
 HEADQUARTERS  
NEW JERSEY WING - CIVIL AIR PATROL 

UNITED STATES AIR FORCE AUXILIARY 
P.O. BOX 16099 

MCGUIRE AFB, NJ 08641-6099 
 

24 October 2006 
 
 

MEMORANDUM FOR:  NJ WING COMMANDERS AND STAFF 
 
FROM:  CC 
 
SUBJECT:  NJ Wing Procedure for administering AFIADL Courses 
 
1. All requests for enrollment in Air Force Institute of Advanced Distributive Learning (AFIADL) 

and USAF Professional Military Education (USAF PME) courses will be made through and 
approved by the NJ Wing Distance Learning Officer (ETPDL). 

 
2. To enroll a member in a course, unit commanders or their designees will send an e-mail to 

etpdl@njwg.cap.gov requesting AFIADL or USAF PME course enrollment for members of 
their units.  The e-mail will contain the following information: 

a. Course number and title 
b. Member's CAPID number 
c. Member's name 
d. Member's rank 
e. Member's mailing address including 9 digit ZIP code (ZIP+4) 
f. Member’s e-mail address 
 

3. To request a course exam, use AFIADL eCustomer Support desk, http://afiadl.custhelp.com.    
See attachment for exact procedure. 

 
4. All course exams for Senior Officer School (SOS), Air Command Staff College (ACSC), and 

Air War College (AWC) will be administered at NJ Wing HQ under the supervision of the NJ 
Wing Test Control Officer (TCO) or Alternate Test Control Officer (TCOA).  Student will be 
notified when the test is received.  It is the student’s responsibility to schedule a test date with 
the NJ Wing TCO or TCOA. 

 
5. The security procedures contained in CAPR 50-4 will be strictly adhered to. As designated in 

CAPR 50-4, each CAP unit commander will ensure positive control of testing materials to 
preclude compromise. They will appoint by letter a TCO and alternate TCOs for test security 
and administration. A sample appointment letter is attached.  These letters will be kept on file at 
the unit and a copy will be sent to NJ Wing ETPDL. 

 
6. To maintain the integrity of AFIADL tests, all tests will be supervised.  NO AFIADL test will 

be opened except in the presence of the person taking the test at the time the test is 
administered.  A test chain of control sheet will be attached to the envelope containing the test.  
An entry will be made on the chain of control sheet every time the test booklet is handled. 

 
7. Test takers should circle their answers in the test booklet so that, if the answer sheet is lost in 

transit, a new answer sheet can be filled out without the student having to retake the test. 



8. It is the responsibility of the TCO who administered the course exam to mail the completed 
answer sheet to AFIADL in the postage paid envelope that is included with the test package. 
DO NOT return the answer sheet to the NJ Wing ETPDL with the test booklet. 

 
9. Immediately upon completion of the test, the test booklet will be resealed in the original course 

exam envelope with test chain of control sheet attached to the outside of the envelope.  The 
sealed test booklet with the chain of control sheet shall be returned to NJ Wing TCO.  All 
scratch paper and worksheets will be collected and destroyed. 

 
10. The course enrollee shall fax or mail to the NJ Wing Distance Learning Officer a copy of the 

course completion card when it is received. 
 

 
 
 
 
 

 ROBERT J. MCCABE, Colonel, CAP 
 Commander 
 
 
 
cc: TCO 
 TCOA 
 
 
Attachments: 

1. Sample appointment letter  
2. AFIADL test request procedure 



(Unit Letterhead) 
 

(Date) 
 
MEMORANDUM FOR HQ NJ Wing/ETPT 
 
FROM: CC 
 
SUBJECT: Appointment of AFIADL Test Control Officer/Administrator for (CHARTER 
NUMBER) (Unit Name).  
 
1.  The following individuals are appointed as Test Control Officers/Test Administrators for the 
(unit), effective (date).  Please include only the names for the positions that are applicable to 
your unit. 
 
Test Control Officer (name) (rank) (telephone number) (email address) 
 
Alternate Test Control Officer (name) (rank) (telephone number) (email address) 
 
 
Test Administrator (name) (rank) (telephone number) (email address) 
 
Alternate Test Administrator (name) (rank) (telephone number) (email address) 
 
2.  All personnel have been briefed on The Air Force Institute for Advanced Distributed 
Learning testing policies and procedures.  This appointment is in accordance with CAPR 50-4 
and AFI 36-2201. 
 
3.  I ________________(signature of appointee) have been briefed on AFIADL testing policies 
and procedures. Include signature line for each person appointed. 
 
 
 
      
 (Commanders Signature) 
      
 (Commanders Signature Block) 
 
        
 
 



xxxxxxxxx 08641-6099-7
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