
Welcome to Officer Training School!

Officer Training School
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“Educate and train officers of character, who are committed to the Air 
Force Core Values - equipped to lead and ready to win.”

Officer Training School Mission
Always With Honor

PATRICIA A. SERGEY, Colonel, USAF
Vice Commandant
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OTS Welcome Guide Purpose

• The Officer Training School (OTS) Welcome Guide was designed to provide 
future/arriving Officer Trainees (OTs) with a reference to:

• Defined terminology as used at OTS

• Requirements and Recommendations

• Academics, Guidance, Packing Lists, Documents, Personal 
Computers

• Commonly missed items or issues

• When, where, how, and with what to arrive

• Expectations

• Fitness, Financial, Technology, Restricted Activities/Items, Weather

• Frequently Asked Questions (FAQs)
Always With Honor
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OTS Terminology

• MOTS 005:
• Total Force Officer Training (TFOT)
• 8-Week Commissioned Officer Training (COT)

• MOTS 002:
• COT

**Note: some courses run concurrently

• 2-week Course:
• Reserved Commissioned Officer Training (RCOT)

• Direct Commission Officers:
• Chaplains, Judge Advocates (JAGs) and medical professionals from all across Air Force 

(Active Duty, Guard, and Reserve, Health Professional Scholarship Program, and Uniformed 
Services University of Health Sciences). 

• Line Officers:
• All other Air Force Specialty Codes (AFSCs), which must commission through an 

accessions program
• NOTE: If you are arriving to OTS not already commissioned, this is you

• Officer Trainees (OTs):
• All members attending training at OTS

Always With Honor
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• Pre-arrival Requirements/Recommendations

• Required Documents

• Arrival Information

• FAQs

Welcome to OTS

Always With Honor
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Pre-Arrival Requirements

• Requirements:
• Complete Pre-Course Assignment 
• Review all reporting instructions

• Recommendations:
• Perform self Physical Fitness Assessment (See AFI 36-2905)
• Read AFI 36-2905 (FITNESS PROGRAM):

https://www.afpc.af.mil/Portals/70/documents/Home/AF%20Fitness%20Progra
m/AFI%2036-2905_FITNESS%20PROGRAM.pdf

• Read the OTSMAN: 
https://www.airuniversity.af.edu/Portals/10/OTS/documents/OTSMAN36-
2604CadetOperatingProcedures.pdf

• Read AFI 36-2903 (DRESS AND PERSONAL APPEARANCE OF AIR FORCE 
PERSONNEL):
https://static.e-publishing.af.mil/production/1/af_a1/publication/afi36-2903/afi36-
2903.pdf

• Read AFI 1-1 (AIR FORCE STANDARDS):
https://static.e-publishing.af.mil/production/1/af_cc/publication/afi1-1/afi1-1.pdf

Always With Honor
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Pre-Course Assignment

• Distance learning - provides a baseline knowledge, enabling a higher level of learning 
throughout OTS
• Expect 22 hours for completion
• 2-week course expect 8-12 hours for completion

• The Pre-course Assignment is a graduation requirement

• You will receive two emails (1 with login and 1 with password) from:
• “OTS.Registrar.Workflow@us.af.mil”
• Expect emails to arrive ~30 Days prior to class start or when added to course
• Can sometimes end up in Spam or Junk folders

• Must watch Getting Started, Pre-Course Introduction:
https://www.holmcenter.com/index.php?menu=tfot_intro

• Pre-Course Assignment Login:
https://wings.holmcenter.com

• Pre-Course Assignment “Notetaker” (.pdf) completion is strongly encouraged to 
enhance trainee learning

Always With Honor
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Required Documentation for In-processing 
Applies to Line Prior AD AF only

• Do NOT pack these documents in your checked bag(s)
• All prior Air Force Active Duty can submit all documents to 

22TRSS.MS.PersonnelSection@us.af.mil
• With Subject Line: <Class #, Last, First, In-processing Documents, LINE OR NONLINE>
• If you have a break in service, see the next slide for required documents.  

APPLICABLE TO LINE OFFICER PRIOR AIR FORCE ACTIVE DUTY ONLY 
(No break in service; Reporting with PCS orders/AF Form 899)

2 Forms of Valid Government ID (bring Social Security Card if OT does not have a CAC)

5 copies of PCS orders and amendments (AF 899 / AF 973)

DEERS Information Worksheet; Marriage license & valid/current spouse ID; dependent’s birth certificates and SSNs (if 
applicable)

Mail Sealed Official College Transcript that is less than 6 months to: ATTN: 22 TRSS/Admin Ops 501 LeMay Plaza North 
Maxwell AFB, AL 36112 (should be issued to OTS, not the student) 

All DD Form 4, Enlistment/Re-enlistment Document Armed Forces of the United States (previous or current enlistment).

Supporting documentation for awards and decorations (signed and published) (see note below)

Hard copy of Individual Information Sheet (vMPF > Self Service action > Personal Data > Record Review/Update > View/Print 
All Pages).

Note 1:  Awards and decoration information should be e-mailed to OTS to ensure they are reflected in PRDA after 
commissioning.

Note 2: Sealed transcripts may be hand carried or mailed (see address above).  Do not mail transcripts any sooner than 14 days 
prior to class start date.

Always With Honor
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Required Documentation for In-processing 
Applies to Line Non-Prior/Component Transfers Only

The following Line Officer OTs will be considered as Active Duty Non Prior Service while attending OTS:
Break in Service – Prior Active Duty who received DD 214.
Military Branch transfer (i.e. Army going Active Duty Air Force)
Component transfers (i.e. ANG/AFRES going Active Duty)
Reporting from MEPS/Utilized an Air Force Recruiter to apply to OTS.

APPLICABLE TO LINE OFFICER ACTIVE DUTY NON PRIOR SERVICE ONLY (see above)
2 Forms of Valid Government ID (bring Social Security Card if OT does not have a CAC) *DO NOT EMAIL TO 22 TRSS*

5 copies of Orders and amendments *DO NOT EMAIL TO 22 TRSS*

DEERS Information Worksheet; Marriage license & valid/current spouse ID; dependent’s birth certificates and SSNs (if 
dependents needs to be updated in DEERS)

Mail Sealed Official College Transcript that is less than 6 months to: ATTN: 22 TRSS/Admin Ops 501 LeMay Plaza North 
Maxwell AFB, AL 36112 (issued to OTS, not the student) 

All DD Form 4, Enlistment/Re-enlistment Document Armed Forces of the United States (previous or current enlistment).

Supporting documentation for awards and decorations (signed and published) 

DD 368, Conditional Release (only applicable to Component Transfer OTs only)

DD Form 214s (only applicable to Break in Service and Branch Transfers only)

Medical and Immunization Records (hand carry)

AF Form 1034 (Extended Active Duty Agreement) *DO NOT EMAIL TO 22 TRSS*

Note: Sealed transcripts may be hand carried or mailed (see address above).  Do not mail transcripts any sooner than 14 
days prior to class start date.

Always With Honor
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Required Documentation for In-processing 
Applies to AF Reserve Line Students Only (Direct 

Commission, see next slide)

APPLICABLE TO LINE OFFICER AF RESERVES ONLY
(Remaining Reserve after graduation)

2 Forms of Valid Government ID (bring Social Security Card if OT does not have a CAC) *DO NOT EMAIL TO 
22 TRSS*

5 copies of Orders and amendments *DO NOT EMAIL TO 22 TRSS*

DEERS Information Worksheet; Marriage license & valid/current spouse ID; dependent’s birth certificates 
and SSNs (if dependents needs to be updated in DEERS)

Mail Sealed Official College Transcript that is less than 6 months to: ATTN: 22 TRSS/Admin Ops 501 LeMay 
Plaza North Maxwell AFB, AL 36112 (issued to OTS, not the student) 

All DD Form 4, Enlistment/Re-enlistment Document Armed Forces of the United States (previous or current 
enlistment).

Point Credit Summary / PCAR (Printed from vMPF – ALL PAGES REQUIRED)

All previous DD 214s

Note: Sealed transcripts may be hand carried or mailed (see address above).  Do not mail 
transcripts any sooner than 14 days prior to class start date.

Always With Honor
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Required Documentation for In-processing 
Applies to ALL (Res, ANG, AD) Direct Commission (COT)

APPLICABLE TO DIRECT COMMISSION (Includes HPSP, Medical, JAG, Chaplain) OFFICERS ONLY

2 Forms of Valid Government ID (bring Social Security Card if OT does not have a CAC) *DO NOT EMAIL TO 22 
TRSS*

5 copies of EAD Orders *DO NOT EMAIL TO 22 TRSS*

DEERS Information Worksheet; Marriage license & valid/current spouse ID; dependent’s birth certificates and 
SSNs (if dependents needs to be updated in DEERS)

DD Form 214s (to resolve pay issues)

Medical Accessions/HPSP Only – Bring Civilian Immunization Record and DD Form 2807/2808

Always With Honor
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Required Documentation for In-processing
Applies to ANG Line Officers Only

APPLICABLE TO LINE OFFICER ANG ONLY (Direct Commission, see previous slide)
(Remaining ANG after graduation)

2 Forms of Valid Government ID (bring Social Security Card if OT does not have a CAC) *DO NOT EMAIL TO 
22 TRSS*

DEERS Information Worksheet; Marriage license & valid/current spouse ID; dependent’s birth certificates 
and SSNs (if dependents need to be updated in DEERS)

Mail Sealed Official College Transcript that is less than 6 months to: ATTN: 22 TRSS/Admin Ops 501 LeMay 
Plaza North Maxwell AFB, AL 36112 (issued to OTS, not the student) 

All DD Form 4, Enlistment/Re-enlistment Document Armed Forces of the United States (previous or 
current enlistment)

5 copies of orders and amendments *DO NOT EMAIL TO 22 TRSS*

AF Form 1034 (Extended Active Duty Agreement) (If applicable) *DO NOT EMAIL TO 22 TRSS*

Note: Sealed transcripts may be hand carried or mailed (see address above).  Do not mail 
transcripts any sooner than 14 days prior to class start date.

Always With Honor
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Commonly Missed Items and Issues

• Verify your orders are correct prior to arrival:

• Verify you have the correct fund cite (check ETCA website)
• MOTS002 (COT)

• https://app10-eis.aetc.af.mil/etca/SitePages/ETCA_BCI_CourseDetail_AU.aspx?BCIListID=448

• MOTS005 (TFOT)
• https://app10-eis.aetc.af.mil/etca/SitePages/ETCA_BCI_CourseDetail_AU.aspx?BCIListID=3573

• All orders must state, “Essential Unit Messing is in Effect.” 

Required Documentation for 
In-processing (Orders)

Always With Honor
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• Prior to departure, ANG & Reserve OTs transferring to Active Duty MUST
contact their local personnel section to be released in MilPDS. They will 
initiate this action by placing the OT in the following PASCODE ZB0JFQK9
with the SPD code of KGM, effective one day prior to arrival. 

• If the local personnel section has any issue completing these actions, they 
can contact AFRS for assistance (Ms. Rosita Navarrete-Flores or TSgt 
James Donnelly). The personnel section at OTS does not have access to 
update ANG & Reserve records. 

• You will not get paid while in training until this is completed.

Common Pay Issues for 
Component Transfer OTs

Always With Honor
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Arrival at OTS

• Reporting Window: 0900-1200 on the class start date 
• Do not attempt to “tour” the OTS campus prior

• Where: OTS In-processing Parking Lot (See Slide 16)
• Attire: Business casual clothes
• Arrive in compliance with AFI 36-2903

• Freshly groomed (hair, nails, facial hair, etc.)
• Ensure you eat and are hydrated before arrival

• Your next meal will be around 1800
• Base access: 

• Google Maps Maxwell Blvd Gate OR Maxwell AFB Visitors Center
• Show your OTS orders & government ID at the gate

• Contact OTS regarding:
• Early/Delayed Reporting (Approved NLT 14 Days Out)
• Missed/Delayed Flights or other travel problems

• Commercial Phone: (334) 462-4411
• Check with your unit/recruiter with regards to lodging reimbursement

Air University Inn at Maxwell AFB
450 LeMay Plaza
Montgomery, AL 36112
Commercial Phone: (334) 953-2055/3934

Always With Honor
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Arrival at OTS

Follow “OTS” Signs to 
Ritchey Center Parking Lot

Always With Honor
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In-Processing Parking

University 
Inn

Welch Field

Arrival at OTS

Always With Honor
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AFI 36-2903 Dress & Appearance of 
Air Force Personnel

• Chapter 3, GROOMING AND APPEARANCE STANDARDS
• Males, paragraph 3.1.2

• Tapered appearance, not to exceed 1.25 inches in bulk, regardless of length 
and 0.25 inches at natural termination point

• Sideburns will be straight and even, and will not extend past bottom of ear 
orifice

• Trainees are not authorized mustaches while at OTS
• Eyewear must comply with standards set in AFI 36-2903, Dress and 

Appearance, paragraph 6.3.2.1.

Always With Honor
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• Chapter 3, GROOMING AND APPEARANCE STANDARDS
• Females, paragraph 3.1.3

• Maximum bulk of 3.5 inches
• Hair will end above the bottom edge of collar and will not extend below a 

invisible line parallel to the ground
• Bangs will not touch eyebrows

AFI 36-2903 Dress & Appearance of 
Air Force Personnel

Always With Honor
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Fitness Standards

• Trainees will take a baseline fitness assessment within 7 days 
of arrival

• Failure to pass the fitness assessment will result in negative action
• Fitness components:

• Waist measurement
• Push-ups in one minute
• Sit-ups in one minute
• 1.5 mile run in required amount of time
• NO profiles are accepted 

• All trainees must be able to run up to 6 miles

Always With Honor
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Uniform Packing List/Required Items

Always With Honor

• Recruiters can provide sponsorship for non-prior candidates to purchase uniform 
items prior to arrival at OTS (recommended)

• Recommend arriving with name tapes and USAF tape sewn on ABU/OCPs

• Recommend packing a 72 Hour Bag incase your luggage is lost:
• One full set of ABUs or OCPs (If previously purchased)

• Blouse, Pants, Boots, Belt, Shirt, and Socks
• Underwear, Socks, Bra (women)
• Computer
• Toiletries
• Required Documents (DO NOT pack in checked luggage)

• ALL ITEMS CAN BE PURCHASED AT OTS IF TRAINEES ARE UNABLE TO PURCHASE ITEMS 
PRIOR TO ARRIVAL 

• (OCP uniforms/uniform items are not available at OTS)
• This applies to all following packing list slides

• Recommend prior service bring their green duffle bag 
• Available for purchase at OTS Clothing Issue for OTs without one

• Trainees are required to arrive with (or purchase upon arrival) a black backpack 
which meets AFI 36-2903 requirements (recommend this is your 72 hour bag)

• Will be used to transport your laptop/equivalent device and course material while 
enrolled at OTS
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Packing List (Required Uniform)

• Either OCPs or ABUs are allowed at OTS (No mixing OCP and ABU uniform items)
* denotes items that are gender specific items

NOTE 1 – It is highly recommended that trainees in the 8-week program purchase three pairs of ABUs/OCPs. OTS will not 
replace uniforms damaged during training.
NOTE 2 – It is HIGHLY RECOMMENDED trainees bring their own personal All-Purpose Environmental Clothing System 
(APECS)/Improved Rain Suit (IRS); See AFI 36-2903.  There is a limited quantity of only ABU APECS/IRS on hand for issue.

Operational Camouflage Pattern (OCP) (See Note 1) Qty

Belt, Rigger, IAW 36-2903 1
OCP Coat (Shirt) 2
Name Tapes, textile, OCP, 1" wide (Spice Brown) 2
Insignia, distinguishing USAF, OCP, 1" wide (Spice 
Brown) 2

AFSC insignia badge (Prior Service Only) 2
*Pants, OCP 2
Boots, Tan/Coyote Brown 1
Socks, boot, Sage Green or Coyote Brown 5
T-Shirt, crew neck, Desert Sand, Coyote Brown, Tan499 6
Hat, OCP 1
OCP Fleece with Name Tapes and Air Force Tape 
(October-April) 1

Watch Cap, Black or Coyote Brown (October-April) 1
Black Gloves (October-April) 1
Blousing straps 1
OCP APECS/Improved Rain Suit (IRS) Coat (See Note 2) 1

AIRMAN BATTLE UNIFORM (ABU) (See Note 1) Qty
Belt, Rigger, desert sand color 1
*ABU Coat (Shirt) 2
Name Tapes, textile, ABU, 1" wide 2
Insignia, distinguishing USAF, ABU, 1" wide 2
AFSC insignia badge (Prior Service Only) 2
*Pants, ABU 2
Boots, sage green 1
Socks, boot, sage green 5
T-Shirt, crew neck, desert sand color 6
Hat, ABU 1
Watch Cap, sage green (October-April) 1
ABU Fleece with Name Tapes and Air Force Tape 
(October-April) 1

Black Gloves (October-April) 1
Blousing straps 1
ABU APECS/Improved Rain Suit (IRS) Coat (See Note 2) 1
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Packing List (Required Uniform)

NOTE 3 - Mess dress is ONLY required for the 8-week course (Line and non-line trainees) is available for purchase or rent at off-
base vendors. It will not be worn until the final week of the program. Mess dress is expensive and has to be tailored, if you are 
not sure, recommend not purchasing until you arrive at OTS. 

SERVICE DRESS/BLUES UNIFORM Qty
*Light weight blue jacket, (with or without embroidery) 
(October-April) 1

*Service Coat, w/epaulets with officer sleeve braid sewn 
on 1

*Blue Pants (Wool or Polyester, with a minimum of 1 set 
of Wool pants) 1

Insignia, US (officer) 2
*Belt, Blue w/Chrome Buckle 1
*Flight Cap (Officer w/Silver Trim) 1
Name Tag, Standard Air Force, Individual, Blue, Plastic 1
Name Tag, Standard Air Force, Individual, metallic 1
*Necktie, Blue 1
*Shirt, Cotton/Poly, Short Sleeve 2
*Shirt, Cotton/Poly, Long Sleeve, w/Epaulet 1
Shoes, Dress, Oxford, Black, Plain Toe 1
Socks, Cotton/Nylon, Black 3
Stockings, black (females only) 1
Undershirt, Cotton, White, V-neck 3
Ribbons and Ribbon Rack (As required) Various
Shirt Garters 1

MESS DRESS UNIFORM (See Note 3) Qty
*Mess Dress Coat (½ inch silver sleeve braid & silver 
chain, blue in 1

*Mess Long Sleeve Shirt, white 1
*Mess Dress Trousers, blue 1
Mess Dress Skirt (females only) 1
Pumps (black, no higher than 2 ½ inches) (females only) 1

Cuff Links 1 set
Studs (set of 4) 1 set
Medals (Miniature)(as qualified to wear) As req
Badges (not to exceed four)(as qualified to wear) As req

PHYSICAL TRAINING UNIFORM
Requir

ed
PT Shorts 5
PT Shirt 5
Running Pants 1
Jacket 1
Socks, white or black, cotton (Ankle or Crew Socks) 6
Running Shoes (color does not matter) 1

*Bow Tie, blue (males)/Mess Dress Tie tab, blue 
(females)

1
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Packing List (Miscellaneous)

NOTE 4 - Trainees are issued a hydration pack at OTS. DO NOT bring your own.
NOTE 5 – Towels should be no wider than 24 inches wide by 44 inches long.

MISCELLANEOUS (RECOMMENDED) Qty
Shoe polishing supplies (if black leather shoe) 1
Soap dish with cover 1
Sage Green Fleece APECS liner (October-April) 
(Recommended) 1

Plastic Cup 1
Sewing kit & Scissors 1
Bug spray 1
Sunscreen 1
Mechanics/Work gloves (black for use at field events) 1
Black ball-point pens As req
Laundry soap 1
Second pair of boots for field training (strongly 
encouraged) As req

Wrist watch 1
Shoe sole inserts 1
Hair pins (females) As req
Lint Roller 1

MISCELLANEOUS (REQUIRED) Qty
*Underwear, bra 6
Eyeglass Strap (As required) (purchase at OTS Clothing 
Sales) 1

Personal Hygiene; Toiletry items As req
Shower shoes/sandals 1 set
Black Backpack (IAW AFI 36-2903) 1
Black Flashlight (Purchase at OTS Clothing Sales) 1
White Towel (See Note 5) 1
White Wash Cloth 1
Hand Soap 1
Laundry Bag (Purchase at OTS Clothing Sales) 1
Tupperware (Purchase at OTS Clothing Sales) 1
Masterlock (combination lock only, no key) 1

Always With Honor
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Computer Requirements

• Bring a Laptop/Equivalent Device with keyboard
• OTS Curriculum and assignments are digital
• Tablets and Chromebooks not recommended (compatibility issues)

• Required Hardware/Software
• Microsoft Office 
• PDF Viewer
• Min: Windows 7/Mac OSX 10.6/Linux – ChromeOS
• Min: 4 GB of RAM

• Wifi is available for official use
• Other Suggestions/Not Required: 

• CAC Reader (If you have been issued a CAC)
• Microsoft Home Use Program with AF Portal Access (CAC Required)
• Small Printer for room (Access to printers is limited at OTS)

Always With Honor
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Finances at OTS

• Recommend min savings of $2000 that you can access upon arrival to OTS
• Trainees will purchase required packing list items on Day 1, if not purchased prior to arrival
• Direct Commission (non-line) officer trainees will have to pay cash for their meals

• Recommend you have a plan to financially support yourself and your family during your training at 
OTS

• In some instances trainee pay records may not be established before graduation 
• Staff will work with trainees experiencing financial hardships on a case-by-case basis

• EZ Pay Card (Applies to Active Duty Only)
• Line Officer (non-prior service/component transfer) and all direct commission trainees will receive a 

$1200 EZ Pay card, which will be deducted from their military pay checks over two months.

• Line officer trainees will be paid as an E-5 (or highest previous rank) and Direct Commission (non-
line) officer trainees will be paid accordingly to their TRQI/AFSC

• Base Pay

• https://www.dfas.mil/militarymembers/payentitlements/Pay-Tables/military-pay-charts.html
• Non-prior service trainees with dependents will receive the dependent rate BAH & trainees 

without dependents will receive the partial-rate BAH

• http://www.defensetravel.dod.mil/site/bahCalc.cfm

Always With Honor
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What to Expect

• OTS Policies on Restricted Activities/Items:

• Zero Alcohol, Pornographic Materials, Tobacco, and Pets

• Firearms (Not recommended):
• 42d Security Forces Squadron is unable to store weapons or firearms for OTS trainees 

during the duration of training. It is the trainee’s responsibility to find appropriate storage 
of weapons, firearms, and ammunition prior to arrival at Maxwell AFB. Note:  Firearms 
and or ammunition may not be stored in a personally owned vehicle on Maxwell 
AFB

• POV Use: Trainees will not be able to access their vehicles after training begins, 
unless approved by OTS Staff

• Vehicles MUST have current paperwork and meet state currency requirements during 
the duration of training, or they will not be authorized on Maxwell AFB

• Caffeinated Beverages: Trainees will acclimate to the Alabama climate and 
are restricted from caffeinated beverages at times. 

• Phone Use: Cell phones, social media, and/or all other voice or video 
communication use is highly restricted during training

Always With Honor
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Q: How many bags should I show up with?
A: Whatever you can carry into the dorm & recommend a 72 hour backpack

Q: What if I arrive the day before in-processing?
A: The University Inn, Maxwell AFB’s lodging (Check with your unit/recruiter with 
regards to lodging reimbursement), can be reached at (334) 953-2055/3931 for 
reservations.

Q: What address can my family use to send me mail?
Trainee <Your Name>
Trainee Unit, Class #, Flight # (e.g. 24TRS, Class 17-08, Flight 2-11) 
550 E Maxwell Blvd Box 9000
Maxwell AFB, AL 36112-9000

Q: What at the most common reasons trainees are removed from OTS?
A: Most trainees fail to meet the Air Force Fitness Assessment standards (see 
Fitness Standards Slide), OTS Academic requirements, or the individual has a 
lack of adaptability to the Air Force

Frequently Asked Questions

Always With Honor
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Annual Montgomery Weather: 
https://weatherspark.com/y/14526/Average-Weather-in-Montgomery-

Alabama-United-States-Year-Round

Maxwell Annual Weather
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Points of Contact

• OTS Registrar: OTS.Registrar.Workflow@us.af.mil
• WINGS Help Desk: holmcenter.wings.support@us.af.mil
• WINGS (insert troubleshooting link)
• Insert Pre-Course Status
• RCOT Workflow: RCOT.PretestAdmin@us.af.mil

Always With Honor
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Welcome to Officer Training School!

“Educate and train officers of character, who are committed to the Air 
Force Core Values - equipped to lead and ready to win.”

Officer Training School Mission
Always With Honor
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