
Bellows AFS 
Special Function Agreement Process

STEP 1:
1. Make a Reservation for an area at Turtle Cove located on Bellows AFS
2. Complete the Special Function Agreement Form

1. Located on the Bellows AFS website under the Base Access Tab, then Special Function Forms Tab



STEP 2:
1. Submit the Special Functions Agreement Form to Security Forces at the Law 

Enforcement Desk located inside Reservations adjacent to the lobby.
• On Island Requests must be submitted in person.
• Off Island Requests call (808) 448-4916 for instructions.

NOTE:  Ensure emails are correct and 
legible so Security Forces can send 
you the DoD Safe Drop off Request 
for your guest list.



STEP 3:
1. Complete the Guest List Form located on the Bellows AFS website

• Select the Base Access Tab, then Special Functions Forms Tab, Scroll down and select the Guest List Form.

2. All sections must be filled out for background checks.
• Children 15 and younger, only add full name and date of birth to the list.
• Submit Guest Lists NO LATER THAN 5 Days prior to your event. 

• Lists submitted within the 5 days will not be approved.
• Include caterers, DJs, vendors, etc. to this list if they are a part of your event.

3. FOREIGN NATIONAL REQUESTS MUST BE SUBMITTED SEPARATELY.
• Directions are located under the Foreign Nationals Tab



STEP 4:
1. You should receive an email from Security Forces within 48hrs from completing STEP 2 for you to 

submit your completed Guest List.
• Will be from a NoReplyTo@mail.mil email address.
• DO NOT SEND GUEST LISTS or SFA’S FROM PERSONAL EMAIL DUE TO PII!!!

2. Upon receiving this email, click on the hyperlink to the DoD Safe website .
• It will look like the blue font and email below.

Click this link for DoD Safe

mailto:NoReplyTo@mail.mil


STEP 5:
1. Once you open the link in the email, it will take you to the DoD Safe Drop-Off screen.
2. Ensure the FROM is YOUR EMAIL
3. Ensure TO email is for: 18fssdet2bellows.sf@us.af.mil

• Click on green plus to add recipients.
• Name will be: Bellows SF

Your email will display here

Insert:  18fssdet2bellows.sf@us.af.mil

mailto:18fssdet2bellows.sf@us.af.mil


STEP 6:
1. In the bottom right of the screen, check the box next to: “Encrypt every file (REQUIRED FOR CUI, 

PII AND PHI)

2. In the Encryption Passphrase Box ENSURE YOU TYPE:   BellowsAFS
• Passphrase will be typed in both boxes and then select OK
• Passphrase is case sensitive so ensure it is typed out as shown above.

Encryption Box Location



STEP 7:
Upload your Guest List and/or SFA by doing one of the following: 

1. Dragging your saved Guest List/SFA file or

2. Click the tab: “Click to Add Files or Drag Them Here”

3. Once your Guest List/SFA are uploaded into the DoD Safe Drop Off page, check the box next to:

“Confirm that the files in this upload do NOT contain classified information……”

4. Once you check the box next to “Confirm that the files…” click Send Drop-off.

Check Box to confirm

Drag files to screen or click to add files.

Click Send Drop 
off when 

documents are 
loaded



STEP 8
1. Once all steps are completed you will be taken to the Drop-Off Completed screen.

2. Security Forces will send you an email of approval or disapproval once background checks are 
completed or if there are any issues with your documents.

QUESTIONS:
If you have questions or concerns, please contact:

Law Enforcement Desk:  (808) 448-4916
Email:  18fssdet2bellows.sf@us.af.mil
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