
	
RECEPTION WORKING GROUP (RWG) REQUEST
	TODAY'S DATE:

	DEPLOYING UNIT (REQUIRED)(Spell out acronyms):
	DEPLOYING UNIT BASE ASSIGNED (REQUIRED):

	[bookmark: _GoBack]DEPLOYING UNIT POC (REQUIRED):
	POC'S DUTY PHONE (REQUIRED):
	POC'S EMAIL ADDRESS (REQUIRED):

	OSAN AB POC/HOST UNIT (REQUIRED)(Unit and Name):
	OSAN AB POC NUMBER (REQUIRED):

	PURPOSE OF VISIT OR EXERCISE NAME (NOTE:  Be very specific, spell out acronyms too; if classified send SIPRNET email  as well):

	PROJECTED ARRIVAL/DEPARTURE DATES (REQUIRED):
	SHORT-NOTICE REQUEST JUSTIFICATION (Required when request is within 45 days of arrival):

	DEPARTURE ASSISTANCE REQUIREMENTS (REQUIRED):
	ARRIVING VIA MILITARY/COMMERCIAL AIRCRAFT (Required if applicable):

	TOTAL NUMBER OF PERSONNEL/AIRCREW & PASSENGERS (REQUIRED):


AIRCREW:	PAX:
	IF ARRIVING VIA MILITARY AIRLIFT, WHAT KIND  OF AIRCRAFT:
(Required if applicable)

	NUMBER DVs (O-6/E-9):  (If applicable, was Protocol Office notified?  (Mar Y or N)

YES	NO
	TYPE/NUMBER AIRCRAFT (Required if applicable):

	ARE YOU BRINGING ANY EXPLOSIVES?  (Mark Y or N) YES	NO
	NET EXPLOSIVE WGT:
	HAZ/CLASS/DIVISON:
	NOMENCLATURE:

	ARE YOU GOING TO PERFORM ANY AIRCRAFT OR GROUND RELATED EXPLOSIVE OPERATIONS ON OSAN AB, I.E. LOADING/UNLOADING, TRANSPORTING, OR HANDLING OF EXPLOSIVES?

	CARGO LOADING AT OSAN AB (SELECT ONE):

NONE	ON-LOAD	OFF-LOAD AND TRANSPORT AMOUNT:	LBs

	TYPE (pallets and rolling stock) AND AMOUNT OF CARGO REQUIRING ON-LOAD/OFF-LOAD:

	AGE / GSE REQUIREMENTS (Required if applicable):
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AIRCRAFT SERVICE:  (FUEL, DRY ICE, FLEET SERVICE, etc.)(Required if applicable)	FUEL:	LBS

	1.  Peacetime Use Requests (PUR) for war reserve materiel must be completed and approved NLT 3 weeks in advance of deadline for release of WRM AGE assets (POC is 784-4365).

	2. Maintenance liaison of TDY unit must coordinate the following and verify needs
a. HAZWASTE/HAZMAT requirements (Contact 784-6508)
b. Approximate HAZMAT usage (Contact 784-6508)
c. Waste fuel requirement - Bowsers and waste plan
d. Cryogenics support - Be advised of base servicing policy and times
e. Vehicle requirements - i.e.. tow vehicles required. Bobtails or Aircraft Tugs specify amount required (Contact 784-4433)
f. POL requirement for refueling tow vehicles - VIL key or letter on file to obtain authorization
g. Vehicle flight line training - Establish with POC in advance for scheduled training (Contact 784-4266)

	3.  Only AF contingency/TDY units requesting AF AGE/GSE may request USAF peacetime or WRM asset usage.  AF TDY technicians must be supplied and fully qualified to repair and service equipment on loan. (51 MXS AGE at DSN 784-5654/9323)

	4.  NAVY/USMC/ARMY or other must provide their own support equipment.  Certain cases of support request for AGE/GSE may be honored if coordinated in advance (51 MXS AGE at DSN 784-5654/9323)

	5. Lodging / Billeting Requirements (Names, accurate numbers for POCs, and breakdown by gender & rank). Groups requesting off base billeting, should always notify lodging prior to contacting local hotels for reservations. All off base requests will be coordinated through base lodging office to maximize optimum utilization of on base facilities. Turumi Lodge: 784-1844     (Required)

	6. Transportation Requirements (number/type/justification):
MUST PROVIDE JUSTIFICATION!  Vehicles will not be issued if there is no justification.  Vehicles are authorized to conduct official business only, transportation will not be provided if it is only for personal convenience (i.e. to and from work center/on-off base lodging).  The member
must complete the vehicle request form and email or contact 51lrs.vehicledispatch@osan.af.mil for any cargo or passengers that need to be moved in Government Motor Vehicles (GMV).  All requests will be approved in accordance with AFI 24-301, Vehicle Operations.

NOTE:  A MIPR or MORD must be provided for any dedicated vehicle support.
Requirements to drive the GMV off base (if applicable):
a. USFK written test.
b. AF Form 171, Request for Driver’s Training and Addition to U.S. Government Drivers License, signed by your unit VCO.
c. Stateside driver’s license.
Requirements to drive a POV off base (if applicable):
a. USFK written test.
b. Stateside driver’s license.
c. Copy of orders.

The Osan licensing office can be reached at DSN 784-4568

	7.  Dining / Messing Requirements. If the member is receiving the meal portion of the per diem they will pay cash w/surcharge.  If the member is not receiving the meal portion and has the statement something to this effect: "MILITARY PERSONNEL: ALL THREE MEALS EVERY DAY ARE AVAILABLE IN A GOVERNMENT MESSING FACILITY, AT NO COST TO THE MEMBER", they will be treated as a meal card customer.  We request a list of names w/SSN for audit purposes or orders with the same:

	8. Communication Requirements:

	9. Additional Remarks:
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IMPORTANT  INFORMATION

1. Attn All Osan Units:  IAW 51 FWI 10-402, Reception Working Group, para 2, all groups of fifteen (15) people or more, or any aircraft deploying to Osan AB for more than two overnight stays (more than 48 hrs) must request approval from the Reception Working Group
(RWG).  Osan units sponsoring TDYs/deployments/conferences to/at Osan are responsible for ensuring the inbound unit is aware and complies with this process.  This forum meets weekly to ensure deployments are supportable without exceeding the capacity of base
resources such as aircraft parking, billeting, transportation, etc.  The request worksheet can be received by contacting the 51
LRS/LGRDX offices at DSN 315-784-8786. Email the completed form to 51 LRS/LGRDX NLT two weeks prior to requested support date; however, since base resources are limited, submit your request as soon as possible. Units not complying with these instructions may be denied access to Osan AB support facilities and assets.

2. Osan Deployment POCs (or an alternate representative):  MUST be available to attend Reception Working Group Meetings to discuss issues concerning the deployment.  If no one can attend, please notify 51 LRS/LGRDX @ 784-3958/8786 prior to RWG Meeting.  Your deployment will be omitted, from the meeting agenda, until a representative can be present.

3. Submission of this work sheet will ensure comprehensive routing and tracking of your requests by all applicable base agencies. However, lodging reservations must still be made directly by calling DSN 784-1844.

4. ALL INCOMING UNITS: Note that Osan AB has no fleet servicing or trash disposal services available.  All Cargo/PAX movement needs to be emailed/coordinated with 731AMS/CAPE@osan.af.mil

5. Cargo Off-/On loading:  Incoming units with cargo will support the following requirements:
a. Provide an advance team capable of offloading cargo / pax
b. Provide a certified load planner
c. Provide a certified Hazard Declaration (HazDec) person both for download and upload
d. Ensure cargo is processed through proper channels at Osan AB (Port and 51 FW)
e. Provide qualified cargo preparation teams (463L pallets, rolling stock, etc.) through the process of Joint Inspection with the Port

Any questions, contact 51 LRS/LGRDX at DSN 784-3958/8786

6. Units conducting flying operations out of Osan AB must adhere to the following local procedures:

a. All units deploying with aircraft need to call Base Operations at 784-4222 to acquire a PPR number at least 24 hrs prior to arriving at Osan AB.  There is no exception to this requirement.
b. Deployed units planning to conduct flying operations out of Osan must contact Airfield Management at DSN 784-4388 and arrange a meeting to complete a Memorandum of Understanding for flight plans and receive a local area flying procedure brief to include taxi operations.
c. All incoming units must clear U.S. Customs and Korean Immigration immediately upon arrival and departure from Osan AB, ROK.
U.S. Customs and Korean Immigration are located in Building 884.  Failure to do so could result in a $10,000 fine.
d. Airspace reservations or schedule requests must be sent directly to the 607th Combat Operations Squadron, Current Operations (Airspace) Office, (607 COSS/DOO) DSN 315-784-5414/2488.  Contact the Airspace office NLT 45 days prior to start of flying
operations.  For additional information, check their website at:  https://www2mil.osan.af.mil/607/607aog1/Airspace/index.htm
e. Transient Alert does not support any local sorties for deployed aircraft, due to manning and mission requirements.  Deployed units need to provide support personnel.  Transient Alert can be reached at DSN 784-4433.
f. Aircraft requiring cargo or passenger support need to contact 731 AMS Capability and Forecasting section at DSN 784-4288 or via e
-mail at 731AMS/Cape@osan.af.mil to coordinate requirements.

7. All units bringing explosives to Osan must coordinate with 731 AMS Capability Forecasting Section at DSN 784-4288, 51 MUNS/MXW at DSN 784-4344, and 51 FW/SEW at DSN 784-4804.

8. During hours of darkness (1900-0700), reflective belts are required on Osan AB.  All incoming units need to ensure they bring in enough reflective belts for all personnel.

9. To make your transportation needs go smoothly; the following information is needed from all incoming units (51 LRS/LGRDDO 784-4266):

a. Prior to arrival, provide your Osan POC a copy of TDY orders for all personnel driving on base.  Your POC will coordinate with 51st LRS Vehicle Operations to have licenses and vehicle fuel funds cite ready upon arrival.
b. Upon arrival, provide a 24-hour POC and phone number to LGRDDO for vehicle control.
c. Provide fuel fund cite for vehicle request of more than one week.
10. Any personnel with a requirement to drive on the flight line contact the host unit VCO/VCNCO to receive flight line drivers training.
11. Osan AB runways are closed every 2nd and 4th Saturday from 0800 - 1700 hrs.  Do not plan flying operations during these times.

12. IAW AFI 25-101_PACAFSUP, War Reserve Materiel (WRM) Program Guidance and Procedures, Chapter 6, War Reserve Materiel assets are to be utilized for Joint Service Exercises, Disaster Assistance, Humanitarian Relief Operations, and Contingencies.  Only Peacetime Use AGE can be requested.
13. 
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