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[bookmark: _Toc358715185]PLAYpass Contact Information 
[bookmark: _Toc357499229][bookmark: _Toc357504179]Address- US postal
2261 Hughes Ave, Suite #156
Lackland AFB, TX 78236-9854
[bookmark: _Toc357499230]Address- UPS OR FED EX
Building 171 
3515 S. General McMullen 
Port San Antonio, TX 78241-6420
[bookmark: _Toc357499231]POC:  Linda Weston 
Linda.weston@us.af.mil
Phone:  DSN 969-7509 or Commercial:  210-395-7509
Fax:  DSN 969-7799 or Commercial:  210- 395-7799
[bookmark: _Toc357499233]AFPC/FM – Financial Support
Angela Arteaga DSN 969-7159 or Commercial:  210-395-7159
Vivian Bailey DSN 969-7100 or Commercial:  210-395-7100
[bookmark: _Toc357499234]Online Support
WEB:  www.myairforcelife.com
Downloadable Instructions, templates and marketing materials
https://www.usafservices.com/Managers/Marketing.aspx

[bookmark: _Toc358196172][bookmark: _Toc358196329]


[bookmark: _Toc358715186]PLAYpass Plan Overview
Provides installation instructions and guidelines for implementation and specialized instructions for key players
[bookmark: _Toc283477300][bookmark: _Toc288986826][bookmark: _Toc288988259][bookmark: _Toc290387393]Overview of the PLAYpass Program 
The PLAYpass program allows single Airmen returning from deployments, families of deployed Airmen and families of Airmen at dependent-restricted assignments to participate in Air Force Services activities such as trips, sports and child care at either a reduced cost or free of charge. 
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.
[bookmark: _Toc288988257][bookmark: _Toc290387391]The top activities used with the discount cards include youth programs, swimming pools, outdoor recreation, golf, bowling, and information, tickets and travel offices, she said. 
The PLAYpass program runs through Dec 31. 2015.

Program Goal 
[bookmark: Support_Team_Committee][bookmark: _Toc277658494]Provide deployed-affected and dependent restricted assigned 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.
[bookmark: _Toc358196173][bookmark: _Toc358196330][bookmark: _Toc358715187]What’s New!
Costs and additional fees are a major frustration in the declining economy forcing Airmen and their families to be more conscience in their spending decisions. PLAYpass offers Airmen and their families the opportunity to enjoy the benefits of MWR at a zero or minimal cost.   
Program Extended to 31 DEC  2015
Two family PLAYpass cards will be issued to those that meet eligibility requirements.
First card issued when the member is deployed/dependent restricted assignment (valid while on assignment +90 days)
Second card issued upon return  (valid 90-days from return date) 
New card denominations may be used by attrition (20 blocks worth $25 each, total value $500).  Each card is valued at $500 allowing the family up to $1,000 to utilize MWR-focused social, recreational, fitness and learning programs 
The cards are now customizable to fit various lifestyles.  Card holders may use as many blocks as they would like for an individual transaction (excluding food, beverage & resale)
Airman & Family Readiness (A&FR) will appoint two individuals as the registrars.  The registrars will be able to view PLAYpass accounts issued at their installation.  

	
	OLD CARD
	NEW CARD
	Note: 
Two family PLAYpass cards will be issued to those that meet eligibility requirements
New card Denominations may be used by attrition
20 blocks worth $25 each, total value $500
Each card is valued at $500 allowing the family up to $1,000 to utilize MWR-focused social, recreational, fitness and learning programs

	FAMILY CARD (Gold)
	[image: new back family card copy]
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	SINGLE AIRMAN
	[image: Revised PLAYpass SA 4-14]
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	Provide name, email and DSN to Linda Weston so registrar access can be setup

	Youth card (red) will eventually be phased out.  The youth cards already in customers’ hands will continue to be honored until expiration.
[image: final Family & Youth Card.jpg]





[bookmark: Contact_Info][bookmark: Chapter2][bookmark: _Toc288986819][bookmark: _Toc288988251][bookmark: _Toc290387384][bookmark: _Toc358196174][bookmark: _Toc358196331][bookmark: _Toc358715188][bookmark: Orchestrate_Plan]Plan to PLAY
[bookmark: _Toc288986746][bookmark: _Toc288986820][bookmark: _Toc288988252][bookmark: _Toc288988564][bookmark: _Toc290387385]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
[bookmark: _Toc288986747][bookmark: _Toc288986821][bookmark: _Toc288988253][bookmark: _Toc288988565][bookmark: _Toc290387386]Step 2 - Notify!
Identify PLAYpass Team Members 
Inform all levels of FSS and installation leadership of the program
[bookmark: _Toc288986748][bookmark: _Toc288986822][bookmark: _Toc288988254][bookmark: _Toc288988566][bookmark: _Toc290387387]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		
[bookmark: _Toc288986749][bookmark: _Toc288986823][bookmark: _Toc288988255][bookmark: _Toc288988567][bookmark: _Toc290387388]Step 4 - Prepare
Activity Managers:
Identify programs that qualify for redemption and train staff on the program 
Train staff on program offering and accepting cards for payment
Marketing
Develop local distribution plan of materials and prepare press release
Update www.myAirForceLife.com with required information
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 
[bookmark: _Toc288986750][bookmark: _Toc288986824][bookmark: _Toc288988256][bookmark: _Toc288988568][bookmark: _Toc290387389]Step 5 - Launch
Start distribution and acceptance of PLAYpass cards for programs 
Start the reporting process once usage begins
Step 6 – Implement program updates
Jun 2013 bases may begin to implement program improvements
[bookmark: _Toc290387394]Measurement
[bookmark: _Toc277658495][bookmark: _Toc283477301][bookmark: _Toc288988260][bookmark: _Toc290387395]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.
[bookmark: _Toc358196175][bookmark: _Toc358196332][bookmark: _Toc358715189]How it Works
Installations are provided PLAYpass discount pass cards for distribution to deployed-affected/dependent restricted assigned eligible members and families. 
The pass card is preprinted with specific dollar value coupon blocks that can be applied to Morale Welfare and Recreation (MWR) programs offered at each participating Air Force installation.  
Customers pick up their PLAYpass at the A&FR Center
While at the issuing office the registration process must be completed  on  http://www.myairforcelife.com/playpass/register
IMPORTANT: The PLAYpass card may not be used until the card is registered on myAirForceLife.com/playpass/register.  Once registered, the pass holder may use their pass for eligible programs 



 To use the discount card 
The customer 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 
The customer then signs the manual PLAYpass Register Log, (Atch 2)
Any additional funds are then collected  from the customer
No cash refund is given for any unused portion of a coupon block
[bookmark: _Toc288988261][bookmark: _Toc290387396][bookmark: _Toc358715190][bookmark: _Toc277658496][bookmark: _Toc283477302][bookmark: _Toc288986827][bookmark: _Toc288988262][bookmark: _Toc288988574][bookmark: _Toc290387397]Qualifications and Eligibility 
Qualifications
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
[bookmark: _Toc288986828][bookmark: _Toc288988263][bookmark: _Toc288988575][bookmark: _Toc290387398][bookmark: _Toc277658497][bookmark: _Toc283477303]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.  
[bookmark: _Toc277658498][bookmark: _Toc283477304][bookmark: _Toc288986829][bookmark: _Toc288988264][bookmark: _Toc288988576][bookmark: _Toc290387399]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 
Single Airmen Defined for Qualification
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
Dependent Restricted Assignment Defined for Qualifications
An assignment where the member is not allowed to bring any dependents for 30-days or more.



[bookmark: _Toc277658499][bookmark: _Toc283477305][bookmark: _Toc288986830][bookmark: _Toc288988265][bookmark: _Toc288988577][bookmark: _Toc290387400]Eligibility 
Eligibility Time Frame
Upon issuance of qualified deployment or dependent restricted 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
[bookmark: _Toc277658500][bookmark: _Toc283477306][bookmark: _Toc288986831][bookmark: _Toc288988266][bookmark: _Toc290387401]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
[bookmark: _Toc288988267][bookmark: _Toc290387402][bookmark: _Toc277658501][bookmark: _Toc283477307]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


[bookmark: _Toc358196176][bookmark: _Toc358196333][bookmark: _Toc358715191][bookmark: _Toc288986832][bookmark: _Toc288988268][bookmark: _Toc290387403]PLAYpass Cards
Types of PLAYpass cards
	Family  Card (Gold)
	Single Airmen (Tan)
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	[image: Final Single Airmen Card.jpg]
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[bookmark: _Toc288986833][bookmark: _Toc288988269][bookmark: _Toc290387404]Pass Numbering System
The pre-printed numbered code(5 digit) on the pass, called a “pass code” serves as a unique identifier for the cards.
	10034
	

	e-printed numbers  
NUMBERING CODE:
00001-36800 - Family Cards
50001-67800 - 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 


[bookmark: _Toc288986834][bookmark: _Toc288988270][bookmark: _Toc290387405][bookmark: _Toc277658502][bookmark: _Toc283477308]



Family and Single Airmen Cards
PLAYpass (Card Front):  
The card has an area on the front to personalize the card with the sponsor or member’s name, and expiration date
[bookmark: _Toc358715192]Rules for Use  
Must be presented with a DoD ID card that matches the sponsor’s or Single Airman’s name on the front
Multiple coupon blocks may be used
Not valid for food and beverages or merchandise (resale)
No cash refund is given for any unused portion of a coupon block  
[bookmark: _Toc288986836][bookmark: _Toc288988273][bookmark: _Toc290387408]Expiration 
Family card is valid while the member is gone plus 90-days after deployed member returns. 
90-days after return of member, (except ANG members) or 31 Dec 15 whichever comes first.  Due to limited funding the program may be canceled at any time.  
[bookmark: _Toc288986839][bookmark: _Toc288988276][bookmark: _Toc290387411]Single Airmen expires 90-days after return.
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)
[bookmark: _Toc288986835][bookmark: _Toc288988271][bookmark: _Toc290387406]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
Multiple coupon blocks may be used
No cash refund is given for any unused portion of a coupon block  
All other rules apply
Single Airmen with Children
[bookmark: _Toc288988272][bookmark: _Toc290387407]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.
[bookmark: _Toc288988277][bookmark: _Toc290387412][bookmark: _Toc358196178][bookmark: _Toc358196335][bookmark: _Toc358715193][bookmark: _Toc288986533]Process for Pass Issuance
Step 1:  Review the deployment/dependent restricted assignment orders for the following
____ 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 sponsored 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
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   Example:  J. Smithstone 
____ Go to myairforcelife.com while the customer is still in the office and register the card.  Fill in all the appropriate boxes (example below) on www.myairforcelife.com/playpass/register.cfm
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 PLAYpass(es) in the appropriate Family or Single Airmen envelope 
[image: mafl registration screen low copy]
[bookmark: _Toc288988290][bookmark: _Toc290387413][bookmark: _Toc358196179][bookmark: _Toc358196336][bookmark: _Toc358715194]Replace Lost Cards and Re-orders
[bookmark: _Toc288986849][bookmark: _Toc288988291][bookmark: _Toc290387414]How to order more PLAYpass Cards
The PLAYpass POC should contact Linda Weston at linda.weston@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 deliveryPlan Ahead: If you have a large deployment in the coming months and you feel you will run out, the PLAYpass POC should contact linda.weston@us.af.mil to pre-order more in anticipation of the deployment

[bookmark: _Toc288988292][bookmark: _Toc290387415][bookmark: _Toc288986850]Lost Cards
Issuing offices will be provided blank family cards and blank Single Airmen cards for LOST CARD reissue.
Before a PLAYpass card can be re-issued, the installation PLAYpass Registrar must log on to myAirForceLife.com/admin  to verify the total number of coupon blocks used by the pass holder by looking up their account using their PLAYpass number.  Once reviewed, 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.
[bookmark: _Toc277658508][bookmark: _Toc283477317][bookmark: _Toc288986840][bookmark: _Toc288988278]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.





Example MyAirForceLife.com/admin screen view of PLAYpasss usage
[image: look up screen on card usage]
[bookmark: _Toc290387416][bookmark: _Toc358196180][bookmark: _Toc358196337][bookmark: _Toc358715195][bookmark: _Toc288988279]Program Support CAT A, B and C 
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.  
[bookmark: _Toc290387417][bookmark: _Toc357504311]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.
[bookmark: _Toc290387418][bookmark: _Toc357504312]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.  
[bookmark: _Toc290387419]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  
[image: ]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
[bookmark: _Toc290387420]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 (representative), 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.  These briefings may be tied in with ongoing briefing such as newcomers’ orientation. 
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.


[bookmark: _Toc290387421]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.
[bookmark: _Toc290387422]Authorized Use of Funding 
[bookmark: _Toc283477328]MWR programs are eligible for PLAYpass reimbursement as long as the ‘Get Out and Play’ program is established.  Food, beverage and resale are not authorized usage of the PLAYpass. 
[bookmark: _Toc290387425][bookmark: _Toc358196181][bookmark: _Toc358196338][bookmark: _Toc358715196][bookmark: _Toc288988282]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
	SINGLE AIRMEN

	Family Card
[image: ]

	[image: Final Single Airmen Card.jpg]Single Airmen


There are two (2) types of cards that may be presented 







[bookmark: _Toc290387426]Accepting a PLAYpass Card
____ Check I.D. Card and PLAYpass Card   (These should match)
____ Verify Expiration date  (Check to ensure the card has not expired)
____ Check to ensure the customer has coupon blocks still available
____  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
____ Mark off PLAYpass coupon block(s) used the card with a Sharpie
____ Accept balance payment if any
____ Complete the transaction and have customer sign PLAYpass Register Log as shown in Atch 2
[bookmark: _Toc290387427][bookmark: _Toc358715197]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 AFPC 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 2011 through Dec 2015. (This date may be extended depending on availability of funds.)
[bookmark: _Toc288986842][bookmark: _Toc288988283][bookmark: _Toc290387428]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/admin.  The Resource Manager may also designate an alternate approval authority to certify PLAYpass monthly reports.   Email linda.weston@us.af.mil to request access to the MyAirForceLife.com tracking module.
[bookmark: _Toc290387429]Online Tracking Module
Free or reduced fees will be reimbursed by AFPC/FM 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
[bookmark: _Toc290387430]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/admin tracking module.  
[bookmark: _Toc290387431]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/admin 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.)   
For NAF Accounting
The card redemption amount is recorded by the activity on the PLAYpass register log.
[image: ]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.
sample Register Log
[image: ]
AFPC/FM 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."  
Resource Manager’s (RM) Verification Screen
[image: baseverifierscreen copy]
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 AFPC/FM
Payment 
The AFPC/FM 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 
[bookmark: _Toc277658505][bookmark: _Toc283477314][bookmark: _Toc288986851][bookmark: _Toc288988293]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 AFPC, and/or the NAFFA require back up documentation.  
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ATCH 3 Get Out and Play Briefing Log 
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PlayPass Registration

Base Barksdale AFB _Selectyourbase +

Family cards are numbered 000001 through 15000, Single Airmen cards

Playwass 15606 start numbering over 50000. This example is a family card.

st Name Jane Enter name of sponsor. f spouse or guardian has a different name
Srithatonsthenenter as follows: Smithstone(Young)
Last Name Smithstone  gnjghetone (sponsor and Young being the.

Issued By DJamerson MM used inthe family) The database willshow Smithstone (Young)

DateIssued 26 ~ March  ~ 2011 v Enterdate PLAYpass s issued

+ 2011 Calculate number of days orders are valid for
and add 90 days from the date of retumn

g 24+ June

Subscribe to PlayPass Emails
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Notes

Accounting Summary

‘Quantity Coupon
Poal

Bonus Class
Recreation

Class

Recreation
Recreation
Recreation

Amount
$4000
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$25.00
54000
54000
$15.00
$100.00
52395
$15.00
$15.00

Close Window

Verfied.
21Mar2011
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8Apr2011
8Apr2011
8Apr2011
B8 Apr2011
8Apr2011
8Apr2011
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CASHIER INSTRUCTIONS

1. Check ID Card and PLAYpass Card
2. Verify Expiration date
3. Ensure customer has not used coupon blocks
Base: 4. Prepare Register Log
5. Accept Payment
6. Mark off PLAYpass Coupon Block used with Sharpie
Facility 7. Have customer sign PLAYpass Register log
8. Follow accounting instructions at the end of shift
Date:
Quantity COUPON
PLAYpass Printed Name PLAYpass Participants Name (If other Coupons Value| AMOUNT DIFFERENCE Cashier
Number Sponsor than Sponson) redeemed EA CLAIMED |Total Price PAID Signature of PLAYpass Cardholder| Initial
12345 Sally Hanson Johnnie Hanson & $25 |$ 125.00 | $ 130.00 | $ 5.00 341/'/}/ #amsen cs

| certify this reflect accurate usage of the PLAYpass discounts for our activity





image14.jpeg
—____BN___NEN -
)~ (&1 i wimpsitrcitcontsiminployas/pticpans i CAD=S588CFIOKE <[ ) e s e

(23] 8 Trepsgecamtbetouns | @ ysstaaiecoms. x| | 88 8-

Page v {3} Tools

m Administrator Home | PlayPass | Logout
Verify PlayPass Usage April ~ [ Print Report
4Apr2011 15001 JackSmithson  Recreation 3 510000 57500 52500 Yes ODR No Yes ©
Youtn
4Apr2011 15001 Jacksmihsan (0 1 53800 53500 5000 Yes P No Yes
4Apr2011 15001 JackSmithson  Child Care 7 55100 53500 $1600  Yes coc Yes Yes
‘Subtotalfor 4 Apr
et $290.00
6APpr2011 15001 JackSmithson Child Care 1 500 5500 5000 Yes CUILDPEVERORMENT Yes Yes
GENTER
6Apr2011 51003 carolross  Class 1 54395 54000 $395  Yes ARTS AND CRAFTS Yes Yes
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2011 e
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8APDr2011 51003 carolross  Trip 2 512500 510000 52500 Yes m Yes Yes
8Apr2011 00010 DogbertCube  Pool 1 8000 58000 5000 No OUTDOOR RECREATION No Yes
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8ADI2011 51003 caolross  Recreation 1 s2395 52395 $000  Yes No Yes
8APDr2011 51003 carolross  Recreation 1 $1500 51500 5000 Yes BOWLING No Yes
‘Subtotalfor 8 Apr E
2011 s2e2to
Date ofUsage Playpass F2iCPant  pecerption  Quantty Total Bil houst [SROTEerce) R Eatapt N recuy

Name Claimed Paid  Signed
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