
January, 2008 
 
To:  March ARB 
 
From:  MHF Editors 
 
Subj:  Review of PMM File 
 
The table in this document reflects a recent review of the installation’s file.  The ☺ 
indicates correct information.  If there is no smiley face, the content needs additional 
work. Even if there is a ☺, the content should be reviewed to ensure that it is current and 
up-to-date. The comments column contains suggestions as to what is missing.  These 
comments reflect the PMM/MI Content Manual and should be followed. 
 
The Installation Response column is for your use.  Please fill in your responses and 
attach this document to a DIMS message.  It could be that you do not have information 
that is missing or that it doesn’t apply to your installation.  Please indicate that in your 
response column.  Changes that you need to make should be sent through the 
DIMS system as separate e-mails.  Questions that you may have should be sent 
through DIMS as well. 
 
General Comment:  This file needs a lot of work.  The articles need to be revised to 
comply with the content manual.  Your Major Units do not have any phone or fax 
numbers.  In addition, there are a lot of incomplete and missing contacts.  Your hours of 
operation have not been submitted as of the this review. 
 

TOPICS Topic 
Narrative 

Comments Installation Response 

    
Location Overview ☺ 

Make sure to add 
312 area code to 
all DSN numbers 
in the articles 

312 area code added, sent through DIMS 
system 2 Apr 

Check-in Procedures  See section 3.2.2 
of the content 
manual for 
required content 
and subheadings 

Update sent through DIMS system on 1 Apr 

Child Care ☺ 
  

Deployment Support  See 3.2.4 of the 
content manual, 
discuss the 
resources 
available in detail 

Update sent through DIMS system on 1 Apr 

Directions to Installation ☺   

Education – General Overview  Review 3.2.6 of 
the content 
manual for 
applicable 

Update sent through DIMS system on 2 Apr 



content 
Education – Special 
Education/EIS  

(only installation specific 
information) 

 Remove local 
community 
information, the 
reference to 
A&FRC is 
enough and the 
family center will 
provide 
community 
resources 

Update sent through DIMS system on 1 Apr 

Education – Training 
(College/Technical) ☺ 

Expand on 
classes and 
degrees offered 
by Embry Riddle 
University 

Update sent through DIMS system on 2 Apr 

Education—Local Schools ☺ 
  

Emergency Assistance  See 3.2.10 for 
required content 

Update sent through DIMS system on 1 Apr 

Employment - Overview  See 3.2.11 for 
content and 
subheadings 

Update sent through DIMS system on 3 Apr 

Financial Assistance ☺ 
Is the Financial 
Management 
Specialist 
position still 
vacant?  If not, 
change text. 

Financial Management Specialist position is 
still and will probably always be a co-lateral 
duty of the director.   

Health Care – Overview 

(only installation specific 
information) 

☺ 
  

Health Care—Special Needs ☺ 
  

Household Goods – Overview 

(only installation specific 
information) 

☺ 
  

Household Goods – Shipping 
Pets 

 See 3.2.16 for 
subheadings and 
content 

Update sent through DIMS system on 1 Apr 

Housing - Government ☺ 
  

Housing - Overview  Review 3.2.18, 
move rental and 
purchase 
information under 
the Non-
Government 
Housing 
subheading 

Update sent through DIMS system on 1 Apr 



Housing - Temporary ☺ 
  

Legal Assistance  See 3.2.20 and 
discuss the 
services available 
during UTA 
weekends 

Update sent through DIMS system on 1 Apr 

Loan Closet ☺   

Motor Vehicles 

(only installation specific 
information) 

 See 3.2.22 for 
required 
subheadings and 
content 

Update sent through DIMS system on 1 Apr 

Relocation Assistance 

(only installation specific 
information) 

 Expand on the 
installation 
specific 
information, 
describe your 
program in more 
detail, see 3.2.23 

Update sent through DIMS system on 1 Apr 

Youth Services ☺ 
  

Contacts/Directory Comments Installation Response 
 Need Hours of Operation for all 

contacts. 
Update sent through DIMS system on 1 Apr 

Location Add phone, fax, DSN numbers, email 
and website 

Added phone, fax, DSN numbers, email and 
website – 2 Apr 

Adult Education Center No contact Don’t have on installation 
Automotive Services No contact Don’t have on installation 
Barracks/Single Service 
Member Housing 

No contact Don’t have on installation 

Beauty/Barber Shop Add fax, DSN numbers, email and 
website to both contacts 

No fax, DSN, email or website 

Beneficiary Counseling 
Assistance Coordinators 

No contact Don’t have on installation 

Chapels Add DSN fax number, email and 
website 

DSN fax sent submitted through DIMS 1 
Apr; no email or website 

Child Care Centers/Child 
Development Centers 

No contact Don’t have on installation 

Children and Youth 
Registration 

Delete, installation contact only Deleted through DIMS system on 2 Apr 

Citizenship and 
Immigration Services 

Delete, installation contact only Deleted through DIMS system on 2 Apr 
Civilian Personnel Office Add fax numbers, email and website Fax and email added; no website – 2 Apr 
Commissary/Shoppette Add email Email added – 2 Apr 
Dental Clinics No contact Don’t have on installation 
DoD Schools No contact Don’t have on installation 
Educational and 
Developmental 

No contact Don’t have on installation 



Intervention Services (only 
for those installations with 
this service) 
Emergency Relief 
Services 

Add website Website added – 2 Apr 

Exceptional Family 
Member Program/Special 
Needs 

No contact Don’t have on installation 

Exchanges Add fax number, DSN numbers and 
email 

Added fax and email; DSN inoperable – 2 
Apr 

Family Advocacy Program No contact Don’t have on installation 
Family Center ☺ 

 
Family Child Care/Child 
Development Homes 

No contact Don’t have on installation 

Finance Office Add email and website Email added, no website – 2 Apr 
Financial Institutions No contact Don’t have on installation 
Golf Courses No contact Don’t have on installation 
Gymnasiums/Fitness 
Centers 

Add email and fax numbers Email and Fax added – 2 Apr 

Hospital/MTF No contact Don’t have on installation 
Household Goods – 
Inbound 

Add email and fax numbers Added fax, no email – 2 Apr 

Household Goods – 
Outbound 

Add email and fax numbers Added fax, no email – 2 Apr 

Housing 
Office/Government 
Housing 

No contact Don’t have on installation 

Housing Referral 
Office/Housing 
Privatization 

No contact Don’t have on installation 

ID/CAC Card  Add fax numbers, email and website Fax, email added; no website – 2 Apr 
Information and Referral  ☺ 

 
Legal Services/JAG Add DSN numbers, email and website DSN added, no email or website – 2 Apr 
Library No contact Don’t have on installation 
Loan Closet No contact Don’t have on installation 
MWR Add email and fax numbers Email and fax added – 2 Apr 
Military Clothing Sales Add fax, DSN numbers, email and 

website 
Added fax, email and website; DSN 
inoperable – 2 Apr 

New Parent Support 
Program 

No contact Don’t have on installation 

NAF Human Resources Add email and fax numbers Email and fax added – 2 Apr 
Personal Financial 
Management Services ☺ 

 



Personnel Support Office Add fax numbers, email and website Added fax and email, no website – 2 Apr 
Relocation Program ☺ 

 

Restaurants/Food Add email and fax numbers No email, no fax 
Retirement Services No contact Don’t have on installation 
School Age Care No contact Don’t have on installation 
School Liaison Office No contact Don’t have on installation 
Spouse, Employment, 
Education and Training ☺ 

 

Temporary 
Lodging/Billeting 

Add email and fax numbers Email and fax added – 2 Apr 

Transition Assistance 
Program ☺  
Travel Office Add fax, DSN numbers, email and 

website 
Email, DSN voice and fax added; no DSN 
fax or website– 2 Apr 

VA Facilities Add DSN numbers, email and website Website added, no DSN or email – 2 Apr 

Veterinary Services No contact Don’t have on installation 
Victim Advocate Services Add DSN numbers, email and website DSN and email added; no website 
Welcome/Visitors Center No contact Contact added 2 Apr 
WIC and WIC-O No contact Don’t have on installation 
Youth Centers/Services No contact Don’t have on installation 
Major Unit Listings Comment Installation Response 

 There are no phone, fax or DSN 
numbers.  See 4.2 of the content 
manual for formatting requirements 

Phone, fax and DSN numbers added.  
Update sent through DIMS system on 3 Apr 

Photos Comment Installation Response 

 See section 5.1 of the content manual 
for additional picture suggestions.  
Also, make sure you have signed 
releases for the following photos: 
Baseball, Sallys Alley and the Air 
Show. 

Signed release from Public Affairs on file 

 
 


