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Overview: The AQ Brain Book is a secure, web-based SharePoint application that facilitates AQ information sharing and collaboration.  This application provides a central location to share and synchronize information.  The AQ Brain Book SharePoint site can be accessed from any location that has an internet connection and a CAC-enabled computer.  It is located on the Air Force AQ SharePoint website here: https://cs2.eis.af.mil/sites/10263/dir/integration/aqbrainbook/default.aspx.
Intent: Improve strategic messaging to support Air Force Senior Leaders. In addition, this is an AQ repository of knowledge for reference use only.  The information provided, especially the placemats, will be the reference/source materials for any briefings that AQX puts together.  
Scope: The activities entered into the AQ Brain Book involve numerous offices: AQE, AQC, AQH, AQX, and AFSAC.  Some information is placed in a placemat format and other information stands alone.  
Organizational Responsibilities: The following offices and organizations are required to maintain and update this book’s entries:
· SAF/AQE – AQ strategic calendar
· SAF/AQC –  contracting information 
· SAF/AQH – acquisition workforce
· SAF/AQX – acquisition by the numbers, acquisition program performance, and congressional & strategic communication
· AFSAC – FMS portfolio footprint
Applications: The target audience is Air Force Senior Leaders, this data allows them to have a quick look repository of acquisition information.  
Data Fields
Operations Security (OPSEC) considerations – All personnel has a responsibility to identify and minimize actions which inadvertently provide an adversary timely indication of military action or access to critical information.  Consider both the sensitivity of the data and the potential impacts.  All materials are classified for Official Use Only (FOUO) Pre-Decisional.  
Required Data Fields:
1. A Table of Contents (TOC) outlines the placement of each product for ease of use.  

1. If your tab does not have a prescribed format.  Recommend your tab information is presented in a BBP format, document what you do, issues, risks, current status of your work, and way forward.  If you cannot accomplish your tab via BBP, be concise in the information you provide.  


1. Battle rhythms:
· For weekly updates: 
· Continue to send your emails to the AQ front office (no change from what you are currently doing) 
· Provide via the Air Force SharePoint site: https://cs2.eis.af.mil/sites/10263/dir/integration/aqbrainbook/default.aspx your product the last business day of every month NLT 0900 (if it falls on a non-duty day, provide it on the duty day prior)
· Provide 5 printed copies to the AQ Brain Book AO
· Update Table of Contents after you upload the version on this site (as of date)
· Do not archive documents in the site, only keep the latest product
· Archived products should be kept by the AO via the AQX share-drive
· For  monthly updates: 
· To baseline data pulls for products that are updated monthly, pull your data the 20th of every month (if it falls on a non-duty day, provide it on the duty day prior)
· Provide via the Air Force SharePoint site: https://cs2.eis.af.mil/sites/10263/dir/integration/aqbrainbook/default.aspx your product 7 business day after the data is pulled (approximately the 29th of every month) NLT 0900 (if it falls on a non-duty day, provide it on the duty day prior)
· Provide 5 printed copies to the AQ Brain Book AO on the same day you upload your data to SharePoint (approximately the 29th of every month)
· Update Table of Contents after you upload the version on this site (as of date)
· Do not archive documents in the site, only keep the latest product
· Archived products should be kept by the AO via the AQX share-drive
· For quarterly updates: 
· Provide via the Air Force SharePoint site: https://cs2.eis.af.mil/sites/10263/dir/integration/aqbrainbook/default.aspx your products the last business day of every quarter NLT 0900 (if it falls on a non-duty day, provide it on the duty day prior)
· Provide 5 printed copies to the AQ Brain Book AO
· Update Table of Contents after you upload the version on this site (as of date)
· Do not archive documents in the site, only keep the latest product
· Archived products should be kept by the AO via the AQX share-drive 
· For annual updates: 
· Provide via the Air Force SharePoint site: https://cs2.eis.af.mil/sites/10263/dir/integration/aqbrainbook/default.aspx your products the 29th of the month, 12 months after your last update NLT 0900 (if it falls on a non-duty day, provide it on the duty day prior)
· Provide 5 printed copies to the AQ Brain Book AO
· Update Table of Contents after you upload the version on this site (as of date)
· Do not archive documents in the site, only keep the latest product
· Archived products should be kept by the AO via the AQX share-drive

1. For version control purposes create an archive folder within your tab folder (via either one of the above links), name your versions Tab XX. Name_v1, archive the old version when you create a new version.

1. All products need to have the same information and in the same format: Source, as of date, POC name, office symbol, and phone number & Division Chief name, office symbol, and phone number.  In addition don’t forget to add a page number (i.e., 1 of 2).  Note: Since your info will be available for anyone with access to the AQ Brain Book, you may receive a call with questions.  Ensure whatever answer you provide has the seal of approval of your chain of command.  

1. All products need to have source(s) information clearly identified and within its tab (those need to be printed also)

1. Ensure your inputs are approved by your Division Chief or Deputy Division Chief

Questions:  For general questions regarding AQ Brain Book, contact Major Rebecca Logan, SAF/AQX, DSN: 260-0375 COMM: 571-256-0375.

