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�THE ASSISTANCE TEAM CONCEPT



The Program



The USAF Assistance Team (AT) program is managed and coordinated by the Air Force Design Group which is part of the Air Force Center for Environmental Excellence headquartered at Brooks Air Force Base, Texas.  Requests for assistance are solicited annually from all Major Commands (MAJCOMs), Direct Reporting Units (DRUs), and Forward Operating Agencies (FOAs).  The goal of the program is to conduct two scheduled AT visits for each MAJCOM and one scheduled AT for each Direct Reporting Unit (DRU) or Forward Operating Agency (FOA) each fiscal year.  Additional visit requests will be considered on a case by case basis dependent upon the schedule and resource availability.



The AT program is an outgrowth of and is patterned after the Regional/Urban Design Assistance Team (R/UDAT) program developed by the American Institute of Architects.  In the R/UDAT program, multidisciplinary teams conduct intensive studies of planning and design problems for requesting civilian communities.  The Air Force has adopted a version of this program for improving its installations.



The AT has become a valuable tool through voluntary active involvement by the many Air Force professionals who have participated in the program.  Commanders can quickly and economically gain unique insights to difficult problems from a team of professionals that are familiar with Air Force requirements.  While the members of an Assistance Team may have no more technical expertise than exists within the installation’s Civil Engineer staff, the team can often make more objective recommendations without being unduly influenced by local practices and expectations.  Often times, the AT members simply provides the customer with “another set of eyes” to develop planning and design recommendations.





Major Principles of the Assistance Team Program



visits are by request only

cost to the customer are minimal when compared to private sector contractors

studies are conceptual only, and usually require additional development before implementation

studies serve as objective, practical, stand-alone documents

response time can be minimal if urgent and compelling reasons exists

team members are normally recruited from within the Department of the Air Force

studies are advisory only, and do not require implementation

studies can often serve as a tool to promote certain projects or planning programs

studies must be requested through the responsible MAJCOM, DRU, or FOA





TYPES OF TEAMS



In general, an AT study examines planning and design concerns, develops recommendations, and formulates implementation procedures.  The study focuses on an installation problem and helps identifies solutions through self-help actions or professional services on a wide variety of topics and issues.  The Air Force Design Group has divided the type of assistance available into two basic categories.�Assistance Team



Most of the requests received by the Air Force Design Group result in a full scale Assistance Team effort.  A team of three or more professionals are chosen for their expertise in the fields relating to the request.  Usually, the AT will be staffed by four to six members, including the team leader.  Architects, civil engineers, community planners, interior designers, landscape architects, and programmers are the design professionals most frequently utilized on an AT.





Special Assistance



Some requests do not require the efforts of a full team.  The Air Force Design Group has classified studies that can be performed by two or less individuals as Special Assistance.  Individual facility landscape or interior designs, contract document review, and facility renovation design sometimes fall into this category.  The process is identical to an AT, but the focus and scope is much narrower.





FUNDING GUIDELINES



The Air Force Design Group’s ability to perform Assistance Teams for its customers relies on planning and budgeting.  Based on historical data and commitments for AT visits, funds are programmed annually to support scheduled requirements.  Commands can substitute other installations for scheduled AT visits, but will be responsible for funding any unscheduled visits.



�SCHEDULED ASSISTANCE TEAMS 

Funding Responsibility�UNSCHEDULED ASSISTANCE TEAMS

Funding Responsibility��SOURCE OF MANPOWER�Requesting MAJCOM�Air Force Design

Group�Host Base�Requesting MAJCOM�Air Force Design

Group�Host Base��Air Force Design Group��n��n����Requesting MAJCOM�n���n����Other MAJCOM or Base��n��n����Consultant�n���n����On-site Repro/Supplies���n���n��



PROGRAM OBJECTIVES



The main objective of the Assistance Team Program is to provide an unbiased and implementable set of recommendations to an installation.  Many installations either lack a specifically required discipline to address a planning or design problem.  In other cases, a fresh look at an issue is needed.  In either instance, the Assistance Team approaches the task without preconceived solutions, creating the opportunity for new ideas to surface.  The customer makes the final decision on implementation of the AT study recommendations.  The recommendations should at least stimulate discussions among local or Command leadership that will lead to some form of action, be it direct implementation, partial implementation, or further study.





�STUDY FOCUS



Many areas of study focus have been addressed over the history of the AT Program.  Some are more easily accomplished than others within the scope of a normal one-week visit.  The Air Force Design Group prides itself on the success of the program and will work to assemble and appropriate team or offer other alternatives if the nature of the study is outside the scope of available resources.  The following list is not intended to be all-inclusive, but gives a general overview of typical study topics:



Architectural planning and design

Interior design and space planning

Area development planning

Land use analysis

Facility use studies

Landscape planning and design

Installation planning

Architectural compatibility studies

Traffic engineering studies

Facility reuse analysis

Facility improvement studies

Recreational facility planning and design





THE PROCESS



An AT study can be divided into three distinctively separate, yet totally integrated phases.  Proper execution of each phase is critical to the success of the study.



Phase one - Planning



From the time the initial request is received up to the time the team travels to the installation, this first step demands special attention.  Goal:  Properly determine scope of study, appropriately schedule visit and assemble the right team to address the issues.



PLANNING TASKS�RESPONSIBLE PARTY��Installation’s request to their MAJCOM�Installation POC��Request is forwarded to AF Design Group�MAJCOM Assistance Team Coordinator��Visit is scheduled�Team leader/AF Design Group POC��Scope of visit determined�AF Design Group POC/Installation POC��Select team members�Team leader��Funding sources identified�AF Design Group/MAJCOM/Installation��Prepare and issue travel orders for team�AF Design Group/MAJCOM/Installation��Travel and local transportation�Team leader/Team members/Installation ��Schedule briefings and interviews�Team leader/Installation POC��Prepare study report format�Team leader��Secure and transport supplies for team�Team leader/DG POC/Installation��Secure lodging for team�Installation POC��Determine installation support�Team leader/Installation POC��Travel to installation�Team leader/Team members���Phase two - Execution



It is often a challenge to execute a successful Assistance Team study within the time available.  While very demanding, AT studies are very rewarding to the team members.  Successful completion of this stage is dependent upon how well the issues were identified coupled with the support provided by the installation.  A well organized and appropriately staffed team will do the rest.  Goal:  Satisfy the installation’s needs by providing implementable recommendations in a professional manner.



EXECUTION TASKS�RESPONSIBLE PARTY��Schedule team meeting to discuss study�Team leader��In-brief with installation leadership�Team leader/Team members��Assign individual assignments & responsibilities�Team leader��Complete initial and final editing of text & graphics�Team leader/Team members��Finalize all text and graphics�Team leader/Team members��Finalize study booklet layout and compilation�Team leader/Team members��Prepare out-brief presentation�Team leader��Pre-brief BCE, user and installation POC�Team leader/Team members��Out-brief installation leadership�Team leader/Team members��Return travel�Team leader/Team members��



Phase three - Follow-up



Although the team has returned to their respective installations, the AT effort is not yet complete.  The Follow-up phase, which includes acknowledgement, accounting, and recording, finalizes the task.  Goal:  Properly document AT study results for future reference and properly credit and acknowledge all team members for their efforts.



FOLLOW-UP TASKS�RESPONSIBLE PARTY��File all travel vouchers�Team leader/Team members��Send letters of appreciation�Team leader/Design Group POC��Mail copies of report to MAJCOM �Team leader/ Design Group POC��Send copies of paid vouchers to AF Design Group�Team members��De-brief Director, Air Force Design Group�Team leader��File copies of study with Air Force Design Group�Team leader/ Design Group POC��



TYPICAL ASSISTANCE TEAM SCHEDULE



Sunday	Team travels to installation

Monday	In-brief with installation leadership, tour sites and facilities, take photos, interview 			users, gather information

Tuesday	Schematic design

Wednesday	Over-the-shoulder review, design development

Thursday	Report production

Friday	Out-brief installation leadership, return travel



� EMBED PowerPoint.Show.4  ���



KEY PARTICIPANTS



Team Leader (often same as Air Force Design Group POC)



Represents the Air Force Design Group during the AT visit

Determines team members

Schedules team member arrival and transportation

Functions as team spokesperson

Leads development of study outline

Organizes and directs team member activities

Ensures quality of final product

Works with Installation POC to schedule briefings and interviews

Coordinates installation support requirements with Installation POC

Edits and approves text, graphics, and report layout

Has final word over AT matters





�Air Force Design Group POC (often the Team Leader)



Assembles and delivers equipment and supplies for the AT visit

Coordinates logistics as requested by Team Leader

Coordinates travel orders for the AT visit

Assists in securing qualified team members

Assists in any way necessary before, during, and after the visit





Team Member



Develops professional, unbiased recommendations

Follows the Team Leader’s direction and assignments

Out-briefs their portion of the study

Contributes to a successful AT visit in every way possible





Installation POC



Provides MAJCOM AT Coordinator with study request and scope

Works with Team Leader to schedule briefings and interviews

Provides on-site logistical support for the team

Coordinates billeting and local transportation requirements for the team

Secures work space, equipment, and information prior to the visit

Maintains contact with team leader prior to AT visit

Arranges adequate technical and graphic support at the installation





MAJCOM Assistance Team Coordinator



Prioritizes Assistance Team requirements for the Command

Assists in defining scope of visits

Arranges for funding of visits which are not funded by the Air Force Design Group

Serves as POC for the Command for any Assistance Team issues





INSTALLATION SUPPORT



A key element in conducting a successful AT is the adequate and timely support from the requesting installation.  From the scheduling of the inbrief to providing valuable insight on the issues being studied, the Installation POC role is critical.  To ease the burden of coordination of the many details inherent to the AT visit, the following checklist serves as the vehicle for documenting the key players at the installation, scheduling of briefings and interviews, and providing the AT members with the information and support necessary to perform the study.  This checklist is generic, and therefore should be tailored for each specific study.

�INSTALLATION SUPPORT CHECKLIST
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�INSTALLATION:�VISIT DATES:���AFCEE/DG POC:�COMM.: 210-536-�DSN: 240-�VOICE:�FAX: 5981���TEAM LEADER�COMM.:�DSN:�"�"���BASE POC:�COMM.:�DSN:�"�"���BCE:�BLDG. #�PHONE:��K�DEPUTY:�"�"��E�WING CC:�"�"��Y�VICE WING:�"�"�� �SUPPORT GROUP CC:�"�"��P�BASE ARCHITECT:�"�"��L�BASE LAND. ARCHITECT:�"�"��A�COMMUNITY PLANNER:�"�"��Y�PUBLIC AFFAIRS OFFICER:�"�"��E�PHOTO LAB POC:�"�"��R�PRINT SHOP POC:�"�"��S�TYPING SUPPORT POC:�"�"���DRAFTING SUPPORT POC:�"�"���OTHER:�"�"���"�"�"���"�"�"���"�"�"���"�"�"��

BRIEFINGS/MEETINGS TO BE SCHEDULED����PRE-BRIEF W/��SYMBOL 111 \f "Wingdings"�BCE ��SYMBOL 111 \f "Wingdings"�DEPUTY��SYMBOL 111 \f "Wingdings"�BASE POC�ON �AT     

HRS�BLDG����OVER-SHOULDER W/����ON �AT     

HRS�BLDG����IN-BRIEF W/��SYMBOL 111 \f "Wingdings"�WING CC ��SYMBOL 111 \f "Wingdings"�SPTG CC��SYMBOL 111 \f "Wingdings"�BCE, ETC.�ON �AT     

HRS�BLDG����OUT-BRIEF W/��SYMBOL 111 \f "Wingdings"�WING CC��SYMBOL 111 \f "Wingdings"�SPTG CC��SYMBOL 111 \f "Wingdings"�BCE, ETC.�ON �AT        HRS�BLDG��

INTERVIEWS/MEETINGS TO BE SCHEDULED����INTERVIEWS W/�USER    (                                                                 )���ON �AT             HRS����INTERVIEWS W/�USER    (                                                                 )���ON �AT             HRS����INTERVIEWS W/�USER    (                                                                 )���ON �AT             HRS����INTERVIEWS W/�USER    (                                                                 )���ON �AT             HRS����INTERVIEWS W/�USER    (                                                                 )���ON �AT             HRS����INTERVIEWS W/�USER    (                                                                 )���ON �AT             HRS���INSTALLATION SUPPORT CHECKLIST

2 of 2



��SYMBOL 252 \f "Wingdings"� = ITEMS REQUIRED FOR A SUCCESSFUL VISIT��������SYMBOL 252 \f "Wingdings"��WORK AREA WITH 24 HOUR ACCESS�BLDG. #:                      ROOM #:�PH.:����SYMBOL 252 \f "Wingdings"��ITEM�YES:�NO:�����               ROOM(S) W/ PRIVATE BATH�������CONFERENCE ROOM WITH PIN UP SPACE   (        LF)�������               DRAFTING TABLE(S)   (36 SF)�������               KEY(S) TO WORK AREA/BLDG.�������LIGHT TABLE�����E��XEROGRAPHIC COPIER - COPIES UP TO 11" X 17"�����Q��XEROGRAPHIC COPIER - COPIES 24" X 36" OR LARGER�����U��XEROGRAPHIC COPIER - REDUCES & ENLARGES�����I��DESKTOP PC W/ WINDOWS 3.1 OR BETTER�����P��WORD FOR WINDOWS 6.0�����M��DEDICATED LASER JET PRINTER�����E��(                              ) CAD SYSTEM    (RELEASE                   )�����N��RECENT MAP OF BASE ON CAD�����T��50/100 SCALE RECENT AERIAL PHOTOS�������COLOR XEROX ON BASE�����&��GBC SPIRAL BINDING MACHINE�������1/4" BLACK PLASTIC SPIRAL BINDERS�����T��               24" X 36" FOAM BOARD(S)�����O��               24" X 36" CHIP BOARD(S)�����O��8.5" X 11" BOOKLET CARD STOCK (COLOR:                       )�����L��ARCHITECTURAL COMPATIBILITY GUIDE�����S��INTERIOR DESIGN GUIDELINES�������LANDSCAPE GUIDE/PLANT LIST�������TRANSPORTATION PLAN�������BCP, LAST UPDATED             19           �������               GOVT. VEHICLE(S) (VAN)�������HELICOPTER AERIAL PHOTOS ON MON/TUES�������LOCAL OFF-BASE STREET MAP����������������������������������������

O��NEAREST KINKO'S (OR EQUAL)�ADDRESS:�PH.:��T��" 1 HR. PHOTO:�"�"��H��" BREAKFAST ON BASE:�"�"��E���"�"��R���"�"���ASSISTANCE TEAM PROGRAM

PROFESSIONAL QUALIFICATIONS SURVEY



The Assistance Team Program administered by our office relies on exceptionally skilled professionals to accomplish varied planning and design objectives throughout the Air Force.  To be added to our database, please complete the following survey and Fax to DSN 240-9004, or e-mail to dduncan@afcee.brooks.af.mil.



NAME:   _____________________________________ 	SERIES/GRADE/RANK:	____________________



OFFICE SYMBOL:		__________________________________________	VALID PASSPORT?

STREET:			__________________________________________ 	o Yes		o No

INSTALLATION:		__________________________________________

ZIP:				__________________________________________



SOCIAL SECURITY NO:	__________________________		E-MAIL:  _______________________________



DSN PHONE:		____________________		COMMERCIAL PHONE:	____________________

DSN FAX:		____________________		COMMERCIAL FAX:	____________________



PRIMARY DISCIPLINE:



ARCHITECTURE        		o  LANDSCAPE ARCHITECT	o  COMMUNITY PLANNER        

INTERIOR DESIGNER        	o  CIVIL ENGINEER		o  ENVIRONMENTAL ENGINEER

STRUCTURAL ENGINEER	o  ELECTRICAL ENGINEER	o  MECHANICAL ENGINEER

TRAFFIC ENGINEER		o  FACILITY PROGRAMMER	o  AICUZ SPECIALIST

OTHER	__________________________________________	



SECONDARY DISCIPLINE:



ARCHITECTURE        		o  LANDSCAPE ARCHITECT	o  COMMUNITY PLANNER        

INTERIOR DESIGNER        	o  CIVIL ENGINEER 		o  ENVIRONMENTAL ENGINEER

STRUCTURAL ENGINEER	o  ELECTRICAL ENGINEER	o  MECHANICAL ENGINEER

TRAFFIC ENGINEER		o  FACILITY PROGRAMMER	o  AICUZ SPECIALIST

OTHER	__________________________________________



AVAILABILITY:	_____ times per year		



SKILLS:	Rate yourself 1-10 (10 being highest)



Perspective Sketching:	_____		Microsoft Word:	_____

Plan Graphics:		_____		AutoCad:		_____		

Writing:		_____		Public Speaking:	_____



PREVIOUS ASSISTANCE TEAMS:				SUPERVISORY CONTACT:



__________________________________________		NAME:	_________________________

__________________________________________		TITLE:	_________________________

__________________________________________		PHONE:	_________________________

__________________________________________	
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