PROCEDURES TO REQUEST CEMIRT ASSISTANCE

1. To obtain emergency assistance call the responsible region.  A follow-up email or memo should follow the verbal request to provide a source document.

· Director, Field Support:  DSN 523-4291

· Operations Manager, Field Support:  DSN 523-4291

· Tyndall, Southeastern Region:  DSN 523-4291

· Dover, Northeastern Region:  DSN 445-6161

· Travis, Western Region:  DSN 837-5211

2. To request routine assistance, write or email the appropriate region:


· Tyndall:  HQ AFCESA/CEMR
1001 Mississippi Rd
Tyndall AFB, FL 32403-5319


· Dover:  OL-A AFCESA/CEMIRT

922 Arnold Dr
Dover AFB, DE 19902-5922


· Travis:  OL-E AFCESA/CEMIRT

730 E Street
Travis AFB, CA 94535-2405


· E-mail:  mailto:HQAFCESA.CEM@tyndall.af.mil
3. Requests should be coordinated with requester’s Chief of Ops, Unit Commander, and MAJCOM as appropriate.  Include the following information on all requests:

· Installation & MAJCOM

· Installation POC/office symbol/email address/DSN no./fax no.

· Detailed information on requested assistance.

4.  Normally, the customer is required to provide funding for parts, materials, and contract costs only.  CEMIRT funds TDY per diem and transportation expenses.  However, for extensive TDYs, customers may be required to share expenses.  In most cases, the MAJOM transfers funds into a CEMIRT Operating Budget Account Number (OBAN) at the beginning of the fiscal year.  This ensures CEMIRT has funds available to support emergency, unscheduled, and scheduled maintenance throughout the year for that MAJCOM.  

