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Requirements  
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• Per AFMAN 36-2136 and the HQ RIO IR Guide, orders must be submitted at 
least 30 days before the tour start date. We understand short notices do 
occur, submit as early as possible for all AT, ADOS, School Tours and Military 
Pay Appropriation (MPA) orders.

• All Annual tour requests must be submitted by 1 Jun each year. This is to 
ensure they are published by 30 June each year per AFMAN 36-2136.

• AFRC/CC policy letter dated 01 March 2018, reservists are required to 
publish all AF Form 938 and DD Form 1610 orders in AROWS-R. 

• The use of a Government Travel Charge Card (GTCC) is mandatory for all Air 
Force personnel when conducting official travel, per a SAF/FM memo dated 
Nov. 8, 2017
• Commercial Travel Offices (CTO) are required to adhere to the new GTCC 

policy and a member’s failure to utilize their GTCC will result in an inability 
to make travel arrangements for official business. 

• Additionally, it is against regulations to utilize personal means or 
personal credit cards to make travel arrangements.

• Contact your Active Duty Agency Program Coordinator (APC) to apply for 
Government Travel Card (GTC)



Requirements (cont.)  
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• Once orders are submitted, you can check the status within AROWS-R. 
• Update the “My Account” tab to receive email notifications when order 

requests are approved/disapproved.
• IRs must be current in these areas before requesting orders (with 

exception of Annual Tour):
• Physical Health Assessment (PHA)
• Dental 
• Immunizations
• Fitness Assessment
• Security Clearance current
• Applicable Skill Level (special tours)



Requirements (cont.)  
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Special authorizations must be fully justified on AT Special Tour 
Request
• Annual Tour Special Request Forms can be found on the RIO website

• Split AT orders (only when travel is required)
• AT away from Home Station 
• AT during Federal Holidays and Weekends
• Rental Car Authorization
• Non-regular 2 week tour (i.e. AT starts on non-holiday Mon. and 

ends on the 2nd Fri.)
• RIO Webpage

• Forms/Templates: https://www.arpc.afrc.af.mil/hqrio/owc.aspx
• AFRC-R User Guide
• IR Orders Guide



HQ RIO OWC Org Structure
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HQ RIO (Buckley AFB)
Superintendent OWC

GS-0301-11 Det 4 (Scott AFB)
Supports: DET 4
GS-0301-09

DSN:  847-3063
Commercial:  (720) 847- 3063

1. ARPC website http://www.arpc.afrc.af.mil/HQRIO/
2. 1st Sergeant: MSgt Kevin Wilson

C:  (303) 886-6660
W:  (720) 847-3301

3. RIO CSS:  (720) 847-3775
4. HQ RIO OWC:  (720) 847-3063
5. OWC Sharepoint
https://afrc.eim.us.af.mil/sites/HQ_RIO/OWC/SitePages/Home.aspx

HQ RIO (Buckley AFB)
AGR -TSgt

DET 3 (Peterson)
Supports: DET 2/3

GS-0303-07

DET 7 (JB Anacostia Bolling)
Supports: DET 7/8

GS-0301-09

DET 5 (Robins AFB)
Supports: DET 5

GS-0303-07

DET 6 (Macdill)
Supports: DET 6

GS-0303-07

DET 3 (Peterson)
Supports: DET 2/3

GS-0303-07

DET 3 (Peterson)
Supports: DET 2/3

GS-0303-07

Det 4 (Scott)
Supports: DET 4

GS-0303-07

DET 5 (Robins AFB)
Supports: DET 5

GS-0303-07

DET 7 (JB Anacostia Bolling)
Supports: DET 7/8

GS-0303-07DET 6 (Macdill)
Supports: DET 6

GS-0303-07
:



Detachments
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• HQ RIO DET 2/3 OWC:  (719) 544-2534
• RIO.DET3.READINESS@US.AF.MIL

• HQ RIO DET 4 OWC:  (618) 229-7919
• HQ.RIODet4.OWC@us.af.mil

• HQ RIO DET 5 OWC: (478) 327-0410
• DET5ORDERS@US.AF.MIL 

• HQ RIO DET 6 OWC: (813) 828-5035
• RIODET6.READINESS@US.AF.MIL

• HQ RIO DET 7/8 OWC:  (202) 767-3080
• AROWS@US.AF.MIL



AROWS-R Set Up  
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• Access through AF Portal or directly at https://arowsr.afrc.af.mil/arows-r
• CAC enabled or use established password; once you make it CAC access you cannot use a password after 

that. 



Email Auto-Notification
(Under “My Account”)  
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Select Member  
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Create Application  
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Types of Orders:  Select One  
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Application Overview  
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MISC ORDERS INFORMATION   
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• When creating your application ensure all red asterisk fields are properly filled out
• Do not route an order request if your address is not correct. Address cannot be changed once orders are 

published. 
• Home address updates are made in MILPDS or vMPF.  If address is not current you will need to 

hold off on submitting request until the MILPDS update flows to AROWS-R 
• Travel Start Date: Day the member departs home and travels to the duty location
• Initial Report Date: Day the member reports for duty
• End Date:  Day the member returns home (return travel date) 
• Duty Location: For PDS select “Get Home Station” or manually enter the full address.                     

(Note: If performing duty at a military installation you need to list the specific base as the city)
• Duty Location Continued:  If duty is at Non-Military installation ensure you put the full name and 

address of the location. 
• Corporate Limits:  When the member resides on the military installation where duty is being performed 

or resides within the same city that the gates of the installation open up to (No travel authorized)
• Commuting Distance:  Most AF installations set a “50” mile radius, unless the AF installation where the 

duty is being performed has defined the local area for official travel HQ RIO will utilize the 50 mile 
radius (One round trip mileage authorized)



MISC ORDERS INFORMATION CONT   
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• When selecting Authorized Mode of Transportation from drop-down menu
• When travel is between 51 and 400 miles one way from the members home address to 

the duty location Personal Automobile- Advantageous to Government (1 day of travel 
authorized) 

• When travel is 401 miles or more one way from the members home address to the duty 
location select Commercial Airline (Note: If you choose to drive reimbursement is limited 
to the cost of the authorized mode of transportation)

• When selecting Per Diem location state from the dropdown menu 
• Select State from dropdown menu
• If duty is being performed at an AF installation type the base into the search field 
• If duty is not being performed at an AF installation type the city where duty is being 

performed into the search field 
• Rental cars — require prior approval from your DET/CC. 

• Rental cars larger than compact require justification and approval from DET/CC, prior to 
travel initiation

• For lodging and Dining availability on base (both Enlisted and Officers), refer to AFMAN 34-102 
http://www.defensetravel.dod.mil/Docs/afman34-102-c.pdf



Submitting Request/Justification  
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• Enter any comments for the orders technician or additional justification
• Special tour request
• Rental Car request justification
• Funding information if known 

• Do not mark orders back to back if member goes home between consecutive orders
• Click “Save & Route” to submit your orders request to your DET Order Writing Cell (OWC) 



Check the Status of Orders  
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Check the Status of Orders Cont..  
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Check the Status of Orders Cont..   
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Approved Orders  
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AROWS-R Application Example  
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• Access through AF Portal or directly at https://arowsr.afrc.af.mil/arows-r



References  
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• AROWS Direct Link: https://arowsr.afrc.af.mil/arows-r/

• http://www.arpc.afrc.af.mil/Home/HQRIO.aspx

• AROWS Help Desk (Hours: Monday-Friday, 0700-
2100 ET, excluding federal holidays)

• Email:  AFRCFM.AROWSR@US.AF.MIL

• Phone: 1-877-294-5822 



Q & A  
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Questions ?


