[image: image2.emf] 

                                         F OR  I SSUING  S TAFF     


[image: image3.emf] 

                                         F OR  I SSUING  S TAFF     


PLAYPASS FOR FAMILIES AND SINGLE AIRMEN

HQ AFSVA Respite Deployment Support Program
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Important PLAYpass Contact Information 

Address- US postal



2261 Hughes Ave, Suite #156

Lackland AFB, TX 78236-9854
Address- UPS OR FED EX

Building 171 

3515 S. General McMullen 
Port San Antonio, TX 78241-6420
Phone & Fax



HQ AIR FORCE SERVICES AGENCY – Marketing and Overall Program Support
Linda Weston:  DSN 969-7509 or Commercial:  210-395-7509

Carol Sudy: 
DSN 969-7483 or Commercial:  210-395-7483
Fax: 

DSN 969-7799 or Commercial:  210- 395-7799

HQ AIR FORCE SERVICES AGENCY – Financial Support
Angela Arteaga DSN 969-7159 or Commercial:  210-395-7159
Vivian Bailey DSN 969-7100 or Commercial:  210-395-7100
Online Support


PLAYpass General Email Box:  AFSVA.SVK.PLAYPASS@us.af.mil

Downloadable Instructions, templates and marketing materials


https://mil.afsv.net/MKT/05downloads.htm
PLAYpass Plan Overview
Provides installation instructions and guidelines for implementation
Provides specialized instructions for key players

Plan to PLAY
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Step 1 - Get Ready!
· Read the entire plan to get an overview of the requirements needed to run a successful program
· Ensure PLAYpass cards and promotional materials have arrived
Step 2 - Notify!
· Identify PLAYpass Team Members (see call-out box to the left)
· Inform all levels of FSS and installation leadership of the program
Step 3 - Meet!
· Organize initial meeting with team members and discuss the following: 
· Provide overview of program and program guidelines
· Review online briefing
· Discuss program offerings 
· Pass out specific instructions 
· Activity Manager



· Accounting




· Cashier Training

        
  

· Instructions


· Marketing/Public Affairs



Step 4 - Prepare

· Activity managers identify programs that qualify for the specific coupon blocks and train staff on the program
· Join online training session (Defense Connect Online DCO) hosted by HQ AFSVA, 12 May 11  @ 1700 CDT and 13 May 11 @ 1000 CDT
· Marketing develop local distribution plan of materials, prepare press release and update www.myAirForceLife.com with required information
· The Base Primary POC accepts and documents receipt of PLAYpass cards and trains staff on the program.  Prepare for distribution of cards.  Familiarize staff with card registration 
· Activity managers train staff on program offering and accepting cards for payment

Step 5 - Launch
· Start distribution and acceptance of PLAYpass cards for programs NLT 27 MAY 11
· Start the reporting process once usage begins
PLAYpass Committee Contact List
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Program Goal 
Program Goal
To provide deployed-affected Single Airmen and Air Force families respite from the challenges of deployment and encourage members the opportunity to reintegrate and reunite through MWR-focused social, recreational, fitness and learning programs upon their return.

Overview of the PLAYpass Program 

The new PLAYpass card replaces the DePLAYment program offered during the Year of the Air Force Family and expanded to provide deployment respite support for not only deployed-affected families but also support for returning Single Airmen.  The program is based on discount cards that provide members and their eligible family members the opportunity to participate in Air Force Force Support/Services Squadron programs for free or reduced cost.
Measurement

The program will be evaluated using a variety of research tools to include: customer feedback; financial reporting on card usage; After-Action reports; and internal FSS surveys.

How it Works
Installations are provided PLAYpass discount pass cards for distribution to deployed-affected eligible members and families. The pass card is preprinted with specific dollar value coupon blocks that can be applied to the specified programs offered at each participating Air Force installation.  

· Customers pick up their PLAYpass at the Airmen and Family Readiness Center
· While they are at the issuing office they are assisted in the registration process of their card by logging on to www.myairforcelife.com 

· Once registered, the pass holder may use their pass for eligible programs 
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 To use the discount card: 

· The customer simply presents the card at the time of sign up along with a DoD ID card when they are ready to enjoy a program
· The program signup and payment process is completed by marking off the discount offered on the back of the card:  i.e., coupon block - $40 off of a class 

· One coupon block per event/program or sign up is used 

· The customer then signs the manual PLAYpass Register Log, (Atch 2)
· Any additional funds are then collected  from the customer
· The customer is ready to enjoy the program 
Qualifications and Eligibility 

Deployment Defined for Qualification

Deployment is described as TDY for 30 days or more; or 365-PCS in support of an active Operation and documented on official orders
Family Defined for Qualification 
Family is defined as spouse and/or children with DoD ID Cards.  It also includes family members that are sponsored and have a DoD ID card, i.e., Sponsors a parent, sibling, etc.  
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Single Airmen Defined for Qualifications

Single Airmen is defined as any officer or enlisted Air Force or Air Force Reserve member returning from a qualifying deployment without children, spouse or sponsored family member
Eligibility Time Frame

Upon issuance of qualified deployment orders for more than 30 days in support of an active Operation

· ALLOWABLE EXCEPTIONS TO TIMELINE:  

· Any qualified deployment that started on or after 1 Dec 10 and other eligibility requirements are met

· If qualified deployment orders were issued before 1 Dec 10 but the sponsor/member is still deployed or returned on or after 1 Dec 10 and other eligibility requirements are met

Eligibility Categories 

The following categories are eligible for a PLAYpass card with qualifying deployments

· Air Force active duty members with qualified family members (spouse and/or children)
· Single Airmen upon returning from deployment

· Deployed Air National Guard (ANG), Air Force Reserve (AFR) and DoD civilian personnel with qualified family members
· Due to the types of funding ANG members are not eligible for programs after returning home.  The ANG sponsor must be currently deployed to qualify

· Air Force Wounded Warrior (AFW2) members with or without qualified family members 

· Family members of Fallen Warriors with DoD ID cards

· Army/Navy/Marines Active Duty members ONLY when officially assigned (home station) to a tenant organization hosted on an active Air Force Base and the morale, welfare and recreation programs are operated by AF Force Support Squadron and have qualified family members

· Single Army/Navy/Marines Active Duty members ONLY when officially assigned (home station) to a tenant organization hosted on an active Air Force Base and the morale, welfare and recreation programs are operated by AF Force Support Squadron
Overview of PLAYpass Cards

Types of PLAYpass cards
	Families  (Family card--gold)
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	Families with children receive a second card: Youth (red) to complement the Family (gold) 
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	Single Airmen—branded for target market (tan)
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Pass Numbering System

  The pre-printed numbered code on the pass, called a “pass code” serves as a unique identifier for the cards.
	10034

	Pre-printed numbers  
NUMBERING CODE:

· 00001-15000 - Family Cards

· 50001-59500 - Single Airmen


IMPORTANT:  Each pass must be controlled and documented as it is issued using Pass Tracking Control Log (Atch 1) PLUS they must be registered before use into the computer software at www.myairforcelife.com 

Family and Single Airman Cards
PLAYpass (Card Front):  The card has an area on the front to personalize the card with the sponsor’s or member’s name, and expiration date
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PLAYpass (Card Back):
Description
	# of Coupons sBlocks
	Not to Exceed Value/ each block
	Where can it be used?
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Learn to PLAY (Life Skills/Recreational Learning Program):  Adult MWR recreational/life skill classes offered by FSS  to include skills: i.e., dance, music, karate, scuba, flying, fitness, sports, etc.
	4
	$40.00
	Arts and Crafts, Auto Hobby, Bowling, Golf, Fitness, Aero Club, Outdoor Recreation, Community Center

	
	1
	$100
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Recreate PLAY: Good for recreational programs events or usage at Force Support operated, i.e., Tournaments, contests, etc.
	9
	$25.00
	Community Center, Youth Programs, Bowling Center, Golf Course, Aero Club, Outdoor, Pool, Recreation, Arts and Crafts, Fitness Center programs

	Explore:  Outdoor Recreation or ITT Trip 
	2
	$50.00
	Good for sponsored day trip by ITT, ODR or Community Center


OTHER RULES:  
· Must be presented with a DoD ID card that matches the sponsor’s  name on the front  
· One coupon block applied to each event/class, etc. 
· Not valid for food and beverages or merchandise
· No cash refund is given for any unused portion of a coupon block  
EXPIRATION:  90 days after return of deployed member 

NON-TRANSFERABLE: The discounts can only be used for the sponsor and family identified on the card.  (Exception: Single Airmen may apply any balance of a coupon block towards an authorized guest)
Single Airmen Benefits 
The Single Airmen coupon values are the same as the family card
Bring a Friend Feature

To encourage participation of Single Airmen they can bring a friend or guest
The value of the coupon block can be entirely for their own use or they may bring any eligible guest(s) and apply the coupon block value to the entire bill
· For example: If a class is $25.00 and the coupon block is $40.00, the remaining $15.00 may be applied to their guest(s) bill by simply paying the difference of the two combined bills (2 @ $25.00 = $50.00).  After one coupon block is applied, the customer pays $10.00 balance
· NOTE:  One block per event, cannot combine coupon blocks and apply to one bill.  (EXCEPTION: Pool Fees, multiple blocks may be used to cover the cost of recreational pool fees)
· No cash refund is given for any unused portion of a coupon block  

· All other rules apply

Single Airmen with Children

For the purpose of the PLAYpass Program, Airmen that are unmarried but have sponsored family members would qualify for the family card.  This is an important distinction for this program because the Single Airmen PLAYpass card is ONLY authorized upon the return of the deployed member.  Single Airmen with family members should take advantage of the Family PLAYpass card to provide benefits to their children and authorized guardian during their deployment and 90 days after their return.

Child and Youth Benefits
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In addition to the PLAYpass card, children/youth of either married or single deployed members also receive benefits to help them cope and adjust to a parent’s deployment. Each card has space for up to seven children in one family. A list of approved programs is provided below:
	Youth Sports or Youth Classes 
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	3
	$50.00
	For Air Force FSS Youth Program classes, camps or sports designed for children under 18 years of age.  Also eligible for youth-focused classes at the Arts and Crafts, Bowling, Golf, Fitness, Outdoor Recreation, Community Center or Fitness Center (3 per child)

	Hourly Child Care Good for up to 10 hours of hourly child care per child, where space is available 
All CDC rules apply  
	10 hrs
	$5.00 per hr
	Child Development Center(CDC)


Rules for Use
Expiration:  90 days after return of member, (except ANG members) or                 31 Dec 11 whichever comes first.  Due to limited funding the program may be canceled at any time.  
Other Rules:  

· Must be presented with a DoD ID card that matches the sponsor’s or Single Airman’s name on the front
· One coupon block applied to each event/class etc., exception CDC hourly child care and base pool fees
· Not valid for food, beverages, or merchandise
· No cash refund is given for any unused portion of a coupon block  
· Each child only receives 3 youth sports or classes and 10 hours of hourly child care.  If one child does not use those benefits, they cannot be transferred to another child in the family
Non-Transferable: The discounts can only be used for the sponsor and family identified on the card.  (Exception: Single Airmen may apply any balance of a coupon block towards an authorized guest)
Process for Pass Issuance
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Step 1:  Review the deployment orders for the following
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____ Deployment or 365-PCS:  Is it in support of an active Operation?  (Look at Reason for TDY)

____ Orders were issued since 1 Dec 10 or were issued before 1 Dec 10 but the member is currently deployed or returned on or after 1 Dec 10
____ Status: Active Duty/AFR/ANG*, DoD Civilian or Army/Navy/Marines deployed from a tenant organization on an active Air Force Base or in Air Force Wounded Warrior AW2 status or DoD Card holder of Fallen Warrior.  *ANG must be currently deployed to qualify for Family/Youth Cards only and cannot qualify for Single Airmen card

FOR ANG:  ANG member orders must be current, meaning they cannot receive a pass if the deployment is over; therefore, only Family PLAYpasses can be issued and must expire when the member is due to return 

Step 2:  Confirm the following:

____For Family Cards:  Officially sponsors a spouse, children or has family members such as parents or siblings with DoD ID cards

____Verify the person requesting is either the sponsor or the adult/guardian of the family 
____Verify proof of eligibility by showing a valid DoD ID card of the person requesting the pass

IMPORTANT:  Issue only ONE card for any category regardless of the size of the family

1 Family card

1 Youth card (for all children under 18 years of age)
1 Single Airman card
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Step 3:  Start documentation

____ Make a copy of the deployment orders (Store according to Privacy Act of 1974)

____ Pull the next appropriate pass card in numerical sequence and annotate the card number on the PLAYpass Issue Spreadsheet Control Log (Atch 1) and have the customer sign for the card

____ Legibly print the SPONSOR’S LAST NAME and FIRST NAME on the front of the card using a Sharpie.  If the sponsor’s name is different from the family name, use this format to document: 

· Sponsor’s First Initial, Sponsor’s Last Name and (Family name)

· [image: image19.emf][image: image20.jpg]


Example:  J. Smithstone (Young) 
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____ EXPIRATION DATE:  From the orders, determine the members return date then add 90-days. Then document the expiration date in the bottom right hand block – VALID Through.  The card expires 90 days after return date on the orders or by 31 Dec 11
____ If there are children: 
· Pull out a blank Youth card and document the Family PLAYpass number on the top right corner, enter the sponsor name and expiration date
· On the back enter each child’s name that is under 18 years of age 

____ Go to myairforcelife.com while the customer is still in the office and register the card.  Fill in all the appropriate boxes (See diagram on page 17)
· Although email is optional, encourage them to provide an email address that we can use to stay in contact.  (This should be an email address of the family member rather than the deployed sponsor’s email.)
____Place the PLAYpasses in the appropriate Family or Single Airmen envelope and give customers the appropriate informational flyer
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Replace Lost Cards and Re-orders

How to order more PLAYpass Cards

The PLAYpass POC should contact AFSVA.SVK.PLAYpass@us.af.mil to request more cards. Base usage will be checked against the registration on www.myairforcelife.com to ensure all issued passes are documented as required

When approximately 70% of the pass cards have been issued, request more.
Plan for approximately 1-2 weeks delivery

Plan Ahead: If you have a large deployment in the coming months and you feel you will run out, the PLAYpass POC should contact AFSVA.SVK.PLAYpass@us.af.mil to pre-order more in anticipation of the deployment
Lost Cards:  Issuing offices will be provided five blank family cards and five blank Single Airmen cards for LOST CARD reissue.
Before a PLAYpass card can be re-issued, the installation PLAYpass Verifier must log on to myAirForceLife.com to verify the total number of coupon blocks used by the pass holder by looking up their account using their PLAYpass number. This might take a couple of days in order to allow all coupon-tracking to be logged into the system.  Once a report, (shown pg 19) is available, the issuing office may issue a new card by inserting the original PLAYpass number, sponsor name and original expiration date, on the card. The original expiration date must be used.   Coupon blocks already used must be marked with an “X” on the back of the card before the card is given to the customer.  The customer then signs the PLAYpass control log for the replacement card.  The PLAYpass Control log is annotated with the word REISSUE.
The new reissued card does not have to be re-registered in myAirForceLife.com as it is already documented in the website database under that sponsor’s name.

[image: image24.jpg]=) @ ‘ @ 1 Page View

Csim Vasficsion Repont Page 111

i

PLAYpass Usage Report for Randolph Joint Base San AntonioApril

i

e o fscom adain plvpas

T T IR ST R TR @ TR T AR < BN 42 @20 33:Pm



[image: image25.jpg]NARAAA

ML, Go to MyAirForcelife.com
'“““ to find qualifying events
and programs

PLAYpass

Learn to PLAY!

Recreational, fitness, life skills or
leisure classes

Recreate! Recreational programs
and events or activities

Egr(?lore Outdoor Recreation or
day trips

Valid at AF Force Support/Services operated programs, Not valid for food, beverages or resale items.
Non-transferable. Not redeemable for cash. One block per visit, usage and event.
Rules posted on MyAirForcelLife.com apply. PLAYpass may be discontinued at any time without notice. };




[image: image26.jpg]Go to MyAirForcelife.com to
PLAYDASS iwiouniyrgevensmssrogons

Learn to PLAY!
Recreational, fitness, life skills or
leisure classes.

Recreate! Recreational programs

and events or activities

Explore: Outdoor Recreation or
ITT Day trips
Valkd at AF Force Support/Services operated programs. Not vald for food, beverages o resaletems.

Nontransierabe. Not redeemable forcsh. One lock per i, Usage and evert
Rules posted on MyAiforceLfe com apply. PLAYpass ay b discontinued atany time without notie.





FAQ for Issuance Staff
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How do I verify the amount of children in the family?

We will honor what the customer says.

Are Sister Service members eligible for this program?

Only if they are officially stationed to the active Air Force Base through a tenant organization.  Each of the sister services have their own type of deployment support program. 

Can the pass be picked up at another Air Force Base if the family is away from their assigned base during deployment? Yes, if they are near an active Air Force Base during their sponsor’s deployment they may go to the base nearest them, and obtain and use a PLAYpass at the nearest Air Force Base. 
Can Air Force Reserve families or Single Airmen participate in the program? Yes, if they are near an active Air Force Base or plan to visit one during their sponsor’s deployment they may go to the base nearest them to obtain and use a PLAYpass at that base. If they are not near a base, the Air Force Reserve Command offers a different program called Yellow Ribbon.  They should be encouraged to participate in that program.
Can they use their PLAYpass at Army/Navy or Marine facilities?  No, the sister services will not honor these discounts and free programs at their facilities, unless otherwise noted.  
Can I issue these at a mass deployment event? Yes, as long as you have internet access to register the card at time of issuance. Maintain the PLAYpass Issue Control Log and a copy of the orders for back-up documentation to file. 
Program Support, CAT A, B and C 
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The appropriated funding (APF) for the PLAYpass program comes from the Office of Secretary of Defense (OSD).  To execute these funds a non-appropriated fund (NAF) Memorandum of Agreement (MOA) has been established. This means the funds, although NAF, must follow the intent of the APF guidelines.  
Category A and B: Recreation events, classes and programs offered by activities that fall into the A and B categories are the cornerstone of the PLAYpass program.  These activities may participate in the PLAYpass program using existing  programs and events.
Category C:  To participate in the PLAYpass program, each Category C activity must participate in a monthly orientation program, like a recreation fair at their installation Community Center (or another FSS designated Category A or Category B activity when a Community Center is not available)  to help educate, inform and welcome PLAYpass card holders.   Eligible FSS operated Category C activities are:  Bowling, Golf, Aero Clubs, Marinas etc that offer recreational programs for customers.  Category C Food and other resale operations are excluded from participation.  
Get Out and Play Program Goal:  Educate and excite PLAYpass card holders on the benefits of recreation and special features of the various recreational programs.  The tactics of the program are 

· Develop “Get Out and Play” Community Center (CC) recreation information fairs/briefings on benefits of specific leisure activities, general information on the activity and provide attendees local opportunities information on all Category A, B, and C activities

· Benefit Support:  Provides PLAYpass card holders the opportunity to be informed on the benefits of specific recreational programs, while at the same time meet other AF members and families that are experiencing the challenges of deployment in a leisure setting  
· Additional benefit:  Helps customers make initial step out of the house/dorm and into activities

· Provide PLAYpass customers printed information on all available leisure opportunities at their installation

· Benefit Support:  Provides customer casual reading designed to encourage further participation
Recreation Fair/Briefings
· A special event should include information on recreational opportunities on the installation, how to participate in a sport or activity, tips on how to use equipment, and general information on hours of operation and programs and services available, and information on other programs available for recreation on base
· Required Monthly:  The Community Center, along with Cat C activities, is required to offer the orientation briefings at least monthly.  These must be advertised in the Community Center and hosting activity and should be  conducted at a time that is convenient to PLAYpass holders

· Mandatory?:   While the program is mandatory to host, it is not mandatory for PLAYpass card holders to attend before using an activity.  The intent is not to add additional stress to deployed-affected members and families but to help educate them on what is available and the benefits of recreation.  At a minimum a handout should be provided to PLAYpass customers when they visit the activity.  Document customer briefings and handout information on the sign in log discussed in the Reporting Section.
Reporting:   A sign in log is available to facilitate the tracking of PLAYpass attendees.  The PLAYpass Get Out and PLAY Briefing Log Form.doc (Atch 3) should be maintained on file at the community center.
Authorized Use of Funding 
The following charts provide the approved programs, eligible for PLAYpass reimbursement as long as the ‘Get Out and Play’ program is established 
	Area
	Explanation
	Authorized Categories
	Authorized Expenses

	LEARN TO PLAY and BONUS CLASS 

	Life Skills/
Recreational Learning Program
	Adult recreational/life skill classes offered by Force Support Squadron to include Arts and Crafts, Auto Hobby, Bowling, Golf, Fitness, Recreational skills, like dance, music, karate, scuba, learn to fly, etc.

IMPORTANT: Classes must be recreational in nature and may not be used for non-MWR type courses.  
	1. Fitness or Sports Classes

2. Martial Arts Classes

3. Dance Classes

4. Music Lessons
5. Craft Classes

6. Auto Hobby Classes
7. Cooking Classes

8. Outdoor Recreation Classes, i.e. Scuba, Rafting, Orienteering, Canoeing, Camping, Rock Climbing, Archery, Flying, Bike Maintenance, etc.
9. Leisure Skills, i.e. Riding Golf, Bowling,  

10. Youth Programs Classes
11. Lifeguard Training Classes


	Instructional session/costs

Hand out/ information

Incidental costs for supplies or fees required to accomplish the class 

FSS provided transportation to training site when the course is not held on base (i.e. hang gliding site) (Must be within 50 miles of the base)
Bonus class may cover a series of classes or more expensive leisure life skills courses listed 



         Authorized Use of Funding (Continued)
	Area
	Explanation
	Authorized Categories
	Authorized Expenses

	RECREATE PLAYpass   

	Recreational/respite programs and events offered on the installation 
	Good for recreational usage at FSS operated Bowling Center, Golf Course, Aero Club, Outdoor Recreation.  MUST INCLUDE PROGRAMMING ASPECT AND CAN NOT BE APPLIED TO SIMPLE FEES AND CHARGES 

	1. Tournaments
2. Road Rallies

3. Contests – (prizes must be paid by NAF funds)

4. Recreational programs held at fitness center, bowling, golf, community center, Youth Center

5. Get Out- Get and PLAY,  Bowling, Golf, Aero Club, Marinas,  Equipment Rental

6. Pool Passes: This is the only program that multiple recreation blocks can be added together to cover the cost of pool passes. Note: There must be a program attached to the pool pass.  Programs that introduce one or more of the following would qualify:

· Pool safety orientation 

· General water safety briefings or handouts


	Cost of fees, incidental supplies, entertainment, local transportation to program can be covered to qualify for the RECREATE PLAYpass discount
· Must have a programming element: which means some planning and coordinating in the event is required to qualify for a PLAYpass discount. 
Passing out free tickets does not qualify
Types of items that qualify for a program:
· Monthly Tournament –Posting of scores 

· Social media posting of photos or comments after event

· Pre-program training or briefing designed to encourage safety or increase skills

· Hand out/information, lectures

· Organized transportation 



	Program examples
	Road rallies, tournaments and contests, like “Build a Boat Contest” where supplies are needed or dance contests.  Entry fees (only no food costs) for little theater, comedy nights, music events.


        Authorized Use of Funding (Continued)
	Area
	Explanation
	Authorized Categories
	Authorized Expenses

	EXPLORE:  ITT or ODR Day Trip

	Day Trips offered by ODR,  ITT or Community Center  
	Day trips may not exceed 106 mile radius and must include transportation or coordination with car or van pooling. 


	There must be a program planning element to qualify trips.  Free tickets to events may not be passed out and charged to this category.   
	Cost of rental equipment needed for the excursion, i.e., skis, etc.  

· Cost of transportation 

· Cost of admission 

· Charges for tour guide/escort

	Program examples
	Outdoor trips - Ski, rafting, rock climbing, camping, sponsored by ODR

Concert, sporting events, amusement parks or cultural day trips



PLAYpass Acceptance Instructions 

When an authorized patron presents a “PLAYpass” card, the cashier, instructor, or activity employee accepting the registration and payment will use the PLAYpass Register Log to record transactions (Atch 2) 

	Family Card
	Families with children receive a second card: Youth 
	Single Airmen


There are three types of cards that may be presented; each with different coupon blocks on the reverse side of the card.

Accepting a PLAYpass Card
1. Check I.D. Card and PLAYpass Card   (These should match)
2. Verify Expiration date  (Check to ensure the card has not expired)
3. Check to ensure the customer has the right coupon block still available, i.e., Explore for $50 (ITT or ODR trip)

4. Prepare PLAYpass Register Log  (Atch 2)

· Date 

· PLAYpass number

· Printed name of sponsor (on the front of the card)

· Printed name of customer signing up (i.e., child’s name for soccer)

· Program description code 

· Coupon  Block Amount Claimed

· Total price

· Difference paid

· Signature of sponsor, spouse, or individual

5. Mark off PLAYpass coupon block used with Sharpie

6. Accept balance payment if any

7. Complete the transaction and have customer sign PLAYpass Register Log as shown in Atch 2
Accounting and Reimbursement Instructions

The following instructions provide installation-level accounting, reporting, and reimbursement procedures for authorized respite and support to the families of AF members under the deployment respite support program called “PLAYpass.”  Funds are provided under the terms of the Memorandum of Agreement between HQ AFSVA and the Air Force Morale, Welfare and Recreation Fund (AFMWRF).  
The program PLAYpass modifies and replaces the DePLAYment program, and provides eligible PLAYpass card holders’ free or reduced services in FSS MWR-type activities from May 11 through Dec 11. (This date may be extended depending on availability of funds.)
General Ledger Accounting: Record the current period’s free or reduced program amounts by crediting General Ledger Accounting Code (GLAC) 8010014 in the applicable activity cost center.  The offsetting entry establishes an accounts receivable for the cash reimbursement by debiting balance sheet (CC 0000) GLAC 1140000.  All MOA income and expenses will be recorded in the AFMWRF; therefore no further entries by the base are necessary. 

Installation Roles:
The Resource Manager may designate up to two accounting technicians to record PLAYpass card usage on MyAirForceLife.com.  The Resource Manager may also designate an alternate approval authority to certify PLAYpass monthly reports.   Email AFSVA.SVK.PLAYpass@us.af.mil  to request access to the MyAirForceLife.com tracking module.
Online Tracking Module
Free or reduced fees will be reimbursed by HQ AFSVA based on the approved list of eligible programs and use of coupon blocks on the back of the cards.  
· There is a password-protected online tracking process to document the coupon blocks used.  Location: Administrator pages of www.MyAirForceLife.com/Admin
Logging Usage:  The NAF AO will record PLAYpass use according to the daily Register Logs submitted by the activities (Atch 2).  The NAF AO will consolidate the activity daily Register Logs using the summary spreadsheet (Atch 4) in order to process a monthly general ledger adjustment form (GLAF) as of the end of the month.  In addition to the monthly summary spreadsheet, the NAF AO must enter all PLAYpass card redemption amounts in the MyAirForceLife.com tracking module.  
Activity Process Acceptance and Documentation

The activity completes the daily PLAYpass Register Log with the following information each time an authorized patron presents a Family or Single Airmen PLAYpass card for a free or discounted event:   The NAF AO records the information in the MyAirForceLife.com PLAYpass tracking module.

· Date of event

· Card-pass number

· Printed name of individual receiving free or reduced fees

·     Description of Program/Event; Full, reduced, and pass card redemption amounts

· Signature of pass card holder

· Printed Name of cashier/employee

· Employee’s signature  
The amount owed by the customer* is treated the same as a normal income transaction.  The activity enters the only amount due directly from the customer/patron in the POS and AF Form 1876 in the applicable revenue account.  POS revenue keys may be programmed to enter reduced amounts for recurring events. The free or reduced fee amounts related to PLAYpass programs are not entered in the point of sale (POS) system, cash register, or cashier report.  (All MOA accounting entries will be recorded by the NAF AO.)   

The card redemption amount is recorded by the activity on the PLAYpass control log; i.e., normal $100.00 recreation trips reduced to $75.00*, the pass card redemption amount recorded on the log is $25.00.  

The activity manager (or designee) sign the daily logs as reviewed and approved and submits to the NAF AO daily or upon completion of event.  
HQ AFSVA will process reimbursement to the base MWRF and record the cash transfer directly to the base receivable balance sheet (CC 0000)  GLAC 1140000 to simplify the MOA reconciliation process.  
Verification/Certification: The Resource Manager will review and approve logged usage data in www.MyAirForceLife.com/Admin   

By logging on to myairforcelife.com with a pre-assigned user name and password, the RM or designee must verify all postings for month by the 20th of the following month. 
Selecting the print button will generate a report with a certification statement.  The Resource Manager’s (RM) certification statement must read:  “I certify that all PLAYpass transactions entered into the MyAirForceLife.com PLAYpass Usage Report for (base name AFB) are valid and accurately recorded in the general ledger.  Complete documentation is on file in the office of record.  Request reimbursement in the amount of $XXX.XX for (mo/yr) PLAYpass Program redemption."  

A signed copy of the RM certification in a PDF format or a digitally signed email with the RM certification statement must be emailed to Angela.Arteaga@us.af.mil or Vivian.Bailey.1@us.af.mil 
This certification process sets up the report for payment by HQ AFSVA. 
Payment: The HQ AFSVA/SVFAA will pull monthly reports upon receipt of RM certification to process reimbursement to the base.  All register reports and verification log usage must reconcile to accounts receivable.  Once the report is approved and submitted for reimbursement, no further adjustments or corrections will be made.   
Maintaining Documentation: Maintain the supporting documentation at the local office of record: the responsible NAF AO.  The supporting documentation should include (not necessarily all-inclusive) the activity PLAYpass Register Logs, the monthly summary report, and documents supporting event participation.  The local office of record must be able to produce a complete record of all free and reduced fees, services should HQ AFSVA, HQ USAF/A1S, and/or the NAFFA require back up documentation.  
Additional references:

(For Internal Use)

· ATCH 1 PLAYpass Card Issue Control Log (For Internal Card Issue Tracking
· ATCH 2 PLAYpass Register Log (For Internal Activity Cashier Use)
· ATCH 3 Get Out and Play Briefing Log 
· ATCH 4 PLAYpass Summary Report 
PLAYpass Installation Team Members 


Base Central Point of Contact


Resource Management


Marketing


Airmen & Family Readiness Center


Activity Managers


Community Center 





Important:  The PLAYpass card may not be used until the card is registered on myAirForceLife.com








Note: Airmen that are not married but have children would qualify for the family card so their children may enjoy the benefits during their deployment 








One block per event/program can be applied except: hourly child care and pool fees when multiple blocks may be used at one time








One block per event/program can be applied except hourly child care where multiple blocks may be used at one time


Cannot be applied to food or beverages or merchandise
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                                      For Issuing Staff  





Important! The card must be registered in MyAirForceLife.com in order for them to use the card.  Without registration, the installation assumes the cost of the usage without reimbursement








Maintain the manual log and copy of the orders for back-up documentation





                                      For Issuing Staff  





                                      For Issuing Staff  





                                      For Issuing Staff  





Sample MyAirForceLife.com screen view of PLAYpasss usage











                                      For Issuing Staff  
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Discount:  Family or Single Airmen Card            4 @ $40.00           and 1 @ $100.00








MUST BE EXCLUDED:  Fees and charges without any program element.  Food and beverage and resale merchandise. All classes through the education office and Airmen and Family Readiness.  Gifts or prizes of any type.
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RESTRICTIONS: MUST BE EXCLUDED FROM THE PROGRAM PRICE:   Fees and charges without any program element.   Food and beverage.  Gifts or Prizes of any type. NOTE:  PLAYpass customers MAY NOT be charged a fee if the program is free to non-PLAYpass customers. 





Discount:  Family and Single Airmen Card 


9 @ $25.00 








Discount:  Family and Single Airmen Card 


2 @ $50.00 








MUST BE EXCLUDED FROM THE PROGRAM PRICE:  


Fees and charges without any program element


Food and beverage  


Gifts or Prizes of any type 


PLAYpass customers MAY NOT be charged a fee if the program is free to non-PLAYpass customers.





It is the cashier’s responsibility to ensure blocks are marked off as they are used


 Overuse due to unmarked cards is at the installation expense





 Johnny   x         xx
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Food, beverages, gifts, free tickets or resale items are not included in the funding authorization and will not be reimbursed.
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The online registration report has limited access and may serve as the subsidiary for the base accounts receivable and tracking of program card redemption  
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Barksdale


Community Center


15 June 2011





Sally Hansen











Sample Verification Screen generated by the MyAirForceLife.com
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Sample Certification Report as generated by the MyAirForceLife.com
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