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REQUEST AIR FORCE SURVEY CONTROL NUMBER (SCN)
A Survey Control Number (SCN) is required by AFMAN 36-2664 to survey Active and Air Reserve Components Air Force (AF) Personnel and Other AF Personnel. The AF Survey Office can be reached at DSN 665-2776 or COM 210-565-2776 or 
by e-mail at: af.surveys@us.af.mil Website: https://www.my.af.mil/gcss-af/USAF/site/AFSO
Page 1-2 Application; Page 3 Advisory Statement; Page 4-5 Instructions Page 5-6 Survey Sponsorship Advisory 
SECTION I. SURVEY (Survey questionnaire must be submitted in MS Word format; determinations take a minimum of 20 working days.)
SECTION II. SPONSOR AND ACTION OFFICER
SECTION III. ABOUT THE SURVEY
Prescribed By: AFMAN 36-2664
SECTION IV. DATA COLLECTION METHOD
27. Data Collection Method (select all that apply)
NOTE: Do NOT obligate money under contract until the survey has been approved.
SECTION V - SURVEY POPULATION (The survey population is the best estimate of the number of all Air Force Personnel who meet the requirements to be included in the survey (this may not be the actual number that you intend to survey)).  DO NOT survey contract employees per AFMAN 36-2664 para 5.11.2. "Contract and foreign national employees may not be surveyed, as they are considered members of the public".
SECTION VII. DATA PULL (This request is not common; if you do NOT require a Data Pull complete Sections I-VI only.)
SECTION VI - SURVEY SAMPLE (The survey sample is the best estimate of the number of Air Force Personnel who you intend to offer the survey to.  If you are only administering the survey to a sample of your population, these numbers will be smaller than the population numbers above.)  DO NOT survey contract employees per AFMAN 36-2664 para 5.11.2. "Contract and foreign national employees may not be surveyed, as they are considered members of the public".
ADVISORY: Please ensure compliance with the following guidance as applicable: 
1.       Digital Certificates: For information regarding digital certificates see PK enabling (PKE):
          https://afpki.lackland.af.mil/html/pkenabling.cfm For information pertaining to ".mil" accounts, the reference is: 
          https://afpki.lackland.af.mil/html/help_desk.cfm. Information for systems that are not ".mil" can be found at: 
          http://iase.disa.mil/pki/eca/Pages/index.aspx
2.       Protection of Human Subjects in Research: Surveys that constitute research with human subjects require review in 
          accordance with AFI 40-402, Title 32 Code of Federal Regulations (CFR), and SEC 219. Additionally, (when        
          applicable),45 CFR 46, Subparts B-D, 21 CFR 50, 56, 312, and 812; DoDD 3216.02; and 10 USC 980.
3.       The organization conducting this survey must ensure its' Operations Security (OPSEC) manager reviews this 
          survey prior to administration. References for the OPSEC Program include: DOD Directive 5205.02, DOD 
          Operations Security Program; Joint Publication 3-13.3, Operations Security; AFPD 10-7, Air Force Information 
          Operations; and AFI 10-701, Operations Security (OPSEC).
4.       The organization conducting this survey is responsible for insuring compliance with web management and usage 
          requirements of data hosted on the commercial environment (e.g., ".com", ".org", etc.). Questions should be 
          directed to SAF/A6 within requesting organization.
5.       The public may request survey results under provisions of the Freedom of Information Act (FOIA). Results 
          released outside the Air Force require coordination with Air Force Public Affairs prior to dissemination. Ensure
          compliance with Freedom of Information Act (FOIA): Title 5 United States Code (USC), Sec 552, DoD Regulation 
          5400.7 Air Force Supplement, Executive Order 13392 and AFI 33-324.
6.       Data collected under this survey may be subject to the Privacy Act of 1974. Please ensure compliance with this act 
          asset forth in Title 5 United States Code (USC), Sec 552a; Title 10 USC, Sec 55 and 8013; Executive Order 
          9397;and Air Force Instruction 33-332, Privacy Act Program.
7.       Labor Relations and Union Notification: Surveys administered to bargaining unit civilians require Labor Relations 
          coordination. For surveys requiring Labor Relations and Union coordination send a copy of the SCN approval letter 
          and survey questionnaire to AFPC/DP3FS (AFPC/DPIEC DList) to: afpc.dpiec.dlist@us.af.mil
 
NOTE: Changes to an approved survey instrument or the population surveyed may nullify and void the survey approval status; all changes must be submitted to the AF Survey Office for review and approval. 
 
The AF Survey Office's purview is limited to attitude and opinion surveys designed for members of the AF community (i.e., AF Active Duty, Air National Guard, AF Reserve, AF Civilian employees, and other AF Personnel). Contract employees may not be surveyed. 
 
To obtain approval for surveys which cross more than one branch of service, e.g., Air Force and Army; Air Force and Navy; Air Force, Army and Navy, or if the survey is directed at non-AF personnel (i.e., spouses, members of other services, employees of other Federal agencies, DoD etc.) please contact DOD Washington Headquarters Services (WHS) for approval at: 
 
              Website: http://www.dtic.mil/whs/directives/collections/index.html 
              E-mail 
              Internal: whs.mc-alex.esd.mbx.dd-dod-internal-information-collections@mail.mil 
              or 
              Public: whs.mc-alex.esd.mbx.imd-dod-public-collections@mail.mil          
Please remit completed AF Form 4453 with a copy of the Survey Instrument in MS WORD format only to af.surveys@us.af.mil
INSTRUCTIONS TO COMPLETE AF FORM 4453 – REQUEST FOR SURVEY CONTROL NUMBER (SCN)
SE will be used when a question is self-explanatory
 
SECTION I – SURVEY:
1.       Date submitted to AF Survey Office – Date request is actually submitted to the Air Force Survey Office
2.       Type of Request
          a.       New – Never requested before
          b.       Renew – Requesting renewal of previously approved survey; include old SCN
          c.       Extension – Requesting extension of previously approved survey; include SCN
          d.       Modification – Reporting changes to an active approved survey; include SCN
3.       Previous SCN – Provide previously approved SCN for this survey (applies to renewals/extensions/modifications)
4.       Survey Title – Official title to be listed on the AF Portal List of Approved Survey and on the survey instrument
5.       Purpose – Explain in one or two sentences why the survey is being done
6.       Is this Survey Related to Academia – Identify if survey is being conducted or associated with fulfillment of
          academic requirement
7.       Projected Use of Results – Explain how the survey will be actionable, used to impact mission and make decisions
8.       Who Will Receive Results – Identify who will receive the data analysis and their rank/grade
 
SECTION II – SPONSOR AND ACTION OFFICER:
9.       Rank/Name/Office Symbol of Sponsor (must be USAF HQ HAF/SAF 3-letter or above): (A Sponsor is the
          Functional Authority who has purview/authority to implement changes to all programs, policies, and procedures of
          areas surveyed, as well as over the population being surveyed).
10.     Does the sponsor have authority over the population and every functional area addressed in the survey, able to
          implement changes to all programs, policies, and procedures of areas surveyed? Select Yes or No
11.     AF Sponsor DSN Number - SE
12.     AF Sponsor Com Number - SE
13.     AF Sponsor E-mail Address - SE
14.     Sponsor’s digital signature - SE
15.     Action Officer Rank/Name/Unit/ Office Symbol – SE (Note - action officer must be a government employee)
16.     Action Officer DSN - SE
17.     Action Officer Com Number - SE
18.     Action Officer E-mail Address - SE
 
SECTION III – ABOUT THE SURVEY:
19.     Is the Survey Anonymous or Confidential? Choose One 
          Anonymous: Data contains no identifying values that can link the information to specific participants.
          Confidential: Data is kept secure because it can be linked to a specific participant.
          AFMAN 36-2664, para 5.13.1. “Ensure the survey invitations and instructions identify the survey as either anonymous or confidential and that
          individual responses are kept confidential."
20.     Is the survey voluntary – Select Yes or No
          AFMAN 36-2664, para. 5.2. “Survey participation is voluntary." 
21.     Survey Start Date? Input date data collection will begin.
22.     Survey End Date? Input date data collection will end.
23.     Frequency? How often will data be collected? (e.g., once, once a year for two years, twice a year, etc.)
24.     If recurring, next start date? - SE
25.     Average time in minutes to complete the survey? - SE
26.     Additional comments: - SE
 
SECTION IV – DATA COLLECTION METHOD:
27.     Data Collection Method (select all that apply) - SE
28.     If online - identify website or URL (see instructions for non-dot mil sites): - SE
29.     Is there a contractor involved in this survey? - SE
30.     Name of contractor – SE
31.     Cost of contract - SE
 
 
  
NOTE: Do NOT obligate money under contract until the survey has been approved.
SECTION V – SURVEY POPULATION: (The survey population is the best estimate of the number of all Officer, Enlisted, Civilian, and Retiree Personnel you intend to offer the survey to; this may not be the actual number that invitations are sent to). Contract employees may not be surveyed.
32.     Number of RegAF Officer Personnel? - SE
33.     Number of RegAF Enlisted Personnel? - SE
34.     Number of Air Force Reserve Officer Personnel? - SE
35.     Number of Air Force Reserve Enlisted Personnel? - SE
36.     Number of Air National Guard Officer Personnel? - SE
37.     Number of Air National Guard Enlisted Personnel? - SE
38.     Number of Civilian Personnel? - SE
39.     Number of Other Air Force Personnel? - SE
40.     Total population to be surveyed blocks 32-39 - this field will self-calculate
 
SECTION VI - SURVEY SAMPLE: (The survey sample is the best estimate of the number of Air Force Personnel who you intend to offer the survey to.  If you are only administering the survey to a sample of your population, these numbers will be smaller than the population numbers above.)  DO NOT survey contract employees per AFMAN 36-2664 para 5.11.2. "Contract and foreign national employees may not be surveyed, as they are considered members of the public."
41.     Describe the personnel you intend to sample; be as precise as possible. (For example, RegAF pilots with 4-6 years of service). - SE
42.     Describe how the results will be analyzed. (e.g. AFSC, gender, years of service, etc.) - SE
43.     Number of RegAF Officer Personnel? - SE
44.     Number of RegAF Enlisted Personnel? - SE
45.     Number of Air Force Reserve Officer Personnel? - SE
46.     Number of Air Force Reserve Enlisted Personnel? - SE
47.     Number of Air National Guard Officer Personnel? - SE
48.     Number of Air National Guard Enlisted Personnel? - SE
49.     Number of Civilian Personnel? - SE
50.     Number of Other Air Force Personnel? - SE
51.     Total population in survey sample 43-50 - this field will self-calculate
 
SECTION VII – Data Pull: (This request is not common; if you do NOT require a Data Pull complete Sections I-VI only).
52.     Are you requesting a data file from the Air Force Survey Office containing information on personnel you intend to survey? (This is not common)
          If yes, please continue, if not being requested, the application is complete. - SE
53.     What date is the data pull needed by the Action Officer? - SE
54.     Select required format of data pull. - SE
55.     Explain why the data pull is necessary. - SE
56.     What fields are being requested for the Data Pull? (e.g., e-mail address, pay grade, unit designator, base, MAJCOM,AFSC, gender, years of            service, etc.) - SE
57.     Please specify whether the data pull should include all personnel who fit the above description or if it should be a sample of those who fit that            description. If a sample, please provide details. - SE
58.     Are you requesting to receive any Personally Identifiable Information (PII)? - SE
 
SURVEY SPONSORSHIP ADVISORY: Please ensure compliance with the following guidance as applicable: 
In accordance with paragraph 5.6.4. Obtain approval on all survey requests from Headquarters Air Force functional authority (minimum
three-letter) prior to submission of Air Force Form 4453, Request for Air Force Survey Control Number.  The Air Force Survey office will not approve survey requests without this endorsement.
As the sponsor, you have agreed to maintain oversight of the project(s) to include ensuring the organization conducting this survey complies with all requirements identified below,
     A. Invitations to participate in the survey must include:
               1) The survey title as shown in box 4 of this application.
               2) AF Survey Control Number (SCN).
               3) The statement “completion of the survey is voluntary”.
               4) The statement “We cannot provide confidentiality to a participant regarding comments or statements
                    involving criminal activity or behavior that pose a threat to yourself or others”
               5) The statement “Do NOT discuss or comment on classified or operationally sensitive information".
               6) A link to the AF Portal Survey Office “List of Approved Surveys” 
                   https://www.my.af.mil/gcss-af/USAF/content valid
               7) The Action Officer’s official contact information (e.g., e-mail address, telephone number, etc.), as a point of
                   contact for questions about the survey.
               8) Identifying Sponsor information, to inform survey recipients under whose authority the survey is being
                   conducted.
               9) Ensure that if this survey requires any changes to survey tool or population, a request is submitted to the
                   Survey Office for review and approval prior to implementation in accordance with AFMAN 36-2664.
     B. Approval is exclusive to the Air Force community and does not constitute authority for administration to individuals
          from other federal agencies, military components (branch of services), etc. Surveys that include individuals from
          outside the Air Force community must be coordinated through either the Defense Manpower Data Center (DMDC)
          for surveys within OSD, or the DOD/ WHS/ESCD Information Management Division for surveys crossing other
          federal agencies or the public.
     C. Contract employees may not be surveyed.
     D. The organization conducting this survey is responsible to coordinate with Labor Relations and the Union. For
          surveys requiring Labor Relations and Union coordination, send a copy of the SCN approval letter and survey
          instrument to AFPC/DP3FS (AFPC/DPIEC DList) to: afpc.dpiec.dlist@us.af.mil
     E. The organization conducting this survey is responsible for insuring compliance with web management and usage
          requirements. Questions should be directed to SAF/A6 within requesting organization.
     F.  For information regarding digital certification of e-mails, refer to AFI 33-119, Air Force Messaging. Policy and
          information for Public Key Infrastructure (PKI) and Public Key Enabling (PKE) can be found at 
          https://afpki.lackland.af.mil/html/policy.cfm 
     G. The organization conducting this survey must ensure its Operations Security (OPSEC) manager reviews this
          survey prior to administration. References for the OPSEC Program include: DOD Directive 5205.02, DOD
          Operations Security Program; Joint Publication 3-13.3, Operations Security; AFPD 10-7, Air Force Information
          Operations; and AFI 10-701, Operations Security (OPSEC). It is the responsibility of the organization conducting
          this survey to ensure the data is collected and secured with the appropriate level of protection. 
     H. The public may request survey results under the provisions of the Freedom of Information Act (FOIA). Results
          released outside the Air Force require coordination with Air Force Public Affairs prior to dissemination. 
     I.   Data collected under this survey may be subject to the Privacy Act of 1974. The organization conducting this
          survey must ensure compliance with this act as set forth in Title 5 United States Code (USC), Sec 552a; Title 10
          USC, Sec 55 and 8013; Executive Order 9397; and Air Force Instruction 33-332, Privacy Act Program. 
     J.  Should the sponsor wish to know what this survey is costing the AF in man-hours take time to conduct this survey
          they may direct the Action Officer to request a cost analysis from the AF Survey Office before sponsoring the 
          survey. Direct request to the workflow box at af.surveys@us.af.mil . 
 
Your digital signature in block 14 provides your endorsement and concurrence of administration of the above referenced survey.
 
Questions should be directed to: 
AFPC/DSYS AF Survey Office 
af.surveys@us.af.mil 
DSN 665-2776 
Commercial (210) 565-2776          
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