILITARY DOCUMENTATION

THIS NARRATIVE-DRIVEN BOOK FOLLOWS THE LIFECYCLE OF VARIOUS MILITARY ADMINISTRATIVE REQUESTS, USING THE AF
ForM 1269 AS A CENTRAL EXAMPLE. |T ILLUSTRATES THE STEPS INVOLVED FROM INITIAL COMPLETION TO FINAL APPROVAL,
HIGHLIGHTING THE IMPORTANCE OF ACCURATE AND COMPLETE INFORMATION AT EACH STAGE. THE BOOK PROVIDES CONTEXT FOR
WHY FORMS ARE CRUCIAL IN THE MILITARY SYSTEM.

9. MILITARY RECORD KEEPING: ENSURING ACCURACY AND COMPLIANCE

THIS ESSENTIAL GUIDE UNDERSCORES THE CRITICAL IMPORTANCE OF ACCURATE AND COMPLIANT RECORD-KEEPING W/ITHIN THE
MILITARY, WITH A FOCUS ON FORMS LIKE THE AF ForM 1269. |T DETAILS BEST PRACTICES FOR MAINTAINING OFFICIAL
RECORDS, ENSURING DATA INTEGRITY, AND ADHERING TO REGULATORY REQUIREMENTS. THE BOOK AIMS TO FOSTER A CULTURE
OF METICULOUSNESS IN ADMINISTRATIVE TASKS.
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