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AFTO FORM 43, 20170112
PREVIOUS EDITION IS OBSOLETE
11.0.1.20130826.2.901444.899636
USAF TECHNICAL ORDER DISTRIBUTION OFFICE  (TODO) ASSIGNMENT OR CHANGE REQUEST
TYPE OF REQUEST
(See Completion Instructions)
1. ACCOUNT TYPE (Select Applicable)
4. ADDITIONAL ACCOUNT INFORMATION (complete applicable, see completion instructions)
(Indicate Department or Government Agency)
d.  US CONTRACTOR WITH GOVERNMENT CONTRACT      CONTRACTOR OWNED - CONTRACTOR OPERATED (COCO)
CONTRACTING OFFICER APPROVAL
5. SECURITY LEVEL AUTHORIZED:
(Note: if left blank account will default to unclassified)
COMPLETION OF UNIT SECURITY OFFICER INFORMATION BELOW REQUIRED FOR OTHER THAN UNCLASSIFIED
SEE COMPLETION INSTRUCTIONS
PRIMARY
ALTERNATE
3. TECHNICAL ORDER SHIPPING ADDRESS (All blocks must be completed)
6. TODO PERSONNEL (AF Portal ID required for ETIMS access)
2. APPROVAL OFFICE 
8.  MAJCOM APPROVAL (Required for nuclear weapons account - see completion instructions)
7. GOVERNMENT APPROVING OFFICIAL "Required" (TODOs Supervisor, Program Mgr., COR, or equivalent)
9. FOR AFMC TODO CODE MANAGEMENT ACTIVITY USE ONLY  (Leave Blank)
REMARKS OR SPECIAL INSTRUCTIONS
CPINS APPROVAL ONLY
10.  CONTINUATION
ALTERNATE
ALTERNATE
ALTERNATE
ALTERNATE
ALTERNATE
ALTERNATE
11.  ADDITIONAL ALTERNATES (List additional alternates)
ALTERNATE
ALTERNATE
AFTO FORM 43 EXTENSION
CONTRACTING OFFICER APPROVAL
12.  ADDITIONAL COCO CONTRACT (List additional COCO Contract)
READ FIRST:
 
Before the AFTO Form 43 can be processed, TODO personnel require a CAC or External Certificate Authority (ECA) and Air Force Portal Access.
Procedures for Contractors to obtain an External Certificate Authority (ECA) certificate are found at: (http://iase.disa.mil/pki-pke/).
DoD approved ECA certificates are issued from VeriSign (https://www.symantec.com/verisign/shared-service-pki), ORC (http://www.eca.orc.com/),
and Identrust (http://www.identrust.com/certificates/eca/index.html). Air Force Portal access procedures are found at https://my.af.mil, including
the need for, at a minimum, a favorable National Agency Check and Inquiries (NACI). The AFTO Form 43 may also be used by the TODO to record
internal TODA personnel assignments. Rather than submit such an AFTO Form 43, the TODO should file it.
COMPLETION INSTRUCTIONS
TYPE OF REQUEST
 TODO/TM ACCOUNT CODE
  
 
REQUEST DATE 
 
BLOCK 1 ACCOUNT TYPE
 
BLOCK 2 APPROVAL OFFICE
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
BLOCK 3a.
 
 
 
BLOCK 3b. Phone
 
 
BLOCK 3b. DSN
 
BLOCK 3c. and 3d.
 
 
 
BLOCK 4 ADDITIONAL
ACCOUNT INFORMATION
 
BLOCK 4a.
 
 
 
  
 
BLOCK 4b.
  
BLOCK 4c. CSTOs
 
BLOCK 4d. US CONTRACTOR
WITH GOVERNMENT
CONTRACT CONTRACTOR
OWNED-CONTRACTOR
OPERATED (COCO)
 
 
 
 
Select the applicable block to "Establish" a new account, "Revise" an existing account, or to "Cancel" an existing account.. 
Leave blank if request is to “Establish” a new account. A new account number will be assigned. Enter all applicable 
TODO code(s) if request is to “Revise” or “Cancel” an existing account.
 
Enter the date the AFTO Form 43 is submitted.
 
Select applicable account required by clicking on the appropriate checkbox based on the type of TODO account. 
 
Submit completed AFTO Form 43 unencrypted, to the applicable organizational email listed beneath the address. Example: Standard TOs (aflcmc.ezgtp.afto43@us.af.mil) or CPINS (acpins.usafworkflow@us.af.mil).
 
Continental US (CONUS) - Enter a delivery address in blocks 3a, c, d, e, and f. Use address where the TO
shipments will be received. CONUS Accounts require a physical street address. TO shipments within the CONUS are delivered by Commercial Carrier FedEx/UPS, or US Postal Service; therefore, a street address is required. FedEx/UPS will not deliver to a PO Box address.
 
Overseas APO/FPO/DPO, use Military address. All APO/FPO/DPO addresses must conform to domestic
addressing standards. The delivery line (the second line from the bottom in the address) must show the word
"UNIT", Community Mail Room (CMR) or Postal Service Center (PSC) and number, and box number assigned. The bottom line of the address must contain APO, FPO, or DPO as the "city" designation and the appropriate two -letter "state" designator (AA, AE, or AP) followed by the ZIP Code or preferred ZIP+4 Code.
Example:
 
 
 
 
 
 
Military accounts enter unit and office symbol. Example: (52 MXG/MXN). COCO accounts enter the company
name. Example: (Aerospace Inc.) A person’s name is not allowed in any part of the address; however, Attention TODO is allowed. Example: (52 MXG/MXN ATTN TODO).
 
CONUS enter a 10-digit commercial phone number and 7-digit DSN, (NO PARENTHESES). FedEx and UPS require a point of contact commercial phone number. Example: 405-736-4483.
 
Overseas APO/FPO/DPO enters the 3-digit country and the 7-digit DSN number. Example: 314-582-4483.
 
CONUS accounts, enter the physical street address where TO shipments will be delivered. Street, Building,
Room, or Suite, City, or Base, State, and zip+4 code is required. Example (32542-6808) Overseas
APO/FPO/DPO accounts enter Military address and zip+4 code.
 
Select the appropriate block(s) and enter corresponding information as applicable.
  
Required field for USAF TODOs.  Click dropdown arrow to choose a MAJCOM.  If your MAJCOM is not listed, select  "OTHER:" then manually type in the acronym of your MAJCOM.  Example: for US STRATEGIC COMMAND, use "USSTRACOM.” If the command is a Field Operating Agency (FOA) or Direct Reporting Unit (DRU) select "OTHER:" and type in the acronym of the FOA or DRU. For example: Air Force District of Washington use “AFDW.”  (Note: Do not select "OTHER:" and leave blank. The MAJCOM is a required field in ETIMS.)
 
Non-US AF Force TODO, enter the DoD department or Government agency. Example: (Army, Navy, DOE, etc.)
 
Select if account requires Country Standard TOs via the Foreign Military Sales process.
 
COCO TODO enter the Contract number and Cancellation Date. The “CONTRACING OFFICER APPROVAL”
block must be completed and digitally signed by the Contracting Officer or the Official authorized to approve the contractor TO requirements for the Procurement Contracting Officer (PCO) or Administrative Contracting Officer (ACO) (for example, the Contracting Officer Technical Representative or on-site government Quality Assurance personnel). If there is more than one ACO or PCO contract, list additional contract information in block 12 and ensure ACO or PCO digitally signs block 12. An expired contract cancellation date will generate an automatic cancellation of a TODO account. To avoid cancellation, submit an updated AFTO Form 43 before the contract cancellation date. The ACO/PCO must confirm an approved DD Form 2345; Militarily Critical Technical Data Agreement (AFI 61-204, Disseminating Scientific and Technical Information) is on file prior to approving the AFTO Form 43.
BLOCK 3 - TECHNICAL
ORDER SHIPPING ADDRESS
APO 485 MS/MGM PSC 3 BOX 4120 APO AA 09021-4833
FPO 584 SXM/MXG UNIT 1001 BOX 4120 FPO AP 96691-5335
DPO 845 CM/MSG CMR 427 BOX 2340 DPO AE 09498-0048
BLOCK 5 - SECURITY LEVEL AUTHORIZED        BLOCK 6 TODO PERSONNEL     
BLOCK 6a.          BLOCK 7 - GOVERNMENT APPROVING OFFICIAL   BLOCK 8 - MAJCOM APPROVAL     BLOCK 9  BLOCKS 10 - CONTINUATION        BLOCK 11 - ADDITIONAL ALTERNATES  BLOCK 12 - ADDITIONAL
From the drop down menu select the highest security level the organization has authorization and adequate facilities, equipment, and properly cleared personnel to receive and safeguard.  Include Special Access Required (SAR) when applicable, IAW AFI 31-401, Managing the Information Security Program. For Nuclear Weapons and Nuclear Related EOD TODOs only, include the statement "Category 60N TOs are needed, Critical Nuclear Weapons Design Information (CNWDI) is required in accordance with AFI 31-401, and certification has been completed." The unit Security Officer name, rank, DSN and signature are required for security levels above unclassified. Re-accomplish the form if the facility is downgraded or if higher levels of classified are needed.  
 
For eTools, select “LEAD & ALTERNATE REQUIRE ETIMS ETOOL ADMIN RIGHTS”, if the Activity will use eTools to view eTOs in disconnected mode. If there is more than one alternate, select “ADDITIONAL
ALTERNATES (see Block 11).”  Then enter additional alternates in block 11. Complete all fields for both Primary and Alternate(s). The AF Portal ID is required for ETIMS access. (Note: Locate AF Portal ID on the Air Force Portal on the My Profile screen.) Ensure both Primary and Alternate(s) digitally sign the form.
 
Required field for US Air Force F* accounts. Enter an organizational email account. To establish a TODO
organizational email account, contact your CS Workflow Manager, Active Directory Manager, or Communications Direct Resource Box and request an unencrypted organizational TODO Outlook mail box. For an individual to be authorized access to an organizational email account, STINFO policy rules apply. The TODO Outlook mail box must be created IAW TO 00-33D-2001-WA-1 with your unit information in the following fields, for example: Display (AAC/AQY F*18HQ TODO) Address (102 West D Ave, Bldg. 11, Suite 144); City (Eglin AFB); STATE (FL); Zip code (32542-6808); DSN ( 872-9300); ALIAS (f18hq.todo); Title (ORG); Branch (USAF); MAJCOM (AFMC); Organizational (AAC); Office (AQY); Business Phone Number ((850) 882-9300).
 
A Government Approving Official must complete Block 7. The TODOs Supervisor or activity command authorized to request establishment of a TO Distribution Office (TODO) is required to complete and digitally sign Block 7.
 
Field is for a Government-owned, Contractor-operated (GOCO) Nuclear Weapons, Nuclear Related EOD, and
Nonnuclear EOD TODO. Block 8 must be completed by the MAJCOM Functional Manager for Nuclear Weapons, Nuclear Related EOD and Nonnuclear EOD TODOs. Nuclear weapon and nuclear related EOD TODO requests must have the original MAJCOM approving official signature. NW-FMS-TODO complete IAW to 00-5-1, Table 10-1.
 
Leave Blank. (For Official use only)
 
This block should be used if space is constrained in completing any of the blocks on the form. Use the block to list TODO personnel no longer requiring TODO account access. Include name and applicable account number. Also, use this block to provide complete justification for Nuclear Weapon Nuclear Related EOD or Nonnuclear EOD TODOs. Additionally, the justification on the form itself must be unclassified. Provide classified justification by separate letter with the AFTO Form 43 as an unclassified attachment. For annual review field, select check box and provide the completion date of the annual review, if no there were no changes noted to the account.
 
List additional alternates, complete all blocks, including digital signature.
 
 
List additional COCO Contract, ensure all blocks are completed including digital signature.
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