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· TECHNCIAN PERSONNEL PLAN


STATE OF ILLINOIS

DEPARTMENT OF MILITARY AFFAIRS

SPRINGFIELD, IL

NUMBER 295-1

TECHNICIAN IDENTIFICATION CARD

CONTENTS

1.  Summary of changes:  


a.  Update Issuing Authority and responsibilities.


b.  Eliminate the use of Air Force Form 354.


c.  Update process to obtain identification card.


d.  The issuance of the card is at the option of the technician.

2.  Purpose:  To establish procedures for controlled issue of U.S. Government identification Cards to Illinois National Guard technicians.

3.  Policy.  Each Illinois National Guard military technician has the option to be issued an Optional Form 55, U.S. Government Identification Card, upon initial appointment.  Cards will remain valid until the technician is separated or the Issuing Officer recalls the card.  Upon separation, cards will be surrendered to immediate supervisor.  Upon suspension, cards will be surrendered to the immediate supervisor for the duration of the suspension.

4. Issuing Authority.
a.  The Human Resource Officer (HRO) is the Issuing Officer for all Army National Guard (ARNG) technicians.


b.  Air Commanders at each Air Base are designated Issuing Officers for all Air National Guard (ANG) technicians employed at their respective base.

(1) Air Commanders will establish procedures for issuance and control that meet the requirements of this plan for use at each Air Base.
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(2) Remote Designees may be utilized by Air Commanders to perform appropriate administrative responsibilities of the Issuing Officer.


c.  An Issuing Officer reassigned or separated from his/her technician position will transfer all control records to his/her successor.

4.  Responsibilities. (ARNG)


a.  Human Resource Office.



(1) Will initiate issue of Optional Form 55 during the technician’s orientation at Camp Lincoln.



(2) Maintain stock of Optional Form 55.  Any other office or individuals are not authorized to maintain stocks of this form.  

(3) File the original copy of DMAIL Form 237 or local Air Base Form upon issuance of Optional Form 55 to the technician.

(4) Maintain a control register for all cards issued.



(5) Report loss, theft or misuse of U.S. Government Identification Card to the proper federal authorities.


b.  Supervisors.



(1) For newly appointed technicians, complete DMAIL Form 237 received from HRO or local Air Base Form by signing as approving authority and having technician sign acknowledgement of receipt of OF 55.  Original Form is returned to the HRO.



(2) Obtain the Optional Form 55 from Technician upon separation and attach to SF 52 for forwarding to HRO.



(3) Withdraw the Optional Form 55 from technician upon suspension and retain possession of it until the termination of the suspension and thereupon return it to the technician.
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(4) Immediately notify HRO of any known loss, damage, destruction or misuse of U.S. Government Identification Card.


c.  Technicians.



(1) Use Optional Form 55, U.S. Government Identification Card, for official business identification as an Illinois National Guard technician.



(2) Exercise due care to prevent its loss, damage, or its use by any person other than to whom properly issued.





(3) Report loss, damage or destruction promptly through supervisory channels and apply for re-issue as appropriate.



(4) Surrender the card upon separation or suspension from technician service.

5.  Deviation from these procedures is not authorized without written approval of the Adjutant General of Illinois.

FOR THE ADJUTANT GENERAL:









CRAIG R. HEISE









COL, GS, IL ARNG









Human Resources Officer
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