IMA 101 – An Abbreviated Guide for IMAs and Active Duty Personnel   

1. Maintain state of readiness  


-Ensure credentials, professional licenses, and all required training forms are up to date
-Ensure you can be reached within 24 hours of recall


-Be prepared to report within 24 hours of recall



--Uniforms ready



--Power of attorney



--Will written



--Childcare documents completed



--Up to date shot record

2. Understand participation requirements

-Know your R/R date; number of IDTs and active duty days required annually 


--Waiver required exceeding 8 IDT points per quarter

-Project days a year in advance to ensure a "good year." 


--IMA participation schedule to be approved and signed supervisor


--Fax or email participation sheet to functional manager at ARPC

-Confirm IDTs and AT with your supervisor so that appropriate training and supervision 

is scheduled and accomplished.  

-Procure a signed 40A or have the AT/MPA/RPA/Special tour orders IN HAND before traveling to perform training.  (“Don’t leave home without it.”)

3.  Understand Air Force Reserve requirements


-IMAs are held to the same fitness requirements as active duty



--Fitness testing during Annual Tour (AT)

--Prepare to participate in commander led physical training during IDTs/AT


-Provide documents for professional credentials



--Nurses must complete employment verification annually.


4.  Learn the evaluation process, as it is the foundation for career progression 

-KNOW when your OPR/EPR is due.  Shells for evaluations are NOT automated for IMAs.  A late OPR/EPR reflects poorly on the IMA, supervisor and Commander

-At the end of each training day, write bullet statements on the back of your orders or 40A describing your accomplishments.  Provide your supervisor with a copy for your record.  This will become input for the OPR/EPR.

-Accomplishments in your civilian profession may be used for an OPR, IF they are pertinent to military skills and leadership

-Colonels and Lt Colonels, please ensure your supervisor has your last 3 OPRs

5. Available references

-Visit the 74 MDG IMA website often at: http://www.robins.af.mil/78MEDGP/INDEX.HTM
-Air Reserve Personnel Center website: http://arpc.afrc.af.mil/  

-Unit Reserve Coordinator (URC): TSgt Chad Walker  (478) 327-8136


Chad.Walker@robins.af.mil   

-Squadron or Functional Senior IMA


-Active duty supervisor


-Base IMA Administrator (BIMAA), SMSgt Lori Albrecht (478) 327-7366

-78 MDG Senior IMA: Sandra Alford, Colonel, USAFR, GA
--Sandra.Alford@robins.af.mil
