Current as of 4/20/2004

CJR MANUAL PROCESS – MPF

1. On the 5th duty day of each month, the MPF should receive an Excel spreadsheet of CJR eligibles.  If the list has not arrived in the hands of the local reenlistment office by the 6th day, first verify the information is not in your MPF superintendent/commander’s e-mail box, then contact AFPC reenlistments via e-mail: reenlistments2@randolph.af.mil     

2. The provided list of eligibles is based on a person’s category of enlistment and their TAFMS.  Take the following action:
· Verify each person’s category of enlistment is accurate:

1. Category of enlistment should be ‘1 (First Term Airman) 

2. If the person should be a code other than ‘1’, update the appropriate RE code as follows:
· Updating the Category of Enlistment:                                                        Log into MilPDS and click on the following options:                                        -  Customer Support                                                                                        -  Career Enhancements                                                                                      -  Promotions and Testing                                                                                   -  Enlistment Agreement  (F7) and enter SSN (national identifier)

-  Retrieve the member’s file using F8 

-  Enlistment Agreement

-  Details Box
In the “enlistment category box”, enter 1 (First term Airman), 2 (Second term Airman), or 4 (Career Airman) 
- <Click> OK 
- <Click> Disk icon in the toolbar to save

2. Forward spreadsheet to CSS for commander verification of RE code; suspense the CSS to return the verified spreadsheet (3-5 days)
3. Upon receipt of the commander verified spreadsheet, update annotated RE code changes as follows:   

Updating the Reenlistment Eligibility Code:                                            Log into MilPDS and click on the following options:                                             - Customer Support                                                                                          – Career Enhancements                                                                                   – Reenlistments and Extensions (F7) and enter SSN and retrieve the    

    member’s file (F8)                                                              
– Reenlistment Extension Eligibility                                                               - Details Box                                                                                                    Select the appropriate RBA code from the list of values                                      - <click> OK                                                                                                    - <Click> Disk icon in the toolbar to save

4. Create the CJR Eligibility Notification mail merge letters (instructions and letters provided under separate cover) to notify all eligible airmen to request a CJR.

5. Distribute the letters and establish a suspense for the 20th  of that month (or first duty day thereafter)

· Airmen must come to the MPF and complete an AF Form/IMT 545, Request for CJR or the AFPC designed/approved letter on the AFPC/DPPAER web page.  Note:  The AF Form 545 is in the process of being converted to IMT format.    

6. Update CJRs for AFSCs NOT on the constrained list in MilPDS once airman completes the AF Form/IMT 545. 

· Updating a CJR:                                                                                           Log into MilPDS and click on the following options:                                               - Customer Support                                                                                        - Career Enhancements                                                                                    - Reenlistments and Extensions (F7) and enter SSN 
· - Retrieve the member’s file (F8)                                                                  - <Click> CJR/SRB                                                                                        - <Click> CJR Quota/SRB Funds                                                                           - Details Box                                                                                                             - Update the following fields:                                                                                          - Application Date (date CJR updated in system)  
-   Application Date - use the date you are updating the request  
-   Request Date (use ETS date)                                                               -   AFSC (CAFSC) (Do not forget the dash (-) if the CAFSC does   not have a prefix)

-   Bonus Requested

- E  (No payment authorized)
- F  (Zone A)

- M (Zone B)

-  Reenl Avail

- A (1st term airman)
- <click> “OK”                                                                                                                           -  <click> Disk icon in the toolbar to save                                                     -  Type F8 to ensure authorization updated correctly                                                  If the correct multiple does not populate, contact AFPC/DPPAER for assistance.  
7. Update the Constraint CJR Request spreadsheet for those members in a constrained AFSC and have requested a CJR
· DO NOT, repeat, DO NOT update CJRs in MilPDS for those AFSCs on the CJR constrained list (available at the AFPC/DPPAER web site).

· NLT 1st day of the month (or 1st duty day thereafter), e-mail the CJR Request spreadsheet to reenlistments2@randolph.af.mil .  If no eligibles for that specific month, provide a NEGATIVE REPLY e-mail in leu of the CJR spreadsheet.  Spreadsheets not received by the 1st day of the month will not be considered in that month’s CJR rank order process.   There is only one board per month and CJRs immediately awarded afterwards…therefore, ensure your spreadsheet is transmitted in a timely manner to ensure it meets the board.  Spreadsheets can be sent prior to the 1st day due to mission requirements (i.e. exercise, down days, leave, etc).

8. NLT the 15th duty day of the month, AFPC will rank order members, award CJRs, and announce the board results to MPF by return spreadsheet.   The spreadsheet will indicate the status of each application (i.e. CJR approved, on the waiting list, or no longer eligible due to being outside the window).  
9. Upon receipt of the monthly CJR Notification spreadsheet, complete the appropriate mail merge letters and distribute them by the end of the month.  
· If CJR was approved, send member the “Career Job Reservation (CJR) approval” letter.

· If member on waiting list, send member the “Career Job Reservation (CJR) Waiting List” letter.  You will also need to advise them of their options (separate, retrain, wait).

· If member is no longer in the window, send member the “Your Expiration Term of Service is within 150 days – No Approved Career Job Reservation (CJR) on file” letter.  Counsel member on their options to separate or to try one more chance at retraining.
10.  Should you have question that are not answered by this document or AFI 36-2606, Reenlistment in the USAF, contact HQ AFPC/DPPAER (Reenlistments) by e-mail reenlistments2@randolph.af.mil or by calling DSN 665-2090.
