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SECTION 1 

Career Job Reservation (CJR) Program

1. Purpose:   Use this management tool to prevent surpluses and shortages within the Air Force’s career force.  The use of a CJR waiting list and constrained AFSC became effective 1 May 2004.  Please see our web site for more information regarding the reinstated CJR program.  www.afpc.randolph.af.mil/enlskills/reenlistments/reenlistments.htm
2. Eligibility:  
a. Effective 1 May 2004, Airmen may apply for CJRs on the 1st duty day of the month during which they complete 35 months on their current enlistments (59 months for 6-year enlistees), but no later than the last duty day of the month during which they complete 43 months on their current enlistments (67 months for 6-year enlistees or 38 for National Call to Service enlistees).   

b. All first-term Airmen, regardless of AFSC, must request a CJR in their window in order to be eligible to reenlist.  If the Airman does not apply for a CJR during their window or applies and does not receive a CJR, they will not be allowed to compete for a CJR later in their career and they will separate on their DOS.  

c. If an Airman is not eligible to apply for a CJR during their window due to ineligibility factors, they will not be given another chance to apply for a CJR.  The only exceptions to this are Airmen who do not have their citizenship at of the end of their CJR window or were pending MEB evaluation.  They may apply for a CJR as an exception to policy once they receive their citizenship.  MPFs will fax a package to AFPC in the same format as a Rule 28 extension.  Subject line will be:  Exception to Policy CJR Request, Rank, Name, SSAN.  The first paragraph must state member was not eligible to receive a CJR during their window due to member not having their citizenship and that member received their citizenship on XX date or member was pending an MEB and that was cleared on XX date.

3. CJR Waiting List:  Air Staff has authorized return of the CJR waiting list effective 1 May 2004.  This means not all CJRs will be automatic like they were in the past.  All first-term Airmen will now have to apply for a CJR during their CJR window and many will need to compete to receive one.  MilPDS will not be programmed for this change until the June 2004 release.  Until that time, the program will be manually run.  
a. If member’s AFSC is NOT on the constrained skill list, the CJR will update automatically as soon as the MPF requests the CJR.  
b. If the member’s AFSC IS on the constrained skill list, do NOT repeat do NOT, update the CJR in MilPDS.  As long as the manual system is in place, CJRs will be requested via email by an AFPC provided spreadsheet.  If the member does not receive a CJR in their career field, they will either have to retrain or separate.   
4. MPF’s responsibility:  
a. Complete Section I of the AF IMT 545 and have the member sign and date Section II.  

b. Once the AF IMT 545 has been completed, the MPF must update the CJR in MilPDS or submit a spreadsheet.

5. CJR notification RIP is produced one month prior to the Airman’s eligibility window.  This RIP informs the member that they may apply for a CJR after the unit commander selects the member for reenlistment on the SRP roster or AF Form 418.  Currently, these RIPS are not being produced just for CJR notification.  Please disregard RIPs if member is not eligible for a CJR or is not within the CJR window.  

6. Member’s responsibility:  Apply for a CJR through the MPF Reenlistments/Extensions office. 

7. Update Instructions for AFSCs NOT on the constrained skill list:  Customer Support > Career Enhancements > Reenlistments and Extensions > F7 > Enter the member’s SSAN and retrieve the member’s file (F8) > Select CJR/SRB > CJR Quota/SRB Funds > Details Box > Update the following fields:
a. Application Date - use the date you are updating the request, e.g. 10-APR-2004 (This date cannot be in the future and must be on or before the request date)

b. Request Date - Must comply with one of the following rules:

1. Cannot exceed DOS plus one day

2. Date member changes SRB zones (input a date 2-3 days before member changes zones)

3. If ETS is before DOS, use ETS plus one day

4. If first-term 6-year enlistee, update DOS for a Zone A authorization or DOS plus one day for a Zone B authorization

c. AFSC - Equal to CAFSC 

1. Do not forget the dash (-) if the CAFSC does not have a prefix

2. Do not forget the suffix if the CAFSC has a suffix

3. If the AFSC has a prefix and you cannot update this, contact us so we can update the table

d. Bonus Requested

1. E - No payment authorized

2. F - Zone A

3. M - Zone B

4. Q - Zone C

e. Reenl Avail

1. A - 1st term Airman
2. E - 2nd term/Career Airman extending for 36-48 months

3. N - 2nd term/Career Airman reenlisting with an authorized SRB

f. Click OK Box > Click on the Disk icon in the toolbar to save > Hit F8 key to ensure authorization updated correctly.  If the correct multiple does not populate, contact us for assistance.  

8. To Delete a CJR Authorization: Follow the same path > Click on the Details Box > Click on the Red ‘X’ on the toolbar > Click on the Disk icon to save

9. CJR approval: Effective 1 May 2004, once the member has an approved CJR, and if the member chooses to reenlist, they may do so.  First term Airmen no longer need to wait until they are within 3 months of their ETS to reenlist.   However, they must reenlist prior to their ETS or their CJR will expire and they will have to separate.   When they choose to reenlist, have them complete a base produced reenlistment worksheet (FIGURE 3.1) and complete the steps in the reenlistment procedures (Table 3.1)

a. If the member does not chose to reenlist immediately, maintain a copy of the AF IMT 545 for your case file, IAW AFI 36-2606, and provide one to the member.  (Brief the member they will not be eligible to reenlist without an approved CJR).  

10. Retraining CJRs for CAREERS retrainees IAW AFI 36-2606, paragraph 1.17, when a first-term Airman is approved for retraining, and the member uses their CAREERS option, you MUST notify HQ AFPC/DPPAER via CMS to determine if member should receive a “B” or “K” quota CJR.  MPFs do not have authority to update retraining CJRs.  For CJR requests, provide the following information via CMS (Use CASE TYPE Reenlistment or Extension – do NOT use OTHER):

a. If member must attend multiple courses to obtain their 3-skill level, include the following information for each course

1. SUBJECT:  CJR Request - Name - SSAN

2. Current AFSC:

3. Retraining AFSC:

4. Course number:

5. Class Start Date:

6. Class Graduation Date:

7. Current DOE:

8. Current DOS:

9. Current ETS:

10. RBA Code:

b. If a member receives a reen-avail code of “B”, extend the member out to a total of 23 months, no matter how many months the retraining office states the member requires

c. If a member receives a reen-avail code of “K”, the member must reenlist in their current AFSC for the purpose of retraining within 45 days of CJR approval.  When Airmen must reenlist (K quota) to obtain retraining retainability, their CAFSC and retraining-in AFSC determine their SRB eligibility and multiple:

1. Airmen retraining from an SRB skill to another SRB skill with an equal multiple are eligible for the SRB at the same multiple

2. Airmen retraining from an SRB skill to another SRB skill with a higher or lower multiple are eligible for the lower of the two SRB multiples

3. Airmen are not eligible for the SRB if they are retraining from a non-SRB skill to an SRB skill, or from an SRB skill to a non-SRB skill

NOTE 1: Some first-term Airmen do not use their “CAREERS” option when retraining

NOTE 2: DO NOT authorize a member to select a reenlistment date without an approved CJR/SRB authorization
SECTION 2 

SELECTIVE REENLISTMENT BONUS (SRB) PROGRAM

1. Objective:  The SRB program is a monetary incentive paid to enlisted members to attract reenlistments in, and retraining into, critical skills with insufficient reenlistment to sustain the career force in those skills.   Eligible Airmen may receive an SRB in each zone, but only one SRB per zone.  Additionally, they may receive a bonus in more than one zone at the same time.  For example, member received a zone A bonus.  Member then reenlisted and received a Zone B bonus.  Member would continue receiving all Zone A entitlements and would receive Zone B entitlements at the same time.  

2. Eligibility:  Based on member’s CAFSC.  When a member is eligible for an SRB, request an SRB in the same manner in which you request a CJR.  

3. Eligibility zones:

a. Zone A - is for reenlistments occurring between 17 months (Prior service only) to 6 years of service 

b. Zone B - is for reenlistments occurring between 6 years 1 day and 10 years of service

c. Zone C - is for reenlistments occurring between 10 years 1 day and 14 years of service 

4. MPF responsibility:  If the member is eligible for an SRB, the SRB MUST be updated prior to allowing the member to select a reenlistment date (see SRB list, TABLE 2.1).  If the SRB is not updated, other aspects of the member’s career is being affected such as retraining and assignments

5. Update Instructions:  Customer Support > Career Enhancements > Reenlistments and Extensions > F7 > Enter the member’s SSAN and retrieve the member’s file (F8) > Select CJR/SRB > CJR Quota/SRB Funds > Details Box > Update the following fields:
a. Application Date - use the date you are updating the request, e.g. 10-APR-2004 (This date cannot be in the future and must be on or before the request date)

b. Request Date - Must comply with one of the following rules:

1. Cannot Exceed DOS plus one day

2. Date member changes SRB zones (input a date 2-3 days before member changes zones)

3. If ETS is before DOS, use ETS plus one day

4. If first-term 6-year enlistee, update DOS for a Zone A authorization or DOS plus one day for a Zone B authorization

c. AFSC - Equal to CAFSC 

1. Do not forget the dash (-) if the CAFSC does not have a prefix

2. Do not forget the suffix if the CAFSC has a suffix

3. If the AFSC has a prefix and you cannot update this, contact us so we can update the table

d. Bonus Requested

1. F - Zone A

2. M - Zone B

3. Q - Zone C

e. Reenl Avail

1. E - 2nd term/Career Airman extending for 36-48 months

2. N - 2nd term/Career Airman reenlisting authorized an SRB

f. Click OK Box > Click on the Disk icon in the toolbar to save > Hit F8 key to ensure authorization updated correctly.  If the correct multiple does not populate, contact us for assistance.  

6. To Delete a SRB Authorization:  Follow the same path > Click on the Details Box > Click on the Red ‘X’ on the toolbar > Click on the Disk icon to save

7.  Obligated Service: 

a. Airmen are not charged obligated service when their discharge date is 29 calendar days or less from their DOS.

b. A member retraining under the “CAREERS” retraining program will not be charged obligated service for the period of the 23 month extension, either prior to or after entering the extension.  Any combination of extensions where at least part of it is for CAREERS retraining will not be charged for obligated service (for example; 12 months were for PCS, 11 months were for CAREERS retraining, all of it is forgiven)

c. When computing SRBs, the member will be paid for the additional years reenlisted and not for any prior obligated service.  Do not include obligated service when computing SRB payments.
d. For those members that are Zone C SRB eligible and whose reenlistment will exceed their 16-year TAFMSD, only the period between member’s DOS prior to reenlisting and their 16-year TAFMSD will be used to compute the SRB payment.  The number of years and/or months between these two points will be the amount the member receives

8.  SRB Calculations – To calculate how much money a member will receive for their SRB, use the following formula:

Take the number of years the member is reenlisting

Multiply by the member’s base pay (base pay is based on member’s Grade and TIS on date of discharge - 1 day prior to DOE)

Multiply by SRB multiple

Divide by 2 (In half). 

Note: Member will get half up front and the rest in equal annual installments.  The last annual installment is always 1 year prior to member’s original ETS on that enlistment.  This calculation is before taxes.  If a member is currently receiving a bonus and reenlists in another zone, the member will receive both bonuses concurrently.

9.  Example of Zone A and/or Zone B SRB computation
SSgt John White reenlisted for 4 years and 12 months (12 months was obligated service). His CAFSC was authorized a Zone A, Multiple 3 SRB.  SSgt White’s bonus payment will be $12,000, with a $6,000 initial payment, and three $2,000 equal annual installments.  It is computed as follows:

One month’s base pay $1,000

Multiplied by 4 (number of years member reenlisted for) Equals $4,000

Multiplied by 3 (SRB multiple for Airman’s AFSC) Equals $12,000 (total bonus award)

Divided by 2 equals $6,000 (50% lump sum initial payment)

Divided by 3 (remaining number of annual installments) Equals $2,000 (equal annual installments)

10.  Example of Zone C SRB computation:

TSgt Kenneth Ray reenlisted for 5 years and 6 months (6 months was obligated service).   His CAFSC was authorized a Zone C, Multiple 3 SRB.  The SRB is paid for the years and months from the 16 year TAFMSD minus the obligated service.

Zone C SRB calculation

        





    
 Yr         Mo    Dy

Step 1:  (Calculate Time Served)        DOE                 =              2002    07     26

     

      Subtract----->    TAFMSD         =             1991     06    25

                                                       



      11     01       1 = 11 Years 02 Months

                                                       (Round up partial month)

 

                                                     

            Yr          Mo      Dy

Step 2: (Calculate Obligated Service)        DOS  =    2003     10       27

                                    Subtract--------->    DOE  =  2002    07       26 
                                                                            
  1      03      01 = 1 yr 3 mos  oblig serv
                                     




                                 (Drop Days)

                                                                   Yr     Mo        

Step 3:   (Add)      Time Served               11      02   (From Step 1)
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Step 4:  Maximum SRB Years                              16      00   00

             minus obligated active service                 12     05    00  (From Step 3)

            Time for which SRB (Zone "C") is payable      03     07    

                 360 days for each year   (360 x 3)

+  30 days for each month (30 x 7 )

=  1290 days on R7 line in DFAS files
TSgt Ray’s bonus payment will be $27,000 with a $13,500 initial payment and three $4,500 equal annual installments. It is computed as follows:

One month’s base pay $2,000

Multiplied by 4.5 (number of years and months {Divide the months by 12 to get a percent}) Equals $9,000

Multiplied by 3 (SRB multiple for Airman’s AFSC) Equals $27,000 (total bonus award)

Divided by 2 equals $13,500 (50% lump sum initial payment)

Divided by 3 (remaining number of annual installments not to go over the 16 year mark) Equals $4500 (equal annual installments)

11. SRB Review:  
a. There is no set schedule for the SRB review.  It happens when Air Staff gets money allocated for SRBs.  
b. SRB supplemental lists are not new lists; they just change small parts of the previous list.  
c. If an SRB is decreased or deleted, member must reenlist or extend  (if eligible according to current guidelines) before the effective date stated in the message (normally 30 days after release of the new SRB message).

12. SRB for Commissioning Programs:

a. If a member reenlists prior to being accepted for a commissioning program, they will continue to receive their SRB payments until their commissioning date

b. If a member reenlists after being accepted for a commissioning program, they will not receive any of their SRB payments

13. Required Action for SRB Release:  When a new SRB listing is released, you will need to accomplish the following actions:

a. For all projected reenlistments with an effective date on or after the effective date of the SRB listing, verify the SRB multiple against the new listing to see if the SRB has changed (added, increased, deleted, or decreased)

b. If there is a change to the SRB multiple, the member's AF IMT 901 will need to be administratively corrected to reflect the correct SRB multiple.

c. If the SRB has changed, the SRB authorization currently on file in MilPDS must be deleted and a new authorization requested

d. If an E63/E6C has been accomplished on this member, process an E64/E6D to change the projection on DFAS files after the SRB authorization has been changed in MilPDS.  

e. If the member's reenlistment consummated on DFAS files with an incorrect SRB entitlement, a CMS case must be created to correct and recompute their SRB 

f. For each AFSC where the SRB is decreased or deleted, you will need to create a product so you can contact each individual eligible (NOTE: members must be within 3 months of ETS or have a service directed retainability requirement to be eligible) for reenlistment or extension.  Once you have the product, you will need to send each member the memorandum (figure 2.1 in AFI 36-2606) to notify them and advise them of their reenlistment options.  Ensure the reenlistment/extension eligible members are aware they have 30 days to reenlist/extend at the correct multiple prior to the decrease/deletion.

g. Please contact our office if any update you make does not match the new SRB list.   

14. Accelerated SRB.  Individuals receiving an SRB may request to receive any or all of their remaining SRB payments in advance of their normal annual payments.  Approval authority for these requests is the MPF Chief.  Accelerated payments are for Airmen who can document unexpected, unusual circumstances of an emergency nature that have created or will create an extreme financial hardship.  Airmen submit their requests IAW AFI 36-2606, paragraph 2.15.3 to the MPF Chief.  Once approved, the reenlistments section must notify HQ AFPC/DPPAER of the approval via CMS in the following format:

SUBJECT:  Accelerated SRB Payment - Name - SSAN

Statement the MPF/CC has approved the member’s request.

DOE:

TOE:

SRB Zone:

SRB Multiple:

Number of annual payments accelerated.


       Example: 
All remaining payments approved for acceleration 




Or




The next 2 annual payments have been approved for acceleration

15. Retraining SRB:

a. If a first-term Airman has an approved retraining and must reenlist to get retainability, the member is authorized an SRB for the current CAFSC or retraining AFSC (whichever is lower).

b. If a first-term Airman has an approved retraining and is able to extend 23 months then member will reenlist under the new CAFSC after all eligibility requirements are met (see SECTION 3)

c. If a second term or career Airman has an approved retraining and must reenlist to get retainability, the member receives the lower of the two multiples.

d. If a second term or career Airman has an approved retraining and extends to get retainability, the bonus is based on the new CAFSC and processed IAW SECTION 3

e. SRB is not recouped if a member retrains either voluntarily or involuntarily unless 16a applies.
16. SRB recoupment:  Airmen must remain technically qualified for effective performance in the SRB skill.  Failure to do so may result in termination and recoupment
a. When an Airman’s SRB AFSC is withdrawn, the MPF notifies the unit commander to initiate a termination and recoupment case file.  The unit commander conducts a special review and provides the MPF a termination and recoupment recommendation

b. The MPF attaches any pertinent documentation from the AFSC withdrawal package and send the case file to the Airman’s parent MAJCOM/FOA/DPP for a final decision

c. If the MAJCOM approves the termination, they notify the MPF via email and the MPF forwards a CMS case to AFPC notifying DFAS of the decision.  

d. The MPF will file a copy of the email and CMS case in the UPRG once DFAS has taken corrective action

17. DFAS Issues

a. Zone B/C Reenlistments:  If you are updating a reenlistment for 3 years plus obligated service and you receive a reject (VGY/VGZ) stating reenlistment does not take member out of Zone B/C, this must be input into CMS.  DFAS is not computing the obligated service with the number of years on these reenlistments correctly (line out correctly).  They are only computing the years which may not take member out of the SRB Zone

b. CAREERS Retraining:  DFAS is not computing obligated service correctly for CAREERS retrainees who reenlist.  Once the reenlistment consummates, check the SRB the member was paid.  If DFAS charged member obligated service, this will need to be input into CMS.  State in the remarks section that member was a CAREERS retrainee and obligated service should not be charged against the member.  

 
TABLE 2.1 SRB List as of 30 April 2004

	
	
	Supplemental SRB AFSC's
	
	
	

	
	
	Effective:
	30-Apr-04
	Total  62
	
	
	

	
	
	
	
	
	
	
	

	AFSC
	ZONE A
	ZONE B
	ZONE C 
	AFSC
	ZONE A
	ZONE B
	ZONE C

	1A0X1
	B
	1
	-
	2A7X1
	C
	1
	-

	1A1X1X
	2
	2
	1
	2A7X2
	D
	2
	-

	1A2X1
	3
	1
	A
	2A7X3
	D
	3
	-

	1A3X1
	E
	2
	-
	2A7X4
	2
	1
	-

	1A4X1X
	E
	4
	-
	2E1X1
	-
	2
	-

	1A5X1
	3
	1
	-
	2E1X2
	-
	B
	-

	1A7X1
	3
	2
	-
	2E1X3
	1
	A
	-

	1A8X1X
	6
	F
	1
	2E2X1
	2
	2
	-

	1C1X1
	4
	6
	5
	2E6X3
	C
	-
	-

	1C2X1
	6
	F
	D
	2F0X1
	1
	A
	-

	1C4X1
	5
	E
	C
	2G0X1
	1
	A
	-

	1C5X1
	2
	2
	-
	2T2X1
	2
	A
	-

	1C5X1D
	4
	5
	-
	2T3X2X
	1
	1
	-

	1N0X1
	E
	F
	2
	3E7X1
	C
	3
	1

	1N1X1
	4
	E
	B
	3E8X1
	C
	3
	A

	1N3X2A/B
	5
	F
	1
	3E9X1
	B
	2
	-

	1N3X3A/D
	5
	F
	1
	3N0X2
	C
	C
	-

	1N3X4A/G
	5
	F
	1
	3P0X1
	B
	1
	-

	1N3X5X
	5
	F
	1
	3P0X1A
	2
	B
	-

	1N3X6X
	5
	F
	1
	3P0X1B
	2
	B
	-

	1N3X7X
	5
	F
	1
	5J0X1
	1
	-
	-

	1N3X8X
	5
	F
	1
	6C0X1
	1
	1
	-

	1N3X9X
	5
	F
	1
	7S0X1
	-
	-
	4

	1N4X1
	5
	E
	2
	9L0X0
	5
	F
	B

	1N5X1
	5
	F
	1
	9S1X0
	2
	D
	-

	1N6X1
	2
	C
	-
	
	
	
	

	1T0X1
	5
	C
	1
	
	
	
	

	1T2X1
	G
	F
	C
	
	
	
	

	2A0X1A
	1
	-
	-
	
	
	
	

	2A3X1A
	C
	B
	-
	
	
	
	

	2A3X1B
	-
	B
	-
	
	
	
	

	2A3X2
	5
	D
	-
	
	
	
	

	2A3X3A
	D
	C
	A
	
	
	
	

	2A3X3E/F/G/H/J
	1
	2
	-
	
	
	
	

	2A6X1A/C/D/E
	-
	1
	-
	
	
	
	

	2A6X3
	E
	3
	-
	
	
	
	

	2A6X4
	2
	B
	-
	
	
	
	

	
	
	
	
	
	
	
	

	
	A=1/2
	B=1 1/2
	C=2 1/2
	D=3 1/2
	E=4 1/2
	F=5 1/2
	G=6 1/2


SECTION 3

 REENLISTMENT PROGRAM

1. Reenlistment eligibility history:  

a. Prior to 5 June 2001:  A member would reenlist for years only and any obligated service would be subtracted from that when computing SRB

b. From 5 June 2001 to 10 February 2002:  A member would reenlist for years and any obligated service would be added to the term of enlistment years (i.e. If a member had 3 months obligated service, they would reenlist for 4 years and 3 months and receive an SRB for 4 years).    Or, members were authorized to reenlist for additional months to reach a specific point.  (I.e. if the member had 3 months of obligated service, they could reenlist for 6 years.  They would receive SRB for 5 years and 9 months)

c. 11 February 2002 to 4 March 2004:  A member could only reenlist for years plus any obligated service.  They could not choose to reenlist for any additional months

d. 4 March 2004 to present:  An Airman could only reenlist for years plus any obligated service.  They could not choose to reenlist for any additional months.  Additionally, Airman can no longer reenlist 12 months prior to ETS.  They can only reenlist within 3 months of ETS

e. 1 May 2004 to present:  First-term Airmen and ONLY first term Airmen (to include retrainees) are authorized to reenlist as soon as they have received a CJR.  They do not need to wait until they are within 3 months of their ETS.  All second term and career Airmen must be within 3 months of their ETS or have a service directed retainability requirement to be reenlistment eligible.  

2. Eligibility: 
a. First-term Airmen - 4-year enlistees are eligible for reenlistment upon completion of 36 months TAFMS (60 months for 6-year enlistees), have an approved CJR.  First-term Airmen can NOT reenlist earlier than these months for any reason.    Prior Service Airmen are considered first-term Airman when the prior active service is less than 24 months.

b. Second Term/Career Airmen - Can reenlist once they are within 3 months of their ETS OR when they have a retainability requirement and are reenlistment eligible IAW AFI 36-2606, chapter 3.

c. Selective Reenlistment Program (SRP) and conditions authorizing reenlistment (AFI 36-2606 table 3.8) still apply.

3. Term of Enlistment (TOE).  The minimum TOE is four years.  Under no circumstances, will the reenlistment along with combined obligated service exceed 72 months.  A member may only reenlist for 6 years if they are within 29 calendar days of DOS.  Similarly, members can reenlist for 5 years only if they have 12 months or less of obligated service.   TOE may not exceed the member’s HYT (SrA) or HYT plus 1 month for (SSgt and above).  Service members do not have the option to add additional months to the reenlistment contract. (See table 3.1, Authorized terms of enlistment) 

a. SrA reenlisting to reach their HYT of 12 years may not exceed their HYT month.  For SrA reenlisting to HYT who are eligible for an SRB, their SRB will be calculated based only on TOE years (must be a minimum of 3 years).  If the TOE year is less than 3, the member is eligible to reenlist for 2 years plus obligated service, however, the member is not eligible to receive a SRB
b. Career Airman approaching HYT can reenlist for 2 - 5 years plus any remaining months or 6 years that will take the term of enlistment to their HYT plus one month (obligated service is forgiven).  
c. If an Airman has between 25 and 36 months of remaining obligated service, they can reenlist for 3 years as an exception to policy. 

4. Obligated Service.  The intent of the current Reenlistment Program is to include remaining obligated service (in excess of 29 calendar days – see Attachment 5 , Julian calendar, to compute exact days) into the reenlistment contract.

a. Remaining obligated service is that time in excess of 29 calendar days from the discharge date (day prior to Date of Enlistment - DOE) to the Date of Separation (DOS) - any partial month of 29 calendar days or less will not be considered in the total obligated service. Reminder - Extensions, whether entered or not, are considered obligated service except for CAREERS Retrainees and for members extended under STOP LOSS

b. SrA reenlisting to reach their HYT must still follow the rules of the Full Enlistment Program.  Obligated service is not forgiven and years of service is added to the obligated service.  SrA who cannot reenlist to their HYT may be eligible to extend under Rule 27.  

5. Leave Settlement Option.   If a member desires to sell leave in conjunction with their reenlistment, they must complete an AF Form 1089 (Leave Settlement Option) or locally devised form.  Keep the original and give a copy to the member.  The leave settlement option is updated with the E6 transaction.  This cannot be updated any earlier than 120 days prior to reenlistment date and is advised not to be updated NLT 10 days prior to reenlistment.  Leave may only be sold in conjunction with any reenlistment or when the member enters their first extension on each enlistment.  Members have the option to carry forward all of their accrued leave, sell all of their accrued leave, or sell part of their accrued leave.    

6. Update Instructions:  Customer Support > Career Enhancements > Reenlistments and Extensions > F7 > Enter the member’s SSAN and retrieve the member’s file (F8) > Select Reenl/Ext > Reenlistment > Select the Details Box > Update: The application date (today's date), member’s projected DOE (must be within 120 days of current date)(DD-MMM-YYYY), the base ID, Reenlistment Type (900 or 902), DJMS reenlistment flag (will always be “7”), the member’s projected TOE (yrs) and TOE (mths) – update months to 0 if none > Click OK > Click the Disk icon in the toolbar to save

7. The 25 April 2003 patch created some problems. These issues have been defected and are being worked with a projected fix date of June 2004 

a.  MPFs can project reenlistments as long as the reenlistment has less than 12 months of obligated service. 

b.  If the projected reenlistment has more than 12 months of obligated service, you will receive a reject stating the TOE months cannot be greater than 12. 

c.  If you get this reject, please submit the request through CMS. We will update the reenlistment at our level and you will receive a response as soon as possible. Once you have received the returned CMS case, you can update the E63. 
8. To Delete a Reenlistment Projection: Follow the same path > Click on the Details Box > Click on the Red ‘X’ on the toolbar > Click on the Disk icon to save

9. Processing Reenlistment:  After the member selects a reenlistment date (must be within 120 days of current date), schedule the member for an appointment to review their reenlistment contracts. 

a. Update an E63 when reenlistment is within 120 days of the day the member projects for their reenlistment

b. If a reenlistment is manually updated in MilPDS, six fields must be updated: TOE, ETS, DOS, DOE, Cat of Enl and RE Code.  All of these fields are supposed to be updated upon the member being accessed onto RegAF (there's currently a MilPDS defect to enhance these updates).  After BMT, these six fields fall under the reenlistment office's responsibility.

c. Create a reenlistment folder to include a base produced reenlistment worksheet (see FIGURE 3.1 for an example) an AF Form 1089, an AAD005 or RSLOSS SURF, and all update printouts.  Always have contracts ready when the member comes in to review them.

d. Complete the member’s reenlistment paperwork, including DD Form 256AF.  
e. Establish a filing system to track the members reenlisting.   

f. Have the member review their contract for accuracy of personal data when they come for their contract review.  Ensure the MPF clerk signing the contracts is an A1C or above.  Once the member returns the AF IMT 901 with their commander’s signature, have a TSgt or above sign the AF IMT 901 on behalf of the MPF Chief.

g. Reenlisting members must return their contract to your office NLT 1400 hours CST on the date of reenlistment.  If the member does not return the contract by this allotted time and all attempts to contact the member fail, cancel the reenlistment out of MilPDS.  If an E63 has been updated, you will need to update an E6F to clear the reenlistment projection on DFAS files.  Please see ‘DJMS Inputs for MilPDS’ (Section 9) for guidance on processing an E6F.

h. If a member changes their reenlistment date prior to reenlisting, change the projected DOE in the reenlistment projection screen.  Additionally, if an E63 has already been accomplished, update an E64 to change the reenlistment projection.  Please see ‘DJMS Inputs for MilPDS’ (Section 9) for guidance on processing an E64.

i. When reenlistment contracts are returned after the member has reenlisted, review them to ensure they are completed correctly.  Review contracts in accordance with the AFI or guidance found in Section 5.  Give the member a copy, place a copy in the member’s UPRG, and mail the original to HQ AFPC/DPSFCM (Please see Section 5 for a complete address): 

10. Reenlistment Ceremony.  Brief all members that they must have a U.S. flag present as a backdrop and the reenlistee and the officer administering the oath must be physically collocated during the ceremony.  Reenlistments cannot be completed via phone or teleconference.   Reenlistments can be conducted any day of the year.   Do not allow member’s to pick up the DD Form 4/2 any earlier than 1 duty day prior to reenlistment.  There may be some exceptions to this rule however, i.e. members reenlisting while TDY.  
11. CAREERS Retraining Program.  First-term Airmen retraining under the CAREERS Retraining Program will now have three reenlistment options.  Once a member has extended a total of 23 months to include any extension for CAREERS retraining, they can:
a. If reenlisting more than 29 calendar days before entering an extension 
1. The 23-month extension incurred for CAREERS retraining will not be counted as obligated service.  This includes any extension completed prior to being accepted for CAREERS retraining.  The member will serve 4 or 5 years plus any obligated service prior to ETS.
2. Example:   If a member is reenlisting 2 months prior ETS (excluding the 23 months extended for careers retraining) and wants to reenlist for 5 years, the 2 months is counted as obligated service and is added to the current reenlistment.  The member will serve 5 years 2 months from DOE and if eligible for an SRB, will be paid for the full 5 years reenlisted.  The member’s DD Form 4/1 will reflect 5 years and 2 months and the AF IMT 901 will reflect 5 years.
b. If reenlisting within 29 calendar days of ETS
1. A member can reenlist for 4, 5 or 6 years. The 23 months incurred for CAREERS retraining will not be added to the current reenlistment as obligated service. The member will serve 4, 5, or 6 years from DOE and if eligible for an SRB, will be paid for the full number of years reenlisted. 
2. Example:  If a member is reenlisting within 29 calendar days of ETS and wants to reenlist for 5 years, the 29 calendar days would not be counted as obligated service and the member will serve 5 years from DOE.  If eligible for an SRB, the member will be paid for the full 5 years reenlisted. The member’s    DD Form 4/1 will reflect 5 years and the AF IMT 901 will reflect 5 years.
c. If reenlisting after entering a CAREERS-related extension  

1. A member can reenlist for 4, 5 or 6 years; any remaining portion of the 23 month obligated service incurred for CAREERS retraining will not be charged as obligated service.  The member will serve 4, 5, or 6 years from DOE and if eligible for an SRB, will be paid for the full number of years reenlisted. 
2. Example:  If a member is reenlisting after entering an extension and the member wants to reenlist for 4 years, the remaining portion of the extension will not be counted as obligated service.  The member will serve 4 years from DOE and if eligible for an SRB, will be paid for the full 4 years reenlisted.  The member’s DD Form 4/1 will reflect 4 years and the AF IMT 901 will reflect 4 years.
12. Transaction Reporting and Control (TRAC) Program:  The mail merge instructions and the sample TRAC letter can be found on our web site by clicking on the “For The MPFs” menu option.  
a. AFI 36-2606 paragraph 3.10. Transaction Reporting and Control (TRAC) Program. The TRAC program assists HQ USAF planners in projecting and managing enlisted force strength levels and gives resource managers sufficient lead-time to effectively backfill personnel separating from the Air Force. TRAC also allows Airmen the time needed to complete all actions associated with reenlistment or separation.

b. The TRAC program is used by the MPFs to identity first-term Airmen with approved CJRs and second-term and career Airmen who are eligible to reenlist no later than 150 days prior to their established DOS.

c. TRAC program consist of the TRAC roster and Career Intent notification letters. The Career Intent notification letters document the member’s career intent and schedules the member for a reenlistment briefing or counseling appointment to initiate the reenlistment process
d. Continental United States (CONUS) TRAC Program. MPFs identify first-term Airmen with approved CJRs, and second-term and career Airmen who are eligible to reenlist, not later than 150 days before DOS. MPFs obtain their reenlistment and separation elections and process Airmen for reenlistment according to Table 3.7. MPFs will update reenlistment projections prior to the 120th day before DOS. (NOTE: First-term Airmen are automatically projected for separation on the 120th day before DOS unless they have an approved or suspended CJR.)    

e. Overseas TRAC Program. Airmen must reenlist or extend their enlistments in order to acquire the necessary retainability for their assignment options, within prescribed time frames. Normally, Airmen must obtain the required retainability not later than the 25th day of the 8th month before DEROS. (NOTE: First-term Airmen are automatically projected for separation on the 120th day before DOS unless they have an approved CJR and a projected reenlistment.)        
f. In order to better assist the MPFs, a Discoverer product has been developed that will enable you to pull monthly TRAC Rosters.   You will need to work closely with your PSM office, as they are the only ones who have access to Discoverer.  Please follow the below steps to create your track roster:

1. PSM will access the Discoverer product under FORSYTHE.TRAC-ROSTER.dis

2. If your PSM has access to Discoverer, but cannot access this particular file, please have them contact TSgt Forsythe at William.forsythe@randolph.af.mil  or 665-2379.

3. If your PSM does not have access to Discoverer, they will need to work with AFPC/DPSIMD to get access.

4. PSM will convert the product to an Excel spreadsheet and forward it to the Reenlistments office. (The tab labeled TRAC ROSTER is what will need to be forwarded)

5. The Reenlistments office will change the attached TRAC Letter template to reflect your bases information.   Do NOT change or delete any of the preformatted areas as that will adversely affect the mail merge


6. The Reenlistments office will MAIL MERGE (use attached instructions) the names into the preformatted TRAC letter.   The Reenlistments office can either print and mail them at that point or email them to the appropriate CSS for action.   You will need to establish you own internal system for requesting these rosters as well as how you plan on distributing them.   

13.  How to Manage the TRAC Program 

a. Mass Briefings are an excellent way to contact several people all at once and should be conducted in coordination with the Retirements/Separations office.  Both offices should take an active part in the briefings and ensure no member leaves the briefing without completing the appropriate paperwork needed to project either a reenlistment or retirement/separation.  At a minimum during these briefings, each member should be given their options regarding reenlistment or separation, leave sell options, term of enlistment options, SRB options, guidance covering Rule 28 extensions as well as any information the Retirements/Separations office wishes to pass on.  
b. To manage the TRAC Program:
1. Request PSM run the Discover program and send you the Excel product on the first of every month (note:  roster has been changed so it no longer pulls 12 months from today’s date, it pulls only the records of members that are within 5 months of DOS).

2. Sort roster (most MPFs prefer to sort roster by PASCODE).

3. Update TRAC letter with date/time/location of meeting.

4. Mail Merge the names into the TRAC letter and send the letter to the member or the CSS.

5. Conduct your briefing and take appropriate action.

14. Reenlisting While Deployed

a. Guidance below is for MPFs and PERSCO teams to follow for members scheduled for deployment and have decided to reenlist (paragraph 2) prior to deployment or who wish to reenlist (paragraph 3) while at the deployed location.

b. If a member states their intentions to reenlist prior to departing for their deployment, it is the responsibility of the home station MPF to assist with processing reenlistments documents IAW AFI 36-2606 paragraph 3.5.2 - 3.5.4.  Home station MPF reenlistments office must complete the following actions for the member prior to deploying:

1) The home station MPF:

a. Give the individual their reenlistment package prior to departure.  The package will include, at a minimum, the new DD Form 4-1-2, Enlistment/Reenlistment Document-Armed Forces of the United States and their copy of the AF Form 1089, Leave Settlement Option.
b. Obtains the member’s initials and signatures on the AF IMT 901, Reenlistment Eligibility Annex to DD Form 4-1-2, Section III prior to their departure.

c. Retain the AF IMT 901 and ensure the member’s unit commander completes section IV according to Figure 3.2. (EXCEPTION: If the member’s unit commander will be at the deployed location, include the AF IMT 901 in the reenlistment package.  The PERSCO team at the TDY location will assist the reenlistee in completing the form.)

d. Update projected reenlistment in MilPDS.

e. Coordinates with PERSCO teams at deployed locations to ensure proper completion of reenlistment documents.

2) The PERSCO team:

a. Completes DD Form 4/2 Section D (Certification and Acceptance) and ensures the reenlistment occurs.  If the reenlistment does not occur as scheduled, the PERSCO teams contacts the home station MPF to cancel the projected reenlistment.

b. Gives the Airmen a copy of the completed/indorsed contract.

c. Mails original DD Form 4-1-2 and AF IMT 901 (if applicable (see paragraph 2a(3) above)) to the home station MPF for final processing.

c. If the member states their intentions to reenlist while deployed after arriving at the deployed site, it is still the responsibility of their home station MPF to assist with processing reenlistments documents.  The PERSCO team must contact the home station MPF and provide a projected reenlistment date at least 10 days from the date of request for timely reenlistment processing.
1. The home station MPF:

a. Must coordinate with the member’s unit commander to ensure member is eligible to reenlist.

b. Completes all contracts and emails them to the PERSCO team.

c. Update projected reenlistment in MilPDS.

d. Coordinates with PERSCO teams at deployed location to ensure proper completion of the reenlistment documents.

2. The PERSCO team:

a. Obtains member’s signature on the AF IMT 901 and faxes it back to the home station MPF for commander’s signature.

b. Completes DD Form 4/2 Section D (Certification and Acceptance), and ensures the reenlistment occurs.  If the reenlistment does not occur as scheduled, the PERSCO teams contacts the home station MPF to cancel the projected reenlistment.

c. Gives the Airman a copy of the completed/indorsed contract.
d. Mail original DD Form 4-1-2 and AF IMT 901 (if applicable (see paragraph 2a(3) above)) to the home station MPF for final processing
e. Members who reenlist with an SRB while in a designated combat zone are tax exempt IAW AFI 36-2606, paragraph 2.18.  To qualify for this tax exemption, a member can reenlist while in the designated combat zone or at another location as long as the reenlistment occurs during the month they served in the combat zone.  The date of reenlistment not the location authorizes the tax exempt SRB.  For example, if you served in a combat zone from 1 Jan thru 3 Mar 04 and reenlist on 10 Mar 04 back at your home station, then you are still entitled to the tax exclusion.  However, if you served in a combat zone until 28 Feb 04 and reenlist at your home station on 1 Mar 04 you are not entitled to the tax exclusion.  The reenlistment must occur during the same month in which you deployed to qualify for the tax exclusion.
FIGURE 3.1

Reenlistment Worksheet

Name (Last, First, Full Middle Name):  __________________________________________

Grade/Rank:  __________
SSAN:  _______________________Unit:  ______________

Duty Phone: ________________ Home Phone: _____________ CAFSC: ____________

Projected Reenlistment Date (must be within 120 days of current date):____________ 

# of Years: _______ # of Months: _______ 

SRB Zone: _______ SRB Multiple: ______ DOB: _________ TAFMSD: __________


Pay Date: ____________ ETS: ____________ DOS: ____________

Reenlistment Counseling:

Initials:

_____ I understand that I must be within 3 months of my ETS (second term and career Airmen) to reenlist if I do not have a service directed retainability requirement

_____I understand I can sell leave on any reenlistment, not to exceed 60 days in my career.

_____I have been counseled regarding my SRB entitlement and obligated service, as well as termination and recoupment policies.

_____I understand I should wait 10 days after projecting reenlistment before reenlisting.  This will allow time to process all required actions and help prevent pay and allotment discrepancies.

_____I intend to reenlist immediately after separation.  I hereby authorize my retention in service for a period not to exceed 7 calendar days beyond my DOS to complete separation processing should I, immediately before or after separation, and before reenlistment, decline to reenlist.  (Initial only if reenlisting on DOS)

Leave Settlement Option 

Initial Only 1

I elect to carry forward all of my accrued leave into my next enlistment.

____________

I elect to receive a cash settlement for all of my accrued leave.


____________

I elect to sell _______ days of accrued leave.



____________

Date: _____________Signature of Member: ______________________________ 

MPF USE ONLY

Service Date Computation:


TAFMS:


TIMS:



Obligated Service:

Proj DOE ____________
TAFMSD ____________
Old DOS ____________

TAFMSD ____________
DIEMS ______________
Discharge Date  ___________

Total ________________
Total ________________
Total ________________ 

Home of Record:  ________________________   Place of Enlistment:  ______

TABLE 3.1  Reenlistment Process Step by Step

	Action
	Reenlistment Technician
	Approval Authority

	1. Is member within 3 months of ETS (second term or career Airman) if they do not have a service directed retainability requirement?  
	
	

	2. Have member complete reenlistment worksheet
	
	

	3. Make and label folder (label at a minimum should include:  Last name, first name, SSAN, reenlistment date
	
	

	4. Request member’s UPRG from Customer Service.  Remove previous reenlistment contract and all extensions.  These documents will be given to member once they have reenlisted
	
	

	5. Attach checklist to left side of folder (all other documents will go on the right side of folder)
	
	

	6. All folders will include at a minimum:  worksheet, current T18, print-outs of all updates/transactions, AAD005 or RSLOSS SURF, old contracts, new contracts, leave settlement (if applicable), AF IMT 545 (if applicable)
	
	

	7. Pull T18 on each member
	
	

	a. Verify ETS (TH) and DOS (TU) on T18
	
	

	1.     If both dates match and are in the future, update E63
	
	

	2.     If ETS is prior to member’s reenlistment date, update extension
	
	

	3.     If ETS and DOS are both in the past, is the DOE for the current transaction on or before DOS?  If yes, update E6 for reenlistment.  If no, take appropriate action (i.e. update a previous extension)
	
	

	4.     If DOS is more than one year ago, you will need to submit a CMS case to update old information prior 

        to you updating the E6
	
	

	b. Verify data on N7 line of T18.  If there is data pending for this reenlistment, do NOT re-update the same transaction.  
	
	

	c. Verify data on NN line of T18.  If there is a reject, this must be corrected or cleared prior to completing E6 for this reenlistment
	
	

	8. Is member selling leave?  If yes, member must complete AF Form 1089 or locally devised form
	
	

	9. Is member a first term Airman?  If yes, have member complete AF IMT 545 to request a CJR and/or SRB and request CJR in MilPDS
	
	

	10. If member is a first term Airman, do they need retainability for CAREERS retraining?  If yes, request CJR from DPPAER via CMS
	
	

	11. Is member eligible for an SRB?  If yes, then request CJR/SRB (if applicable)
	
	

	12. Project reenlistment 
	
	

	13. Update E63 if within 120 of project reenlistment date (ensure you update the correct SDN; use Julian calendar in continuity book) 

        NOTE:  if E6 is updated after 1500 CST, this will not appear on the N7 line for at least  

two days)
	
	

	14. Update leave and SRB correctly (if applicable)
	
	

	15. Did you keep a print screen of each update you did?
	
	

	16. Complete AF IMT  901 and DD Form 4 
	
	

	17. Complete DD Form 256 (Discharge Certificate)
	
	

	18. Once all updates have been made, wait 3-5 days and verify projection on N7 line.  If there is no N7 line, check the NN line for a reject.  Correct reject and check it again in 3-5 days.  NOTE:  N7 can take up to 10 days to consummate from the date member reenlisted or entry open date (whichever is later)
	
	

	19. Did member return contract by 1400 CST?  If member has not returned contract or made previous arrangements, cancel projected reenlistment
	
	

	20. Once contracts are signed by member and returned, verify all required blocks have been completed and are correct.  Process contract through the verification official prior to forwarding contract to AFPC records section
	
	

	21. Make copies and distribute IAW AFI 36-2606
	
	

	22. Maintain folder for 90 – 120 days after reenlistment date then destroy.
	
	


Table 3.2 Authorized Terms of Enlistment

	Rule
	If Airmen is 

(See note 1, 2)
	And the grade is
	And has the following remaining obligated service
	The authorized Term of Reenlistment in whole years is 

	1
	First term Airmen 

(See note 2, 3, 4)
	A1C thru SSgt 

(NOT CAREERS Retrainee)
	29 calendar days or less
	4, 5 or 6

	2
	
	
	30 days to 12 months
	4 or 5

	3
	
	
	13 – 24 months
	4

	4
	
	
	25 – 36 months
	3

	5
	
	A1C thru SSgt (CAREERS Retrainee)
	(See note 3)
	4, 5, or 6

	6
	Career/Second Term 
	SrA – CMSgt

(See note 5, 6)
	29 calendar days or less
	4, 5 or 6

	
	
	
	30 days to 12 months
	4 or 5

	
	
	
	13 – 24 months
	4

	
	
	
	25 – 36 months
	3

	7
	Career Airman reenlisting to HYT plus 1 month (see note 6)
	SSgt - CMSgt
	N/A
	2, 3, 4, 5, or 6 (see note 4)


NOTES:

1.  Airmen must meet conditions authorizing reenlistment in AFI 36-2606, Table 3.8.

2.  Current obligated service will determine how many years the Airman is authorized to reenlist.   Obligated service is added to the number of years reenlisting and the combination must not exceed 6 years (72 months).   

3.  First term CAREERS retrainees are not charged obligated service for extension periods that equal 23 months.  These members are only charged obligated service for the period of time prior to their original ETS.  Example:  If members reenlisting 2 months prior to ETS (excluding the 23 months extended for CAREERS retraining) and wants to reenlist for 5 years, the 2 months is counted as obligated service and is added to the current reenlistment.  The member will serve 5 years and 2 months from DOE.   This update does not currently work.  If member is charged obligated service on their SRB, submit a CMS case.  Remarks must include that member is a CAREERS retrainee and obligated service should not be charged against the member.  

4.  Career Airmen approaching HYT can reenlist for any combination of years and months that will take them to their HYT plus 1 month (obligated service is forgiven). 

5.  SrA approaching HYT of 12 years may only reenlist to HYT month if their term of enlistment and number months of obligated service takes them exactly to their HYT.  If not, they reenlist the most they are eligible for and then, when they are within 2 years of HYT, they can extend to get to their HYT under Rule 27 in Table 4.1.

6.  HYT Listing:

	Rank
	HYT years

	SrA

	12

	SSgt
	20

	TSgt
	24

	MSgt
	26

	SMSgt
	28

	CMSgt
	30


SECTION 4

Extensions of Enlistment 

1. Extension Limitations.  A member may only extend IAW AFI 36-2606, table 4.1.

2. Eligibility:
a. First-term Airmen cannot extend for more than a total of 23 months.  Second-term and career Airmen cannot extend their current enlistments for more than a total of 48 months.  There is no limit to the number of valid extensions a member may accomplish.

b. Verify the approval authority for the extension. Any reasons requiring AFPC approval must be processed IAW AFI 36-2606, paragraph 4.9.  

3. Update Instructions - Customer Support > Career Enhancements > Reenlistments and Extensions > F7 > Enter the member’s SSAN and retrieve the member’s file (F8) > Select Reenl/Ext > Extension > Details > Update:  The reason for the extension from LOV, Input the Number Months 1-48, Select the Source Document from the LOV (will normally be A3), and Fill in the DJMS Ext Flag from the LOV: “7” for all extensions with the exception of STOP LOSS extensions which will be updated as an “X”  (It is mandatory to input a DJMS on each Extension), Input the number of Extensions (1, 2, 3, etc)  Only count voluntary extensions) > Click OK > Click the Disk icon in the toolbar to save> then F8 to refresh.  Once refreshed, the Date Entered Ext block will populate

a. 2nd or subsequent extensions 

1. The update must be entered on the next blank line of the extension field for the correct information to flow to DFAS.   

2. If the member is entering a second or subsequent extension and there is not currently an extension or a generic extension on the details line, you must first update a generic extension using reason code 9 and number of months 0.   You can then update the new extension on the next blank line.  Monitor your WOQ to see if the TU4 sent the correct number of months.  If it sent "0" for months or an incorrect number of months, then a manual TU4 will need to be updated. 

4. To Delete an Extension: Follow the same path > Click on the Details Box > Click on the Red ‘X’ on the toolbar > Click on the Disk icon to save

5. Generic Extensions on Details Line:  All extensions will now remain in the extension update area in MilPDS for a history file--do not delete these extensions.  If the member has previously entered an extension, a data load was completed by AFPC which updated a generic extension with reason code 9 and number of months 0 (one or more extensions may be combined together).  Additionally, any extension that has just been input will remain on MilPDS in the details line -- do not delete the extensions on the details line.  All extensions will remain on the details line until the member reenlists and the reenlistment consummates in MilPDS.  At that time, the extensions will be cleared from the details line.  Following these steps will alleviate the need to update manual TU4s. If you are updating a 2nd or subsequent extension, the update must be entered on the next blank line of the extension field for the correct information to flow to DFAS.   If the member is entering a second or subsequent extension and there is not currently a generic extension on the details line, you must first update a generic extension using reason code 9 and number of months 0.   You can then update the new extension on the next blank line

6. AFI 36-2606, Table 4.1.  Rule 4 clarification:  A member requesting to extend IAW AFI 36-2606, Table 4.1, Rule 4, to retire not later than the first day of the month following completion of 20 years TAFMS (for reasons other than HYT), may NOT extend under this rule if they are reenlistment eligible.  They are only entitled to extend under this rule if they are ineligible to reenlist due to age 55 or the member was nonselected under SRP (RE code 2X).  There must be a valid reason to extend under another rule in Table 4.1 or the member will need to reenlist, and then apply for retirement within 12 months of the requested retirement date. 
7. Extensions for Service-Directed Requirements.

a. When a member is eligible to receive an SRB and chooses to extend their enlistment for a period of 36-48 months to receive an SRB for the extension, request an SRB prior to updating the extension.  Members will receive the SRB multiple that is in effect on the date the extension contract is completed, not the multiple in affect at the time member enters the extension.
b. The SRB will not be paid until the member enters into the extension.

c. Members receiving an SRB should be briefed in conjunction with extension for assignments that they may be eligible to request delay of retainability, IAW AFI 36-2110, table 2.7, rule 1.  It is not mandatory to brief the member, just advise them to check with Assignments in regards to this option.

8. Declining Service-Directed Requirements.  A discrepancy exists between PME policy and AFI 36-2606.  AFI 36-2301 (dated 27 Jun 02) enables Airmen with greater than 18 years active service as of class start date to decline EPME.  Airmen with at least 18 years active service as of class start date, but less than 20 years active service as of class start date can extend to the month after completing 20 years TAFMS.

a. If a career Airman declines an assignment, they must separate upon their current date of separation.  They are ineligible to extend unless upon the date they decline the assignment, they are over 19 years TAFMS.  Extension under Rule 5 or 8 must be executed prior to member signing the declination statement.    

b. If a member has lost time or has been in confinement, they are not eligible to extend until their lost time has been computed.  Once their service dates have been computed and corrected, then they may be eligible to extend if they have a valid reason IAW the AFI.

9. Leave Settlement: 

a. Ensure the member completes an AF Form 1089, section III or a locally devised form, prior to entering into their 1st extension.  
b. Do not update an E63 without this source document.  
c. Once the member has completed their leave settlement option, update MilPDS using an E63.  
d. Members have the option to carry forward all of their accrued leave, sell all of their accrued leave, or sell part of their accrued leave.    
e. If the member desires to change their leave settlement option prior to entering into the extension and an E63 has been processed for the extension, process the change using an E64.
10. Extension Cancellation:

a. If the member requests cancellation of an extension IAW AFI 36-2606, paragraph 4.11, and the request is approved, cancel the extension in MilPDS.  If an E63 has been updated, update an E6F to clear the extension projection on DFAS files.  Please see ‘DJMS Inputs for MilPDS’ (Section 9) for guidance on processing an E6F.

b. An extension can only be canceled if the reason for the extension no longer exists.  For example.  Member got retainability for an assignment and the assignment was canceled.  This can NOT be used if the length of the extension reason changed.  For example:  A member got retainability to become an instructor.  The length of the tour of duty was shortened after member departed their last duty station, this extension cannot be canceled or shortened.  Member must serve the remaining time on this extension.  
11. AF IMT 1411 Remarks.  If a member enters a voluntary extension after being extended under STOP LOSS.  Include the following comments in the remarks section:  Member extended under STOP LOSS for X months from X date to X date.   This statement will help prevent future problems to this member’s record. 

12. Rule 28 Guidance.  AFI 36-2606, table 4.1, rule 28, Best Interest of the Air Force Extension, allows a member to request an extension as an exception to policy.  This rule is used for extenuating circumstances and when there is no other rule (1-27) that allows the member to extend.  Rule 28 extensions cannot be canceled for any reason.  Once it is approved, they must serve out that extension.
a. In order for a member to apply for an extension under rule 28, they must provide a signed memorandum, indorsed by their commander to the reenlistments office.  In addition, if member’s DOS is within 7 calendar days or less (from the date of the fax coversheet) a separate letter must be signed by the member and the member’s commander with justification why the member waited so long to request this extension and include a statement that they understand that due to their delay, their pay may be affected.  The MPF will assist the member in completing an AF IMT 1411 for the extension request.  The reenlistments section will then have the memorandum indorsed by the MPF commander.  Once the memorandum is completed, fax the following documents to HQ AFPC/DPPAER at DSN 665-2360 for approval/disapproval.  We advise that you contact us by phone or email to ensure we received the fax.   If any of these items are missing, the MPF will be notified that AFPC received an incomplete package.  The package will not be worked and the MPF will be required to refax the entire package.  

1. A legible cover sheet which includes the base, MPF POC, member’s name and SSAN

2. Signed memorandum 
3. Current AAD005 SURF
4. AF IMT 1411 
b. MPFs will be notified via e-mail of the approval/disapproval.  For further guidance, refer to AFI 36-2606, paragraph 4.9.4.  AFPC/DPPAE is NOT the approval authority for most of these cases, the Assignment Functional is.  Please do not call and ask us if we think a case will be approved or not.  As soon as we received approval/disapproval from the assignment functional, we send you an email with the status.  
c. Effective 1 May 2004, AIG message DTG 201350Z APR 04 Personal Convenience Extensions are no longer authorized and may not be approved.   Rule 28 Exception to Policy extensions may still be submitted IAW AFI 36-2606 and paragraph 14a above as long as they are not for personal convenience.            .

13. Approval authority for Best Interest of the Air Force extensions for the NCO Retraining Program (NCORP):  Members who are ineligible for voluntary retraining (i.e. members on the Fitness Program) but are eligible for Involuntary Retraining can apply for NCORP if otherwise eligible.  If these members are selected for retraining and need retainability, their only option is to request retainability under Rule 28.  The approval authority for these extensions has been has been delegated to the MPF commander.  Once the MPF commander has signed the request letter, the Reenlistment technician may update the request.  The Reenlistment technician MUST ensure member is eligible for this extension and that this extension will not exceed the minimum number of months required for the retraining.  Reference MPF approval letter in the remarks section of the AF IMT 1411 and attach a copy of the letter to each copy of the AF IMT 1411.

14. Fitness Program:  Please see AFI 10-248 for guidance

15. To update extensions when MilPDS says extension will take member past HYT:

Write down DOS from service dates

Delete last extension

Reupdate DOS in service dates (to what you wrote down)

If you deleted the only extension, project a generic extension with 0 months

Project new extension

Call us if it doesn’t work 

TABLE 4.1 EXTENSION INSTRUCTIONS

	Action
	Reenlistment Technician
	Approval Authority

	1. Have member complete extension worksheet
	
	

	2. Make and label folder (label at a minimum should include:  Last name, first name, SSAN, date entering extension)
	
	

	3. Attach checklist to left side of folder (other documents will go on the right side of folder)
	
	

	4. All folders will include at a minimum:  worksheet, current T18, print-outs of all updates/transactions, AAD005 SURF, contracts
	
	

	5. Complete AF IMT 1411 
	
	

	6. Schedule the member to complete their extension paperwork (AF IMT 1411)
	
	

	7. Has the member reviewed their extension contract for accuracy and completed the statements on the reverse?  
	
	

	8. Has the MPF counselor (A1C or above) reviewed the paperwork with the member and signed in block X (reference AFI 36-2606, figure 4.1 for further guidance)
	
	

	9. Did the member complete section II, III and IV?  Ensure the member understands they MUST sign section II in front of the officer who signs section III
	
	

	10. Pull T18 on each member
	
	

	11. Verify ETS (TH) and DOS (TU) on T18
	
	

	a) If both dates match and are in the future, E6 can be completed
	
	

	b) If ETS is in the past, update previous extension
	
	

	c) If ETS and DOS are before member’s DOE, take appropriate action to update previous extension
	
	

	12. Verify data on N7 line of T18.  If there is data pending, do NOT re-update the same transaction
	
	

	13. Verify data on NN line of T18.  If there is a reject, this must be corrected or cleared prior to completing any additional updates
	
	

	14. Verify data on TS line of T18.  You are verifying how many extensions member currently has
	
	

	15. Check the number of months reflecting on the TS line to ensure member will not go over 23 months  (first term Airmen) or 48 months (second term/career Airmen) of extensions (Do not rely on contracts in UPRG to ensure member is not going over 48 months)
	
	

	16. Is member selling leave with first extension to enlistment?  If yes, member must complete AF Form 1089 or locally devised form
	
	

	17. Is member eligible for an SRB and extending for 36-48 months?  If yes, request SRB
	
	

	18. Project extension in MilPDS
	
	

	19. Is ETS 120 days or less from today’s date (use Julian calendar in continuity book)?  

       If yes, update E63  (ensure you update the correct SDN; use Julian calendar in continuity 

       book).  If no, suspense update until within 120 days from date entering extension 

NOTE:  If E6 is updated after 1500 CST, this will not appear on the N7 line for at least two days
	
	

	20. Ensure you updated the correct voluntary extension number
	
	

	21. Ensure you updated leave and SRB correctly (if applicable)
	
	

	22. Did you keep a print screen of each update you did?
	
	

	23. Once all updates have been made, wait 3-5 days and verify projection on N7 line.  If there is no N7 line, check the NN line for a reject.  Correct reject and check it again in 3-5 days.  NOTE:  N7 can take up to 10 days to consummate from the date member entered 

       extension or entry open date (whichever is later)
	
	

	24. Once contracts are signed by member and returned, verify all required blocks have been completed and are correct.  Process contract through the verification official (TSgt or above) prior to forwarding contract to AFPC records section
	
	

	25. Make copies and distribute IAW AFI 36-2606
	
	

	26. Maintain folder for 90 – 120 days after reenlistment date then destroy
	
	


SECTION 5

Distribution of Original and Returned Reenlistment/Extension Contracts

1. Mailing Contracts:  Mail within 2 months or less of the member completion.  This will ensure the member’s record is as current as possible.  Separate extensions and reenlistments; Label them accordingly.  Also, keep the corrected contracts separated from the "normal" contracts.  They can be in the same envelope as long as the stacks are properly labeled.  This will assist records in completing their review process in a timelier manner.

Contracts should be mailed to:

HQ AFPC/DPSFCM
550 C Street West Ste 21

Randolph AFB TX 78150

2. Returned Contracts: Contracts are not added to the members’ permanent record (microfiche) unless they are correct upon receipt.  Each contract that is returned for corrections is an original and could affect future actions on the member.  Therefore it is important for contracts to be corrected and returned to HQ AFPC/DPSFCM in a timely manner.  For example, if there is no contract in the UPRG and the member does not have a copy, the MPF requests a copy from the member’s permanent records at AFPC.  If AFPC does not have a copy filed there is no proof said action happened.  

a. If the MPF receives a returned contract that is not theirs, they are to forward it to the correct base rather than returning it to the records section. If the assignments section no longer has the orders on this person, the reenlistments section can log into the DFAS system and input the FID “LG”.  This FID will pull up the first two digits of the current PASCODE.  Once they have the PASCODE, they can look up the mailing address in the KPL on the AFPC webpage 

3. Common errors we have noted in contracts that are returned are:

a. Missing signatures 

b. Dates are incorrect or missing altogether

c. Part of a date is missing (i.e. 2003130 rather than 20031030)

d. Date was changed on one form, but not on the rest of the forms

e. Blocks are not initialed

f. Pages are missing - several contracts were returned due to the fact they were missing a page (i.e. AF IMT 901 or the back page of the AF IMT 1411)

g. Contract pages should be stapled together to ensure pages are not separated

h. “ONLY AVAILABLE COPY” or “CORRECTED COPY” is not being typed at the top of the form IAW with paragraphs 3.17.2 and 4.10.2 of AFI 36-2606 

i. Part of SSAN missing  (i.e. last digit)

j. SSAN is incorrect

4. Requesting Documents: To request documents from the AFPC records section, send the request via fax at DSN 665-4021  (requests can take up to 5 days for delivery)

a. The request must include the name, rank and SSAN of the member as well as the documents that are being requested 

b. The request must also include the requestors name, rank, duty title, fax number and signature (there must be a written signature on the request) 

SECTION 6

CASE MANAGEMENT SYSTEM (CMS)

1. General Input instructions: As of 22 Oct 02, the Case Management System became the primary communication link between base level, AFPC and DFAS.   AFPC and DFAS will be using CMS exclusively as means of receiving and processing personnel and pay cases and will use CMS to keep you informed on the status of the case.

a. All remarks must be clear and specify exactly what you are looking for.  Do not put “fix dates” in the remarks section, rather put “fix DOE, TOE, ETS, DOS and SRB”

b. Under the “Enter/Update a Case” field, enter the member’s SSAN and select Reenlistments or Extensions as the Case Type.  You should not be selecting any other option.  What is causing this request… did the member reenlist?  Or did the member extend? 

c. Verify the information pre-populated on the member.  

d. All fields must be completed prior to submitting case.

2. Reenlistments:  
a. Input all information in CASE TYPE BLOCK to reflect this current reenlistment

b. On all cases, please ensure the DOE, ETS, DOS, TOE are reflecting the data from this enlistment.

c. Please list the requested update items in the detail section to aid us in our update process

For example:

Reenlistment date

MPF ID

902

TOE:  years

TOE:  months

3. Extensions:

a. Input all information according to this specific extension

b. Do not use the reenlistment information, this is confusing, i.e. DOE should be the date member is entering this extension

4. Erroneous Reenlistments:

a. Input the information you want DFAS to return the dates to.

b. These dates must be a future date.  We will not send a CMS case to DFAS to correct a member’s dates if the dates are in the past and the member will go into a no pay status.  

c. The remarks section will clarify that member’s reenlistment should be declared erroneous, and that member extended.  

d. If a reenlistment must be declared erroneous and member’s dates will be a past date, you must submit a Rule 28 package to us first to get member to a current date

5. CAREERS retraining CJR request.  

a. In the Case description area, input all required information from Section 1 paragraph 10 of this continuity guide.  For Case Type, select Reenlistment or Extension.  There should be no other entries.   . 

6. Cases requiring DFAS action (other than Data Recon)

a. Enter the case using above input instructions.

b. In the Case description Enter the problem with the record and what needs to be corrected.

c. Complete the following fields in the Case Type area.

Reenl Type                  
 Leave Settlement

Ret/Sep SDN

Leave Days

ETS


SRB Zone

DOS


SRB Mult

DOE


CAREERS retrainee

TOE (Years and Months)

d. Enter any comments relative to the case

e. Refer Case to AFPC (DPPAER)

7. DATA RECON

a. Enter the case using above input instructions.

b. Case Type:  RECON-REENLISTMENTS (Enter/Update a case) for all Data Recon cases.  Do not use this case type if the case is not on the Data Recon.

c. Case Info:  Case description:  state what needs to be corrected

d. Root Cause of the Problem:  Other

e. Explain (use only with Other Root Cause):  DATA RECON

f. Category:  Process

g. Case Type:  Recon Reenlistments:  All requests must be completely filled in 

h. Input Point:  Action Comments:  “Member on DATA RECON”, Action:  Refer case to DFAS/AC DataRecon (non-paying)(click on refer) 
8. CMS cases that are approaching/past the 60 day point:  
a. The MPF and FSO should be holding weekly meetings.  In that meeting they should be identifying cases that have been at DFAS for 60 days.  Then, they should contact the MAJCOM POC on the FM side who will then contact the DFAS MAJCOM rep set up to deal with issues.  If their MAJCOM has cleared them to contact that DFAS MAJCOM rep directly, then the MPF/FSO can make that contact directly--some MAJCOMs want to get involved when the base is contacting the DFAS MAJCOM rep
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SECTION 7

AIR FORCE BOARD for CORRECTION of MILITARY RECORD (AFBCMR)

1. Eligibility.  A member may apply to the Air Force Board for Correction of Military Records via DD Form 149.  

2. Uses:  The DD Form 149 is maintained by the Customer Service Section in the MPF and is also available in FormFlow.  Members apply to the AFBCMR when they believe they were miscounseled or have an injustice bestowed upon them and they wish to have it corrected.

3. To complete a Board of Correction to Military Records, a member must:

a. Complete a DD Form 149

b. Attach copies of last reenlistment, copies of all extensions to that enlistment, any other documentation needed to justify member’s request

c. Mail all of these documents to the address on the back of the form.  

4. Approval Time.  Packages can take 3- 6 months for approval so please ensure member completes this package as soon as possible.

5. Notification.  Members will be notified by letter that the Board has received their request.  This does not mean the request has had action taken on it.  Additionally, members will be notified by letter if the Board approves their request.  AFPC/DPPAER receives the approved package about 30 days after the member receives their notification.  If the board approves the BCMR package, the MPF will be notified via a fax from AFPC/DPPAER on how to correct member's records in MilPDS.  No action can be taken to the member's records until the MPF receives this notification.  

6. Reconstructive Reenlistment.  For members requesting a reconstructive reenlistment that will allow them to reach their HYT:

a. In either block 8 or 9 on the DD Form 149, member states they wish to retire one month past their HYT of ______ (fill in HYT date)

7. Other Request.  For other requests, include all pertinent justification to allow the Board to reach a decision.  

8. Further Guidance.  Please refer to AFI 36-2603, paragraph 3.17 for further guidance.

 SECTION 8

MILPDS UPDATE INSTRUCTIONS

1. Reenlistment Eligibility Code:  Customer Support > Career Enhancements > Reenlistments and Extensions > F7 > Enter the member’s SSAN and retrieve the member’s file (F8) > Select Reenl/Ext > Reenl Eligibility > Select the Details Box > Select the appropriate RBA code from the LOV > Click OK > Click the Disk icon in the toolbar to save

2. Category of Enlistment:  Customer Support > Career Enhancements > Promotions and Testing > Enlistment Agreement > F7 > Enter the member’s SSAN (National Identifier) and retrieve the member’s file (F8) > Click Enlistment Agreement > Select the Details Box > Enter 1, 2, or 4 in the Enlistment Category Block as appropriate > Click OK > Click the Disk icon in the toolbar to save
3. Term of Enlistment:  Customer Support > Career Enhancements > Reenlistments and Extensions > F7 > Enter the member’s SSAN and retrieve the member’s file (F8)> Select Reenl/Ext > Term of Enlistment > Select the Details Box > Enter the Correct TOE Years and Months > Click OK > Click the Disk icon in the toolbar to save
4. Date of Separation:  Relocation and Employment > Personnel Employment > Employment > Service Dates > F7 > Enter the member’s National Identifier (SSAN) and retrieve the member’s file (F8) > Select Service Dates > Service Dates > Click on the Details Box > Enter correct DOS as DD-MMM-YYYY > Click OK > Click the Disk icon in the toolbar to save

Or

Customer Support > Career Enhancements > Miscellaneous Actions > Enlisted Quality Force Actions > F7 > Enter the member’s National Identifier (SSAN) and retrieve the member’s file (F8) > Select Service Dates > Service Dates > Click on the Details Box > Enter correct DOS as DD-MMM-YYYY > Click OK > Click the Disk icon in the toolbar to save

5. Expiration Term of Service:  Relocation and Employment > Personnel Employment > Employment > Service Dates > F7 > Enter the member’s National Identifier (SSAN) and retrieve the member’s file (F8) > Select Service Dates > Service Dates > Click on the Details Box > Enter correct ETS as DD-MMM-YYYY > Click OK > Click the Disk icon in the toolbar to save

Or

Customer Support > Career Enhancements > Miscellaneous Actions > Enlisted Quality Force Actions > F7 > Enter the member’s National Identifier (SSAN) and retrieve the member’s file (F8) > Select Service Dates > Service Dates > Click on the Details Box > Enter correct ETS as DD-MMM-YYYY > Click OK > Click the Disk icon in the toolbar to save

6. Date of Enlistment:  Relocation and Employment > Personnel Employment > Employment > Service Dates > F7 > Enter the member’s National Identifier (SSAN) and retrieve the member’s file (F8) > Select Service Dates > Service Dates > Click on the Details Box > Enter correct DOE as DD-MMM-YYYY > Click OK > Click the Disk icon in the toolbar to save

Or

Customer Support > Career Enhancements > Miscellaneous Actions > Enlisted Quality Force Actions > F7 > Enter the member’s National Identifier (SSAN) and retrieve the member’s file (F8) > Select Service Dates > Service Dates > Click on the Details Box > Enter correct DOE as DD-MMM-YYYY > Click OK > Click the Disk icon in the toolbar to save

7. To Print from MilPDS - Hold down Alt and Print Screen at the same time to capture the page you desire to copy/print.  Open either a word or power point document and press Ctrl + V to paste or right click on the mouse and select paste to copy the screen into the word or power point document.  You can then print or save the page from MilPDS. 

SECTION 9

DJMS INPUTS FOR MILPDS

Defense Joint Military Pay System (DJMS) Actions for 

Reenlistments and Extensions (AFI 36-2606)
1. The following is a list of the DJMS updates used in reenlistment and extension processing.

2. Do NOT update transactions more than twice.  

a. After the second failed attempt and the transaction did not consummate on MMPA (either N7 or NN line), contact us for assistance.  You must wait at least 7 days after your second attempt in order to give MMPA time to update

b. If a transaction rejects twice and you are unable to understand why it is rejecting, contact us for assistance

3. E63  - Used to report a reenlistment or extension to DFAS.  Must be input NET 120 days before Date of Enlistment (DOE) or day entering an extension.    Do NOT use to project a reenlistment/extension with a past DOE (an E6C MUST be used in these situations)

4. E6C/E6D  - Used to correct an E63/4 which rejected at DFAS (on the NN line) or project a reenlistment/ extension with a past DOE.   

a. If a member is in T status in MMPA and the transaction is less than a year old, use an E6C to restore member to A status

b. NOTE:  Cannot be used if DOE is more than a year old.  Those transactions must be input into CMS. 


5. E64  - Changes an initial E63 projection and is used prior to effective date of the action (DOE)(data must be present on the N7 line).  Used to correct number of leave days to sell back, change SRB data, projected term of enlistment, projected reenlistment date, etc.   

6. E6F  - Used to cancel N7 projections when the action has not consummated on the MMPA.  Also used to clear the NN reject when input of another E6 is not appropriate.   

7. TU4  - Automatically output on update of DOS to report projected extension to DFAS.   Can be manually input to report an extension currently on MilPDS but not on the MMPA.   

8. TU5 – Correct a member’s MMPA Term of Enlistment TOE (TS), Date of Separation DOS (TU) and Expiration Term of Service ETS (TH) using a TU05.  A TU05 can be used only if the DOS and ETS match and if there are no extensions/months on the TOE (TS) line on the MMPA.  The TU05 can only be used to correct data on a member who is reflecting as a 4-year enlistee when in fact should be a 6-year enlistee or a 6-year enlistee that should in fact be a 4-year enlistee.  

9. TU6  - Cancels an extension prior to the effective date and is automatically output when the extension is cancelled.  Can be manually input to cancel extension on MMPA when MilPDS is correct.  

10. TI05 – Changes the DOE.  Can only be used to correct DOE on a member who is reflecting an even TOE.  If member has months on their TOE, this transaction cannot be used.      

 

E63/E64 (DJMS Reporting Ext/Reenl) – Customer Support > Career Enhancements > DJMS Actions > DJMS Reporting Ext/Reenl > Update using the following:  

	 

Data Item
	Mandatory or

Optional
	Field Size
	 

Update Criteria 

	SSAN
	Mandatory
	N/A
	Press F7 key and enter member’s SSAN.                                      Press F8 key to query record

	Full Name
	Mandatory
	N/A
	Name will populate based on SSAN query

	Source Document
	Mandatory
	2
	DA – Reenlistment                                                                                 A3 – Extension                                                                                       FK - Invol Extension

	Lv Settlement
	Mandatory
	1
	Must be 1(sell all)                                                                            2(carry leave forward)                                                                      7(split leave)

	Vol Extn Nbr
	Mandatory
	1
	Extension:                                                                                             “1” if entering first extension                                                “0” if entering second/subsequent extension      

Reenlistment:                                                                        “0” for:                                                                                       - CAREERS retrainees                                                                                                - members who have entered a Stop Loss extension                        - members reenlisting years only (not months) to HYT  +1 month when they have greater than 29 calendar days of obligated service                                                                  “3” for all other reenlistments

	Ret/Sep SDN JUMPS
	Mandatory
	3
	Extensions:                                                                                             909 (ext is 24 mos or longer)                                               911 (ext is 23 mos or less)                                                    

Reenlistments:                                                                                          900 (DOE is within 90 days of ETS)                                                         902 (DOE is not within 90 days of ETS)  

	SVC Comp Proj
	Optional
	1
	Must be R or blank.

	SRB Bonus Type
	Mandatory
	1
	Must be appropriate zone A, B, C or 0 - if no SRB

	SRB Multr Proj
	Mandatory
	1
	Select appropriate code from LOV or  0 - if no SRB

	SRB Payment Option
	Mandatory
	1
	Must be 3 or 0 (if no SRB)

	Reentry Gr
	Optional
	2
	 01 = OTS or leave blank

	Days Acc Lv Set Save Pay
	Optional
	3
	Insert 000 if selling leave, otherwise leave blank

	Total Days Acc Lv Settle
	Optional
	3
	If Lv Settlement = 1 or 2 item must be blank.                        If Lv Settlement = 7, then first two positions must be = or     < 60; third position must be 5 or 0; third position must = 0   if first two positions = 60. 
Ex:  If selling 30 days, input 300

	Officer Status Ind Proj
	Mandatory
	N/A
	Must be 1 or 2.                                                                                 Will only be ‘2’ when member is becoming an officer and SDN equals ‘KGM’.

	Forgiv Extns Obli Ind 
	Mandatory
	1
	Must be 1 or 2.                                                                                             Will be “2” when a CAREERS retrainee or those members who have entered a Stop Loss extension and have greater than 29 calendar days before ETS.

	ACTION
	Mandatory
	N/A
	Select E63 or E64, as appropriate
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E6C/E6D (DJMS Correction for Ext/Reenl) – Customer Support > Career Enhancements > DJMS Actions > DJMS Correction for Ext/Reenl > Update using the following:  

	 

Data Item
	Mandatory or 

Optional
	Field Size
	 

Update Criteria

 

	SSAN
	Mandatory
	N/A
	Press F7 key and enter member’s SSAN.                                     Press F8 key to query record.

	Full Name
	Mandatory
	N/A
	Name will populate based on SSAN query.

	Source Document
	Mandatory
	2
	DA – Reenlistment                                                                                        A3 – Extension                                                                                              FK - Invol Extension

	Ret/Sep Eff Date Proj
	Mandatory
	9
	Extensions:                                                                                                     Enter actual ETS date on the MMPA files.  Enter date as DD-MON-YY.                                                                             Reenlistments:                                                                                              Enter day prior to Reenlistment Date. Enter date as DD-MON-YY. 

	Ret/Sep SDN JUMPS
	Mandatory
	3
	Extensions:                                                                                                 909 (ext is 24 mos or longer)                                                                         911 (ext is 23 mos or less)                                                    Reenlistments:                                                                                                      900 (DOE is within 90 days of ETS)                                                     902 (DOE is not within 90 days of ETS)  

	Depn Total Nbr
	Mandatory
	1
	Enter number of dependents.  If none, enter 0.

	Lv Settlement
	Mandatory
	1
	Must be 1(sell all), 2(carry leave forward) or 7(split leave)

	Proj TOE Yrs
	Mandatory
	1
	Extensions:                                                                                         Enter 0.                                                                                Reenlistments:                                                                                            Enter projected TOE years, and those with remaining obligated service enter the months in the MOS PROJ EXTN block. 

	SRB Bonus Type
	Mandatory
	1
	Must be appropriate zone A, B, C or 0 - if no SRB

	SRB Multr Proj
	Mandatory
	1
	Select appropriate code from LOV or 0 - if no SRB

	SRB Payment Option
	Mandatory
	1
	Must be 3 or 0 (if no SRB)

	Reentry Gr
	Optional
	2
	01 = OTS or leave blank

	Days Acc Lv Set Save Pay
	Optional
	3
	Insert 000 if selling leave, otherwise leave blank 


	Total Days Acc Lv Settle
	Optional
	3
	If Lv Settlement = 1 or 2 item must be blank.                              If Lv Settlement = 7, then first two positions must be = or          < 60; third position must be 5 or 0; third position must = 0         if first two positions = 60. 
Ex:  If selling 30 days, input 300

	Vol Extn Nbr
	Mandatory
	1
	Extension:                                                                                  “1” if entering first extension                                                            “0” if entering second/subsequent extension

Reenlistment:                                                                             “0” for:                                                                                          - CAREERS retrainees                                                                                                - members who have entered a Stop Loss extension                        - members reenlisting years only (not months) to HYT  +1 month when they have greater than 29 calendar days of obligated service                                                                                                          “3” for all other reenlistments

	Mos Proj Extn
	Mandatory
	2
	Extensions:  Enter number of months extension being entered.  

Reenlistments:  Enter number of months to be added to TOE.  Note:  Total of TOE years and months cannot exceed 6 years (72 months)

	Svc Comp
	Optional
	1
	Must be R or blank

	Officer Status Ind Proj
	Mandatory
	N/A
	Must be 1 or 2.  Will only be ‘2’ when member is becoming an officer and SDN equals ‘KGM’.

	Forgiv Extns Obli Ind 
	Mandatory
	1
	Must be 1 or 2.  Will be “2” when a CAREERS retrainee or those members who have entered a Stop Loss extension and have greater than 29 calendar days before ETS.

	ACTION
	Mandatory
	N/A
	Select E6C or E6D, as appropriate
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E6F (DJMS For Reenlistments) – Customer Support > Career Enhancements > DJMS Actions > DJMS for Reenlistments > Update using the following:  

	 

Data Item
	Mandatory or 

Optional
	Field Size
	 

Update Criteria

 

	SSAN
	Mandatory
	N/A
	Press F7 key and enter member’s SSAN.                                      Press F8 key to query record.

	Full Name
	Mandatory
	N/A
	Name will populate based on SSAN query.

	Ret/Sep Eff Date Proj
	Mandatory
	9
	Extensions:                                                                                         Enter actual ETS date on the MMPA files.  Enter date as DD-MON-YY.

Reenlistments:                                                                                     Enter day prior to Reenlistment Date. Enter date as DD-MON-YY. 
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TU4/TU6 (DJMS for Extension) – Customer Support > Career Enhancements > DJMS Actions > DJMS for Extension > Update using the following:  

	 

Data Item
	Mandatory or 

Optional
	Field Size
	 

Update Criteria

 

	SSAN
	Mandatory
	N/A
	Press F7 key and enter member’s SSAN.                                         Press F8 key to query record

	Full Name
	Mandatory
	N/A
	Name will populate based on SSAN query

	DOS
	N/A
	N/A
	DOS.  Field protected against update.  Required changes must be made before entering this screen

	ETS
	N/A
	N/A
	ETS.  Field protected against update.  Required changes must be made before entering this screen

	DOS MMPA
	N/A
	N/A
	Leave Blank

	ETS MMPA
	N/A
	N/A
	Leave Blank

	TOE MMPA
	N/A
	N/A
	Leave Blank

	Reason
	Mandatory
	1
	Select appropriate Extension Reason from the LOV (“1” for STOP LOSS extensions) 

	Vol Extn Nbr
	Mandatory
	1
	Extension:                                                                                            “1” if entering first extension,                                                 “2” if entering all other extension

	Source Document
	Mandatory
	2
	A3 – Extension                                                                                   FK - Invol Extension

	Action
	Mandatory
	N/A
	Select TU04 or TU6, as appropriate
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TI05

1. Normally used to correct VAN rejects.  VAN rejects are usually caused by a reenlistment being updated that has DOE after the DOE currently on DFAS files.  This is often caused due a reenlistment being projected after the member has already entered an extension.  Once member enters their first extension, the DOE on the DFAS file changes to reflect this extension and therefore the DOE is now after the member’s reenlistment date.  

2. Update a TI05 to change DOE on DFAS files to previous DOE.  Follow the below steps:

a. Change/Ensure DOE in MilPDS reflects DOE from previous enlistment. 

b. Then update TI05 using below path:

1. Relocations and Employments

2. Personnel Employments

3. Employments

4. DFAS Accessions PTI Transactions

5. Click in Name box

6. Click LOV box

7. Select TI05

3. Enter SSAN

4. Click Submit

5. The following day (if TI05 updated before 3:00p CST) or 2 days later (if TI05 updated after 3:00p CST) ensure the DOE changed on MMPA and then update the E6C.
TU05

1. MPFs are now able to correct a member’s MMPA (DFAS System) Term of Enlistment TOE (TS), Date of Separation DOS (TU) and Expiration Term of Service ETS (TH) using a TU05.  A TU05 can be used only if the DOS and ETS match and if there are no extensions/months on the TOE (TS) line on the MMPA.  The TU05 can only be used to correct data on a member who is reflecting as a 4-year enlistee when in fact should be a 6-year enlistee or is reflecting as a 6-year enlistee when in fact should be a 4-year enlistee.

2. While the TU05 will update the MMPA, it WILL NOT update MilPDS.  If you do not correct MilPDS first, the TU05 transaction generated by MILPDS WILL NOT contain the correct ETS, DOS, and TOE.

3. To process this transaction, take the following steps:

a. First update to the member’s service dates (ETS and DOS) then
b. Update TOE then  

c. Update TU05 with the following steps:

1. The TU05 is located under Relocations and Employments>Personnel Employments>Employment>DFAS Accession PTI Transactions.  

2. Type:  Request

3. Name:  LOV>TU5 – Jumps TOE-DOS-ETS Correction

4. Parameter window will open.

a. SSAN

b. DFAS DOS (DOS currently listed on TU line)

c. DFAS ETS (ETS currently listed on TH line)

d. DFAS TOE (TOE currently listed on TS line)

e. Source document (DA)

f. Click OK

g. Parameters will automatically populate

d. Submit

4. Verify the W0Q within the next 1-5 days to ensure the TS, TH, TU lines have been changed to reflect the correct dates  

SECTION 10

HOW TO ACCESS THE MMPA AND READ A T-18

1. How to access MMPA
a. Access MMPA on your system

b. Enter Userid (tab)


c. Enter Password (must be 8 characters 1 of which must be numeric.) 

d. WNDO,ON:  Allows you to open 4 windows at one time

e. Shift + F10:  Allows you to move forward through the windows

f. Shift + F11:  Allows you to move backwards through the windows

g. Enter SSAN (no dashes)

h. Enter T18 

i. Tab between entries to move to next block

j. Enter

k. You may enter the next SSAN in the SSAN (or CMD) line or go back to the main screen by typing “X” on the first spot of the SSAN line, then enter

l. If MMPA times you out, you must start over  

2. JJAA is to access the current file. You can either view the most recent record or you can view previous records.
a. To view current history from the main screen
b. JJAA

c. SSAN

d. T18

e. To view current file, press enter now

f. To view previous history files, tab down to the line that says “HISTORY MMPA?”

g. Insert the number 1 – 5

h. Enter

i. This will take you in time to what the screen last looked like

3. JJAM will access the history.  

a. JJAM


· Enter

b. Enter request:  
5


· Enter

c. SSAN

d. Tab twice

e. Enter year and month (03 04)

· Enter

· Page up and down according to screen prompts

f. You can only review one month at a time.  If this does not show what you are looking for, go back to where you entered year and month (F3 or appropriate key) and enter the previous month

g. To review the previous year, enter year only and then enter

4. JOZA:  Cleartext for the reject code

a. JOZA


· Enter

b. 3 digit reject code (you can enter up to 6 codes at a time)

· Enter

5. Here are some guidelines to assist you in reading the T18 once it has been pulled. Pull the T18 before updating any extension or reenlistment and 3-5 days after updating E63, E64, E6C or E6F in order to give the update time to flow to DFAS.  

6. The first thing to look for is the member’s status.  This data is located about five lines from the top on the following line:

11 MJ:  LB: 9999 LC: 9999 SA:A SX:1 TK:970917 TU:071015 TH:071015

11 MJ:  LB: 9999 LC: 9999 SA:V SX:1 TK:970917 TU:011015 TH:011015
· If record reflects SA: A, then member is in active pay status.  If record reflect SA: B or SA: H, member is in a leave status and updates can still be completed. 

· If record reflects SA: T, then member is in a no-pay status and an update must be accomplished IAW our latest guidance.

· If record reflects SA:V, then member is in a no-pay status and an e-mail must be sent to us to forward to DFAS.  Please ensure the remarks include “Member in V-status”. 

· This line also reflects the member’s current DOS (code TU) and current ETS (code TH).  This will tell you whether the action has consummated on the MMPA.  If DOS (TU) is different from ETS (TH) then an extension has been projected.  TH will match TU once extension has been entered. 

a.   NN line:  E63/C/4 rejects   

· If the NN line reflects NN   ENTRY NO DATA FOUND   DFAS is not reflecting a reject.  

· If there is a pending NN reject, update IAW our most current guidance.  

· SAMPLE:  

· NN SEPARA/REENLIST DATA REJECT* ENTRY-OPEN-DT 011001 05 10 1DATE-RECVD

      011001 TRANS-ID E6 ACTN 03 T-OUTPUT-CTL-CODE E T-ERROR-CODES RDL
      E3-E4-E5-E6 TRANS 011001901023600R1A015334000000   1 1       LC    QH0    0006

               The critical items in the above reject can be found in the second and third lines of this reject. 

· The last three characters of the second line (in this example RDL) show the actual reject code.  

· The string of numbers on the last line is what is processed to DFAS.  This is how to read this example: 011001901023600

· 011001=Discharge date for reenlistments (date before reenlisting) or ETS for extensions (date before entering extension)

· 901=an invalid code The SDN for a reenlistment must be 900 or 902 and the SDN for an extension must be 909 or 911.

· 0=dependents column - automatically updated from system. (This may reflect 9 as well; 0 = no dependents, 9 = dependents)

· 2=leave settlement option (can only be 1, 2 or 7) 

· 3=voluntary extension number (can only be 0, 1 or 3; 0 or 3 for reenlistments; 1 for first extension; 0 for subsequent extension)

· 6=number of years reenlisting


· 00=number of months reenlisting or extending

· Common rejects and how to fix them:

· VAM – check ETS on MMPA.  Transaction is probably be updated more than 120 out

· RDL – check obligated service.  Member has more than 29 days of obligated service but the update doesn’t reflect any

· VHY – wrong SDN; update using 900 not, 902 (Use Julian calendar in SECTION 6 to compute days)

· ZBG – the transaction was updated while member was on leave or TDY.  You cannot fix this reject.  You must complete a CMS case for correction

b.   N7 line:  Pending data 

· If entry says ENTRY NO DATA FOUND, there is no pending transaction on this member

· If there is a pending N7 line, and the ENTRY OPEN DATE is less than two weeks old, monitor to ensure N7 consummates.   Pending N7 information can take up to 10 days from date updated or date of enlistment, whichever is later, to consummate.  If the ENTRY OPEN DATE or the date of enlistment is more than two weeks old, submit a CMS case requesting DFAS consummate the action. 

c.  R7 line:  SRB Payment information   

· If there is data present like the sample that follows, you will know whether the member was paid their SRB, how much they were paid, at what multiple and when they were paid. 

· SAMPLE:  R7 SRB* ENTRY-OPEN-DT 011024 21 10 2 CNTRL-CODE 0 AMT-ANL-PAYMT 2,298.62 ENTLMT 22,986.24 PD-TO-DATE 11,493.12 SRB-INSTLMT-NR 1 SRB-MULTR 2.5 SRB-BONUS-TYPE A TOTAL-DAYS-SRB-PD 2100 RRB/SRB-TAX-XCLUSN-ID 2 DOE 011016 FY 02 AMT-INSTLMT-PMT 11,493.12

· Total days SRB PD - divide this number by 30 to find the number of months, then divide by 12 to find the number of years member was paid

· RRB/SRB-tax-xclusn id - 1 = taxable; 2 = nontaxable

d.  TG line: DOE

e.  TS line:  TOE 
f.  TU line: DOS extension reason, and extension number.  Each line reflects individual extensions.  

g. TH line:  ETS 

h.  TT line:  TAFMSD

i.  BL line:  Leave sold.  

· If entry says BL   ENTRY NO DATA FOUND, that means that member has never sold leave.

· If entry has remarks similar to what follows, then you will know how many days of leave DFAS is showing member as having sold as well as when it was sold.  

· SAMPLE:  BL DAYS PAID ACCRUED LEAVE* ENTRY-OPEN-DT 951010 11 10 2  ACTN V3  NBR-LV-DAYS-PD 20.0  DT-OF-PAYMT 951001  LUMP-SUM 20.04.  

j.  N9 line:  MMPA Memo Entry

k.  PQ line:  SRB Payment authorized

SECTION 11

DJMS CODES (PARTIAL LISTING)

This is a list of the more common DJMS error codes that are currently being experienced.  For a larger list, please refer to our web page, www.afpc.randolph.af.mil. Please use the following path:    

· Military – Enlisted – Benefits – Reenlistments – For the MPFs

RDK   FULL ENLISTMENT EXCEEDS 72 MONTHS

RDL    OBLIGATED SERVICE NOT VALID

UDX   EXTN NR (T) MUST = EXTN NR (M) + 1 FOR VOL EXTN

ZBG    STATS-DTRMNT DOES NOT ALLOW PROCESSING OF THIS TRANS OR

            DOS PREVENTS E6 FROM PROCESSING.  FOR SG REJECTS COMPARE 

            TRANS TO MMPA LEAVE ENTRIES.

VAA    SDN-AMN/SDN-OFF WRONG

VAE    SDN-AMN/ MOS-PROJ-XTNSN INCMPTBL

VAM   DOS (T) OR DDLDS (T) DAY-OF-YR-PROCSD INCMPTBL

VAN    DOS (T) OR DDLDS (T)/EAD-DATE (M) INCUMPTBL

VBH    DOS (T) CANNOT BE LATER THAN DOS (M)/ETS (M)

VBZ     SDN-AMN/SDN-OFF/ ETS INCMPTBL

VFP     VOLTRY-XTNSN-NR WRONG

VFQ    E603 SHOWS SDN (CC 26-28) EQUAL TO 909 OR 911 BUT XTNSN NR IS NOT ZERO OR 1

VFR     TOTAL MOS EXTENDED EXCEEDS ALLOWABLE MAX OF 48 MOS

VFS     E603 SHOWS SDN (CC26-28) EQUAL TO 909 OR 911 EXTENSION NR 1(CC 31).  MMPA INDICATES MBR ALREADY HAS EXTENSION EQUAL TO 1, NEED ZERO IN CC31

VGV    SRB-BONUS-TYPE (T) EQUALS A. MMPA INDICATES MBR LESS THAN 21 MOS/MORE THAN 6 YRS OF ACTIVE SVC

VGW   SRB-BONUS-TYPE EQUALS A.  TOE AND ACTIVE SVC DOES NOT EQUAL OR EXCEED 6 YEARS

VGX    SRB-BONUS-TYPE (T) EQUALS B.  MMPA INDICATES SRB ZONE B PREV PAID

VGY    SRB-BONUS-TYPE (T)EQUALS B. MMPA INDICATES MEMBER HAS ESS THAN 6/MORE THAN 10 YEARS ACTIVE SERVICE OR SRB BONUS-TYPE(T)EQUALS C,MMPA INDICATES MEMBER HAS LESS THAN 10 OR MORE THAN 14 YEARS OF ACTIVE SERVICE

VGZ    SRB-BONUS-TYPE (T) EQUALS B. TOE AND ACTIVE SVC DOES NOT EQUAL OR EXCEED 10 YRS OR SRB-BONUS-TYPE (T) EQUALS C AND TOE PLUS   ACTIVE SVC DOES NOT EQUAL OR EXCEED 16 YRS  

VHA SRB-BONUS-TYPE(T) EQUALS A OR B. TOE DOES NOT EQUAL OR EXCEED 3 YEARS

VHY    DOS (T) PLUS 3 MO IS GREATER THAN OR EQUAL TO ETS (M).  REINPUT USING ERC900
VKH    LV-SETLMNT MUST BE 1, 2 OR 7

VKI     YRS-PROJ-TOE MUST BE 0 THRU 6

VKJ     MOS-PROJ-XTNSN MUST BE 00 THRU 48

VKK   SRB-PMT-OPT MUST BE 0 THRU 3

SECTION 12
HOW TO FIX COMMON DFAS ERRORS

	Reject Code
	Cleartext reject reason
	Reason for reject
	Corrective action suggested

	RDJ
	FULL ENLISTMENT MUST CONTAIN OBLIGATED SERVICE CARRIED FORWARD
	Updated a Vol Extn Nbr of 3 versus updating a "0" or "1" for an extension
	Update E6C with the correct Vol Ext Nbr

	RDL
	OBLIGATED SERVICE NOT VALID
	Obligated service not valid
	Check to ensure the member does not have any obligated service (use Julian calendar for 29 days or less).  OR for CAREERS retrainees and Stop Loss extensions, ensure "Vol Ext Nbr" and "Forg Oblig Ind" in the E63/C are correct.

	VAA
	SDN-AMN/SDN-OFF WRONG#
	SDN updated incorrectly
	Check and verify the SDN used in the E6

	VAE
	SDN-AMN/MOS-PROJ-XTNSN INCMPTBL#
	SDN updated in E6 isn't compatible with the number of months of the extension
	Update E6C with the correct SDN

	VAM
	DOS (T) OR DDLDS (T) DAY-OF-YR-PROC SD INCMPTBL#
	Input E6 prior to 120 days before projected DOE or DOE is more than 1-year from current date
	If the E6 was updated prior to 120 days before DOE, update E6F to clear reject;   If the DOE is more than 1-year from current date, input in CMS for DFAS correction

	VAN
	DOS (T) OR DDLDS (T)/EAD-DATE (M) INCUMPTBL#
	An E6 for an ext was updated and changed the DOE on MMPA when the reenlistment E6 should have been updated (member was entered on MMPA when the reenlistment should have been updated)
	Update the TI05 for VAN rejects IAW continuity book

	VBH
	DOS (T) CANNOT BE LATER THAN DOS (M)/ ETS (M)#
	DOE in reenlistment E63/C updated is after the ETS on MMPA
	Update the E6C transaction to enter the member into the extension(s) on MMPA

	VBZ
	SDN-AMN/SDN-OFF/ETS INCMPTBL#
	The SDN in the E6 is incorrect or the Ret/Sep Eff Date Proj doesn't match the ETS on MMPA for an extension E63
	Verify the SDN or ETS on MMPA is correct 

	VDN
	ACTN-INDCTR (T) CANNOT BE 03 WHEN SEPARATION ALREADY INITIATED 
	An E6 is already pending on the N7 line and another E6 was updated
	No action required on the reject unless it created an NN line

	VDO
	ACTN-INDCTR (T) MUST BE 03 FOR INITIAL SEPARATION TRANS#
	An E64 was updated and an E63 was never updated
	Clear the reject and update the E63 or E6C

	VFP
	VOLTRY-XTNSN-NR WRONG#
	Voluntary Extension Number is wrong
	Update E6C with the correct Vol Ext Nbr

	VFQ
	E603 SHOWS SDN (CC 26-28) EQUAL TO 909 OR 911 BUT XTNS NR IS NOT ZERO OR 1#
	Updated a Voluntary Extension Number other than 0 or 1
	Update E6C with the correct Vol Ext Nbr

	VFR
	TOTAL MOS EXTENDED EXCEEDS ALLOWABLE MAX OF 48 MOS#
	The current extension exceeds the 48 months combined extensions limitation
	Update E6C if the number of months updated is incorrect or if member has exceeded max allowed                                                                          extension for an enlistment, contact AFPC for further instructions

	VFS
	E603 SHOWS SDN (CC26-28) EQUAL TO 909 OR 911 EXTENSION NR 1; MMPA INDICATES MBR ALREADY HAS EXTENSION EQUAL TO 1, NEED ZERO 
	The Voluntary ext number updated is "1" and MMPA states it is the 2nd ext
	Update E6C with the correct Vol Ext Nbr

	VGV
	SRB-BONUS-TYPE (T) EQUALS A; MMPA INDICATES MBR LESS THAN 21 MOS /MORE THAN 6 YRS OF ACTIVE SVC #
	Member has less than 21 months or more than 6 years of TAFMS as the reenlistment date in MMPA
	Verify TAFMSD on MMPA is correct; Ensure day before DOE is within 6 yrs, if not, member not entitled to Zone A; clear reject and correct contract IAW AFI 36-2606 para 3.17.2

	VGW
	SRB-BONUS-TYPE EQUALS A; TOE AND ACTIVE SVC DOES NOT EQUAL OR EXCEED 6 YEARS#
	TOE YEARS and TAFMS does not take member over 6 years of service as required to qualify for an SRB
	Verify TOE YEARS and MONTHS exceed 6 years TAFMS, if so, input in CMS for DFAS correction

	VGX
	SRB-BONUS-TYPE (T) EQUALS B; MMPA INDICATES SRB ZONE B PREV PAID
	R7 line in MMPA states member has received Zone B SRB
	If member received Zone B already, correct members contract IAW AFI (not entitled to another Zone B SRB)

	VGY
	SRB-BONUS-TYPE (T) EQUALS B; MMPA INDICATES MEMBER HAS LESS THAN 6 / MORE THAN 10 YEARS ACTIVE SERVICE OR SRB BONUS-TYPE (T) EQUALS C, MMPA INDICATES MEMBER HAS LESS THAN 10 OR MORE THAN 14 YEARS OF ACTIVE SERVICE
	Zone B (or Zone C) was updated in E6 and member has less than 6 (10 for Zone C) yrs or more than 10 (14 for Zone C) yrs of TAFMS as the reenlistment date in MMPA 
	Verify TAFMSD on MMPA is correct; Ensure day before DOE is within 10 (14 for Zone C) yrs, if not, member not entitled to Zone B (C); clear reject and correct contract IAW AFI 36-2606 para 3.17.2

	VGZ
	SRB-BONUS-TYPE (T) EQUALS B; TOE AND ACTIVE SVC DOES NOT EQUAL OR EXCEED 10 YRS OR SRB-BONUS-TYPE (T) EQUALS C AND TOE PLUS ACTIVE SVC DOES NOT EQUAL OR EXCEED 16 YRS
	Zone B (or Zone C) was updated in E6 and TOE YEARS plus TAFMS doesn't take member over 10 (14 for Zone C) yrs of service MMPA 
	Verify TOE YEARS and MONTHS total exceed 10 (14 for Zone C) years, if so, input in CMS for DFAS correction

	VHA
	SRB-BONUS-TYPE (T) EQUALS A OR B TOE DOES NOT EQUAL OR EXCEED 3 YEARS
	Zone A or B was updated in E6 and TOE YEARS does not equal or exceed 3 which is required for member to qualify for SRB
	If TOE YEARS is less than 3, correct members contract IAW AFI to remove SRB authorization (member not entitled to an SRB)

	VHY
	DOS (T) PLUS 3 MO IS GREATER THAN OR EQUAL TO ETS (M) REINPUT USING E RC900
	DOE is within 3 months of ETS on MMPA
	Update E6C with the correct SDN


ATTACHMENT 1

POLICIES AND PROCEDURES

1. Correcting MMPA:  Once a reenlistment or extension has consummated on the MMPA, MPFs cannot change any data on MMPA files to include correcting service dates, SRB or leave sell information.  If any part of the reenlistment or extension on MMPA files are incorrect, submit the correction via CMS

2. Finance has down time each month to process end-of-month transactions.  During this time, any transaction that is updated is MilPDS will not consummate on the MMPA until they come back up.  All transactions will sit in a queue and will update automatically.  Please see your local AFO for a schedule of these down times.  

3. E-mails/Phone Inquiry.   General questions must be sent to reenlistments2@randolph.af.mil.  We will continue to direct all phone calls and emails received directly from members back to the MPF for assistance.

a. Ensure all emails on a member include member’s name and SSAN in the subject line.  Without this information we must return the case and therefore slow down the process

b. Do not send e-mails to personal AFPC addresses (to include replies) as they are subject to not being reviewed or processed.  

c. Do not CC members on the e-mails being sent to us.  We ask this for several reasons:

1. Members have our e-mail address and are contacting us directly rather than going through the MPF

2. When we “reply all” members receive the response and do not understand our response.  They then call us and ask for clarification.  Again, bypassing the MPF

d. Do not tell members to call us directly.  We ask this for several reasons:

1. MPFs are the liaison between members and AFPC and should be handling all situations for the member

2. Members call and do not have the facts (i.e. what date did the MPF submit a CMS case and what is the current status of it)

3. Members cannot fix their own record without MPF intervention.  If the member wants to contact us, they should do it via the Reenlistments technician.  The technician is able to explain the situation as well as take corrective action 

4. Case Management System (CMS) should be used for all requests requiring action from HQ AFPC/DPPAER.  Please see our CMS guidance in SECTION 6 for assistance
5. Faxes

· Only send one request per cover sheet as the cover sheet is filed with the package

· We advise that you should call or email us to confirm we received your fax

· All requests faxed to us must have a cover sheet 

· Fax cover sheet must include: 

· Member’s name and SSAN

· POC name, phone number and e-mail address

· Subject of request

6. Website 

· Our website is: www.afpc.randolph.af.mil and can be accessed by the following path:

· www.afpc.randolph.af.mil  

· Military – Enlisted – Benefits – Reenlistments

· New guidance can be located under: “For the MPFs”

7. MilPDS Upgrades

· When MilPDS receives patches and/or upgrades, Reenlistments and Extensions usually experience some type of new glitch.  Therefore it is imperative for the MPF to institute and continue to perform quality checks between MilPDS and the MMPA

ATTACHMENT 2

OTHER HELPFUL INFORMATION

1. Accessing the MPF checklist   
· http://www.afpc.randolph.af.mil/mpf/
· Click on MPF Workcenters

· Click on MPF Commander/Superintendent

· Click on MPF Checklists

· Click on edit, then find and type in Reenlistment
2. Accessing the Data recon information  
· This can be found on our web site

· Or

· http://www.afpc.randolph.af.mil/mpf/
· Click on Data Reconciliation Instructions

· Click on Data Recon Corrective Guidance (Apr 03)
3. TR remarks:

a. If you receive the TR remark:  "A projected reenlistment has been updated.  An E6C transaction to DFAS is required.  If an E63 has not been sent to DFAS yet, then send that instead."  Please follow the below guidance to keep your TR clean.

b. In MilPDS, go to the area where you project a reenlistment.   If the projection is showing up as "N" in the DJMS Reen Flag and "0" in the Proj TOE (yrs), follow these steps to clear the record: 

1. Click cancel to close the screen  

2. Click the red "X" to delete the record and then "Yes" to confirm deletion 

3. Then go to the CJR/SRB projection area.  If there is anything in that area, click on the small box in the details area, then click the red "X" to delete the record, then "Yes" to confirm deletion

c. This will keep the "N" and "O" from showing back up in the reenlistment projection area the next day

4. The AFPC OPR for reenlistments requests that base level customers use the local MPF as their first/primary point of contact for any information concerning reenlistment programs.  As a secondary measure the customer can contact the Air Force Contact Center at DSN 665-5000 when necessary

5. Web Based Training Tutorial

a. The Reenlistments tutorial has been placed on the web and is ready for your personnel to use.  This tutorial will cover most aspects of your Reenlistments Section.  The intent of this tutorial is not to make your personnelist experts in their jobs however it should be used as part of your qualification training efforts.  To that end the training provide by the tutorial should be documented in each members OJT records on an AF IMT 797

b. "This tutorial contains a Macromedia Flash component. You will not be able to view the animated Flash presentations contained within the tutorial if this player is not loaded. 1) Click the following download link  http://www.macromedia.com/downloads/   2) select the Flash™ Player, and 3) install it.  If you encounter problems loading the player, contact your computer system administrator for assistance".

c. The tutorial can be accessed through the AFPC Field Operations website (http://www.afpc.randolph.af.mil/mpf/) by clicking the "MPF Functions Web Based Training
ATTACHMENT 3

TERMS

CJR:
Career Job Reservation (needed for all first term Airmen prior to projecting reenlistment)

ETS:   
Expiration Term of Service (TH).  The date before entering into an extension (if applicable).  This is also the date DFAS uses to pay a member and establish leave balance.

DOE:  
       Date of Enlistment (TG) (actual reenlistment date or date entering extension)

DOS:
Date of Separation (TU).  This is the last day of service.  If member take no action to extend or reenlist by this date, it will result in non-payment of benefits and entitlements

T-18:
Product pulled from DFAS systems.  Can pull only specific FIDs as listed in continuity book rather than pulling a complete T18

Career Airmen – Airman serving on a third or subsequent term of enlistment, other than ADT, in any   component of military service.  This includes second-term Airmen who enter an extension of 2 or more years or a combination of extensions which total 24 or more months or prior active service of 24 months or more.

First Term Airmen – Individuals who are on their: (1) first enlistment (including Airmen who have extended 

their enlistments for 23 months or less), or (2) first EAD tour, or (3) first enlistment with prior active service of less than 24 months

ATTACHMENT 4

 HOW TO VERIFY AND REVIEW ON EXTENSION AND REENLISTMENT CONTRACTS

	
	AF IMT 1411


	Reenlistments

Technician
	Approval

Authority

	Section I
	Name Rank SSAN Unit of assignment
	
	

	Section II
	Blocks 1, 2, 3, 4, 5, 6 and 7

Date, name, signature
	
	

	Section III
	Date must match date in section II

Name and signed name
	
	

	Section IV
	Must mark with an initial or “X” one of the blocks

Date must be on or after member’s signature

Name and signature
	
	

	Section V
	Approved or disapproved must be marked

Blocks 9, 10, 11 and 12
TAFMSD and HYT date

Date must be on or after unit CC date

Name and signature
	
	

	Section VIII
	Every block must be initialed by the member
	
	

	Section IX
	All, some, or none may be initialed by the member
	
	

	Section X
	Both dates must match

Name, rank and signature for both member and interviewer
	
	


	
	AF IMT 901
	Reenlistments

Technician
	Approval

Authority

	Section I
	Name, Rank, SSAN, AFSC, and aptitude scores
	
	

	Section IIB
	Date must be on, or up to 30 calendar days before reenlistment

Name, rank and signature of MPF representative
	
	

	Section IIIC
	Member must initial one of the blocks
	
	

	Section IIID
	Must be filled out if member has a bonus; 

Zone, multiple, bonus based on, years, months, and member’s initials

Date must be on, or up to 30 calendar days before reenlistment

Name, rank and signature of member
	
	

	Section IV
	Date must be within a 10 workday period before discharge

Name, rank and signature of commander
	
	

	Section V
	Effective date must be one day before reenlistment date

Reenlistment date

Date does not have to match date in section II, but can

Name, rank and signature of MPF authenticating official
	
	


	
	DD Form 4/1 and 4/2


	Reenlistments

Technician
	Approval

Authority

	Block 1 and 2
	Name and SSAN
	
	

	Block 3
	Must have zip code
	
	

	Block 4, 7a, 7b 
	Complete
	
	

	Block 5
	Date must match 18b, 19f and AF IMT 901 section V second date
	
	

	Block 8
	Air Force

Years and months must have member’s initial

AF IMT 901 (attached)
	
	

	Block 8b
	None
	
	

	Block 8c
	Must have member’s initials
	
	

	Block 13a
	Must have an “X” in none and member’s initial
	
	

	Block 13b
	Signature of enlistee
	
	

	Block 13c
	Date can be up to 30 days before discharge date and must match 14f
	
	

	Block 14a
	Air Force
	
	

	Block 14b,c, d
	Complete
	
	

	Block 14e
	Signature of MPF representative
	
	

	Block 14f
	Date can be up to 30 days before discharge date and must match 13c
	
	

	Block 14g
	Complete
	
	

	Block 15
	Member’s name
	
	

	Block 18a
	Signature of enlistee
	
	

	Block 18b
	Date must match 5, 19f and AF IMT 901 section V second date (NOTE:  This is the correct date to use when dates don’t all match)
	
	

	Block 19b,c, d
	Complete
	
	

	Block 19e
	Signature of reenlisting officer
	
	

	Block 19f
	Date must match 5, 18b and AF IMT 901 section V second date
	
	

	Block 19g
	Complete
	
	


ATTACHMENT 5

 JULIAN CALENDAR

1. The Julian Calendar is used to compute exact number of days between actions.  It is more accurate then using a regular calendar and should be used to assist you in updating the correct SDN as well as ensuring you are not updating an E63 prior to the 120 day point

2. To use, locate both dates on the calendar and subtract to find the difference

3. Examples on use:

4. 120 day rule:

a. ETS on MMPA:

10 Sep = 253 on the Julian calendar

Date completing update:
18 Apr = 108 on the Julian calendar

                                                                   
------

                                                                    
145 = you cannot update this E63 yet.  If you do, you WILL receive a 






VAM reject

b. ETS on MMPA:

10 Sep = 253 on the Julian calendar

Date completing update:
15 May = 135 on the Julian calendar

                                                  

                  ----

                                                 

                   118 = update this E63

5. SDN 900 or 902

a. ETS on MMPA:

10 Sep = 253 on the Julian calendar

Date of enlistment:

18 Apr = 108 on the Julian calendar






-------






145 days in the future…update SDN 902

b. ETS on MMPA:

10 Sep = 253 on the Julian calendar

Date of enlistment:

18 Aug = 230 on the Julian calendar






-------






23 days in the future…update SDN 900

6. Dates covering two years is a two step process:

a. Determine how many days between date and end of year

b. Determine how many days between date and beginning of year

ETS on MMPA:

18 May = 138

Date of enlistment:

28 Sep = 272

365 (end of year) – 272 (DOE) = 93

ETS = 138

138 + 93 = 231

JULIAN DATE CALENDAR

(PERPETUAL)

	Day
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Day
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec
	Day

	1
	001
	032
	060
	091
	121
	152
	1
	182
	213
	244
	274
	305
	335
	1

	2
	002
	033
	061
	092
	122
	153
	2
	183
	214
	245
	275
	306
	336
	2

	3
	003
	034
	062
	093
	123
	154
	3
	184
	215
	246
	276
	307
	337
	3

	4
	004
	035
	063
	094
	124
	155
	4
	185
	216
	247
	277
	308
	338
	4

	5
	005
	036
	064
	095
	125
	156
	5
	186
	217
	248
	278
	309
	339
	5

	6
	006
	037
	065
	096
	126
	157
	6
	187
	218
	249
	279
	310
	340
	6

	7
	007
	038
	066
	097
	127
	158
	7
	188
	219
	250
	280
	311
	341
	7

	8
	008
	039
	067
	098
	128
	159
	8
	189
	220
	251
	281
	312
	342
	8

	9
	009
	040
	068
	099
	129
	160
	9
	190
	221
	252
	282
	313
	343
	9

	10
	010
	041
	069
	100
	130
	161
	10
	191
	222
	253
	283
	314
	344
	10

	11
	011
	042
	070
	101
	131
	162
	11
	192
	223
	254
	284
	315
	345
	11

	12
	012
	043
	071
	102
	132
	163
	12
	193
	224
	255
	285
	316
	346
	12

	13
	013
	044
	072
	103
	133
	164
	13
	194
	225
	256
	286
	317
	347
	13

	14
	014
	045
	073
	104
	134
	165
	14
	195
	226
	257
	287
	318
	348
	14

	15
	015
	046
	074
	105
	135
	166
	15
	196
	227
	258
	288
	319
	349
	15

	16
	016
	047
	075
	106
	136
	167
	16
	197
	228
	259
	289
	320
	350
	16

	17
	017
	048
	076
	107
	137
	168
	17
	198
	229
	260
	290
	321
	351
	17

	18
	018
	049
	077
	108
	138
	169
	18
	199
	230
	261
	291
	322
	352
	18

	19
	019
	050
	078
	109
	139
	170
	19
	200
	231
	262
	292
	323
	353
	19

	20
	020
	051
	079
	110
	140
	171
	20
	201
	232
	263
	293
	324
	354
	20

	21
	021
	052
	080
	111
	141
	172
	21
	202
	233
	264
	294
	325
	355
	21

	22
	022
	053
	081
	112
	142
	173
	22
	203
	234
	265
	295
	326
	356
	22

	23
	023
	054
	082
	113
	143
	174
	23
	204
	235
	266
	296
	327
	357
	23

	24
	024
	055
	083
	114
	144
	175
	24
	205
	236
	267
	297
	328
	358
	24

	25
	025
	056
	084
	115
	145
	176
	25
	206
	237
	268
	298
	329
	359
	25

	26
	026
	057
	085
	116
	146
	177
	26
	207
	238
	269
	299
	330
	360
	26

	27
	027
	058
	086
	117
	147
	178
	27
	208
	239
	270
	300
	331
	361
	27

	28
	028
	059
	087
	118
	148
	179
	28
	209
	240
	271
	301
	332
	362
	28

	29
	029
	 
	088
	119
	149
	180
	29
	210
	241
	272
	302
	333
	363
	29

	30
	030
	 
	089
	120
	150
	181
	30
	211
	242
	273
	303
	334
	364
	30

	31
	031
	 
	090
	 
	151
	 
	31
	212
	243
	 
	304
	 
	365
	31


(SEE NEXT PAGE FOR LEAP YEARS)

JULIAN DATE CALENDAR

(USE FOR LEAP YEARS ONLY)

	Day
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Day
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec
	Day

	1
	001
	032
	061
	092
	122
	153
	1
	183
	214
	245
	275
	306
	336
	1

	2
	002
	033
	062
	093
	123
	154
	2
	184
	215
	246
	276
	307
	337
	2

	3
	003
	034
	063
	094
	124
	155
	3
	185
	216
	247
	277
	308
	338
	3

	4
	004
	035
	064
	095
	125
	156
	4
	186
	217
	248
	278
	309
	339
	4

	5
	005
	036
	065
	096
	126
	157
	5
	187
	218
	249
	279
	310
	340
	5

	6
	006
	037
	066
	097
	127
	158
	6
	188
	219
	250
	280
	311
	341
	6

	7
	007
	038
	067
	098
	128
	159
	7
	189
	220
	251
	281
	312
	342
	7

	8
	008
	039
	068
	099
	129
	160
	8
	190
	221
	252
	282
	313
	343
	8

	9
	009
	040
	069
	100
	130
	161
	9
	191
	222
	253
	283
	314
	344
	9

	10
	010
	041
	070
	101
	131
	162
	10
	192
	223
	254
	284
	315
	345
	10

	11
	011
	042
	071
	102
	132
	163
	11
	193
	224
	255
	285
	316
	346
	11

	12
	012
	043
	072
	103
	133
	164
	12
	194
	225
	256
	286
	317
	347
	12

	13
	013
	044
	073
	104
	134
	165
	13
	195
	226
	257
	287
	318
	348
	13

	14
	014
	045
	074
	105
	135
	166
	14
	196
	227
	258
	288
	319
	349
	14

	15
	015
	046
	075
	106
	136
	167
	15
	197
	228
	259
	289
	320
	350
	15

	16
	016
	047
	076
	107
	137
	168
	16
	198
	229
	260
	290
	321
	351
	16

	17
	017
	048
	077
	108
	138
	169
	17
	199
	230
	261
	291
	322
	352
	17

	18
	018
	049
	078
	109
	139
	170
	18
	200
	231
	262
	292
	323
	353
	18

	19
	019
	050
	079
	110
	140
	171
	19
	201
	232
	263
	293
	324
	354
	19

	20
	020
	051
	080
	111
	141
	172
	20
	202
	233
	264
	294
	325
	355
	20

	21
	021
	052
	081
	112
	142
	173
	21
	203
	234
	265
	295
	326
	356
	21

	22
	022
	053
	082
	113
	143
	174
	22
	204
	235
	266
	296
	327
	357
	22

	23
	023
	054
	083
	114
	144
	175
	23
	205
	236
	267
	297
	328
	358
	23

	24
	024
	055
	084
	115
	145
	176
	24
	206
	237
	268
	298
	329
	359
	24

	25
	025
	056
	085
	116
	146
	177
	25
	207
	238
	269
	299
	330
	360
	25

	26
	026
	057
	086
	117
	147
	178
	26
	208
	239
	270
	300
	331
	361
	26

	27
	027
	058
	087
	118
	148
	179
	27
	209
	240
	271
	301
	332
	362
	27

	28
	028
	059
	088
	119
	149
	180
	28
	210
	241
	272
	302
	333
	363
	28

	29
	029
	060
	089
	120
	150
	181
	29
	211
	242
	273
	303
	334
	364
	29

	30
	030
	 
	090
	121
	151
	182
	30
	212
	243
	274
	304
	335
	365
	30

	31
	031
	 
	091
	 
	152
	 
	31
	213
	244
	 
	305
	 
	366
	31


(USE IN 2004, 2008, 2012, ETC)

ATTACHMENT 6

IN-PROCESSING PROCEDURES

1. In-processing procedures are used to ensure members arriving at new duty assignment personnel records are correct.  

2. Whether the MPF conducts an in-processing line or records review coordination procedures, the Reenlistments section must screen the records to ensure the member’s enlistment/reenlistment and extension data is correct prior to the UPRG being filed. 

3. Reenlistment offices should screen all incoming UPRGs to ensure the dates in MilPDS and MMPA match.  This review can be completed through a processing line OR by records review prior to the record being filed (suggest using the UPRG, a T18 and a MilPDS SURF or other locally devised means to complete this screening processing).  At a minimum, the following information must be verified/corrected during in-processing:  

a. Date of Enlistment (DOE)

b. Term of Enlistment (TOE)

c. Expiration of Term of Service (ETS)

d. Date of Separation (DOS)

e. Category of Enlistment

f. Reenlistment Eligibility Code (RE Code)

4. Request a MilPDS AAD005 or RSLOSS SURF 

a. Ensure initial enlistees have the correct RE code and COE (Category of Enlistment)

5. Request a T18 

a. Verify ETS and DOS match contracts

b. Ensure there is no reject on the NN line.  If there is, take corrective actions

6. Review the UPRG for a Reenlistment (DD Forms 4 and AF IMT 901) or Extension contract (AF IMT 1411)

7. Enlistment or Reenlistment contract - check the following:

a. Date member enlisted or reenlisted matches DOE on MilPDS SURF and MMPA

b. TOE matches MilPDS SURF and MMPA

1. If member is a 4-year enlistee that changed their enlistment to 6 years, update the TU05 (see update instructions)

c. DOE plus TOE on contract equals DOS and ETS on MilPDS SURF and MMPA

8. Extension contract - check the following:

a. DOS in MilPDS and MMPA (TU line) is projected and matches the new DOS reflected on the contract. 

b. ETS in MilPDS and MMPA (TH line) matches the date on contract

c. Update the incorrect system as needed.

ATTACHMENT 7

  OTHER PROGRAMS

1. Break in Service Reenlistments Program (BSRP).  The BSRP supplements the Career Airmen Reenlistment Reservation System (CAREERS) program by giving eligible former Regular Air Force first-term Airman (with a break in active duty greater than 24 hours) a chance to reenter the Air Force within a specified period of time following their discharge or separation.  The BSRP must be a former Regular Air Force first-term Airman who was serving in the grade of senior Airman or higher at time of discharge or separation, and whose break in active duty does not exceed 12-months since discharge or separation
a.  MPF Responsibilities

1. The Recruiting Squadron completes the AF IMT 901 and DD Form 4, page 1 and forwards the enlistment forms and statements to the gaining MPF.

2. MPFs will verify forms have been filled out completely.  If not, they must contact the recruiter who sent them the forms. 

3. MPFs will then gain member to file.

4. Once member has been gained to file, MPFs will forward information to AFPC/DPPAER via CMS.  This information will then be sent to DFAS in order to update member’s pay records.  

2. National Call to Service (NCS):  The Bob Stump National Defense Authorization Act for Fiscal Year (FY) 2003 amends Chapter 31 of Title 10, United States Code, providing the Department of Defense with a new short-term enlistment program designed to promote and facilitate military enlistment in support of national service.  This amendment authorizes a menu of incentives for a 15-month enlistment term to begin upon completion of Basic Military Training (BMT) and Technical Training School (TTS) followed with additional service on active duty, in the Reserve Components, or in a national service program.  

a. Airmen brought to active duty under this program will serve 15 months from date arrived station at their first permanent duty station.   

b. Airmen will initially be given an RE code 3C and will remain as such until they are selected under SRP, choose to separate (at which time the MPF will update the RE code to 3A), or unless another more appropriate code becomes applicable.  

c. Airmen will be given the option to separate and join the reserves or remain on active duty 

d. Airmen who choose to remain on active duty will be extended for one 24-month period under Rule 28 (Rule 28 will be approved by the MPF commander).   These are the only Airmen who are authorized to extend for 24 months rather than 23 months.   

e. Once Airmen have reached the first day of the 35th month of service (but no later than the last day of their 38th month of service, and if otherwise eligible, they will be eligible to apply for a CJR and reenlist

f. Airmen will not be authorized any additional months of extensions.  If Airmen do not receive a CJR or are ineligible to reenlist, they will separate upon their DOS.  

ATTACHMENT 8

RE CODE, PES, ALC matrix

1. Use the below matrix to ensure RE code, PES code and AAC/ALC are correct
2. The Commander’s Management Roster is not being produced by MilPDS.  However, your PSM should be able to create a document to assist you in ensuring members are reflecting the correct codes. 
3. You should establish joint meetings with Assignments and Promotions to ensure all members with quality factors are being periodically reviewed and updated as needed.  
Re code matrix

	RE
	Definition
	Duration
	PES
	Definition
	Duration
	AAC & ALC
	Definition
	Duration
	
	
	

	2D
	Returned Prisoner with less than 6 months of service since return to duty
	Self-Explanatory
	None
	N/A
	N/A
	AAC: None
	N/A
	N/A
	
	
	

	
	
	
	
	
	
	ALC: None
	N/A
	N/A
	
	
	

	2E
	Serving a period of probation and rehabilitation (P&R)
	Length of P&R
	K
	Serving probationary period
	Length of P&R
	AAC: None
	N/A
	N/A
	
	
	

	
	
	
	
	
	
	ALC: None
	N/A
	N/A
	
	
	

	2F
	Undergoing, or separated while undergoing rehabilitation at the 3320th CRS, and for the 6-month period after return to duty
	While in 3320th and for 6 months after return to duty
	None
	N/A
	N/A
	AAC: 21
	Commander-Directed Hold.  Airman placed on hold for completion of action under AFI's 36-3208, 36-2503, 36-2911, or Article 32 UCMJ investigation; or, other hold reasons
	Date Airman officially notified (in writing) of action plus estimated period for completion of action, not to exceed 4 months without prior approval from HQ AFMPC/ DPMRIP1, except for members processed for dual action or lengthy service separation (AFI 36-3208) which may not exceed 12 months.
	
	
	

	
	
	
	
	
	
	ALC: None
	N/A
	N/A
	
	
	

	2I
	Non-U.S. citizen serving on initial enlistment
	Until citizenship status changes
	None
	N/A
	N/A
	AAC: None
	N/A
	N/A
	
	
	

	
	
	
	
	
	
	ALC: None
	N/A
	N/A
	
	
	

	2J
	Under investigation by military or civilian authority, the outcome of which may result in discharge or court-martial action
	Length of investigation
	B
	Under investigation or inquiry (formal or informal) being conducted by military authorities or by civil law enforcement authorities that may result in action under UCMJ or prosecution by civil authorities.
	Length of investigation, unless waived by commander
	AAC: 17
	Under SP/OSI Investigation.  Includes Investigation by the Base Security Police, Office of Investigations and the Office of Special Investigations (OSI) (excludes normal security clearance investigations conducted according to AFI 31-501).
	Date investigation is directed plus estimated period of completion (not to exceed 6 months without prior approval of HQ AFMPC/ DPMRIP1).
	
	
	

	
	
	
	D
	Investigation or inquiry has been completed, but no determination has been made as to the action the military or civil authorities will take.
	
	ALC: None
	N/A
	N/A
	
	
	

	2K
	Has been formally notified by the unit commander of initiation of involuntary separation action.
	Until discharge is approved or withdrawn.
	V
	Has an approved application for separation as a conscientious objector, or is being processed or has an approved involuntary separation.
	Until member is discharged or the discharge is withdrawn
	AAC: 21
	Commander-Directed Hold.  Airman placed on hold for completion of action under AFIs 36-3208, 36-2503, 366-2911, or Article 32 UCMJ investigation; or, other hold reasons.  The commander must request and HQ AFMPC/ DPMRIP1 must approve other hold reasons prior to updating the AAC.
	Date Airman officially notified (in writing) of action plus estimated period for completion of action, not to exceed 4 months without prior approval from HQ AFMPC/ DPMRIP1, except for members processed for dual action or lengthy service separation (AFI 36-3208) which may not exceed 12 months.
	
	
	

	
	
	
	
	
	
	ALC: None
	N/A
	N/A
	
	
	

	2L
	Civil court charges pending for an offense for which the MCM authorizes confinement for the same or most closely related offense, or court-martial charges have been preferred, or court-martial action is under appellate review.
	Until final action by civil court; length of appellate process.
	B
	Under investigation or inquiry (formal or informal) being conducted by military authorities or by civil law enforcement authorities that may result in action under UCMJ or prosecution by civil authorities.
	Length of investigation, unless waived by commander.
	AAC: 15
	Court-Martial, or Civil Court Member under criminal charges and (or) awaiting trial by military court-martial, or under charges and (or) awaiting trial by a civil court for an offense for which the maximum punishment for the same or closely related offense under the MSM is confinement for 1 year or more.
	Date charges preferred plus 6 months (not to exceed 6 months without prior approval from AFMPC/DPMRIP1).
	
	
	

	
	
	
	D
	Investigation or inquiry has been completed, but no determination has been made as to the action the military or civil authorities will take.
	
	ALC: None
	N/A
	N/A
	
	
	

	2M
	Serving a sentence or suspended sentence of court-martial; or separated while serving a sentence or suspended sentence of court-martial.
	Length of court-martial punishment.
	F
	convicted by court-martial or is undergoing punishment or suspended punishment imposed by court-martial or on appellate review leave.  (Includes suspended punishment, completed punishment, and cases where no punishment is imposed.)
	 
	AAC: 15
	Court-Martial, or Civil Court Member under criminal charges and (or) awaiting trial by military court-martial, or under charges and (or) awaiting trial by a civil court for an offense for which the maximum punishment for the same or closely related offense under the MSM is confinement for 1 year or more.
	 
	
	
	

	
	
	
	
	
	
	ALC: None
	N/A
	N/A
	
	
	

	2N
	Conscientious objector whose religious convictions preclude unrestricted assignment.  Update this RE code when the Airman requests separation or is discharged for this reason.
	Until separation, or when status is denied.
	S
	Pending decision on application as a conscientious objector.
	Until application is approved or disapproved.
	AAC: None
	N/A
	N/A
	
	
	

	
	
	
	V
	Has an approved application for separation as a conscientious objector, or is being processed or has an approved involuntary separation.
	Until member is discharged or the discharge is withdrawn.
	ALC: K
	Conscientious objector.  Pending separation as a conscientious objector, AFI 36-3207 (officers), and AFI 36-3208 (Airman). 
	Date of application not to exceed 3 months.  AFMPC/DPMRIP1 may approve extensions.
	
	
	

	2P
	Absent without leave (AWOL); deserter or dropped from rolls (DFR).
	Self-explanatory.
	U
	Absent without leave (AWOL) or deserter status.
	Length of absence.
	AAC: None
	N/A
	N/A
	
	
	

	
	
	
	
	
	
	ALC: None
	N/A
	N/A
	
	
	

	2W
	Retired and recalled to extended active duty
	Self-explanatory.
	None
	N/A
	N/A
	AAC: 38
	Retired Personnel voluntarily recalled to active duty
	Self-explanatory.
	
	
	

	
	
	
	
	
	
	ALC: None
	N/A
	N/A
	
	
	

	2X
	First-term, second term, or career Airman considered but not selected for reenlistment under the SRP.
	Until reconsidered and selected under SRP.
	J
	Has been denied or not selected for reenlistment.
	Until selected under SRP.
	AAC: 10
	Not selected for reenlistment.  Airman considered but not selected for reenlistment under the selective reenlistment Program (SRP) (AFI 36-2606).
	Enter date of non-selection; duration is until the member separates.
	
	
	

	
	
	
	
	
	
	ALC: None
	N/A
	N/A
	
	
	

	3D
	Second-term or career Airman who has declined PCS, TDY or overseas assignment or tour. 
	Until separation or when AF Form 964 is withdrawn.
	C
	A career Airman who declines to extend or reenlist to obtain service retainability for completing a controlled duty assignment, PCS, TDY, and retraining; or declines retraining, or Airman has an approved retirement in lieu of assignment.
	Until separated/retired or until declination statement is withdrawn by AFMPC.
	AAC: 09
	Declined to obtain required retainability for PCS, or training, or, elected retirement in lieu of PCS.  (Includes when additional retainability is required due to change in PCS, TDY, or training requirement).
	Date member signs AF Form 964 or date of application for retirement, until DOS.
	
	
	

	
	
	
	
	
	
	ALC: None
	N/A
	N/A
	
	
	

	3E
	Second-term or career Airman who refused PME, training, or retraining.
	Until separation or when AF Form 964 is withdrawn.
	C
	A career Airman who declines to extend or reenlist to obtain service retainability for completing a controlled duty assignment, PCS, TDY, and retraining; or declines retraining, or Airman has an approved retirement in lieu of assignment.
	Until separated/ retired or until declination statement is withdrawn by AFMPC.
	AAC: 08
	CDA Retainability.  Airman declines to reenlist or extend current enlistment to acquire CDA retainability to elects to retire in lieu of attending training or retraining.
	Date member signs AF Form 964 or date of application for retirement, until DOS.
	
	
	

	
	
	
	
	
	
	ALC: None
	N/A
	N/A
	
	
	

	4D
	Grade is Senior Airman or Sergeant, completed at least 9 years' TAFMS, but fewer than 16 years' TAFMS, and has not been selected for promotion to Staff Sergeant.
	Until separation at HYT, selection for SSgt, or completion of 16 years' TAFMS.
	None
	N/A
	N/A
	AAC: None
	N/A
	N/A
	
	
	

	
	
	
	
	
	
	ALC: None
	
	
	
	
	

	4E
	Grade is Airman First Class or below and Airman completed 31 or more months (55 months for 6 year enlistees), if a first-term Airman; or, grade is Airman first class or below and the Airman is a second-term or career Airman.
	Until promotion to SrA, unless waived (can extend to be promoted to E4).
	None
	N/A
	N/A
	AAC: None
	N/A
	N/A
	
	
	

	
	
	
	
	
	
	ALC: None
	
	
	
	
	

	4F
	Five or more days lost time during current enlistment.
	Until DOS, unless waived.
	None
	N/A
	N/A
	AAC: None
	N/A
	N/A
	
	
	

	
	
	
	
	
	
	ALC: None
	
	
	
	
	


Q

	 may apply
	Used only when AFSC is removed for cause.  Doesn't always match RE code 4G.  Do not use for Airman in grades AB or Amn.
	Until attains PAFSC skill level commensurate with current grade.
	AAC: None
	N/A
	N/A
	
	
	

	
	
	
	
	
	
	ALC: None
	
	
	
	
	

	4H
	Received or undergoing punishment (suspended) pursuant to Article 15, Uniform Code of Military Justice (UCMJ)  
[Mar 96 AFI].
	Length of suspended punishment.
	A
may apply
	Under Article 15 suspended reduction.  Not used for an other Article 15 punishment, only suspended reductions.  Doesn't always match RE code 4H.
	Length of suspended reduction.
	AAC: 12
	Article 15 Member has punishment in excess of 30 days or suspended punishment in excess of 30 days.
	Effective date of punishment or suspension (enlisted only).
	
	
	

	
	
	
	
	
	
	ALC: None
	N/A
	N/A
	
	
	

	4I
	Serving on the Control Roster
	Length of the observation period.
	G
	Is on the Airman Control Roster.
	Length of observation period.
	AAC: 16
	Control Roster.
	Date placed on control roster plus period of observation.
	
	
	

	
	
	
	
	
	
	ALC: None
	N/A
	N/A
	
	
	

	4K
	Medically disqualified from continued service, or the Airman is pending evaluation by MEB/PEB.
	When AF Form 422 indicates unfit for duty, and during MEB/PEB process.
	L
may apply
	Only applies when determined by the Secretary of the Air Force to be unfit to perform duties of the grade because of physical disability.  Do not use this code for individuals pending MEB or PEB.
	Until separated or retired.
	AAC: 31
	Medical Deferment.  Temporary disqualification for worldwide duty (profile 4T) to include retention beyond DEROS for DOS when approved by HQ AFMPC/DPMMS.
	Date of availability in AF Form 422, Physical Profile Serial Report, section IV (not to exceed 12 months from date medical problem occurred), or expiration of medical hold imposed by HQ AFMPC/DPMMM.
	
	
	

	
	
	
	
	
	
	ALC: 37
	Medical Evaluation Board (MEB) or Physical Evaluation Board (PEB).
	Date of availability in AF Form 422, Physical Profile Serial Report, not to exceed 12 months from the date of the form unless otherwise directed by HQ AFMPC/DPMMMS.
	
	
	

	
	
	
	
	
	
	ALC: C
	Medical Assignment Limitation.  Member approved for retention on active duty by the medical or physical evaluation board process.
	Date authorized by HQ AFMPC/DPMMM.
	
	
	

	4N
	Convicted by civil authorities.
	Length of maximum allowable MCM confinement period for same offense, unless waived.
	W
	Has been convicted by a civilian court or is undergoing punishment, suspended punishment, suspended sentence probation, work release program, or any combination of these or similar court ordered condition s to include period of time Airman is on probation after serving part of sentence or has had sentence withheld for a period of time.
	Maximum confinement for the same or most closely related offense under the MCM.  Wing commander may waive this code for all or part of the ineligibility period; however, it cannot be waived for Airmen convicted and sentenced to confinement.
	AAC: 15
	Court-Martial, or Civil Court Member under criminal charges and (or) awaiting trial by military court-martial, or under charges and (or) awaiting trial by a civil court for an offense for which the maximum punishment for the same or closely related offense under the MSM is confinement for 1 year or more.
	Date charges preferred plus 6 months (not to exceed 6 months without prior approval from HQ AFMPC/DPMRIP1).
	
	
	

	
	
	
	
	
	
	ALC: None
	N/A
	N/A
	
	
	


ATTACHMENT 9

FREQUENTLY ASKED QUESTIONS

OCTOBER 2003

TO: MPF Commanders/Superintendents 
  
FROM: HQ AFPC/DPPAER 
  
SUBJECT: Frequently Asked Questions October 2003 
  
ACTION OFFICE: Reenlistments 

In addition to this information, also refer to the email titled "Known MilPDS Workarounds for Reenlistments/Extensions as of 25 July 2003" to answer other frequently asked questions.  This information can be found on the AFPC website
Q1:  How do I fix service dates that are incorrect on MMPA? 
A1:  If the DOE or the DOE and ETS and/or DOS need to be corrected, update using a TI05 (DOE MUST change) 
A2:  If the DOE is the same on both systems and the TOE, ETS, or DOS need to be corrected on MMPA, update using a TU05 (i.e. changing TOE from 4 to 6 years or 6 to 4 years)
A3:  If member reenlisted for years and months and if the years and/or months consummated on MMPA incorrectly, submit a CMS case to correct MMPA
Q2:  What do I do with the Data Recon? 
A:  Initially, use the Data Reconciliation guidance posted on our web site to determine how to fix the problem.  If DFAS must intervene to correct this case, send the CMS request directly to DFAS AC Data Recon (Non-Paying).  Do NOT send these cases to AFPC reenlistments for assistance
Q3:  When AFPC updates a reenlistment that has more than 12 months of obligated service, who updates the E6? 
A:  Upon receipt of the CMS case confirming AFPC has updated the reenlistment, the E6 must be updated by the MPF 

Q4:  What do I put in the remarks section of CMS? 
A:  The remarks section must be very clear and very specific.  Do not just put "fix dates".  Put exactly what dates need to be corrected (i.e. Please correct TOE, DOE, ETS, DOE and SRB information")
Q5:  When creating a new CMS case, how do I know what Case type to put it under? 
A:  Cases referred to AFPC/DPPAER should be categorized as either Extension or Reenlistment.  Determine the root cause of the CMS case and submit it accordingly.  For example, if the member has an SRB issue, do not submit this as Case Type SRB.  Did the member reenlist or extend to be eligible for the SRB?  For general cases like CJR requests, select either Reenlistment or Extension. 
Q6:  Why are CAREERs retrainees not being paid their SRB correctly even though I'm doing the update IAW the continuity book? 
A:  There is a defect that has been identified.  Continue updating the transaction IAW the continuity book.  However, once member has reenlisted, input a CMS case stating member is a CAREERs retrainee and requesting the SRB be recomputed.  
Q7:  Do I have to update an SRB for second-term and career Airmen? 
A:  Yes.  All first term Airmen must have a CJR updated on them prior to reenlisting.  All second-term and career Airmen who are receiving an SRB must have the SRB request updated prior to their reenlistment.  This update is completed in the same manner as a CJR is requested.  When this transaction is updated correctly, MilPDS automatically updates an ALC O on this member.  This ALC is critical to ensure members who receive an SRB are not released from their career field without serving the majority of their obligated time.  This code affects retraining, commissioning, and special duty applications just to name a few.  
Q8:  Do I have to input the FIDs in MMPA every time I make a request? 
A:  No, to assist the MPFs, we have built a T18.  This is the MMPA equivalent to a MilPDS Surf.  After inputting the member's SSAN, put T18 on the first line and hit enter.  This will bring up the most commonly used FIDs needed for reenlistments (Note:  Retirements/Separations can use this same surf to get their information as well)
Q9:  What do I do when the DJMS flag says "7" and this is preventing Retirements/Separations from projecting their E53 and E63 has already been updated?

A:  Delete the extension using the red "X" delete button; correct the DOS under service dates to reflect the correct DOS (i.e. the DOS previously on file prior to deleting the extension)
ATTACHMENT 10
MPF POC Listing

This information is current as of 15 May 4004.  POCs will not be updated in conjunction with each release of the continuity book.  If your information is incorrect, please let us know so we can update it and include it in a future release.
	PASCODE
	NUMBER
	LOCATION
	Phone
	Fax

	
	
	
	
	

	AM0JFDHV
	97 MSS
	Altus AFB, OK
	866-6772
	866-6531

	AT0RFDVP
	36 MSS 
	Andersen AFB, Guam
	315-366-6961
	315-366-3691

	AU1LF7WN
	89 MSS
	Andrews AFB, MD
	858-3811
	858-7217

	AU1LF7WN
	89 MSS
	Andrews AFB, MD
	858-3811
	858-7217

	ED1MFGR3
	AEDC
	Arnold AFB, TN
	340-3265
	340-4505

	AY0DF8GX
	31 MSS
	Aviano ABS, Italy
	314-632-4632        
	314-632-8070 

	BB1CFC2F
	2 MSS 
	Barksdale AFB, LA
	781-4114
	781-4015       

	BD1CFC2H
	9 MSS
	Beale AFB, CA
	368-3098/3215
	368-3099/5990 

	BP2WFJKZ
	11 MSS 
	Bolling AFB, DC
	754-6769
	754-3550/7723 

	BV1MFB48
	311 MSG
	Brooks City-Base, TX
	240-2157
	240-3463

	BU1SFP2Q
	460 MSS
	Buckley AFB, CO
	877-6870
	877-6126

	CD1CF9QT
	27 MSS
	Cannon AFB, NM
	681-7239
	681-2807

	CL1LFDH4
	437 MSS
	Charleston AFB, SC
	673-4525
	673-4551

	CO0JF8C1
	14 MSS
	Columbus AFB, MS
	742-2566
	742-2642/2621

	DF1CF7XX
	355 MSS
	DavisMonthan AFB AZ
	228-4146
	228-3975

	DM1LFDH9
	436 MSS
	Dover AFB, DE
	445-4560
	445 - 4581/5281 

	DW1CFC2T
	7 MSS
	Dyess AFB, TX
	461-2537
	461-3216

	EB1MFDDN
	95 MSS
	Edwards AFB, CA
	527-4611
	525-3992

	ED1MFDTT
	96 MSS 
	Eglin AFB, FL
	872-8206
	872-9074

	EH0RF78D
	354 MSS
	Eielson AFB, AK
	317 377-3441/4131
	317  377-3103  

	EJ1CFC2V
	28 MSS
	Ellsworth AFB, SD
	675-2442
	675-2417

	EL0RFDT4
	3 MSS 
	Elmendorf AFB, AK
	317 552 4465/4755
	317 552 2122

	FC1LFC2Z
	92 MSS
	Fairchild AFB, WA
	657-8369 
	657-2278

	FTOUFL28
	694 SPTS
	Ft Meade
	622-0369
	622-0882

	GF0JFDMM
	17 MSS
	Goodfellow AFB, TX
	477-3288
	477-4995

	GM1LFC21
	319 MSS
	Grand Forks AFB, ND
	362-3270
	362-5658

	LK1MFNRK
	66 MSS
	Hanscom AFB, MA
	478-2348
	478-2482

	HL0RFDRD
	15 MSS
	Hickam AFB, HI
	(315) 449-0683 
	(315) 449-0641 

	HP1MFNQ5
	75 MSS
	Hill AFB, UT
	777-2916
	777-7997

	HS1CF9Q8
	49 MSS 
	Holloman AFB, NM
	572-3429
	572-5483

	EE0VFDJG
	16 MSS
	Hurlburt Field, FL
	579-5874
	579-2689

	IN0DFDMX
	39 MSS
	Incirlik ABS, Turkey
	314   676-5080/6954 
	314-676-6495 

	KB0RFDRM
	18 MSS 
	Kadena ABS, Japan
	315-634-0120
	315-634-9837

	KF0JF7FD
	81 MSS
	Keesler AFB, MS
	597-2227
	597-3271

	IC1CFJKM
	85 MSS
	Keflavik, Iceland
	450-7723
	450-7374

	KV1MFDGK
	378 MSS
	Kirtland AFB, NM   
	246-7116
	246-5547 263-4442

	KU0RFDRR
	8 MSS
	Kunsan ABS, Skore
	315-782-7542
	315-782-7027

	LA0JFJL4
	37 MSS
	Lackland AFB, TX
	473-2043
	comm:  671-3579

	LC0DF7Y8 
	65 MSS
	Lajes Fld, Portugal
	535-6106
	535-2183

	LD0DF8RQ
	48 MSS
	Lakenheath RAF, UK
	314   226-3717
	314    226-2781

	LE1CF9RH
	1 MSS  
	Langley AFB, VA
	574-7531/4291
	574-6434

	LJ0JF8J6
	47 MSS
	Laughlin AFB, TX
	732-4820
	732-4679 

	LP0JFDJR
	314 MSS
	LIttle Rock AFB, AR
	731-6571
	731-5784 

	LU1SFNQZ
	61 MSS
	Los Angeles AFB CA
	833-1233
	833-2631

	LY0JFQK5
	56 MSS
	Luke AFB,AZ
	896-7843
	896-2212

	MA1LF9RP
	6 MSS
	Macdill AFB, FL
	968-2005
	968-2928

	MB1SFC28
	341 MSS
	Malmstrom AFB, MT
	632-3619
	632-3110

	MG0JFFYC
	42 MSS
	Maxwell AFB, AL
	493-3142
	493-5824

	MH1LF73Z
	62 MSS
	McChord AFB, WA
	382-2676
	382-4181

	MK1LFC3F
	22 MSS
	McConnell AFB, KS
	743-3828
	743-6070

	MN1LFDKG
	305 MSS
	McGuire AFB, NJ
	650-2362
	650-2671

	ML0DF7PW
	100 MSS
	Mildenhall RAF, UK
	314-238-5304
	314-238-3177

	MP1CF88S
	5 MSS
	Minot AFB, ND
	453-6379
	453-4202

	MO0RFDRW
	35 MSS
	Misawa ABS, Japan
	315-226-3244/3616 
	315-226-2004 

	MT1CF7Z9
	347 MSS 
	Moody AFB, GA
	460-2244
	460-2740/3471

	MW1CF9RW
	366 MSS
	Moutain Home AFB, ID
	728-1959
	728-2932

	NJ1CFCJF
	99 MSS
	Nellis AFB, NV
	682-9266
	682-5897

	OD1CFC3G
	55 MSS  
	Offutt AFB, NE
	294-4448
	272-8267

	OP0RFDST
	51 MSS
	Osan ABS, Skore
	315-784-4248
	315-784-5403

	PF1SFH0C
	45 MSS
	Patrick AFB, FL
	854-7446
	854-2783

	HH2WFLVW 
	11 MSS 
	Pentagon MPF
	223-6461
	224-1338

	EP1SFDGZ
	21 MSS
	Peterson AFB, CO
	834-4943
	834-6415

	PV1LFDKZ
	43 MSS
	Pope AFB, NC
	424-4855 
	424-2078

	RF0DFDNJ
	86 MSS
	Ramstein ABS, Germany
	314 480-5898 
	314 480-8511

	RJ0JFDNK
	12 MSS
	Randolph AFB, TX
	487-3118
	487-7246

	RX1MFNSL
	78 MSS
	Robins AFB, GA
	497-7354
	468-3467/1380 

	FDISFJNX
	50 MSS
	Schriever AFB CO
	560-5413
	560-4762

	SF1LFDLP
	375 MSS
	Scott AFB, IL
	576-4112
	576-4345

	SM1CF9R1
	4 MSS
	Seymour-Johnson AFB, NC
	722-4018
	722-4413

	SP1CF9R5
	20 MSS
	Shaw AFB, SC
	965-1597/99 
	965-4864

	SQ0JFDNQ
	82 MSS 
	Sheppard AFB, TX
	736-2296
	736-7714

	ST0DF7PX
	52 MSS
	Spangdahlem ABS, GE
	314-452-7876
	314-452-7226

	PE0DFH94
	European MSS
	Stuttgart GE
	314-430-5623/5935
	314 430-5272

	TE1MFNRT
	72 MSS
	Tinker AFB, OK
	339-2434
	884-0520

	TP1LFDLZ
	60 MSS
	Travis AFB CA
	837-5117
	837-2086

	TX0JF0R7
	325 MSS
	Tyndall AFB, FL
	523-8380/2038/3198
	523-8078

	US0BFBP9
	10 MSS
	USAF Academy CO
	333-2596
	333-2547

	VH0JFDN3
	71 MSS
	Vance AFB, OK
	448-7397
	448-7589

	VQ1SFC3J
	30 MSS
	Vanderberg AFB, CA
	276-4821
	276-3969

	FW1SFC2Y
	90 MSS
	Warren AFB, WY
	481-3591  
	481-3288

	WT1CFC3K
	509 MSS
	Whiteman AFB, MO
	975-1930
	975-6456

	WE1MFG4Y
	88 MSS
	WrightPatterson AFB, OH
	787-4068/4024 
	787-5118

	YM0RFDSQ
	374 MSS
	Yokota ABS, Japan
	315-225-6077
	315-225-9924


4. Refer Case to AFPC (DPPAER) unless it requires direct DFAS actions. 















































3.  Please enter the following fields. These are MANDATORY for AFPC review.





- Reenl Type           


- Ret/Sep SDN       - Leave Settlement


- ETS                       - Leave Days


- DOS                      - SRB Zone


- DOE                      - SRB Multiple


- TOE








4.





�





2. Enter all mandatory fields (*). In Case description area, enter remarks (i.e., what is wrong with record, what you need and what needs to be corrected)





3.





�





1. Input SSAN and Case Type. 


    Click Enter a New Case.  





2.





3.





2.





�





�





Figure 6.1





CASE MANAGEMENT SYSTEM GUIDANCE FOR REENLISTMENTS/EXTENSIONS





1.





For subtraction purposes use:


15   12   00


when months are involved
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