3A031

MASTER TASKING LIST

(This Master Tasking List should be used with CFETP 3A0X1 Parts I & II dated April 1999)

	Task Knowledge  and Technical References
	Page Number
	Reference

	1.  INFORMATION ASSURANCE
	26
	http://ia.mil/sld1-1.htm

	1.1  Communications Security (COMSEC)
	26
	"

	1.2.  Operation  Security (OPSEC)
	26
	"

	1.3  Computer Security (COMPUSEC)
	26
	"

	1.4  Emission Security
	26
	"

	1.5  Access Security Awareness Training & Education (SATE)
	26
	

	1.6  Information Warfare
	26
	"

	2.  AF OCCUPATIONAL SAFETY AND HEALTH (AFOSH) PROGRAM
	26
	Contact MSgt Pelligrin X8516

	2.1  Hazards of AFSC 3A0X1
	26
	"

	2.2  AFOSH standards for AFSC 3A0X1
	26
	"

	2.3  Maintain safe work area
	26
	"

	6.  KEYBOARDING
	27
	Contact MSgt Kyra Jones X8312 or mailto:kyra.jones@lanewo.ang.af.mil

	7.  BUSINESS PROCESSES
	27
	

	7.1  Workgroup Administration
	27
	"

	7.1.1.  Install/Configure Peripherals
	28
	"

	7.1.1.1.  Magnetic Disk Drive
	28
	"

	7.1.1.2.  Circuit Boards
	28
	"

	7.1.1.3.  Keyboard
	28
	"

	7.1.1.4.  Printer
	28
	"

	7.1.1.5.  Tape Drive
	28
	"

	7.1.1.6.  Optical Storage Media
	28
	"

	7.1.1.7.  Optical Scanning Device
	28
	"

	7.1.1.8.  Pointer Device
	28
	"

	7.1.1.9.  Monitor
	28
	"

	7.1.1.10.  CPU
	28
	"

	7.1.2.  Perform System Startup/Shutdown
	28
	"

	7.1.2.1.  Personal Computer Procedures
	28
	"

	7.1.2.2.  Network Server Procedures
	28
	"

	7.1.3.  Software
	28
	"

	7.1.3.1.  Use Word-Processing
	28
	"

	7.1.3.2.  Use Database
	28
	"

	7.1.3.3.  Use Spreadsheet
	28
	"

	7.1.3.4.  Use Graphic Presentation
	28
	"

	7.1.3.5.  Use Anti-Virus Software
	28
	"

	7.1.3.6.  Use File Compression Software
	28
	"

	7.1.3.7.  Softeware/Hardware Accountability
	28
	"

	7.1.3.8.  Install/Configure Software
	28
	"

	7.1.3.9.  Use Email
	28
	"

	7.1.3.10.  Use Electronic Forms
	28
	"

	7.1.4.  Client Workstation Configuration management
	28
	"

	7.1.4.1.  Create Directory
	28
	"

	7.1.4.2.  Modify Directory
	28
	"

	7.1.4.3.  Delete Directory
	28
	"

	7.1.4.4.  Transfer Files/FTP
	28
	"

	7.1.4.5.  Use Operating system
	28
	"

	7.1.4.6.  Create Boot Disk
	28
	"

	7.1.4.7.  Format Hard Drive
	28
	"

	7.1.4.8.  Partition Hard Drive
	29
	"

	7.1.4.9.  Check Available Disk Space
	29
	"

	7.1.4.10.  Back-up Hard Drive
	29
	"

	7.1.4.11.  Restore Hard Drive
	29
	"

	7.1.5.  Database management
	29
	"

	7.1.5.1.  Update Database
	29
	"

	7.1.5.2.  Import/Export Data
	29
	"

	7.1.5.3.  Recover Database
	29
	"

	7.1.5.4.  Backup Database
	29
	"

	7.1.6.  Email/Network Addressing
	29
	"

	7.1.7.  Initial System Diagnostics
	29
	"

	7.1.7.1.  Recover from System Crash
	29
	"

	7.1.7.2.  Check files for coruption
	29
	"

	7.1.8.  Risk Analysis
	29
	"

	7.1.12.  Facsimile machines
	30
	"

	7.1.13.  Copier
	30
	"

	7.2.  Correspondence Management
	30
	"

	7.3.  Suspense Actions
	30
	"

	7.4.  Prepare Administrative Communications
	30
	Contact TSgt Robert Searls X8316 or mailto:robert.searls@lanewo.ang.af.mil

	7.4.1.  Official Memorandum
	30
	"

	7.4.2.  Other written communications
	30
	"

	7.4.3.  Electrical Messages
	30
	"

	7.6.  Activity Distribution Office
	30
	"

	7.6.1.  Mail classes
	30
	"

	7.6.2.  Process accountable mail
	30
	"

	7.6.3.  Process official mail
	30
	

	7.6.4.  Process classified mail
	30
	"

	7.7.  Document Security
	30
	"

	7.7.1. Security classification designations
	30
	"

	7.7.2.  Classified material
	30
	"

	7.7.2.1.  Marking
	30
	"

	7.7.2.2.  Safekeeping  
	30
	"

	7.7.2.3.  Security incidences
	30
	"

	7.7.2.4.  Access
	30
	"

	7.7.2.5.  Accountability
	31
	"

	7.7.2.6.  Transmission
	31
	"

	7.7.2.7.  Disposal
	31
	"

	7.8.  Records Management
	31
	Contact MSgt Kyra Jones X8312 or mailto:kyra.jones@lanewo.ang.af.mil

	7.8.1. Prepare automated files maintenance disposition plan
	31
	"

	7.8.1.1.  File maintenance & disposition
	31
	"

	7.8.1.2.  Files disposition labels
	31
	"

	7.8.1.3.  File folder labels
	31
	"

	7.8.2.  Prepare file drawer labels
	31
	"

	7.8.3.  File documents
	31
	"

	7.8.4.  Prepare cost-reference documents
	31
	"

	7.8.5.  Retrieve documents
	31
	"

	7.8.6.  Perform charge-out procedures
	31
	"

	7.8.7.  Cutoff procedures
	31
	"

	7.8.8.  Disposition procedures
	31
	"

	7.8.12.  Electronic Records Keeping
	31
	"

	7.9.  Structure of Publication
	31
	"

	7.10.  Publications Libraries and Sets
	31
	"

	7.11.  Maintaining a publications library
	31
	"

	7.12.  Customer Account Representative(CAR)
	31
	Contact MSgt Kyra Jones X8312 or mailto:kyra.jones@lanewo.ang.af.mil

	9.  RECORDS MANAGEMENT PROGRAM
	32
	Contact MSgt Kyra Jones X8312 or mailto:kyra.jones@lanewo.ang.af.mil

	9.1.  Program objectives
	32
	

	9.2.  Responsibilities
	32
	

	9.3.  Supplies and equipment
	32
	

	9.6.  Records disposition recommendations
	32
	

	9.7. Federal register requirements
	32
	

	9.8. Publications review
	32
	

	9.8.1.  Privacy act compliance
	32
	

	9.8.2.  Creation of records
	32
	

	9.8.3.  Disposition of records
	32
	

	9.8.4.  information Collection report control symbols
	32
	

	10. ADMINISTRATIVE COMM. PROGRAM MANAGEMENT
	32
	Contact TSgt Robert Searls X8316 or mailto:robert.searls@lanewo.ang.af.mil

	10.1.  Program objectives
	32
	"

	10.2.  Responsibilities
	33
	"

	10.3.  Correspondence management
	33
	"

	10.4.  Authentication process
	33
	"

	10.5.  Official mail management
	33
	"

	10.5.1.  Base information Transfer system
	33
	"

	10.5.2.  Document security
	33
	"

	10.5.3.  Address management
	33
	"

	10.6.  Office symbol program
	33
	"

	10.7.  Electronic Mail Management
	33
	"

	13.7. Publishing Distribution Office(PDO)
	34
	Contact MSgt Kyra Jones X8312 or mailto:kyra.jones@lanewo.ang.af.mil

	13.7.1.  Procedures
	34
	"

	13.7.2.  Publications requirements
	34
	"

	13.7.3.  Publications and forms requisitions
	34
	"

	13.7.4.  Accountable forms control
	34
	"


