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Purpose
1.  The purpose of this guide is to provide essential information to enable officers to understand and participate in the Air Force Assignment System (AFAS).  The procedures in this guide apply to line officers, medical officers, OSI special agents, and chaplains, Lt Col and below.  Assignments for legal officers do not fall within the framework of this system.  This guide discusses significant assignment system procedures and describes the roles and responsibilities of officers, commander/T-ODP Reviewers, MAJCOMs, and AFPC officer assignment teams (OATs).  (Note:  For the purpose of this guide, the term MAJCOM also refers to OSD, JCS, SAF, Air Staff, DRUs, FOAs, and other joint agencies.  In addition, the term commander/T-ODP Reviewer is used throughout this guide to describe the individual who will provide assignment counseling to officers and assignment recommendations to AFPC.   See the "CC/T-ODP Reviewer" link for the definition and responsibilities of commander/T-ODP Reviewers.   Finally, the reader should become familiar with the acronyms and terms listed in Appendices A and B prior to proceeding). 
2.  Be advised, there are a variety of special assignments that utilize procedures unique to that program/assignment.  Examples include, but are not limited to:  the Air Force Intern Program (AFIP), AFROTC, Professional Military Education (PME), Air Force Institute of Technology (AFIT), Special Programs (Classified) Assignments, and the World Class Athlete Program.  Procedures for selecting and assigning officers for these programs can deviate from the procedures in this guide and will be described as needed via alternative means. 

3.  While this guide will be extremely helpful from a philosophical and procedural standpoint, readers are cautioned to remember that this is a guide only and does not take the place of, supersede, or overrule higher-level guidance and direction.  At all times, DoD and/or Air Force Instruction/policy take precedence over this guide.

 

 

 

 Philosophy 
1.  Assignment processes for Air Force officers have taken several different forms over time.  The overriding similarity between them is the balance that must be struck between Air Force requirements, officer professional development (OPD), and officer preferences.  In October 1998, our current system, known AFAS, was created to better meet the needs of today’s AF and our officer corps. 

2. Our current system recognizes that “the Air Force has requirements, people have preferences, and commander/T-ODP Reviewers are the bridge between the two.”  It mandates, rather than merely suggests, a cooperative effort between officers, commander/T-ODP Reviewers, and each AFPC OAT in the management of OPD and assignment counseling.  When proper coordination exists, and assignment matches are made according to Air Force requirements, OPD, and officer preferences, the Air Force will optimize its ability to place the right officers into the right jobs at the right time.  AF officers overwhelmingly support both the visibility of requirements and the ability to communicate with their assignment teams. 

The Process 
 1.  General:  Here is a pictorial look at the AFAS process: 
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2.     AFAS has three key features:  predictability, visibility, and the ability to provide input.  Each phase of the process reflects a key feature of AFAS:  
Phase I:  Establishing who is vulnerable to move:  The predictability feature of AFAS is evident in this phase.   The intent of designating an officer “vulnerable” for reassignment is to alert the officer that they can expect to be matched with an assignment in an upcoming assignment cycle.  Approximately 9 months out from PCS, the OAT will generate a web-based vulnerable mover list (VML).  This web-based VML will be accessible to commanders, requisition managers and MAJCOMs, indicating which officers the OAT projects as being vulnerable for reassignment.  A new VML will be generated for each assignment cycle. 

In general, officers on stabilized CONUS tours or overseas with a DEROS will be identified to coincide with the expiration of their tours or DEROS.  CONUS officers not on stabilized tours and overseas officers on an indefinite DEROS are eligible for assignment once they meet minimum time on station requirements, or have completed the normal prescribed overseas tour length, by the projected departure date (PDD) of the assignment.  The "Eligibility" link in this guide discusses exceptions to this time-on-station (TOS) goal based on AFSC manning levels, grade requirements, etc.  Officers should periodically review their OAT home pages on the AFPC website.  They can also communicate with their OAT to assess their potential assignment vulnerability.   

When the web-VML is published, MAJCOMs, in concert with commander/T-ODP Reviewers (as defined in the "CC/T-ODP Reviewer" link) will review their list and provide inputs to the OATs.  When the VML is approved by the OAT, MAJCOMs will work with commander/T-ODP Reviewers to notify these officers of their assignment vulnerability.    

Officers are given an Assignment Selection Date (ASD) once they have been validated as vulnerable for reassignment.  The ASD will ensure the officer’s assignment team coordinates on all personnel actions, e.g., retirements, separations, classification, that may impact the officer’s next assignment.  

Note:  Vulnerability does not indicate the officer has been matched to a specific assignment.  It is meant to be an “assignment alert” to notify the officer that they should seek assignment counseling and update their T-ODP  in preparation for a possible  assignment match.  Being vulnerable is not a guarantee the officer will be matched!  
Phase 2:  Determining Requirements:  The visibility feature of AFAS is evident in this phase.  After validating potential movers, commanders should identify authorized requirements needing to be filled by creating a requisition and coordinating it with their MAJCOMs.  Once the MAJCOM validates the requisition, the OAT will do a final validation and determine whether it is appropriate to provide it visibility on the Personnel Requirements Display.  

The Personnel Requirements Display (PRD) is a key component of AFAS and also provides visibility for Air Force requirements.  It is an information source that provides officers a planning tool that displays assignment opportunities around the world.    
The PRD is a two-part system that is accessed through the web-based Assignment Management System (AMS) on the AFPC home page.  



(1) Authorizations Listing:  It lists, by location, all unclassified officer authorized positions worldwide regardless of whether they’re open or filled.  It is essentially an electronic Air Force manpower document.  It is updated monthly to mirror the current manpower file and can be viewed at any time.  


(2)  Requirements Listing:  This portion of the PRD provides visibility to validated requirements that are projected to become vacant within a specific timeframe.  The list of requirements represents a projection of expected vacancies for a given cycle in the future, but it will not be all-inclusive.  Due to the planning timeline involved in the assignment process, some short-notice, direct-hire, and unique assignments may not receive visibility.  Similarly, some projected requirements made visible may not be filled if the status of the incumbent changes or if the requirement is filled locally rather than by way of a PCS.  This listing is available for view during the visibility window for each cycle only. 

Phase 3:  Assignment Match:   A key component of this phase is the officer’s the ability to provide input, another feature of AFAS.  Accessible through the web-based AMS, the Transitional Officer Development Plan (T-ODP) is a tool is used to document and express an officer’s personal assignment preferences.  It allows the officer to specify preferences (for example next duty, location, career broadening opportunities, etc.) and encourages communication of a realistic game plan for future development to the commander/T-ODP Reviewer and OAT. There is space available for the officer to provide a narrative.  He/She should use this space to outline any special concerns or explain in more detail their development goals.  It’s important to note, AFPC cannot see the T-ODP until the commander/T-ODP Reviewer saves and forwards it.
Losing commander/T-ODP Reviewers are “hard-wired” into AFAS to ensure they are involved in the assignment process.  Hence, officers cannot forward assignment preferences to AFPC without involving their commander/T-ODP Reviewer.  Furthermore, although officers are not required to submit a T-ODP until they are identified on the VML, officers are encouraged to complete and maintain a current T-ODP.  Officers should seek OPD guidance from their supervisors and commander/T-ODP Reviewer to help prepare and/or update their T-ODPs to reflect the information they would like the OAT to consider when making an assignment match.  Officers can use the Authorizations Listing and the Requirements Listing on the PRD to assist in this process.  Once complete, the commander/T-ODP Reviewer will forward the T-ODP to the OAT for assignment consideration.  

Note:  Officers do not have to wait until they are designated as vulnerable for reassignment to work with their commander/T-ODP Reviewer to receive assignment counseling and fill out their T-ODP.  

When the completed T-ODP is forwarded electronically to AFPC,  the Officer Assignment Team (OAT) comes into play.  The OAT consists of career field functional representatives--for example, rated officers manage rated assignments and medical officers manage medical assignments.  Just as the gaining commander and MAJCOM work with the OAT to write and validate requisitions, each officer and their losing commander/T-ODP Reviewer jointly communicate recommendations, preferences and special needs to the OAT.  The OAT then matches the requirements with the available pool of officers to balance Air Force needs, officer professional development (OPD), and officer preferences.  

Assignment matches are made mostly from the available pool of qualified officers on the VML for a specific assignment cycle and the validated requisitions received by the OAT.  OATs review and consider each officer’s T-ODP individually.  Additionally, the OAT also reviews all the requisitions for a specific level of duty and qualifications required.  A “best match” is made when the OAT determines that mission requirements, OPD, officer’s preferences and commander/T-ODP reviewer’s recommendation have all been factored in.  

When the assignment action is loaded, the commander/T-ODP Reviewer receives formal notification of the assignment via the Military Personnel Data System in the form of RIP.  The commander/T-ODP Reviewer will then perform the “official” assignment notification for their officer IAW AFI 36-2110. 

 

 Resource Management 
General Information:    
 1.  Today’s Air Force requires strict resource management to ensure that, despite the high operations tempo, mission degradation is minimized.  “Resource management” is the appropriate distribution of officer resources to enhance effective and sustained mission accomplishment, with the professional development of highly-qualified officers to meet future Air Force needs being an important outcome.  Officer resource management is a vital component of AFAS--it’s the ingredient that allows the Air Force to successfully meet its mission today and be prepared for the future.  The Air Force’s reliance on strict rules-based decision processes to select officers for hard-to-fill assignments has been in the past increasingly at odds with commander/T-ODP Reviewer desires for proper career direction for the officers they supervised.  Although AFAS cannot make these hard-to-fill assignments “disappear,” it does create a more responsive system that allows commander/T-ODP Reviewers, MAJCOMs, and AFPC to work more closely together to better manage Air Force resources.  
     a.  At the heart of resource management is teamwork between officers, commander/T-ODP Reviewers, MAJCOMs, and OATs in an effort to distribute the force to successfully meet the Air Force’s global mission requirements.  Sounds easy -- just match the faces to the spaces.  However, when one considers all the competing interests of Air Force requirements, appropriate career development, personal desires, and fair-sharing of “must fill” unpopular/arduous duties, it doesn’t take long to realize that resource management can quickly become a very complex, “juggling” act, even in career fields that enjoy healthy manning levels. 



 
b.  To complicate things even more, when a career field’s manning is not healthy, an officer’s “maneuvering room” in the assignment system becomes more restricted.  Why?  When the Air Force is undermanned and doesn’t have enough faces to fill all the spaces, it must prioritize its requirements and fill only those carrying the highest mission priority.  Not surprisingly, these tend to be the jobs in less popular locations, but at the “tip of the spear” where the Air Force projects its air and space power, presence and humanitarian capabilities, such as short overseas tours, and high OPS/PERSTEMPO missions.  Similarly, we must fill other important positions, such as training missions where it’s critical for the Air Force to maintain a team of high-quality instructors to train and ready the next generation of Air Force members.     


c.  Finally, it’s imperative that the Air Force manage officer assignments in such a way that officers are exposed to those types of duties and experiences that will increase their depth of knowledge in their primary career field and broaden their expertise to prepare them for subsequent, higher level positions.  For example, the Air Force does not have the ability to hire mid-level, experienced intelligence officers--it must grow its own.  It does so through appropriate officer professional development.  It should be noted that, in some career fields, where manning is limited, early to mid-level career progression can restrict an officer’s maneuverability in the assignment system.  Because of the huge front-end training investment, subsequent duties, both in and out of the specialty, must be orchestrated very carefully. It’s important to note the assignment system does not change Air Force needs or fix inventory or retention problems.  There will continue to be shortage skills, vacant positions, and assignments that some officers will perceive as undesirable.  In this regard, timing and the fair-sharing of duties amongst contemporaries are critical.  

 


Resource Management   
Principle Guidelines:  

a.  Career Specialty:  The Air Force associates all officers with a given career specialty (or AFSC).  Support and non-rated operations officers are given a Core AFSC--their primary specialty.  Rated officers are associated by their Major Weapons System (MWS) with a Rated Distribution and Training Management (RDTM) code.  Medical officers are aligned functionally, within each competitive category.  Due to the ever-increasing cost of training officers in a career specialty, and the requirement to build officers with depth and breadth of experience in their specialty, opportunities to cross-train to other specialties will be limited and always based on the needs of the Air Force.    


b.  Prioritization of Air Force Requirements and Available Inventory:  Ideally, the available population of officers within a given specialty should match the total requirements for that specialty.  In reality, however, the ideal is rarely realized due largely to force drawdowns, reduced accessions, etc.  Therefore, the Air Force must manage both surpluses and shortages.  Since the Air Force aims to fill valid requirements with eligible, qualified officers, prioritization of both requirements and inventory is needed, especially if requirements exceed the available inventory of qualified officers.  In order to manage all available resources and prioritize where they are needed most, the Air Force uses an “entitlements process.”  


c.  Entitlements:  The prioritization of requirements simply means, based on the available inventory, the Air Force must decide which of its requirements must be filled first and to what extent (i.e., 100%, 85%, etc.), and which requirements will go vacant or be filled with officers with similar or substitutable specialties.  This prioritization of requirements, balanced against the available inventory, determines the “entitlement,” or percentage, of positions that can be filled in each specialty.  As an example, the Air Staff might determine that combat coded cockpits or Specialized Undergraduate Pilot Training (SUPT) instructor billets must be filled to 100%, but the staff requirements for the particular specialty may, therefore, only be filled to 75% of total requirements.  This can restrict those locations, requiring officers to be placed into jobs with a higher prioritization while officers of a different specialty and different entitlement levels may be eligible for the full range of positions in their career field.  This can be explained in detail by the appropriate OAT.  The information below provides some general guidelines when considering the prioritization of requirements and available inventory.  



(1)  Air Force requirements are filled in order of priority.  The highest priority duties are those that meet the Air Force’s war-fighting requirements or are needed to train, sustain, and maintain war-fighting forces.  



(2)  Utilization of officers with specialized skills must be weighed.  The most efficient utilization of an officer with a highly-specialized skill must be a significant consideration.  Those skills usually correspond to the expenditure of scarce training resources.  These can include language capabilities, acquisition accreditation, and specialized educational backgrounds.  



(3)  Equity for filling less sought after assignments should be maintained to the maximum extent possible.  Whether selecting officers for assignment to an overseas “remote tour” location or a tour outside the mainline of their specialty, these issues must be carefully addressed.  However, qualification to perform the duties involved is the first consideration in the assignment system.  



(4) Inventory exceeds requirements.  In circumstances where inventory exceeds requirements, officers in specialties with surpluses may assist in covering shortfalls in other specialties.   An example is strategic airlift officers supporting SUPT instructor shortages or filling rated requirements on staffs.  Officers are limited in the number of tours served outside their specialty to ensure their long-term functional viability and allow other officers to pursue similar opportunities to broaden outside their specialty. 

  
 

Summary:   

The process of filling Air Force requirements with the best qualified officers is complex, especially when taking Air Force and gaining commander/T-ODP Reviewer needs, losing commander/T-ODP Reviewer recommendations, officer preferences,force development and assignment equity into account.  When shortages occur in a specialty, the balance must swing to filling the war-fighting needs of the Air Force.  In order for the process to work, officers and commander/T-ODP Reviewers must have the ability to make informed decisions.  AFPC relies on web technology to perform routine AFAS actions; however, OATs will always respond directly to questions about the specifics of assignments in a given career field if asked by an officer.  Officers may also contact their MAJCOM POC (or similar) assignments staff if necessary.  These calls should not be used as a substitute for, and should be preceded by, a discussion between the officer and his/her commander/T-ODP Reviewer.  AFPC will periodically conduct spread-the-word visits, provide additional guidance, and perform other similar services to ensure officers and commander/T-ODP Reviewers are fully informed.  The remaining portions of this guide provide more in-depth details on the internal workings of AFAS. 

 

Officer Responsibilities 

a.  Officer Professional Development (OPD):  Officers share responsibility for progression in their assigned career path.  The primary role of an officer is to perform to the best of his/her ability in the job they have now.  However, they must also ensure they further develop their abilities to serve in more challenging assignments as they progress up the career ladder.  It may prove helpful to consult various officer career paths and the OAT home pages on the AFAS home page before entering an assignment cycle.  Officers should have realistic, strategic thinking, and be flexible throughout this important process.  Despite the myths, in the vast majority of cases there are different paths to success, various next-best assignments, and no one “career-killer” assignment.  The primary yardstick for success is the measure of an officer’s performance over time.  Again, the most important duty assignment an officer will ever have is the one he/she is performing right now.  

b.     Communicate with commander/T-ODP Reviewers:  Officers must discuss career aspirations, formulate career plans, and explore assignment opportunities with their commander/T-ODP Reviewers.  Communication between commander/T-ODP Reviewers and officers is a highly critical component of AFAS.  Senior officers from specific career fields, supervisors, and OATs are also excellent sources of information and counsel.   


c.  Complete the T-ODP:  The T-ODP is an officer’s primary tool to communicate assignment preferences and special circumstances to his/her commander/T-ODP Reviewer and OAT.  It is incumbent upon each officer to have a T-ODP that accurately portrays his/her assignment preferences and future development goals.  It plays a critical role in the OAT’s ability to make informed assignment matches.  A T-ODP is not considered to be complete until it is reviewed and forwarded to AFPC by the officer’s commander/T-ODP Reviewer.  Officers are encouraged to communicate special circumstances to their commander/T-ODP Reviewers and OATs (special family requirements (e.g., school age children, hardship situations, etc.) to assist them in the matching process. Officers should have an updated T-ODP on file prior to being considered for an assignment.  If an officer does not have a T-ODP on file when identified as vulnerable for reassignment, the OAT will attempt to contact the member’s commander/T-ODP Reviewer.  However, the fact that an officer does not have a T-ODP on file will not prevent them from getting an assignment.  Although the Personnel Requirements Display is a helpful tool for completing the T-ODP, its use is not mandatory since the T-ODP is a “strategic plan” for the officer’s next best career move, not necessarily tied to a specific location or duty level. 

Commander/T-ODP Reviewer
 Responsibilities
a.     Definition of “commander/T-ODP Reviewer” for assignment purposes:  Commander/T-ODP Reviewer involvement at all levels is the linchpin of AFAS.  For assignment purposes, the “commander/T-ODP Reviewer” is normally the squadron, group, wing commander, or civilian equivalent closest to the officer in the chain-of-command.  However, this responsibility can also be performed by directors, division chiefs, etc., when an organizational chain-of-command does not fit the traditional commander/T-ODP Reviewer role.  Participation at this level is necessary for mentorship and to provide an on-going assessment from the person who knows the officer best.       

The level of commander/T-ODP Reviewer review was intentionally limited to ensure the T-ODP comes from the person who knows the officer best and has the greatest knowledge of the officer’s capabilities and goals.  In addition, the T-ODP Reviewer review level has been limited to ensure consistency and avoid unnecessary inflation in levels of endorsement.  Reminder:  The T-ODP is used for assignment purposes only.  It is not an OPR or a PRF, nor is it maintained in an officer’s permanent personnel records.  At the same time, the designated reviewer level is sufficiently flexible to accommodate all the unique organizational structures in the Air Force.  AFAS requires commander/T-ODP Reviewers to comment before the assignment action is made.  Generally, the reviewer level should be as follows:    



Level

Reviewer Level  



Wing/Base
Squadron Commander (unless the officer works directly for the Group or Wing Commander)  



Center/MAJCOM/Air Staff/
Division Chief or System Program Office Director 



NAF/FOA/DRU*

        



Joint Organizations*

AF Rep on the J-1 staff identifies “endorser” 







(Generally, “endorser” will be an Air Force officer.  Any request for exceptions will be considered on case-by-case basis.) 

*T-ODP reviewers may be delegated to a lower level than designated, upon HQ AFPC/DPAP approval.  
Specific directions on how to access and complete the T-ODP follow in Appendices C and D. 

b.     Gaining versus losing commander/T-ODP Reviewer:  Although a commander/T-ODP Reviewer performs different roles when gaining and when losing an officer, it must be understood that, in most cases, a commander/T-ODP Reviewer is simultaneously both a gaining and losing commander/T-ODP Reviewer.  When commander/T-ODP Reviewers receive an officer for assignment, they can trust that the officer comes with the endorsement of another commander/T-ODP Reviewer much like themselves.  The professional judgment, assessment, and recommendation of an officer’s commander/T-ODP Reviewer must be objective and frank because it is being used in critical assignment decisions.  Failure of a commander/T-ODP Reviewer to provide an objective assessment works to the detriment of the officer, the gaining unit, and the Air Force.  

c.      Initiating requirements:  The assignment process begins with a request from a requisition submitted to fill a valid manpower requirement.  Commander/T-ODP Reviewers should identify their requirements as early as possible consistent with established assignment cycle timelines.  Requisitions can be submitted for entitled backfills as officers are designated as vulnerable for reassignment.  The request is forwarded via the AMS to the MAJCOM for validation and subsequently to the appropriate AFPC OAT for approval and visibility on the PRD. Commanders should also communicate to the MAJCOM, the qualifications officers need to perform in that duty on the requisition.  OATs will use these required qualifications to find the officer who can best serve in that position.  Commander/T-ODP Reviewers should not wait until an assigned officer, who is vulnerable for reassignment, is selected to move to begin working backfill actions.  Undue delay may result in the position becoming temporarily vacant or “gapped.”  

d.     Mentors:  An inherent responsibility of leaders is to “grow” the next generation of leaders.  Commander/T-ODP Reviewers must know their people and accept personal responsibility for them and their professional development.  Commander/T-ODP Reviewers counsel their officers, work with them to determine well-defined goals, and ensure they receive realistic feedback.  Commander/T-ODP Reviewers should discuss performance, potential, and OPD plans with their officers early and often, with an emphasis on their next assignment options.  Assignment philosophy should be discussed and every officer must understand his/her role in OPD.  Using a three-pillar approach to professional development (depth, breadth, and leadership), commander/T-ODP Reviewers should help officers develop a balance of technical expertise, staff experience, and command.  Commander/T-ODP Reviewers should also encourage their officers to “bloom where they’re planted.”  Built into the AFAS is the requirement that commander/T-ODP Reviewers provide mentorship to their officers before the assignment process begins.    

e.     Completing the T-ODP:  A key portion of the T-ODP is reserved for the commander/T-ODP Reviewer to make assignment recommendations/comments to the OAT.  Ideally, the officer and commander/T-ODP Reviewer will agree on the next best step for the officer, but the commander/T-ODP Reviewer’s comments and recommendations should be their own and do not have to agree with those of the officer.  An officer’s OAT will normally not consider a T-ODP complete without a commander/T-ODP Reviewer’s concurrence and/or comments.  However, failure to do so by the commander/T-ODP Reviewer will not preclude the officer from being matched for an assignment. These commander/T-ODP Reviewer comments, once submitted to AFPC, will be visible to the officer as well.  See "PME & Special Programs" link for exceptions.  Refer to Appendix D for more detail on how to fill out a T-ODP. 


f.  Dialogue with MAJCOMs and AFPC OATs:  Some commander/T-ODP Reviewers will lead officers from a variety of differing career fields.  An ongoing dialogue with MAJCOMs and AFPC OATs provides a ready resource and sounding board for assignment and OPD recommendations.  The AFAS home page can assist commander/T-ODP Reviewers in fulfilling their OPD role. 


g.  Notification of assignment vulnerability/assignment action:  Commanders/T-ODP Reviewers should notify an assigned officer when they are identified as vulnerable to move in an upcoming assignment cycle.  This process takes place during the requirements determination phase of the assignment cycle.  Commander/T-ODP Reviewers should initiate a dialogue with the officer to discuss completion or update of the officer’s T-ODP.  Upon completing their coordination and recommendation on the officer’s T-ODP, the commander/T-ODP Reviewer will save and forward the completed T-ODP to AFPC. After the assignment has been tentatively matched, the OAT will send the losing commander an assignment declination notification email.  The purpose of this email is to determine if the officer intends to accept or decline the projected assignment.  The commander must discuss the assignment with the officer, complete the indorsement on the email and send the response back to the OAT by the suspense date.  If the officer intends to accept the assignment, the OAT will load the assignment in MilPDS.  When the assignment has flowed, the losing commander  is responsible for accomplishing the officer’s “official” notification of the assignment action upon receipt of the formal assignment RIP IAW AFI 36-2110.  Timely “official” notification of officers selected for reassignment is critical.  The objective is to provide the maximum lead-time possible for officers to prepare for their next assignment.  Furthermore, it helps to avoid temporary vacancies in a gaining unit should the assignment need to be canceled for any reason (e.g., 7-day option, humanitarian/EFMP, hardship, etc.), and avoid unnecessary short-notice assignment selections for officers and their families.  See "Glossary" (Appendix B), “assignment notification” for more detail on assignment notification procedures.  
h.     Group Commanders:  The group commander’s role is also vital to the success of AFAS.  Their responsibilities include:


 
(1)  Be informed of the status of the process and that of their assigned officers.  

(2)  Objectively assess the qualifications and professional qualities of officers under their command, when required.  

(3)  Assist squadron commander/T-ODP Reviewer in mentoring and discussing assignment options with their officers.

(4)  Provide senior-level oversight.  In the event a commander/T-ODP Reviewer disagrees with an assignment action, challenges or formal reclama actions should be reviewed at the group commander level (0-6 or civilian equivalent level).  Prior to submission of a formal reclama to the MAJCOM or OAT for decision, group commanders should disapprove those challenges found to be without merit or inappropriate to the circumstances involved.

MAJCOM Responsibilities 

a.  MAJCOMs serve as a key resource for educating and counseling officers and commander/T-ODP Reviewers on their roles in the assignment process.  


b.  MAJCOMs should develop plans to allocate officers and remain within entitlement levels.  In light of these entitlement levels, they will work with gaining commanders to identify, validate  requisitions, and prioritize them.  Upon completion, the MAJCOM will forward those requisitions  to AFPC for approval and posting on the PRD.  Timely submission of requisitions is essential to maintain proper visibility and lead time associated with established assignment cycles.  MAJCOMs must help ensure commanders do not wait until their officers are selected for assignment to begin the backfill process.    


c.  MAJCOMs must consider how planned force structure changes, reorganizations, and drawdown programs affect requirement lead time.  MAJCOMs must inform OATs of pending authorization change requests and reorganizations long before the changes consummate on the manpower books.  Failure to properly coordinate future requirements may result in positions remaining vacant for a period of time.  


d.  AFPC will review the Vulnerable Mover List of officers identified as vulnerable for reassignment in a specific upcoming cycles.  MAJCOMs will review reclamas sumbitted on the web-based VML and will work with commanders/T-ODP reviewers and OATs to validate and/or evaluate officers on the VML. 

 
e.  MAJCOMs advise officers and commanders on assignment system developments. 

AFPC Responsibilities 
a.     AFPC OATs are comprised of officers that are members of the career fields they manage.  Each team is led by a branch chief who has been a squadron commander or held another critical high-level position within their career field.  The intent is to have the team led by someone who has a well-developed awareness and perspective of the career field.  This composition of functional expertise is intended to ensure each team understands and shares officers’ concerns and can provide informed advice and counsel in concert with the assignment process.  


b.  OATs exercise overall assignment authority for filling valid requirements.  However, general officers, wing commanders/equivalents retain direct-hire authority to select from a pool of eligible officers for specific types of duties.  Those officers not meeting minimum PCS eligibility requirements as outlined in DoD Directive 1315.7 and AFI 36-2110 must have proper waivers coordinated and approved.  

c.  OATs will educate and counsel officers and commander/T-ODP Reviewers on the role each plays in OPD and the assignment process, and will answer questions regarding OPD and the appropriateness of prospective assignments for career progression.  


d. OATs will work with MAJCOMs to monitor and maintain manning levels.  They will validate requisition submissions against manpower authorizations and entitlements to ensure projected manning supports the request.  If an entitlement exists, the OAT will give the requirement visibility by posting it on the PRD.  (Refer to "No-Visibility Exceptions" link in this guide.)  


e.  AFPC will publish and maintain the AFPC assignment home page, OAT home pages, and the Personnel Requirements Display.  Officers can access their AFPC officer assignment team via phone, letter, fax, email, or the AFPC assignment home page.  The local MPF or Personnel Agency can provide capability and access requirements.  See Appendix C for hints on navigating the worldwide web.  


f.  Based on tour completion status, time on station, and overseas vulnerability, AFPC will generate a web-based VML of officers identified as vulnerable for assignment in the upcoming assignment cycles.  After receiving inputs from commanders, and MAJCOMs, AFPC will finalize the VML and establish an Assignment Selection Date for each officer identified.
 


g.    AFPC will inform the MAJCOMs of assignment system developments.  


h.    OATs will match officers to valid requirements and finalize assignment actions.  In general, most requirements will be visible for 30 days.  Upon expiration of the 30-day visibility portion of the assignment cycle, the OAT will compare all valid requirements against the T-ODPs of officers vulnerable to move in the applicable time frames.  The OAT will then select officers for reassignment according to the requirements, OPD, and officer preferences.  After considering commander comments and the officers preferences, OATs will assign the most eligible, qualified officer relative to AF needs and OPD.  Once this selection is complete, OATs will send an email to affected commander/T-ODP Reviewers (gaining and losing), with a courtesy copy to the gaining and losing MAJCOMs notifying them of the assignment match action.  See "Appendix F" for an example of the email.  This email will precede formal assignment instructions and does not constitute the formal assignment notification referred to in AFI 36-2110.  


i.  Officer assignment teams will aggressively market the Follow-on/Home-basing (FO/HB) Program to all officers who express a preference for or are otherwise matched for a short unaccompanied tour.  OATs will counsel officers that they may choose a location, a level, and/or a job type for a FO/HB assignment.  Officers will be counseled on their specific options and entitlements for a FO or HB assignment at their initial relocation briefing at the MPF.  The MPF will submit the officer’s request to AFPC for consideration.  Upon receipt of a formal application for a FO/HB assignment, the assignment team will:  1) validate their ability to support officer’s preferences using the worldwide manning average for that AFSC; and, if the request can be supported, 2) forward validated FO/HB requests to the appropriate MAJCOM(s) for coordination.  This is an opportunity for the MAJCOMs to inform the OAT of any force structure changes that may preclude the requested FO/HB assignment.  Upon receipt of positive MAJCOM coordination, AFPC will then load the follow-on assignment.  Although an officer will be projected to a specific position, the officer may later be diverted to another position at the follow-on location based upon local requirements.  Reminder:  Although OATs will provide wide consideration for follow-on/home-basing requests, approval is not guaranteed.  Valid authorizations must exist at the FO/HB location.  For more information on FO/HB assignments, refer to AFI 36-2110. 

 

Managing Requirements 

This is the process of predicting which officers will move and which positions will realistically be filled.  The premise behind requirements management is that visibility should be provided for these positions, enabling both officers and commander/T-ODP Reviewers to better plan for the future.  This requires a close partnership between Air Staff, MAJCOM staffs, gaining units, and OATs.  



(1)  Air Force Functional Managers:  Some Air Force specialties have functional managers who provide prioritization plans that clearly identify an organization’s entitlement to fill requirements.  They also establish career field professional development guidance.  Other officers may receive guidance from MAJCOMs and still others take direction from their OAT.  



(2)  Officer Assignment Teams (OATs):   OATs identify officers who they forecast as vulnerable to PCS during each assignment cycle via the VML  They also provide feedback to officers and their commander/T-ODP Reviewers on proper OPD considerations relative to an officer’s availability to move, skills within his/her career field and the career field dynamics.  OATs then identify which of those officers are qualified to fill the prioritized requisitions as validated by the MAJCOM and gaining commander.  The OAT has insight into the resources available and the overall Air Force requirements, both current and future.  This big picture view puts them in the best position to match officers to the right requirements.  The assignment team consolidates all assignment considerations, including officer preferences and commander/T-ODP Reviewer recommendations, to conduct the assignment match process while fair-sharing remote or similarly less popular assignments.   



(3)  MAJCOM:  MAJCOM staffs, in concert with gaining commanders, determine which requirements fall under a resource’s entitled and prioritized list of positions.  They perform the first validity assessment for requisitions submitted by commanders.  Their role in validating requirements is critical in the accurate assignment match process conducted by AFPC.  Once OATs determine which officers they project as being vulnerable for reassignment, MAJCOMs are also key in working with the losing commander/T-ODP Reviewer to determine if there are extenuating circumstances that may preclude the reassignment of the officer.  For example, the officer may have submitted paperwork to retire or separate, or the officer was selected to fill a local vacant position.  MAJCOMs also play a key role in notifying officers of their vulnerability for an assignment. 

 

 Assignment Timing
AFAS uses a systematic framework that lends structure and predictability to the assignments process.  This framework consists of clearly defined cycles during which requirements will be validated, requirements will be visible, and assignments will be matched.  OATs will simultaneously create a pool of officers they forecast as moving in each assignment cycle and identify those requirements needing fills. This pooling of resources and requirements offers OATs the maximum opportunity to meet Air Force mission requirements, provide maximum visibility, and give full consideration to commander/T-ODP Reviewer OPD recommendations and officer preferences.
 

            

  

    (1)  Structure:  Assignments will normally be worked at least 7 months in advance.  OATs will fill requirements within designated quarterly assignment time frames structured as follows:

3-CYCLE TIMELINE
	CYCLE
	INITIAL VML
	FIELD RECLAMA VML
	FINALVML POSTED/ LAST DAY TO SUBMIT REQS
	PRD VISIBILITY WINDOW
	T-ODP DUE DATES
	AFPC  MATCHES ASGMTS
	RNLTD

	SPRING
	19 JUL
	19 JUL -
2 AUG
	5 AUG
	9 AUG -
22 SEP
	8 SEP
	SEP -
OCT
	FEB -MAY

	SUMMER
	10 NOV
	10 - 23 NOV
	26 NOV
	3 DEC -
15 JAN
	2 JAN
	JAN - 
MAR
	JUN - SEP

	FALL
	24 MAR
	24 MAR -
6 APR
	8 APR
	13 APR -
27 MAY
	11 MAY
	MAY -  
JUL
	OCT - JAN




(2)  Requirements Determination:  Approximately 7-10 months from the report no later than date (RNLTD), MAJCOMs (in concert with gaining commander) prioritize projected vacancies within their entitlements and submit requisitions for those requirements to AFPC.  AFPC initiates the selection process by generating a VML of officers projected as being vulnerable for assignment in an upcoming cycle.  Commanders and MAJCOMs will validate the VML and inform the affected officers of their vulnerability (not AFPC).  The goal is to identify officers in sufficient numbers to meet the projected requirements.  Officers identified as vulnerable, but not reassigned in the next assignment cycle must be ready to be reassigned in the subsequent assignment cycle.  This will also keep officers informed and greatly diminishes the possibility of an assignment coming as a “bolt out of the blue.”   

        Upon validation of the VML, AFPC will establish an “ASD” for each officer.  Generally, officers will be eligible for reassignment in the CONUS if they will accrue 36 month time on station (TOS) by the pending departure date.  Officers are eligible to fill overseas assignments from the CONUS at 24 months TOS.  Actual vulnerability will vary by AFSC.  Officers serving overseas will normally serve their complete tours and should be reassigned in accordance with established timelines.  Once notified of assignment vulnerability, commander/T-ODP Reviewers should begin career counseling and officers should submit an updated T-ODP. 

 

(3)  Visibility:  Once they are identified, validated, and submitted, requirements will be considered for visibility.  The Requirements Listing is visible to officers through the web-based AMS.  Again, the list of vacancies shown on the Requirements Listing represents a projection of expected requirements, but it will not be all-inclusive.  Due to the planning timeline involved in the assignment process, some short-notice, direct-hire, and unique assignments may not receive visibility.  Similarly, some projected requirements made visible may not be filled if the status of the incumbent changes or if the requirement is filled locally rather than by way of a PCS. 

 

(4)  Assignment Match:  OATs will assess the T-ODPs of officers vulnerable to move against requirements.  OATs will sort the pool of available officers according to their qualifications and preferences, Air Force needs, and commander/T-ODP Reviewer recommendations.  The OATs will match officers with the requirements and finalize assignment actions.  If an officer is matched to an assignment that considerably deviates from what the commander/T-ODP Reviewer recommended, the OAT will contact the commander/T-ODP Reviewer.  To the greatest extent possible, OATs will assign officers to positions for which they have indicated a preference over those officers that do not. 

  

(5) Reporting Date:  AFPC will make assignments with RNLTDs during a given cycle.  For officers returning from overseas, they will be considered for assignments with report dates that fall within the applicable reporting cycle as outlined in the AFAS timeline chart above.
 
 AFSC Restrictions   
1.  Identifying restrictions that exist in various specialties.  AFPC OATs strive to provide guidance that is as specific as possible.  Officers should access their applicable OAT home page for career field-specific updates.  Valuable guidance can also be found on the Officer Career Path Guide at http://afpc.randolph.af.mil/ofcr-cpguide.  Officer career path information can also be obtained directly from MAJCOM assignment POCs or the appropriate OAT.  Officers should review available information pertaining to their specialty prior to career counseling with their commander/T-ODP Reviewers and before completing their T-ODP.  

2.  Officers who have special skills.  Certain officers whose skills are critical to a specialty will often be restricted to assignments requiring those skills.  Examples might be language skills or special security clearances, or maintenance officers with special types of munitions experience.  When these circumstances occur, MAJCOMs and OATs will be actively involved in determining the utilization of the affected officers.
 

  

“No-Visibility” Exceptions 
The PRD contains all validated line/chaplain/medical officer, Lt Col and below, requirements with the exception of the following:  



(1) “Direct-Hire” billets:  These are field grade squadron commanders, deputy group commanders, “B” prefix positions in operations squadrons (both rated and non-rated ops only), wing chiefs of safety, and general officers’ personal staffs (aides and executive officers).  Waivers/curtailments/exceptions must be processed when selected officers do not meet PCS eligibility requirements.  



(2) High-level billets:  These include the following key positions:  Presidential/Vice Presidential personal staffs, Military Assistants and Protocol in OSD/JCS (Chairman/Vice), and joint organization Aide-de-Camps.  Most of these billets are competed between the Military Services and the hiring agency will conduct interviews.  



(3)  HQ AFPC/DPAX (Special Programs Division) “Classified” assignments:  These assignments are nominative in nature (see "General Guidelines" in this guide).  The gaining organization, in conjunction with HQ AFPC/DPAX, will identify candidates for consideration/selection.  



(4)  Internal and base realignments:  These realignments are limited to moves within the same duty location and AFPC has final approval authority for both.  All assignments, whether local or via PCS, require HQ AFPC approval in advance.  



(a)  Internal Realignments:  Internal realignments consist of movement on the same geographical installation and within the same MAJCOM and within the same organization and generally, under the same senior rater.  If an officer is selected for an internal realignment, the assignment request can be generated at base level through the Personnel Data System.  This action will flow through the MAJCOM to AFPC for final coordination and approval.  Examples:  1)  An officer moving from the MAJCOM DP staff to the XP staff; 2)  An officer moving from the objective NAF Air Operations Squadron to the NAF Headquarters.   




(b) Base Realignments:  Base realignments, which are permissible under AFAS, include movement from outside the immediate organization (i.e., from the wing to the Numbered Air Force/MAJCOM Headquarters, or vice versa).  Base realignments also include any movement from an Air Force organization to a Joint/Non-Air Force organization (Caution:  such moves are considered outside the scope of the immediate organization and frequently require additional selection procedures, to include formal assignment assessments).  If an officer is selected for a base realignment, the base must first coordinate the requested assignment action through the MAJCOM to AFPC via requisition for validation and approval.  Example:  An officer moving from the Civil Engineer Squadron to the MAJCOM CE staff (or vice versa).   



(5) Follow-on/Home-basing (FO/HB) Assignments:  Requests for FO/HB assignments will be processed using a comparison of projected unit manning against the worldwide manning average for that career field.  
Keep in mind, a valid vacancy must exist in order to work such an assignment action.  



(6)  “By Name Requests” (BNR):  Gaining commanders may request to consider a specific officer when their requisitions  are submitted to AFPC.  These requests will be evaluated along with other pertinent factors, to include officers’ overseas vulnerability, OPD, qualifications, preferences, commander/T-ODP Reviewers’ recommendations, other potential candidates, and other requirements, etc..  The OAT may post the requisition on the Requirements Listing and consider other candidates.  However, in instances where selection of the requested officer is clearly in the best interest of the Air Force, the OAT may select the officer for the assignment without giving the requisition visibility.  Keep in mind that BNRs are only requests, and do not carry the weight of a direct hire request.  For specific BNR submission rules of engagement, refer to the "AFAS Commander's Supplement" section on BNRs.


(7) Short-Notice Fills:  Although commanders and MAJCOMs are expected to submit requisitions with sufficient lead-time to prevent vacancies, unexpected losses will occur.  In order to minimize the impact of a short-notice loss, these short-notice requisitions can be filled without posting them on the PRD.  Ideally, requisitions should receive maximum visibility.  Therefore, this provision will be limited to unforeseen, short-notice situations only.  If the OAT determines the situation could have reasonably been avoided by the losing organization, the OAT has the authority to hold the requisition until the next visibility cycle.  

Eligibility
Basic eligibility for reassignment is 36 months time on station (TOS) by the pending departure date for moves CONUS to CONUS, and 24 months TOS for moves CONUS to overseas.  In most cases, officers will be identified as “vulnerable for reassignment” prior to meeting these TOS minimums (up to 10 months in advance).  Although these represent the minimum requirements, unique career field dynamics drive eligibility differences among Air Force specialties.  As a result of force structure changes, the drawdown, AFSC mergers/consolidations, and manning shortages in certain grades, 3 years TOS by the pending departure date may, at times, be unattainable.  Waivers must be sought in the event career field manning and requirements obligate an OAT to dip beneath these minimums and they should be used by exception.  Note:  Officers are encouraged to read their OAT home pages and maintain a dialogue with their OATs to stay apprised of their career field news.   

Retainability and ADSCs
Normally, officers must have sufficient retainability (obligated military service time), or be able to obtain the period of retainability needed, to serve in a prospective assignment.  There will be unique cases when an officer does not possess sufficient retainability, but due to Air Force needs, he/she will be sent on assignment to serve a portion of the normal tour.  For details on retainability, see AFI 36-2110.  Officers will incur additional Active Duty Service Commitments (ADSC) in conjunction with every funded assignment (no additional ADSC is incurred for no-cost or low-cost PCSs) and some required training associated with assignments.  ADSCs incurred are effective on the date arrived station (DAS) for CONUS-to-CONUS, overseas-to-CONUS, and overseas-to-overseas assignments.  For CONUS-to-overseas and overseas-to-overseas involving travel through the CONUS, the effective date used is the date departed the CONUS.  The length of the ADSC differs depending on the ADSC-incurring event, but generally, PCS ADSCs are as follows:  



ADSC Incurring Event

Length of ADSC** 



PCS CONUS to CONUS

24 Months 



PCS CONUS to Overseas*

Equal to DEROS 



PCS Overseas to CONUS

12 Months 



PCS Overseas to Overseas*

Equal to DEROS 

 For additional information regarding ADSCs, refer to AFI 36-2107. 

* ADSC is adjusted to equal new DEROS when extending or curtailing tours 
** Required training, PCS schools, and other circumstances may increase associated ADSC – see AFI 36-2107. 
Visibility and the 
Personnel Requirements Display

The Personnel Requirements Display (PRD) is the mechanism that provides visibility to Air Force authorizations and requirements.  It consists of the Authorizations Listing and the Requirements Listing.  Generally, requirements will be posted on the Requirements Listing, but there are some special circumstances where visibility is not appropriate, nor required.  Both portions of the PRD are accessible through the AFPC officer assignment’s home page.  Officers can use the PRD to assist in preparing their T-ODPs.  See Appendix C for tips for using the PRD.  

a.     Authorizations Listing:  This section of the PRD displays the Air Force worldwide officer authorizations.  This is intended to provide a view of the different types of assignments available, by specialty and grade, throughout the Air Force.  Officers and commander/T-ODP Reviewers can use this tool to complete T-ODPs as well as in conducting long-term career planning.  Each entry on the Authorizations Listing will reflect the position’s authorized AFSC, rank, unit, location, MAJCOM, and tour type.  This Authorizations Listing will be updated monthly to reflect the latest manpower changes.  Here is an example of the Authorizations Listing:  
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b.  Requirements Listing:  This section is designed to assist officers who’ve been identified as vulnerable for reassignment.  It differs from the Authorizations Listing in that it displays a best forecast of projected vacancies that AFPC expects to fill during a specific timeframe.  It is not a guaranteed list of requirements but rather a fairly accurate display of possible openings. It further differs from the Authorizations Listing in that it includes specific qualifications required for each position in the remarks section, the tour type and the corresponding generic duty title.  Examples of generic duty titles will include “MAJCOM Staff Officer” or “Joint Logistics Officer.”  These descriptive titles are not intended to represent the specific duty title that will appear on an officer’s performance reports.  If there are two or more positions that share the same generic duty title at the same location, e.g. 38M (Manpower) MAJCOM Staff Officer at Langley, only one entry may be visible on the Requirements Listing.  Here is an example of the Requirements Listing:
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c.  Entitlements and Visibility:  Please note that AFPC will only post and fill requirements for which there are entitlements.  Since some AFSCs within the officer force are not consistently manned at 100%, MAJCOMs must prioritize their requirements and only submit those that can be supported by respective AFSC worldwide manning.  Exceptions:  overseas short tours that are dependent restricted, joint duty positions, air staff positions, operational/training flying jobs, and “classified” special program requirements are generally filled at 100%.  

d. “No-Visibility” Exceptions:  The PRD contains all validated line/chaplain/medical officer, Lt Col and below, requirements with the exception of "No-Visibility Exceptions" (see related link in this guide). 


e.  PRD Summary:  When officers are identified as vulnerable for assignment, they should contact their commander/T-ODP Reviewer to discuss assignment options and update their T-ODPs as necessary.  The PRD is a valuable, although not mandatory, tool officers can refer to when completing their T-ODPs.  The Authorizations Listing is updated monthly while the Requirements Listing will be updated quarterly.  Officers should keep in mind that some requirements will never be posted on the Requirements Listing and some requirements that are posted may not be filled.  Bottom line:  Officers should utilize this tool to gain awareness of their worldwide opportunities and where there is anticipated movement, understanding that they may also expand the preferences listed on their T-ODP to other unlisted locations and positions.  

Transitional-Officer Development Plan (T-ODP) 

 
a.  Definition: The T-ODP is the link in the system between the officer, the commander/T-ODP Reviewer, the Development Team (DT) and his/her OAT.  This is the primary tool whereby the fundamentals of officer professional development (OPD) are addressed.  Officers and commander/T-ODP Reviewers use the T-ODP to communicate to AFPC the member’s preferences and the commander/T-ODP Reviewer’s perspective relative to the officer’s next “best” assignment.  The T-ODP allows an officer to be as specific or as general as he/she wishes about preferences while providing an opportunity to include a narrative description of any special needs or desires the officer may want to have considered in the assignment match process.  


b.  Role in the Assignment Process:  When an officer’s preferences change or once an officer is identified as vulnerable for assignment in an upcoming assignment cycle, the officer should work with his/her commander/T-ODP Reviewer to complete or update a T-ODP as necessary.  After the visibility phase of an assignment selection action, OATs will review the T-ODPs of officers identified as vulnerable to move, consider officer preferences and special circumstances, and assess OPD, commander/T-ODP Reviewer, and DT comments. The OAT will use this information along with information related to career field dynamics and the requirements of the gaining organization in order to select the right officer for assignment to a valid Air Force requirement.     

c.      How to access the T-ODP on the Worldwide Web:  The majority of officers in the Air Force have access to the Internet’s worldwide web.  The best way to access the T-ODP is through the Assignment Management System Web (AMS Web), found under the AFPC officer assignment home page (www.afpc.randolph.af.mil).  Officers must establish a “log in and password”  (online) for this access.  When registering, officers should have available their date of birth, MAJCOM, duty phone, and total active federal military service date.   The officer will be given a password that is used to prevent unauthorized access to his/her personal information.  Commander/T-ODP Reviewers must also obtain access to this system to coordinate on the T-ODPs of their officers.  Specific instructions on gaining access can be found at Appendix C.  Officers with this access must complete and transmit their T-ODPs via the AMS Web.  OATs use inputs on the T-ODP in matching assignments, so it’s important to ensure the most accurate and timely data is available to them.  Officers without access to the WWW should contact their OAT, or call the AFPC Call Center at DSN: 665-2949, Commercial: (210) 565-2949, or Toll Free 1 (800) 558-1404 if they are having trouble contacting their OATs.  AFPC will continue to do everything they can to make the assignment processing of these individuals as smooth as possible.  

d.  Timing:  Commander/T-ODP Reviewers will play a key role in the initial submission of T-ODPs.  Although officers can submit T-ODPs at any time, T-ODPs will only be considered for officers being actively worked for reassignment.  Generally, officers serving in a CONUS or overseas long tour should not complete a T-ODP until they’ve completed 12 months time on station.  This will allow the officer and commander/T-ODP Reviewer time to get to know one another and still allow the officer ample time to be considered for the next assignment.  Officers should work closely with their commander/T-ODP Reviewers to ensure their OAT has their updated T-ODP NLT the suspense date on the AFAS Timeline for the cycle they are being considered for reassignment.  Officers beginning short tours should initiate a T-ODP in conjunction with their initial feedback with their commander/T-ODP Reviewers.  If the officer does not work directly for the commander/T-ODP Reviewer and has an intermediate supervisor, the officer should still use the initial feedback as the starting point to make an appointment with his/her commander/T-ODP Reviewer.  Once an officer has a complete T-ODP on file at AFPC, there should be minimal adjustments to that T-ODP until the officer is matched with an assignment.  

e.     Required Coordination and Commander/T-ODP Reviewer Involvement:  The T-ODP is a cooperative communication from an officer and his/her commander/T-ODP Reviewer to the AFPC OAT.  Therefore, a T-ODP is not considered complete until both the officer’s and commander/T-ODP Reviewer’s comments are on-file at AFPC.  The officer initiates the T-ODP by  filling in his/her assignment preferences and narrative comments and forwards the updates to the commander/T-ODP Reviewer.  Once this is done, the commander/T-ODP Reviewer will be alerted the next time he/she signs onto the AMS home page that he/she has a T-ODP that requires coordination.  Once the commander/T-ODP Reviewer has finished making comments, he/she can forward the T-ODP to AFPC.  Exception:  See "PME and Special Programs" link for officers who submit their T-ODPs directly to their AFPC OATs.  

f.  Disposition:  T-ODPs will be used for assignment processing only.  One copy used to match an officer with an assignment will be maintained at AFPC in the officer’s assignment folder as a source document for the applicable assignment action, but it will not be maintained in the officer’s promotion selection folder or Master Personnel Record.  

g.  Access to the T-ODP:  Officers can view their current T-ODP at any time.  OATs and MAJCOMs can view the T-ODP only after coordination by the commander/T-ODP Reviewer is completed.  The officer’s current commander/T-ODP Reviewer can also view the T-ODP after the officer has submitted it for commander/T-ODP Reviewer endorsement.  Other commander/T-ODP Reviewers and Military Personnel Flights cannot view officers’ T-ODPs. 

 

.  

 
Assignment Match Process  
General Guidelines:   
Assignment selection generally takes place during the three assignment cycles listed under the "Assignment Timing" link in this guide.   Once requirements have been validated and prioritized, AFPC OATs will review the T-ODPs of the officers eligible to move in the current cycle.  The OAT will then proceed to select officers for assignments based on those requirements.  Once the selection process is complete, the OAT will notify, via email, the gaining and losing commander, with a courtesy copy to the gaining and losing MAJCOMs.  Commanders will, in turn, notify their officers of the pending assignment actions. Officers not selected in the current cycle will remain vulnerable for reassignment.  Requirements that remain unfilled after the assignment match is complete will be filled by the OATs, using the most eligible/qualified assignment procedures listed in the "Most Eligible/Qualified" link in this guide.  


a.  Nominative Agencies:  Officers desiring a joint assignment can indicate their preference on their T-ODP, but the assignment selection process differs from normal procedures.  Joint agencies (except JCS) will receive one name for their positions (joint and non-joint).  For JCS only, two candidates will be forwarded to the organization for final selection.  Records of officers being considered for JDAL (Joint Duty Assignment List) positions will be assessed prior to nomination to ensure quality compliance IAW the Goldwater-Nichols Act of 1986.  For nominative positions, the gaining organization accepts the nomination or declines with appropriate justification.  A nominee can only be declined if they do not meet the requirements needed to perform the job.  If the gaining unit declines a qualified officer submitted by the OAT, the position will go unfilled and subsequent support for fill action is at the discretion of the appropriate AFPC Assignment Division Chief, unless the commander or MAJCOM sufficiently justifies the declination.  The gaining organization has 10-15 working days (as specified upon nomination) to consider a nominated officer. The officers forwarded for consideration will not be considered for other requirements during this nomination period.  After the 10-15 working days, if the gaining organization has not responded, the officer may be removed from consideration  for the position.    


b.  Career Broadening/Special Duty Assignments:  Officers must be formally released by their OAT to compete for career broadening and/or special duty assignments.  Officers who are interested in these duties should consult their OAT home page for the latest policy concerning releasability for these assignments, or contact their OAT directly.  Interested officers should list their career broadening/special duty preferences on their T-ODPs and gain release from their OATs to receive consideration for this type of assignment.  However, for some career broadening/special duty assignments the selection process is more extensive.  Some are nominative in nature, require applications, and involve central selection boards.  Examples include, but are not limited to:  the Air Force Intern Program, AFROTC instructor, Professional Military Education (PME) instructor, assignments, Air Force Institute of Technology, and the World Class Athlete program.  In some programs, officer candidates may be blocked from further assignment consideration for the entire time it takes to consider their applications.  Procedures for these assignments/programs are announced on an as-needed basis.  


c. Humanitarian/Exceptional Family Member Program (EFMP) actions:  Humanitarian/EFMP cases are not processed under normal AFAS procedures.  See AFI 36-2110 for more information on these programs or contact the MPF, Customer Service Element.  


d.  Classified Special Programs:  HQ AFPC/DPAX (“classified” assignments) is the AF/DP focal point for selected Special Access Required (SAR) programs.  They provide streamlined management in manning Priority 1-1 and other selected, highly classified units with both qualified and appropriately cleared AF military personnel.  These assignments are nominative in nature and the gaining organization, in conjunction with HQ AFPC/DPAX, identifies eligible candidates for consideration/selection to fill requirements.  Officers interested in consideration for these assignments should contact HQ AFPC/DPAX (DSN: 665-2427/Commercial: 210-565-2427).  


e. Commander Positions:  Officers who desire a command opportunity can indicate this desire on their T-ODPs.  However, as with other selectively staffed positions, further application requirements may be involved.  Field grade commander positions do not require visibility on the PRD based on their “direct hire” status (see "No-Visibility Exceptions").  For the majority of functional communities, AFPC and/or MAJCOMs hold centralized boards to select their commander candidates.  Specific board requirements are announced on an as-needed basis.  Once a board has met and the results become public, hiring authorities submit their top choices for each command position and a bid process ensues.  If MAJCOMs cannot resolve the bidding amongst themselves, AFPC OATs will resolve any standing conflicts, in close coordination with applicable functional senior leadership, and work the final assignments. 

 
Most Eligible/Qualified Procedures
There will always be duties or locations for which no qualified or eligible officer lists a preference.  These still must be filled.  In order to balance mission requirements with officer preferences, AFPC officer assignment teams will use an equitable selection process based on factors which stratify qualifications and eligibility in order to identify officers to fill these requirements.  

a.  Eligibility:   



(1)  In general, CONUS officers, not on a stabilized tour and overseas officers on an indefinite DEROS, are eligible for assignment selection as the most eligible/qualified if they the meet minimum TOS requirements, or overseas tour length, by the projected departure date (PDD) of the assignment.  As noted in the "Eligibility", there are exceptions to TOS requirements based on the AFSC, manning levels, grade requirements, etc.  Officers should periodically review their OAT home pages and communicate with their AFPC OATs to assess potential assignment vulnerability.  When at all possible, OATs will work with the MAJCOMs and commander/T-ODP Reviewers to ensure officers are aware of their vulnerability for assignment.  See "The AFAS Process" for general OAT/MAJCOM/Commander coordination for establishing vulnerability listings.  



(2)  Officers completing minimum and maximum stabilized tours and overseas officers with a DEROS, are eligible for reassignment as the most eligible/qualified.  However, the Projected Departure Date (PDD) of the assignment must coincide with the expiration of their controlled tour/DEROS.    

Note:  It is possible that some members may be moved before meeting the eligibility criteria outlined above due to the unique demographics/dynamics of certain critical skills/career fields.  These will be affected by waiver/exception policies currently in place.  (For further waiver/exception policies reference AFI 36-2110).  


b.  Most Eligible/Qualified Selection Criteria:  


(1)  For CONUS Assignment:  When selecting an officer to fill a CONUS requirement, a listing of eligible, qualified officers for that specific assignment is prioritized using date arrived station (DAS) as the starting point.  Although there are several selection factors considered for identifying an officer to fill a CONUS requirement, OATs will generally start with a TOS consideration then work to account for required qualifications, officer professional development, and commander/T-ODP Reviewer recommendations to the greatest extent possible.  The needs of the Air Force will remain the prime objective.  



(2)  For Overseas Long Tour:  The principal selection factor for an overseas long tour assignment is whether or not a qualified officer has had an overseas tour.  Eligible, qualified officers who've never been overseas are prioritized at the "top of the list" by the overseas duty selection date (ODSD) (if no overseas tour, ODSD is equal to the total active federal military service date (TAFMSD)).  Following that prioritization is a listing of eligible, qualified officers who have been overseas (long or short), prioritized by their respective ODSD.  In the event of a tie, the list is prioritized further by DAS.  Note:  ODSD may be adjusted based on overseas TDY credit.  ODSDs for prior service officers are based upon their total active military service not just total commissioned service.  


(3)  For Overseas Short Tour:  There are several selection factors considered for identifying the officer most eligible/qualified for an overseas short-tour assignment to include:  whether or not an officer has ever been overseas; ODSDs and short-tour return dates (STRDs); and the number of short tours credited.  Eligible, qualified officers, who've never been overseas (long or short) are prioritized at the "top of the list" by ODSD (if no overseas tour, the ODSD is equal to the TAFMSD), then DAS.  Following that prioritization is a listing of qualified, eligible officers who have had previous long, but no previous short tours, prioritized by their respective ODSD, then DAS.  Finally, if needed, a list of those eligible, qualified officers with the fewest number of previous short tours is prioritized by STRD, then DAS.  Note:  ODSD and STRD may be adjusted based on overseas TDY credit.  ODSDs and STRDs for prior enlisted officers are based upon their total active military service not just total commissioned service. 
 

Mandatory Mover Procedures 
Overseas Returnees and Maximum Stabilized Tours:  Overseas returnees and CONUS officers serving maximum stabilized tours must move upon completion of their tours.  Therefore, it is easier for officers, commander/T-ODP Reviewers and OATs to predict during which assignment time frame these officers will receive assignments.  Accordingly, these officers should get an early start preparing for their next assignment--they should talk to their supervisors, commander/T-ODP Reviewers, MAJCOMs, and/or AFPC OATs and update or submit their T-ODPs as necessary.  Overseas officers will be processed for reassignment based on which of the three options outlined below they elect under the DEROS Forecasting System (DFS).  CONUS officers on maximum stabilized tours may elect options 1 or 2 below.  Option 3 only applies overseas.  


a.  Option 1:  Maintain Original DEROS/Maximum Tour Completion Date.  Officers can maintain their original DEROS/tour completion date and be considered for assignment match for requirements coinciding with that date in accordance with established 90-day RNLTD cycles.  


b.  Option 2:  Request a DEROS/Maximum Controlled Tour Extension.    


(1)  Normal extension requests are initiated 12 months from DEROS (long tour) or 9 months from DEROS (short tour), and 12 months from tour expiration for maximum stabilized tours.  OATs will only consider incremental extensions, or short-notice extensions if the officer’s commander and MAJCOM concur.  DEROS/stabilized tour extensions are normally voluntary.  Exceptions would include:  to meet critical operational requirements, to align an officer’s DEROS/stabilized tour to attend training/education or match a date of separation (DOS), to support deactivation/base closure, or for quality control reasons.  All DEROS/maximum stabilized tour extensions require OAT approval.  

(2)  Officers serving on DEROS extensions will enter a cycle for assignment selection that coincides with their new DEROS unless Air Force and career field dynamics dictate otherwise.  If necessary, officers may be curtailed back to their original DEROS to fill a valid Air Force requirement.  


c.  Option 3:  Choose an Indefinite DEROS.  With the exception of those serving in Joint Duty Assignment Listing positions, officers may elect to establish an indefinite DEROS 12 months prior to DEROS (long tour) or 9 months prior to DEROS (short tour).  Officers assigned to long tour locations in Alaska and Hawaii will have their DEROS automatically changed to indefinite at the time their DEROS Election Option or DEROS Forecast RIP is produced.  These members have the following options:  1.  Confirm and accept the indefinite DEROS with their commander’s concurrence; 2. Request reinstatement of the original DEROS; or 3. Elect any other option reflected on the RIP.  Officers with indefinite DEROS dates should note they remain eligible for assignment selection, should Air Force needs dictate their reassignment, for requirements with RNLTDs at any time after completion of their initial tour overseas.  Note:  MAJCOMs and commanders have the option of requesting a DEROS be established for an officer in the best interests of the Air Force.  OATs can also establish a DEROS for an officer and serve as final approval authority for all indefinite DEROS requests. 
 Join Spouse Procedures
1.   Join spouse policy has not changed under the AFAS (see AFI 36-2110, Attachment 8).  Assignment of military couples will continue to be based on needs of the Air Force, the equitable distribution of assignments within and outside the CONUS, and the opportunity for continued professional development of each officer.  The Air Force remains committed to keeping military couples together to the greatest extent possible.  

2.  The existence of a military spouse is a key factor OATs will use to make informed assignment matches.  Since each officer is expected to serve in his or her own right, there are some important steps that must be taken by the affected officers and their OATs.  First, officers must maintain a dialogue with their respective OATs.  In that dialogue, officers should be willing to consider various OPD and assignment options.  By tailoring their T-ODPs to align locations relative to both OPD and the desire to remain together, officers will increase the OATs’ ability to create assignment matches that will meet the needs of both the Air Force and the military couple involved.  In all cases, whether the officer is married to another officer or an enlisted member, the OATs will coordinate with the spouse’s assignment team before making assignment matches.  Although OATs will work with officers having spouses belonging to other services, those assignments will pose more of a challenge.  There are no guarantees join spouse assignments will be possible each and every time, but good communication and flexibility between the officers and their OATs will help military couples fulfill their obligations as service members while minimizing time away from their spouses.  It’s important to remember that in order for a join spouse assignment to be accomplished there must be a valid requirement for each member to fill at the location selected. 

 Short-notice Requirements
For mission-essential requirements requiring backfill due to compelling, unprojected reasons (i.e., tragedy, humanitarian reassignments, individuals relieved of duty, etc.) where the RNLTD is 120 days or less, the following procedures apply:  

a.     MAJCOMs will review all requests from commanders/hiring authorities for short-notice fill action and will forward appropriately justified requests to AFPC.  OAT branch chiefs will immediately validate or return all short-notice fill requests submitted by the MAJCOMs.  


b.  If valid, OATs will not post the requirement on the PRD but will fill the request with the most eligible/qualified officer, establish an assignment selection date for the officer (if the officer does not already have one), notify the commander and finalize the assignment action.  


c.  To aid in the notification process for short-notice officer assignments, and for any other assignment actions OATs deem appropriate, AFPC will send simultaneous “official” assignment notification instructions via message to the officer’s commander, MAJCOM, and servicing MPF, using the template at Appendix F.  This will eliminate the time previously required for MPFs to forward assignment instructions to commander/T-ODP Reviewers, thereby allowing commander/T-ODP Reviewers to immediately notify their officers “officially” of their assignment (see Appendix B, “Assignment Notification,” for further details on assignment notification procedures). 

 PME Outplacement & Special Programs
1.  Professional Military Education Outplacement:   ISS and SSS students will complete an assignment T-ODP and must forward them directly to their OATs.  OATs will, in turn, work with their functional leadership in selecting students for subsequent assignments.    

2.  Special T-ODP Submissions:  The unique organization of certain assignment programs precludes the clear appointment of a “T-ODP Reviewer” for T-ODP purposes.  Officers participating in the following programs will, like officers in ISS and SSS, be given required to submit their T-ODPs directly to their OATs:  Air Force Intern Program, Air Force Institute of Technology, and Exchange Officers.  Other programs will be considered for direct T-ODP submission on a case-by-case basis. 
 Appendix A:  Acronym Listing 
AAC
Assignment Availability Code

ADSC
Active Duty Service Commitment 

ADSCD
Active Duty Service Commitment Date 

AFAS
Air Force Assignment System 

AFI
Air Force Instruction 

AFIP
Air Force Intern Program 

AFIT
Air Force Institute of Technology 

AFP
Air Force Pamphlet 

AFPC
Air Force Personnel Center 

AFSC
Air Force Specialty Code 

ALFA
ALO, LIFT, FAC, AETC (See Glossary) 

ALO
Air Liaison Officer 

AMS
Assignment Management System 

AO
Assignment Officer 

AOS
Air Operations Squadron 

ASAP
As Soon as Possible 

ASD
Assignment Selection Date 

BALO
Brigade Air Liaison Officer 

CIP
Commander Involvement Program 

CONUS
Continental United States 

COT
Consecutive Overseas Tour 

DAS
Date Arrived Station 

DEROS
Date Eligible for Return from Overseas 

DFS
DEROS Forecasting System 

DOA
Date of Availability 

DoD
Department of Defense 

DOS
Date of Separation 

DP
Director of Personnel 

DRU
Direct Reporting Unit 

EFMP
Exceptional Family Member Program 

FAC
Forward Air Controller 

FAIP
First Assignment Instructor Pilot 

FOA
Field Operating Agency 

FO/HB
Follow-on/Home-basing 

FTU
Flying Training Unit 

GCIP
Gaining Commander Involvement Program 

GSU
Geographically Separated Unit 

IAW
In Accordance With 

IFF
Introduction to Fighter Fundamentals 

IPCOT
In-Place Consecutive Overseas Tour 

JAS
Job Advertising Systems 

JCS
Joint Chiefs of Staff 

JDAL
Joint Duty Assignment List 

LCIP
Losing Commander Involvement Program 

LIFT
Lead-In Fighter Training 

MAJCOM
Major Command 

MPF
Military Personnel Flight 

MWS
Major Weapon System 

NAF
Numbered Air Force 

NLT
Not Later Than 

OAT
Officer Assignment Team 

ODSD
Overseas Duty Selection Date 

OPD
Officer Professional Development 

OSD
Office of the Secretary of Defense 

PCA
Permanent Change of Assignment 

PCS
Permanent Change of Station 

PDD
Projected Departure Date 

PDS
Personnel Data System 

PME
Professional Military Education 

PRD
Personnel Requirements Display 

POC
Point of Contact 

PW
Preference Worksheet (REPLACED by T-ODP
RDTM
Rated Distribution and Training Management 

RIP
Report on Individual Personnel 

RNLTD
Report Not Later Than Date 

ROE
Rules of Engagement 

ROTC
Reserve Officer Training Corps 

STRD
Short Tour Return Date 

SUPT
Specialized Undergraduate Pilot Training 

SURF
Single Unit Retrieval Form 

TALO
Tactical Air Liaison Officer 

TAFMSD
Total Active Federal Military Service Date 

TAS
Tactical Air Support 

TDY
Temporary Duty 

T-ODP  
Transitional Officer Development Plan (REPLACED PW)

TOS
Time on Station 

UIF
Unfavorable Information File 

WWW
Worldwide Web 

XP
Director of Plans/Operations 

 Appendix B: Glossary
Accompanied Tour:  Any tour of overseas duty served with command-sponsored dependents.  

ALFA:  This is an overarching term used by the rated community to represent a multitude of assignment options.  Most fighter and some bomber pilots serve at least one ALFA tour.  Initially, ALFA referenced assignments in the following categories:  ALO - Air Liaison Officers; LIFT - Lead-In Fighter Training; FAC - Forward Air Controller; and AETC - Air Education and Training Command.  Since then, LIFT has been replaced with IFF (Introduction to Fighter Fundamentals).  Rated OATs consider different assignment options for ALFA credit on a case-by-case basis.  
Assignment Availability Codes (AAC):  There are many reasons for assignment deferment. In some instances, deferments are granted to preclude a member’s PCS while their suitability to remain on active duty is evaluated or during a period of observation or rehabilitation.  Sometimes a deferment period is required to process or complete an action, recognize a temporary PCS ineligibility condition, or other circumstance of a temporary nature.  The most common reasons for deferment are identified by assignment availability codes.  See AFI 36-2110 Table 11 for a complete listing of these codes.  When a previously granted deferment causes significant assignment inequities, then waiver of the deferment may be considered depending on the reason the officer was granted a deferment.  To preclude assignment inequities or situations where a previously approved deferment must subsequently be waived, the Air Force must carefully manage the use of assignment deferments.  

Assignment Notification:  Commanders accomplish “official assignment notification” by requiring their officers to sign the PCS notification report on individual personnel (RIP) or the assignment notification message from AFPC, acknowledging receipt and understanding of assignment instructions/associated ADSC(s) incurred (if applicable).  AFI 36-2110 requires commanders to officially notify officers selected for reassignment within 7 calendar days after receipt of the PCS notification RIP or assignment notification message.  For officers who are TDY or on leave, the commander notifies the officer and indicates the date the officer was contacted and advised of the assignment instructions/ADSC(s) incurred.  This time is reduced to 3 calendar days if the report not later than date (RNLTD) is within 90 days of notification.  Additionally, MAJCOMs, MPFs and AFPC OATs may assist in advising officers of their assignment selection status; however, this should not be misconstrued as “official assignment notification,” nor should it occur prior to notification of appropriate officials in the member’s chain of command.  

Assignment Selection Date (ASD):  The date the OAT decides a member is officially selected for an assignment or identified as vulnerable for reassignment.  
Authorizations Listing:  The portion of the Personnel Requirements Display that lists, by location, all positions across the Air Force within each AFSC as reflected on the AF manpower files.  
Consecutive Overseas Tour (COT):  A new overseas tour that starts after completing a previous overseas tour without an intervening assignment within the continental United States.  
Date Arrived Station (DAS):  The date the member arrived at the current duty station.  (In the event of “low cost or no cost” move, generally defined as a PCS costing the government $500 or less, the DAS is not adjusted from the date arrived the initial duty station).  

Development Teams:  Senior leaders from the functional community, MAJCOMs, and AFPC.  DTs will provide a developmental vector as an input to assignment teams and provide feedback to commanders and officers on their expressed development plans. 

In-Place Consecutive Overseas Tour (IPCOT):  A new overseas tour that starts after completing a previous overseas tour without an intervening assignment within the continental United States and without a change in permanent duty station.  
Mandatory Movers:  Members who MUST MOVE due to base closure, completion of or elimination from training, completion of a CONUS maximum stabilized tour, completion of an overseas tour with established DEROS, unit move, completion of a joint tour, or being surplus on base/installation.  
Maximum Stabilized Tours:  Members are assigned to an organization for a maximum, specified period of time--and upon completion of the tour, the member MUST MOVE.  
Minimum Stabilized Tours:  Members assigned to an organization for a minimum, specified period of time.   Under AFAS, this does not mean automatic movement upon tour completion; rather, the officer will be placed in a pool of officers eligible to move upon completion of the tour, consistent with his/her vulnerability.  

Non-Air Force Activities:  Office of the Secretary of Defense, organizations of the Joint Chiefs of Staff, Department of State, White House staff and aides, National Guard Bureau, miscellaneous boards and committees, and so forth, with which Air Force members are performing duty.  

Overseas Duty Selection Date (ODSD):  The date returned from the last overseas (long or short) tour.  If no overseas (long or short) tour, the ODSD equals the member’s total active federal military service date (TAFMSD).  Note:  ODSD may be adjusted based on overseas TDY credit.  
Overseas Long Tour:  Generally described as a tour where both an accompanied tour length is authorized and the unaccompanied tour length is 18 months or more.  

Overseas Short Tour:  Generally described as a tour where no accompanied tour is authorized, or where both the accompanied tour length is 24 months and the unaccompanied tour is less than 18 months.  

Personnel Requirements Display (PRD):  It is an information source that provides officers with an assignment planning tool which displays assignment opportunities around the world.  It is a two-part system (Authorizations Listing and Requirements Listing) that can be accessed through the AFPC assignments home page on the worldwide web.  

PRD (Requirements Listing):  This portion of the PRD was derived from the Electronic Bulletin Board concept.  It provides visibility to requirements that are projected to open within the upcoming assignment cycle.  This file will be updated and available for view on the WWW as outlined in "Visibility and the PRD" section.  
Retainability:  Obligated Military Service.  
Short Tour Return Date (STRD):  The date returned from the last overseas short tour.  If no overseas short tour, the STRD equals the member’s total active federal military service date (TAFMSD).  Note:  STRD may be adjusted based on overseas TDY credit.  

Stabilized Tour:  An Air Force duty assignment with a prescribed tour length (see minimum/maximum controlled tours).  Organizations are granted stabilized tours based on a unique mission need for stability.  Units authorized stabilized tours require assigned officers to be in place for the full period of the tour to ensure mission accomplishment.  Officers assigned to stabilized duty billets should be prepared to serve the entire prescribed tour length, since early departure will either impair the unit’s mission or call into question the unit’s need for stabilized tour status. 

Transitional Officer Development Plan: The key document officers use to  make their personal assignment preferences and future development goals known.  It is also the document used for the T-ODP Reviewer to make recommendations for next duty and future development.  The form is used by the Development Teams and OATs to determine future development and to match assignments.
 

Appendix C:  Using AMS 
The Air Force Assignment System will utilize the technology provided by the worldwide web more than any previous assignment system.  AFPC already has a well-established home page at www.afpc.randolph.af.mil.  From that home page, officers can access the AFPC assignment home page and from there, the Assignment Management System (AMS) Web.  The Assignment Management System Web provides a variety of assignment information sources to allow officers to keep abreast of assignment news provided by their AFPC officer assignment team and other tools for assignment processing.    

1.  What assignment information is available?  
-Personnel Requirements Display: 
The Personnel Requirements Display is a view of both the worldwide Air Force authorizations (by rank and AFSC) as well as the Air Force requirements projected to be filled in the upcoming assignment cycle.  

-AFPC OFFICER ASSIGNMENT TEAM HOME PAGES: 
Each team will employ a separate home page to keep officers in their AFSC apprised of the latest assignment information and procedures that affect their career field.  Topics will vary and may include listings of assignment officers in each OAT, special duty policies, and officer vulnerability information.  They will be updated on an as-needed basis.  Before an officer can access their personal information on the Assignment Management System Web, he/she will default to his/her team’s home page.  Officers are highly encouraged to read these pages.  

-Transitional Officer Development Plan (T-ODP): 
One of the most important tools of AFAS is the T-ODP.  This is the tool officers and their commander/T-ODP Reviewers use to communicate their preferences and recommendations for the officers’ next assignment.  AFPC OATs will use completed T-ODPs to make informed assignment matches that strongly consider future development.  There will only be one T-ODP on file in the system at any given time.  This is accessible to OATs, MAJCOMs, the officer and the officer’s commander/T-ODP Reviewer.  When officers update their T-ODPs, once their commander/T-ODP Reviewers complete their comments and forwards the T-ODP to AFPC, the old T-ODP will be superseded. 

-AIR FORCE ASSIGNMENT SYSTEM GUIDE: 
This AFAS Guide is designed to provide essential information about the Air Force Assignment System.  It discusses significant assignment system procedures and describes roles and responsibilities of the officers, commander/T-ODP Reviewers, MAJCOM assignments and functional staffs, and AFPC officer assignment teams.  
-PERSONNEL INFORMATION: 
Officers can pull up their most up-to-date personnel information to include but not limited to their educational background and current duty information.  
2.  How is the Assignment Home Page on the Worldwide Web (WWW) used?  

To use the AHP, Internet connectivity with a WWW browser capability is required.  Local computer support personnel can help get Internet connectivity with a WWW browser.  It is also possible for officers to access the AHP from their homes.  To use the AHP from home, a computer with a modem is needed, as well as the purchase of an Internet service with a WWW browser capability.  The browser must support Secure Socket Layer, like the latest versions of Microsoft Internet Explorer and Netscape Navigator (the Air Force does not endorse any specific Internet service provider). Organizations should work with their Base Network Control Center (BNCC) for additional information about accessing the Internet.    

After getting set up for Internet connectivity with a WWW browser, users need to enter the following WWW address in the field that is titled “Location” or “URL” and press the enter key.  





https://afas.afpc.randolph.af.mil  

3.  What is the Assignment Management System (AMS) Web?  
The Assignment Management System (AMS) is an interactive web-based system supporting assignment programs.  Through AMS, commander/T-ODP Reviewers, MAJCOMs, OATs, and members in the field can manage T-ODPs, Requisitions, and the other documents essential to the AFAS system.  Users can also gain situational awareness by using AMS’s many assignment-related tools, such as the PRD.    

4.  How do officers get access to personnel information, the PRD and the T-ODP?  

You may access AMS web by selecting “AMS Login” from the Assignments Home Page listed above or navigating your web browser to https://afas.afpc.randolph.af.mil/amsweb/master.cfm.  If you do not remember if you have an account or not, please email the help desk at contact.center@randolph.af.mil.  They can tell you for sure and work with you to get access to AMS.  If you are sure that you do not have an account, an account can be created on line from the login screen.  To begin the account creation process, simply insert your social security or tax id number into the appropriately marked box and select “Login”.  The information you will need to create an account on AMS is as follows; Date of Birth, Total Active Federal Military Service Date, Major Command, and E-mail address.  If you already have an account, to login please enter your social security number and password and select “Login”.  

All users of AMS start with member access.  This is the access needed by all officers to use AFAS.  There will be some users that will need additional access to perform their roles under AFAS.  These higher levels of access may be requested through AMS by selecting “Account Info/Request Higher Access” from the Main Menu, then selecting “Request Higher Access or Extension”.  The most requested access levels such as Commander and MAJCOM can be requested through this screen.  If you do not find the level of access that you are looking for, please email the help desk at contact.center@randolph.af.mil to see if AMS can accommodate you.  

Once in the AMS Web, the officer can access his/her personnel information, or go into officer assignments.  If the officer clicks the button for officer assignments, he/she will get to the menu which allows access to the Personnel Requirements Display and the T-ODP.    
5.  How does an officer manipulate the PRD?  

To access the PRD, please select “Officer Assignments” from the main menu.  A new cycle will open with the your assignment team’s home page so that you may look at career field specific information before looking through the PRD.  To return to AMS please close that cycle by clicking on the X in the upper right hand corner.  Depending on the size of your monitor and settings in your web browser, the cycle may fill up the entire screen, but once you close this cycle the AMS cycle should then be visible again.  There will be a button to access the Authorizations Listing and one to access the Requirements Listing.  By mouse clicking on the appropriate buttons of interest for rank, AFSC, location and MAJCOM, officers can tailor the search of the Authorizations Listing and Requirements Listing on the PRD to suit their needs.  Because of the large number of opportunities available in the Air Force, an officer must select at least one rank from the drop down box and either an AFSC, MAJCOM, State/Country, or Location.  The Authorizations Listing will have AFSCs only while the Requirements Listing will also have generic duty titles that an officer can use to tailor their search.  If a Captain in the intelligence career field wanted to view the worldwide authorizations for his/her AFSC, he/she would select rank “Captain”; AFSC “14N - Intelligence”; and “All” for both base and MAJCOM.  After making those selections, he/she would press “Search” and the sorted request will appear.  The officer would do similarly to search the Requirements Listing.  

6.  How does an officer access his/her T-ODP?  
Once officers are in the AMS System, they can click on the button to take them to officer assignments.  Officers will automatically be taken to their OAT home pages before they can access their T-ODPs (to close this box please see instructions in question 5 above).  This mechanism will provide the officer an opportunity to stay in touch with the latest assignment information for his/her career field.  Once the OAT home page is closed, the officer can begin working with the T-ODP by selecting “T-ODP”.    See Appendix D for specific instructions on how to fill out and process the T-ODP.  

7.  How do commander/T-ODP Reviewers access T-ODPs for their officers?    
When commander/T-ODP Reviewers log in to the AMS Web, they will be alerted to any T-ODPs that require their coordination.  Commander/T-ODP Reviewers can also input the social security number for the officer whose T-ODP they would like to view at any time.  

8.  What happens if an officer forgets his/her password?  
If an officer forgets his/her password, from the login they should enter their social security number and select “Forgot your password? Enter your SSN and Click Here!”   To use this functionality, you must have an email account on file in AMS.  Another alternative is to email a request for password reset to contact.center@randolph.af.mil
9.  Does an AMS password expire?  
AMS passwords are good for a period of 90 days.  The system will inform the officers that their password has expired and prompt them to change or generate a new password within 30 days of password expiration.  

10.
Do Higher Access Profiles expire?  

AMS Higher Access profiles expire every 180 days.  Users are notified that a profile is going to expire when they log into AMS within 30 days of profile expiration.  

11.  Does the system terminate a session if the officer enters an incorrect password multiple times?  
For security reasons, if an officer incorrectly inputs his/her AMS Web password nine times, the system will lock the officer out of AMS Web.  After three incorrect entries, the system will lock for a period of three minutes.  After three more incorrect entries, the system will lock for six minutes.  When an officer has incorrectly input the password nine times, the system will lock indefinitely until the officer contacts the system administrators to reactivate the officer’s password and access. 

 
 
Appendix D:  How to Fill Out the T-ODP

The T-ODP is the key document used by officers and their commander/T-ODP Reviewers to state preferences and recommendations for an officer’s next assignment. This worksheet is used, under the Air Force Assignment System (AFAS), to match officers to assignments based on 1) the needs of the Air Force, 2) officer professional development and 3) an officer’s personal preferences. The recommendations made should fully consider each officer’s stage of professional development, while clearly expressing an officer’s needs and desires. Officers and commander/T-ODP Reviewers should keep in mind that meeting the needs of the Air Force must be the top priority in making the final decision on all assignments. While OATs do their best to match an officer to an assignment they desire, listing a job title and/or duty location on the T-ODP cannot a guarantee the officer will be matched to that specific assignment or location. 

Mechanics for filling out the form:  The T-ODP is available to officers through the Assignment Management System (AMS) located via the AFPC World Wide Web (WWW) page.   Officers who have access to the WWW are required to submit the form via the Internet.  Officers can print a copy for their use, but submitting the form electronically allows for the quickest and most accurate processing possible.  It is the best way to get the form to an officer’s commander/T-ODP Reviewer if he or she happens to be located in a different geographic region or on TDY. 

The worksheet is electronically date stamped when the officer submits it.   Commander/T-ODP Reviewers are notified by e-mail when one of their officers has completed their portion of the worksheet. Commander/T-ODP Reviewers then complete their section and it is once again date stamped, and forwarded to the OAT 

A periodic review of the worksheet by the officer and commander/T-ODP Reviewer is encouraged during performance feedback sessions. 

When to submit a T-ODP:  Officers are notified, through their commander/T-ODP Reviewer, when they are vulnerable for an assignment for the upcoming assignment cycle. This will trigger the officer to review the Personnel Requirements Display (optional), and speak to their commander/T-ODP Reviewer about their next assignment.  It is suggested that officers have one on file at all times. Not having one does not preclude getting an assignment. It can be updated as necessary, but all new submissions must have the commander/T-ODP Reviewer’s block completed before it is forwarded to AFPC. 

The process for filling out the form: Officers who have access to the Internet are required to fill out a T-ODP electronically. Those who do not have this capability can submit paper copies of the T-ODP, but this should be by exception only. The T-ODP is located in the "AMS Web" area of the AFPC home page. After entering a User ID and password, the officer can fill out the T-ODP.  There is an option to save a draft of the form and call it up later if the officer can’t finish the form at that time. Once the officer has completed the form, they forward it, via the AMS Web system, to their commander/T-ODP Reviewer. Based on the personal information the officer provides, AFPC Web servers do this automatically. OAT members do not see a copy of the form at this point. Only after the commander/T-ODP Reviewer comments on the T-ODP and forwards it to the OAT are the assignments teams able to view the T-ODP. This T-ODP is stored in AFPC computers until it is replaced by a new T-ODP. 

Upon receiving the T-ODP from the member, the commander/T-ODP Reviewer reviews the preferences listed, and completes their portion of the form. The commander/T-ODP Reviewer then has three options.  

The first option is for the commander/T-ODP Reviewer to return the form to their officer if they decide it is not ready for consideration by AFPC. This probably won’t happen if the officer and commander/T-ODP Reviewer have discussed assignment options beforehand. 

The second option is to hold the form to work on recommendations later. 

And the third option is to submit the form directly to the OAT member at AFPC.  This happens a majority of the time if the commander/T-ODP Reviewer and officer have discussed assignment options. 

The OATs use the T-ODP information, along with discussions with the officer’s commander/T-ODP Reviewer, to match the officer to an assignment. 

Development Teams use the form to plan the officer's future development and to comment on goals or plans listed by the officer and reviewer.  

Filling out the form - Step by Step: When an officer enters their password and opens the T-ODP, they will notice it is divided into three different sections. The first two areas are completed by the officer, the final area is completed by the both the officer and the commander or designated T-ODP reviewer (staffs only). The officer and their commander/T-ODP Reviewer will be able to see each other’s comments on the completed T-ODP. 

Section I - Identification Data: When an officer logs into the AFAS system and selects "T-ODP," the system automatically enters their name, rank and social security number from the personnel database. The officer is responsible for updating their duty phone, e-mail address and fax number in the appropriate boxes. It is important to have a correct e-mail address and fax number to ensure AFPC can get feedback to the officer.  The officer also has the opportunity to ensure the system reflects the correct T-ODP reviewer.  If incorrect, the officer is responsible for entering the SSAN of the correct T-ODP reviewer. 

Next, the officer will be asked to answer several questions. These concern intent to remain in the Air Force or accept an assignment, preference for command and instructor duty, and education preferences.  These answers do not lock the officer into any type of assignment but are used to plan for development.  Click on the link provided for detailed information about each question.

Section II - Officer Preferences: This section will probably grab an officer’s attention the quickest. Officers can indicate a wide range of preferences, or be very specific. 

1) Join-Spouse Preference:  Affected officers can select the appropriate can select the appropriate check block for do/do not desire a join-spouse assignment. 

2) Duty Preferences: Officers can indicate up to five preferences, but don’t necessarily have to fill out all five lines. The preferences will be considered in the order shown. Officers should probably list specific preferences first and then expand on these consistent with the message the officer is trying to send the assignment team. While filling out the T-ODP is optional, all officers are encouraged to have one on file.  If officers do not state a preference, list unrealistic preferences, or have an outdated T-ODP on file, AFPC will match assignment-vulnerable officers to valid requirements based on the qualifications of the officer, PCS eligibility and the recommendation of the officers’ commander/T-ODP Reviewers. 

A) AFSC/Duty Title: Officers select the appropriate AFSC from the pull-down menu.  In this area, officers can express a desire to cross-flow (retrain) into another career field. If the Air Force has a cross training requirement, the T-ODP could be used as a starting point in pursuing cross training. Officers may state the specific duty they want by listing its duty title. Duty titles are tied to the specific AFSCs that are listed. 

B) Organizational Level: Officers can express the organizational level at which they prefer to serve. This, in addition to other preference data, will give assignment team members an additional degree of detail in order to match an officer to an assignment. Officers may state "Any" in which case they would be considered for any level consistent with their other specific preferences. 

C) MAJCOM:  Officers select the appropriate MAJCOM from the pull-down menu. 

3) Special Duty Preferences:  Officers who desire a special duty/career broadening assignment should check the appropriate box.  Ability to participate in a special duty assignment may be limited by resource constraints in your AFSC. If you desire consideration for special duty, contact your DT through your assignment team at AFPC.  Officer may select up to three choices.

A) AFSC/Duty Title: Officers select the appropriate AFSC from the pull-down menu.  

B) Organizational Level: Officers can express the organizational level at which they prefer to serve. This, in addition to other preference data, will give assignment team members an additional degree of detail in order to match an officer to an assignment.  Officers may state "Any" in which case they would be considered for any level consistent with their other specific preferences. 

C) MAJCOM:  Officers select the appropriate MAJCOM from the pull-down menu. 

4) Overseas Volunteer Preferences: Officer should check the appropriate box for do/do not desire an overseas short tour and do/do not desire an overseas long tour. 

5) Desired Locations:  Officers can list up to ten locations they desire by using the pull-down menus.  Listing a specific location indicates preference. This list can include both CONUS and OS locations.  If the officer has no preference, they should leave this field blank. A link to maps showing CONUS and overseas assignment locations is provided. 

Tour Type:  Use the pull-down menu to select the desired tour length: any, short, or long.  Each overseas location or country requires officers to indicate whether they prefer a long or short tour. Tour lengths, by country, are listed in AFI 36-2110, table 3.1. 

NOTE: Tour lengths are as follows: 

Long Tour - 36/36 month; 36/24 month; 24/24 month and 24/18 month locations. 

Short Tour - 24/15 month; 24/12 month and NA/12 month locations. 

Section III - Comments: 
1) Officer’s Comments: 
Next Assignment Specific:  An officer may use this section to address any subject they wish concerning their assignment preferences. Officers who’ve submitted applications for special programs outside of their career field, such as pilot training, should indicate it here. Officers nearing completion of an advance degree program or PME by seminar or correspondence should also let that be known. Join spouse couples may want to express information concerning this subject, but other mechanisms are in place to identify these couples. This section should be used primarily to provide more information on preferences indicated in section II. 

Developmental Objectives:  An officer may indicate the type of developmental direction he/she is interested in for the future. State goals and developmental desires.  (Example:  For your future assignment (subsequent to your next assignment which was covered earlier in the "Next Assignment Specific" area) you may be interested in a flight commander position or AFIT master's degree which complements your primary specialty such as computer science.  These represent your goals for the next 3-5 years.  Perhaps you're not eligible for squadron command at the moment due to your rank, but if this is a goal you wish to work toward, you can include it here.  This represents a longer term goal of 5+ years).  This information will be assessed by your reviewer and the development teams for appropriate developmental vector. 

 Once completed, officers forward their completed T-ODP to the T-ODP reviewer for coordination.  Officers may use the “Recall” button to recall the T-ODP from the reviewer BEFORE the T-ODP has been forwarded to AFPC.  Recalling the T-ODP allows the officer to make changes to their preferences/comments or update the T-ODP reviewer.  Pressing the "Save" button will save changes but will not forward the T-ODP.  

2) Reviewer’s Comments:
Primary Assignment Recommendation:  This section provides T-ODP reviewers a chance to review the officer’s inputs and make comments of their own.  Hopefully, if the officer and reviewer have discussed career options, the preferences and recommendation will closely match each other.  T-ODPs may be submitted with opposing views on the officer’s next move. A reviewer is defined as a squadron commander or equivalent, but no higher than the first colonel in the chain of command (except officers working directly for general officers).  For officers working for civilian supervisors, the Air Force Advisor or military equivalent will complete the review. Any questions in this area should be directed to the Officer Assignment Teams at AFPC. 

Commander/T-ODP Reviewers will review the officer’s preferences and make recommendations for both the next assignment as well as long-range professional development goals. These comments should consider the officer’s stage of professional development, career goals, professional and personal needs, and the needs of the Air Force. 

Commander/T-ODP Reviewers should include an accurate, honest assessment of the officer’s qualifications and overall suitability to perform the duties he or she prefers, or the duties recommended. This is neither a promotion recommendation nor an evaluation of an officer’s performance. This worksheet will only be used for assignment purposes. 

Alternate Assignment Recommendation:  Simply an additional recommendation in case the primary recommendation is not possible. 

Commander/T-ODP Reviewers should complete the review within 30 days. Lack of a T-ODP or delay in receipt will not delay an officer’s assignment selection.  Recommendations and comments to AFPC should not come as a surprise to the officer since it should be completed after direct communication between the officer and commander/T-ODP Reviewer.  Once submitted to AFPC, the officer will be able to see the commander/T-ODP Reviewers’ comments. 

Appendix E: Example Scenarios 
 Scenario 1:  A Major in the 33S Communications and Information career field has parents in ill health but does not qualify for a humanitarian reassignment.  They live in the District of Columbia and he would like to be reassigned near them.  He has accumulated over 2 years time on station and has been identified as vulnerable for assignment match.  How does he go about being assigned near his parents?  

Answer:  The Major can use his T-ODP to communicate both his OPD and location preferences and the unique circumstances he would like the OAT to consider in their assignment match action.  Fortunately, the DC area has many opportunities for field grade officers to fulfill both Air Force requirements and OPD.  Some areas may not be so accommodating.  OATs will take every measure to try and strike a balance between Air Force requirements, commander/T-ODP Reviewer recommendations, OPD, and officer preferences.  

Scenario 2:  A First Lieutenant with over 2 years on station is in the 35P Public Affairs career field and would like to crossflow into 34M Services.  How is the crossflow issue addressed and how does the officer complete her T-ODP?  

Answer:  AFI 36-2110 addresses mandatory utilization requirements.  Officers accessed into the Air Force must be utilized in the career field into which they were accessed for a minimum of four years.  However, if a career field is healthy enough to release officers from this requirement, an exception can be considered.  The officer’s first step will be to coordinate with the OAT of the losing AFSC to see if they can accommodate release and the OAT of the gaining AFSC to see if they can accommodate the gain.  If both functional teams are amenable to the crossflow, AFPC will change the member’s core AFSC and her new T-ODP should be written to reflect preferences associated with the new AFSC.  For transfers from one competitive category to another, i.e. from medical to line, or line to legal, an officer must coordinate with the OATs that manage the competitive categories involved as well as HQ AFPC/DPPPOO, Officer Promotion Branch.  

Scenario 3:  A Captain F-15 pilot was identified as vulnerable for reassignment.  He has had consecutive operational F-15 tours and would like to go to HQ ACC to serve in a fighter MAJCOM staff position.  He is number one on the list to serve an ALFA (see glossary at Appendix B) tour.  

Answer:  Air Force requirements must take priority.  Each OAT must ensure they fairly distribute assignments, whether popular or unpopular, and this officer can expect to serve an ALFA tour.  In most cases, the officer will be required to serve the ALFA tour.  He can work with the OAT and use his T-ODP to communicate his preferences regarding which ALFA tour he takes, or allow the OAT to select the location. See "AFSC Restrictions" link in this guide for more information. 

Scenario 4:  A Lieutenant Colonel 46N Clinical Nurse has been identified as vulnerable for reassignment in an upcoming assignment cycle.  He is given an assignment selection date when his vulnerability was validated by his commander and MAJCOM.  He is retirement eligible.  Can he apply for regular retirement?  

Answer:  The assignment selection date works in such a way that, when an officer has one of the codes, he/she is not eligible for regular retirement or separation.  If officers with these codes desire to leave the Air Force, they must apply for retirement or separation as an exception to the 7-day option policy and their officer assignment team must coordinate on their application.  

Scenario 5:  A Captain, 21G Logistician is married to a Captain 36P Personnel officer.  She has worked at the base level extensively and is ready to work at the MAJCOM level.  His next career progression move is to a flight commander position.  They are not particular about locations, but would like to get good OPD jobs together.  They have both been identified as vulnerable to move in the next assignment cycle.  How do they process their assignments?  

Answer:  This couple has identified several different assignment options and are not limiting their location preferences.  The wider the parameters OATs have to work with, the easier it will be for join spouse assignments to be coordinated.  Each officer serves in his and her own right and the first step in the process is to coordinate with their commanders and OATs to discuss their intentions and options.  They should reiterate this in their T-ODPs.  OAT members for both the logistician and the personnel officer will coordinate prior to finalizing an assignment action to ensure they are giving consideration to all of the factors involved from Air Force needs, to OPD, to officer preferences.  

Scenario 6:   An Air Force officer is working in a joint organization and the officials in his chain of command are either civilians or in another service.  The officer does not know who the T-ODP Reviewer is for coordination on the T-ODP.  Who do they ask?  

Answer:  The officer’s first step should be to contact the J-1 personnel staff.  Another option is to contact the appropriate OAT directly.  

Scenario 7:  A Captain in the 33S Communications and Information career field has been identified as the most eligible/qualified officer to fill an executive officer position in the CONUS.  However, he has been an executive officer on 3 previous occasions.  Will the OAT match him to this requirement although it would obviously be bad OPD?  

Answer:  When filling a requirement in the CONUS with the most eligible/qualified officer, the OAT has some flexibility in avoiding the assignment of an officer to a job that is obviously inadvisable from an OPD perspective.  However, the officer will be identified to fill the next appropriate requirement that necessitates the most eligible/qualified officer be identified.  For filling a requirement overseas, the OAT’s flexibility is more limited due to equity factors.  However, if another short tour is available or imminent, the OAT can identify the officer to fill an alternative overseas requirement. 
 

Appendix F:  Sample Assignment Notification Email
FROM:   HQ AFPC/DPAXX, Capt Jones, DSN 665-XXXX, Comm: (210)565-1234 

SUBJ:     Assignment Action 

TO:
   Gaining/Losing Commander/T-ODP Reviewers (Info MAJCOMs)   

1.     The subject officer has been identified to fill the following requirement:  



Officer Info


Assignment Info  
a.      Rank Name

a.  Job Title

b.     SSAN


b.  RNLTD 

c.      AFSC/RDTM

c.  AFSC/RDTM 

d.     Current Unit, Base
d.  Gaining Unit, Base 

e.      Current MAJCOM       
e.  Gaining MAJCOM  

2.  Final assignment actions are currently being worked and official notification via PC-III or message will be forthcoming.  No commitment of any kind should be made prior to receipt of final assignment action. 

3.  To avoid potential gaps, coordinate necessary backfill requests for this officer’s position through your MAJCOM.
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