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SPONSORSHIP PROGRAM



OBJECTIVE:  To ensure accountability of all inbound personnel.



REFERENCES:  



           	AFI 36-2103

            AFCSM 36-699, Vol 1, Chapter 5 



GUIDELINES AND PROCEDURES:



Request a gains roster in PC-III on the 1st duty day of each week



- Reports & RIPS

      - Reports

      - Gains/Losses/Alpha reports

      - Manning Stat Reports/Manning Gain Rosters

      - Gains Roster(this will automatically send the roster to Office Automation/Production and   

        Products area). 

      - Office Automation

      - Production and Products

      - page down to gains roster

      - X gains roster using space bar

      - Transmit

      - P for print

      - Arrow over to print selection

      - F10

      - Select the appropriate printer



Verify the gains roster with the previous weeks by annotating which flight the inbound member belongs to next to their name on the gains roster



a.  If a member has not arrived and does not show on the gains roster:

Check to see if the NCOIC knows why.  If the NCOIC has no knowledge of the newcomer being canceled or changed to another unit, call the MPF (Employment Office) and inquire on the member’s status.



b.  If there are new inbounds on the roster and you have not received an allocation rip              request one in PC-III

	- Reports

	- RIPS - Individual Requests

	- RIP Request for Active Airman

	- Enter social security number

	- X Allocation Notice/Sponsor Appointment Rip (GAIN-A)

            - The allocation will be produced over night in PC III and be in your productions and 

             products area the next day



3.  Prepare a PIF on inbound personnel



- Type the label to read:  “14 - LAST NAME, FIRST NAME, M.I.”

- Attach sponsorship coordination sheet to the left side of the PIF

  -- Fill in the name, grade, flight, RNLTD, date allocation received, date allocation forwarded to the flight, and suspense for return of allocation RIP

- Request the following information on the allocation RIP:

 -- Orderly room suspense for RIP and sponsor letter =_____(one week suspense)  

 -- Projected position number, duty title, office symbol, duty phone, member reporting official and all sponsor information



INCOMING SPONSOR UPDATE (PTI SPO)



OBJECTIVE:  To ensure all inbound personnel receive a quality sponsor in a timely manner.



REGULATIONS:



                 AFI 36-2103

                 AFCSM 36-699, Vol 1, Chapter 5



FORMS REQUIRED:



                 None



GUIDELINES AND PROCEDURES:



Each person who has a projected assignment to YOUR AFB needs someone to sponsor them and they need to hear from the sponsor at the earliest possible moment.  It is obvious this program needs special attention; therefore, the identification of a sponsor and the subsequent update need to occur immediately.



Follow these  procedures when updated sponsor information:



Enter PC-III and at the first screen press F4.

Highlight “Personnel Employment” and transmit.

Highlight “Customer Service” and transmit.

Highlight “Incoming Sponsor Update” and transmit.

A block will appear to make a selection #6 to appoint a sponsor or #7 to send additional data to losing MPF.

Press transmit and enter sponsor’s SSAN

Input Y/N if you would like a sponsor letter generated (this will be placed in the production area).

Type the SSAN of the individual to be sponsored and transmit.

Input the sponsor’s name, grade, duty phone, home phone, home address and transmit.

The sponsor information has just been updated; however, follow-up the next day to ensure this update processed correctly.  It the information did not update, try once more and check the next day.  If it still does not update, call Customer Service.



            Point of Contact:  Customer Service 



NOTE:  Family Support Center (FSC) is responsible for training newly appointed sponsors.  Contact FSC at 



PROJECTED DUTY UPDATE – INBOUND PTI 231



OBJECTIVE:  To ensure all duty information on inbound personnel are updated correctly and in a timely manner.



REGULATIONS:



	AFCSM 36-699, Vol 1, Chapter 5, Vol 1, Chapter 5 



FORMS REQUIRED:



	Allocation Notice (automatically produced in PC-III)



GUIDELINES AND PROCEDURES:



1.  When a unit is notified of a projected gain, this updated aligns the projected gain against a valid manpower authorization before the member arrives at the base.  This update is crucial to strength accounting and JUMPS (military pay) processes.  



2.  Follow these procedures when updating a projected duty assignment:



	a.  Highlight “Military Functional Application” and transmit.



	b.  Highlight “Manning” and transmit.



	c.  Highlight “Personnel Employment” and transmit.



	d.  Type in SSAN, record type (OA = officer, AA = enlisted) and transmit.  Up to six records maybe input at one time.



	e.  Type in effective date, position number, AFSC (include prefix/suffix), command level, duty title, the unit assignment, and transmit.



	f.  Projected duty assignment has just been updated.



	g.  Highlight “Projected duty update – Inbound” and transmit.



3.  If a skill level has been input that is different from what was projected, or the position number does not match with organization’s PAS code, a reject will be generated under office automation’s Rejects/Updates.  Check your office automation DAILY.



Point of Contact:  Personnel Employment 



PCS ARRIVAL CONFIRMATION (PTI 201)



OBJECTIVE:  To ensure all incoming personnel are inprocessed correctly.



REGULATIONS:



	AFCSM 36-699, Vol 1, Chapter 5

 

FORMS REQUIRED:



               None



GUIDELINES AND PROCEDURES:



Complete the update through PC-III as follows:



In PC-III, highlight “Military Functional Applications” and transmit.



Highlight “Personnel Employment” and transmit.



Highlight “Manning” and transmit.



Highlight “Arrival Confirmation - Off/Amn” and transmit.



Type SSAN and record type (AA or OA) and transmit.



Update:



Date Departed Last Duty Station (DDLDS) (Ask member when they departed last station)



DAS (Date member arrived on this station)



Number of days TDY (This does not include leave.  If none, then enter 000)



Office symbol

      

Press transmit.



The information will either update or remarks will appear showing the member’s record status as 118 (information has not flowed from the losing MPF).  Personnel Employment and the Command Support Staffs will be notified on the Transaction Register (TR) when the record clears 118 status.  Please ensure you check your daily TR.



The following is a list of all record status codes and their meaning:



      110 -  Active Record-No Projected Reassignment, Gain to System

      

       12  -  Active Record-Proj Intra-MPF Reassignment



       17  -  Pace Pending 518 from HAF



       18  -  Active Record-Incomplete Record, Incomplete record call Personnel Employment



       19  -  Record Pending Record Build



       20  -  Active Rec-Proj Separation-No Proj Reassignment



       80  -  Inactive Record-Separation 



Inprocessing is conducted every                                      .



Point of Contact:  Personnel Employment 



LEAVE PROCEDURES



OBJECTIVE:  To explain the procedures for processing leave, obtaining and closing leave authorization numbers-block assignments.



REFERENCES:  



AFI 36-3003 - Military Leave Program

DFAS-DE MANUAL 177-373, Vol II - Defense Joint Military Pay System (DJMS) Unit 

                                                                   Procedures excluding FSO 



REQUIRED FORMS:



AF Form 988 - Leave Request/Authorization

AF Form 1486 - Unit Leave Control Log

AF Form 1134 - Unit Leave Authorization Numbers-Block Assignments



STEP 1 - PROCESSING ORDINARY LEAVE 



1.  The member prepares the leave request (AF FM 988) in 3 parts and submits the request to their supervisor for approval.  The supervisor verifies the leave balance using the members leave and earnings statement (LES) or unit leave balance listing, approves the leave, and requests a leave number from the commander’s support staff no earlier than (NET) 14 days.  Leave approving officials may designate someone other than the person requesting leave to obtain the leave authorization number for them.



2.  The leave monitor verifies the leave balance by checking the leave balance listing and ensures section I of the AF FM 988 is correctly filled in, except item 2 (finance use only) and block 7 (hospital use).  Pay particular attention that the leave address has the full address, ZIP code and phone number.  

 

3.  The leave monitor annotates the next available leave number from the leave log (AF FM 1486) on the leave form and fills out the leave log as follows:       

	a. On the first line enter the issue date (today’s date), the member’s name/rank/duty

                 phone, the SSN, and the leave chargeable dates

	b.  On the second line enter the full leave address, leave phone number, supervisor’s rank 

                 and name, office symbol, and the number of days leave the member is taking

Note:  Items 12 and 13 must coincide with item 9 on AF Form 988.  Item 11 is completed when Space Available sign up will be involved to be effective NET 24 hours prior to start date (on item 12).

	c.  In part I enter the issue date plus 6 days (excluding non-duty days) and enter 

                 the return date plus 3 days (excluding non-duty days)



4.  The leave monitor returns the leave form to the respective sections.  The supervisor checks the approved block, dates and signs the form, gives the member part II, immediately mails part I to finance (11th WG/FMFP), and holds part III until the member returns from leave.  When the member returns from leave, the supervisor and member sign part III, annotate any changes, and returns it to the leave monitor within 3 workdays after the member’s return.  See Step 2 for instructions if you have any cancel/correct leaves.  Part Isare forwarded to AFO for processing.



NOTE 1:  You can change the last day of chargeable leave, but can’t change the first day of chargeable leave.  If a member wants to change the first day of leave, they must cancel the original leave form and accomplish a new one (with new leave authorization number). 



NOTE 2:  When correcting an erroneous entry, line through the data and initial.  Correction tape and white-out are not authorized.



5.  Monitor your unit leave control log (part I, return date plus 3) daily for the return of part III of the leave form.  Also, monitor the part I and III block for the SB01/03 and SB05/06 dates to clear from finance off the Daily Register of Transaction (DROT) that you receive daily from finance (see Step 2 for annotating these dates from the DROT to your log).



STEP 2 - ANNOTATING PART I & PART III OF THE UNIT LEAVE CONTROL LOG

	

1.  If there’s no change to the leave taken, complete the following:

	a.  Annotate part III with the date you received part III of the AF FM 988 back from the 

                 supervisor 

	b.  Annotate part I, SB01/03 date with the date in the top right corner of the DROT (this

                 the date the part I of the leave form processed at finance)

	c.  Line out the cancel/correct blocks in part III and file the AF FM 988	  

                  

2.  If there’s a change to the leave taken, correct the leave as follows:

	a.  Annotate “correct” in part III, cancel/correct block

	b.  Annotate the corrected leave date block with the last day of chargeable leave 

	c.  If leave is extended, annotate the date the leave is extended to in the chargeable leave 

                 block and annotate who authorized the extension and the date

	d.  Make a copy of part III for file and send the original to finance 

	e.  Annotate part III, SB05/06 date with the date in the top right corner of the DROT (this 

                 is the date the part III of the leave form you returned to finance for correction  

                 processed at finance)



3.  If the leave is canceled, cancel the leave as follows:

	a.  Annotate “cancel” in part III, cancel/correct block

	b.  Make a copy of part III for file and send the original to finance

	c.  Annotate part III, SB05/06 date with the date in the top right corner of the DROT (this 

                 is the date the part III of the leave form you returned to finance for cancellation  

                 processed at finance)



STEP 3 - PROCESSING CONVALESCENT LEAVE (nonchargeable leave)



1.  Commander’s base convalescent leave on the written recommendation of the military physician most familiar with the patient’s condition (hospital stamps the convalescent leave in block 7 of section I of the AF FM 988).  The leave begins on the day of discharge from the military Medical Treatment Facility (MTF) regardless of the hour of discharge.    

  

2.  The leave is accomplished the same as ordinary leave except the commander approves the leave.  Suspense/file part III awaiting the member’s return.



3.  Extend convalescent leave over 30 days only with additional medical review and consent.

Exception:  Allow 42 days of convalescent leave for pregnancies.



4.  Charge members ordinary leave for travel, hospital, and convalescent time when they elect civilian medical care at their own expense.  If they later experience complications and seek medical treatment from a military MTF, approve convalescent leave.



5.  Place members on hospital status when they’re treated by civilian MTFs, or elect care from a private physician that calls for a hospital (inpatient) status, after a military physician determines the necessity of a medical procedure.  Approve convalescent leave when recommended by the military physician most familiar with the patient’s condition.  



STEP 4 - PROCESSING PERMISSIVE TDY (PTDY)



1.  Commander’s does not approve PTDY when a funded entitlement is appropriate or when requests are being used in lieu of leave or special pass, or combined with a special pass period.

Charge leave for any portion not subject to PTDY limitations, such as when the purpose is accomplished, and the member does not return to duty (except for PTDY in Table 5, Rules 3-5). 



2.  See Instructions for Preparing DDFM 1610 (PTDY Order for Participants or Trainees in Sports or Recreation or Talent Events) when members will be using space-required travel, or in events, such as higher level competitions, when space-required travel could be authorized.

 

3.  The leave is processed the same as ordinary leave except as follows:

	a.  The commander approves 

b.  Finance will issue the leave number on these TDYs if the member is  

     separating/retiring

	c.  The commander’s support staff will check for justification and annotate the table and 

                 rule (Atch 3), number of days authorized, and annotate remarks section in section I.  

                 Suspense/file part III awaiting return of the member (unless member is not returning 

                 due to retirement or separation (if authorized PTDY).



STEP 5 - PROCESSING TERMINAL LEAVE



1.  Commanders limit terminal leave to the members leave balance and do not allow members to return to duty after this leave begins.  Limit requests for excess leave to emergency situations (see emergency leave and excess leave procedures).



2.  Terminal leave provisions:

	a.  Members cannot use half days and must schedule terminal leave so that it is 

                 continuous and ends on the date of separation (DOS)

	b.  Members forfeit unused half-days when they cannot be paid for leave

	c.  Members complete all required separation or retirement processing and have 

                 orders in hand before leave begins



3.  Deny terminal leave when separation instructions require member’s separation at the earliest possible date.  Advise the member that the financial services office will determine payment and/or forfeiture of unused accrued leave at the time of separation (See DoD 7000.14-R).



4.  The leave is processed the same as ordinary leave except as follows:

	a.  The commander approves 

	b.  Finance issues leave numbers on all terminal leaves   

	c.  File part III 

  

STEP 6 - PROCESSING EMERGENCY LEAVE



1.  The commander verifies an emergency situation exists with the American Red Cross (ARC).

If unable to get ARC verification, commanders can verify the emergency exists on a case-by-case

basis and their knowledge of the circumstances.



2.  Commanders approve initial periods of emergency for no more than 30 days and extensions for no more than 30 days.



3.  See Instructions for Preparing AF FM 972 (Emergency Leave Order) for all funded emergency leave travel, if applicable in AFR 177-103.



4.  See Table’s 2 and 3, AFI 36-3003 for emergency leave guidelines.

  

5.  The leave is processed the same as ordinary leave except the commander or first sergeant approves the leave.  Suspense/file part III awaiting return of the member.



6.  Send requests for leaves of more than 60 days which include advance or excess days to HQ AFPC/DPSTS, with full justification.



STEP 7 - PROCESSING ADVANCED LEAVE



1.  Commanders authorize the minimum amount needed and charge excess leave for members who have already taken all accrued leave (see Step 8).



2.  The leave is processed the same as ordinary leave except the commander approves the leave.  Suspense/file part III awaiting return of the member.



3.  Any leave request which results in the member having an advance (negative) leave balance over 30 days requires HQ AFPC approval.  This 30-day negative balance includes the cumulative total of previous advance leave which has been granted.  This includes advance leave that becomes excess because of early separation.  The member must be advised that there is an additional collection at separation for non-accrual resulting from any periods of excess leave (1/2 day for every 6 days of excess leave).  Send leave requests for members who were already advanced 30 days of leave to HQ AFPC/DPSTS, 550 C Street West, Suite 35, Randolph AFB TX 78150-4737 and MAJCOM/DPA.  Include the following:

	a.  Justification for the leave

	b.  When the requested leave begins and ends

	c.  The number of leave days initially approved

	d.  The members balance at the beginning of the leave

	e.  The number of days earned to the expiration of term of service

	f.  The number of days of the requested extension



NOTE:  In urgent cases, HQ AFPC/DPSTS gives telephone approval, but the first sergeant must follow up with a message within 48 hours and ensure the members AFFM 988 is filled out.  



STEP 8 - PROCESSING EXCESS LEAVE



1.  Commanders may approve excess leave in an emergency situation when the combination of ordinary, advance, and excess leave is 60 days or less.  Commanders must counsel the member that periods of excess leave are without pay and allowances.



2.  See Table 4, AFI 36-3003 for excess leave guidelines.  Handprint “excess leave” in 1-inch red letters on part III of the AFFM 988.



3.  For members taking excess leave between court-martial sentencing and approval, or during appellate review, the unit commander must overstamp part II in red “Not authorized space-available transportation on DoD-owned or controlled aircraft”.



4.  Commanders or designees with general or special court-martial approving authority approve or deny members requests for excess leave and advise the member that ordinary leave must be used first.



5.  Members qualify for pay and allowances for directed excess leave taken for overruled or set-aside court-martial sentences (exception:  members don’t get credit for any accrued leave that they elected payment for before departing on appellate-review leave).



STEP 9 - PROCESSING APPELLATE REVIEW LEAVE



1.  Commanders directing appellate review leave approve travel according to JFTR, paragraph U7506 and AFI 36-2102 and advise members they may take either:

	a.  Ordinary and excess leave

	b.  Excess leave and sell back accrued leave.  Members forfeit selling leave when:

		(1) Discharged under other than honorable conditions



		(2) Involuntarily discharged for unsatisfactory performance or misconduct before 

                             completing 6 months service, including prior service members with breaks in 

                             service of 93 or more consecutive days

	c.  A combination of the above



2.  Members qualify for pay and allowances for directed excess leave taken for overruled or set-aside court-martial sentences (exception:  members don’t get credit for any accrued leave that they elected payment for before departing on appellate-review leave).



3.  For members taking excess leave between court-martial sentencing and approval, or during appellate review, the unit commander must overstamp part II in red “Not authorized space-available transportation on DoD-owned or controlled aircraft”.



4.  The unit prepares the AF FM 988 for a period of 300 days and finance puts a leave authorization number on the request (can obtain by phone).  Suspense/file part III.

Reaccomplish the AF FM 988 every 300 days until the appellate review is complete



STEP 10 - OBTAINING AND CLOSING LEAVE AUTHORIZATION NUMBERS-BLOCK ASSIGNMENTS 



1.  The leave monitor signs for a leave block on the AF FM1134 from the commander or designated representative (must not be the leave monitor).  The commander establishes the block size of leave authorizations issued (recommended it be of manageable size for not more than a month).  Additional block numbers are issued when needed, whether or not all preceding blocks have been closed.



2.  After parts I and III have cleared the DROT, attach your retained parts III (only no change parts III) to the AF FM1486 and give the completed block assignment package to the commander or designated representative for review and closure of the leave block assignment as follows:

	a.  For each leave number assigned, verify the AF FM1486 is filled in correctly 

	b.  Select a sample of leave entries from the AF FM1486 and verify all information 

                 against the DROTs



	c.  Randomly verify part III of the AF FM 988 for members and supervisors signatures in 

                 section III and that the “no change” block is checked. 

	d.  Select a sample of parts III of the AF FM 988 and verify the leave chargeable dates on 

                 the AF FM 988 and the AF FM 988 are identical.

	e.  Ensure all corrective action is taken if discrepancies are identified



3.  Block assignments must be verified by the commander or designated representative at least once every 45 days whether the block assignment has been completed or not (because DROTS are retained for 2 months only).



4.  After the commander or designated representative has certified closure of the leave block on the AF FM 134, destroy all parts III retain the AF FM 1486 for file.



WEIGHT MANAGEMENT PROGRAM



OBJECTIVE:  To explain the procedures for administering the weight management program (WMP), measure body fat, update the personnel data system, and destroy the WMP documents. 



REFERENCES:  

AFI 40-502 - The Weight Management Program

AFCSM 36-699 Vol 1, Chapter 5

AFI 36-2606, Chapter 3, para 3.16 and Table 4.1 Rule 18 - Reenlistment in the USAF

AFVA 40-503 - United States Air Force Maximum Allowable Weight (MAW) Table



REQUIRED FORMS:

AF Form 108 - Weight Program Processing

AF Form 393 - Individual Record for Weight Management and Fitness Improvement Training 

                         (FIT) Programs



STEP 1 - IDENTIFYING PERSONNEL AS OVERWEIGHT/OVER BODY FAT

Personnel are identified as overweight/over body fat through mandatory annual, monthly, random, and event related weigh-ins.  Also, when according to the commander, an individual appears to have exceeded body fat standards or does not present a professional military appearance.



NOTE:  MALES MEASURE MALES/FEMALES MEASURE FEMALES



1.  Conduct the annual weigh-in as follows:

	a.  Send a memorandum or email to all your personnel with the dates and time of the 

                 weigh in at least 1 – 2 weeks in advance.

	b.  Determine height (nearest 1/4 inch), weight (nearest 1/4 pound), and maximum 

                 allowable weight (MAW).  Measure without shoes and subtract 3 pounds for clothing.  

                 See AFVA 40-503, USAF MAW Table (Atch 1).

	c.  Complete the Annual Weigh-in Roster (Atch 2) or similar roster for tracking purposes.

	d.  Have roster near the scale for each individual to verify their duty information and 

                 address at the same time as the weigh-in for changes and updates (database integrity). 	

	e.  If anyone exceeds their MAW, conduct a body fat measurement using the applicable 	  

                 Male/Female Weigh-in Rosters (Atch 3, Atch 4) and give it to the WMP Manager for 

                 processing (see Step 2 - Processing individuals for entry into the WMP).

	f.  When the weigh-in is completed, the WMP Manager will update the database and 

                 annotate the reason why anyone has not weighed in next to the individual’s name. 	

	g.  Suspense yourself with the names of all who have not weighed in.

	h.  File the Annual Weigh-in Roster accordingly.

		

2.  Conduct the random weigh-in once a month in conjunction with the random urinalysis testing.  

	

3.  Conduct event-related weigh-ins as follows by completing the applicable Male/Female Weigh-in Roster (Atch 3, Atch 4).  Weigh and measure individuals for event-related weigh-ins listed below NET 30 and NLT 10 workdays prior to the event.	   



	a.  Weigh and measure individuals for the following event-related weigh-ins:

		(1) promotions				

		(2) RegAF appointments

		(3) conditional reserve status (CRS)

		(4) before selecting officers for selective continuation

		(5) Reenlistment (weigh and measure when initially identified and again NET 30 

                              and NLT 10 workdays prior to Reenlistment).  See Note 1.

		(6) PCS/PCA (weigh and measure individuals no earlier than (NET) 30 and no 

                              later than (NLT) 10 calendar days before departure).  See Note 2.

		(7) TDY = PME; retraining; and formal, specialization, and qualification training 	 

                              (weigh and measure NET 30 and NLT 10 calendar days prior to projected 

                              departure).  See Note 3.	



	b.  Provide a copy of the Male/Female Weigh-in Roster to the individual and sign any  

                 paperwork the individual has annotating the results of the weigh-in.  Individuals are 

                 required to hand-carry a letter with their weight/body fat and certification that the 

                 individual meets Air Force body fat standards with them to PME (Atch 6). 

                 Note:  Anyone in Phase I of the WMP are ineligible to attend PME.    



            c.  If anyone is found to be over body fat standards, notify the commander, section 

                Commander, or First Sergeant.  They will contact the member (inform 1st Sgt of 

                PME folks ASAP).  If the individual is going PCS, ensure outbound assignments is 

                notified after discussing it with the commander.



            d.  Provide the original Male/Female Weigh-in Roster to the WMP manager for 

                 processing if the individual is over body fat (see Step 2 - Processing individuals for 

                 entry into the WMP).  If the individual is not over body fat, update the database and 

                 file the Weigh-in Roster in their PIF if they are going PCS.  Put a copy of the PME 

                 letter in the PIF.



4.  Conduct weigh-in on any individual as directed by the commander, who appears to exceed body fat standards or does not present a professional military appearance as follows:

	a.  Complete the applicable Male/Female Weigh-in Roster (Atch 3, Atch 4)

	b.  If anyone is over body fat, inform them the commander will be contacting them.

	c.  give the original Male/Female Weigh-in Roster to the WMP manager for processing if 

                 the individual is over body fat (see Step 2 - Processing individuals for entry into the 

                 WMP).  If the individual is not over body fat, update the database and destroy the 

                 Male/Female Weigh-in Roster 



NOTES:

1.  Individuals in Phase I are ineligible to reenlist but may extend their enlistment.  See AFI 36-2606, para 3.16 and Table 4.1 Rule 18 (Atch 7).



2.  Individuals are ineligible for PCS assignments if they are NOT making satisfactory progress, unless on a mandatory move. 



3.  Unit commanders decide whether an individual qualifies for command-support or normal mission TDY.  Individuals handcarry a copy of their Weight Management Program Case File (WMPCF) to the TDY unit commander.  Document any delays of the WMP on the AFFM 393.



	a.  Contingency/Exercise TDY - Individuals are not automatically excluded from these 

                 TDYs because they are in the WMP or making unsatisfactory progress.  It’s up to the 

                 commander to determine if the individual will go on these TDYs (unless reporting 

                 instructions dictate otherwise). 

	b.  Command Support TDY - This is a TDY to attend a conference, meeting, workshop, 

                 manning assistance visit, staff assistance visit, or orientation.  Individuals making 

                 satisfactory progress are closely scrutinized by the commander before final selection is 

                 made and orders processed.

	

STEP 2 - PROCESSING INDIVIDUALS FOR ENTRY INTO THE WMP (ASSESSMENT PERIOD)



During the assessment period, the WMP Manager ensures that all individuals are medically cleared and receive diet counseling before entering them into the WMP.  The Director of Base Medical Services (DBMS) determines whether individuals can safely and feasibly reduce weight or body fat, and be entered into a 90-day exercise program.



1.  Set up a WMP folder (green 2-part or 6-part folders) by typing a label with the file number, (PA), individuals full name (Last, First, MI), and WMP.

	Example:  16 - (PA) Good, Johnny B.	WMP

	

2.  Call the hospital to make an appointment for the member for a medical examination and dietary counseling and annotate the dates on section II of AF Form 108.



3.  Prepare the AF FM 108, Weight Program Processing (Atch 8), in PC-III as follows:

	a.  Select “Military Functional Applications” and transmit

	b.  Select “Career Enhancement” and transmit

	c.  Select “Weight Management Program” and transmit

	d.  Select “WMP Processing AF Form 108” and transmit

	e.  Enter SSAN and record type (AA-enlisted, OA-officers)

	f.  Fill in date weighed, height, weight, body fat, body fat standard, mark the appropriate 

           	    block, enter the medical evaluation/diet counseling dates/times, type in the

    commander’s (section  commander’s) name and grade, and the member’s name and grade in            

 section II of the AFFM 108 and transmit

g.  Print 



4.  Complete the Weight Management Program (WMP) Assessment Period letter (Atch 9).



5.  Make a copy of the AF FM 108 and suspense it for return of the original paperwork from the individual after completing the medical appointments.



6.  Put the original AF FM 108, a copy of the WMP Assessment Period letter, and a copy of the Weight Management Program Overview (Atch 10) in the WMP folder and forward to the commander.  



7.  The commander calls the individual in and both sign and date the AF FM 108, section II and the WMP Assessment Period letter.  The individual is given a copy of the WMP Assessment Period letter, original AF FM 108, and a copy of the WMP Overview (Atch 10).



8.  The individual takes the original AF FM 108 to their medical appointments and has the health care providers mark the appropriate blocks in section III and IV, and have them sign and date the form.  The individual returns completed AF FM 108 to your office.



9.  Inform the MPF promotions of all individuals being processed for the WMP.  



STEP 3 - PROCESSING INDIVIDUALS INTO PHASE I OF THE WMP



When the individual returns with the completed AF FM 108, enter them into Phase I of the WMP if they are medically cleared to participate.  See Step 8 for processing medical deferrals and Step 9 for processing body fat standard adjustments. 



1.  Weigh and conduct a body fat measurement on the individual using the applicable Male/Female Weigh-in Roster (Atch 3, Atch 4).



3. Mark the following blocks in section V of the AF FM 108:

	a.  “Enter in WMP phase I effective:” (entered as the date the individual acknowledges 

                 the action). Enter the weight and body fat percentage 

	b.  “Update weight status code to:” and circle “6” (effective date is entered as the date the 

                 individual acknowledges the action)

	c.  “Enter” (the effective date of the 90-day exercise program is the date the individual 

                 acknowledges the action)

	d.  Type in the commander’s signature block in section V

	e.  Type in the member’s signature block in section VI



4.  Complete the Entry into Phase I, Air Force Weight Management Program (WMP) letter 

(Atch 11).



5.   Put the AF FM 108 and WMP Phase I letter in the WMP folder and forward to the commander for the appropriate signatures.  The individual will be briefed on the monthly weigh-in policy (their responsibility to show up for scheduled  weigh-in).  The individual is given a copy of the AF FM 108 and WMP Phase I letter.



6.  When you receive the WMP folder with the AF FM 108 and WMP Phase I letter back from the commander, ensure all appropriate blocks are marked, all effective dates are correctly filled in with the date the individual acknowledged the action, and all signatures are on the form and letter.  



7.  Update the Weight Status Code (WSC) in PC-III as follows:

	a.  Select “Military Functional Applications” and transmit

	b.  Select “Career Enhancement” and transmit

	c.  Select “Weight Management Program” and transmit

	d.  Select “WMP Inquiry/Update” and transmit

	e.  Enter SSAN and Record-ID and transmit

	f.  Enter status code “6” (initial entry, phase 1)

	g.  Enter status date (the effective date of the WSC on the AF FM 108)

	h.  Enter the initial entry date (the date the individual acknowledged their placement on 

                 the WMP) and transmit.  Use only upon initial entry into the WMP.

NOTE:  Once the initial entry date has been updated, any attempt to change or correct the date will cause a reject.  If incorrect, call Career Enhancement at extension       .



8.  Complete the AFFM 393,  Individual Record for Weight Management and Fitness Improvement Training (FIT) Programs as follows (Atch 12):

	a.  Section I - self explanatory (enter the grade, unit, and duty phone in pencil)

	b.  Section II - enter all applicable data in pencil (annotate dates as day, month, year)



9.  Put the folder together as follows:

	a.  Put the AFFM 393 on the right side of the folder

	b.  Put the Male/Female Weigh-in Roster, Entry into Phase 1, Air Force WMP letter 

                 (Atch 11), and the AF FM 108 on the left side of the folder (in that order, with the 

                 AFFM 108 on top)



10.  Put the WMP folder in the file plan.



11.  Confirm the WSC update took place by monitoring your daily TR or by inquiring in PC-III under the “WMP Inquiry/Update” area.  Good practice is to keep copies of all updates in cases where BLMPS and PC-III do not reconcile.





STEP 4 - CONDUCTING THE INDIVIDUALS FIRST WEIGH-IN (1 MONTH AFTER INITIAL ENTRY)



The individual weighs in 1 month (30 days) after initial entry.  They will either make satisfactory  or unsatisfactory progress and the WSC must be changed accordingly.

NOTE:  A new AF FM 108 must be accomplished every time an individual changes weight status.



1. Weigh and body fat the individual using the applicable Male/Female Weigh-in Roster (Atch 3, Atch 4)	



2.  If the individual meets AF standards on this weigh-in, proceed to Step 5 - Processing Individuals into Phase II (6-Month Observation Period) of the WMP. 



3.  If the individual does not meet AF standards on this weigh-in, annotate section III of the AFFM 393, Individual Record for Weight Management and Fitness Improvement Training (FIT) Programs as follows (Atch 12):

	a.  Enter the date weighed, and weight/body fat percentage at the time of the weigh-in 

                 (Example:  155/23%)

	b.  Enter the weight gain/loss and body fat gain/loss during the monthly period 

                 (Example:  -1 lb/+1%)

	c.  Have the individual sign

	d.  The validating official signs and dates (the individual who weighed/measured the 

                 individual, WMP manager, first sergeant or commander)

	e. Have the immediate supervisor initial (doesn’t have to be present at the weigh-in, but 

                must acknowledge the individuals progress either before or after sending the WMPCF 

                to the commander)	



4.  Prepare the AF FM 108, Weight Program Processing (Atch 8), in PC-III as follows:

	a.  Select “Military Functional Applications” and transmit

	b.  Select “Career Enhancement” and transmit

	c.  Select “Weight Management Program” and transmit

	d.  Select “WMP Processing AF Form 108” and transmit

	e.  Enter SSAN and record type (AA-enlisted, OA-officers)

	f.   Fill in date weighed, height, weight, body fat, and body fat standard in section I 

	g.  Tab down to section V and VI and type the commanders and individuals signature 

                 blocks and transmit

	h.  Print 



5.  Mark the following blocks in section V of the AF FM 108:  

	a.  Mark the block “update weight status code to” and circle “1”(satisfactory progress) or 

                 “2” (unsatisfactory progress) as appropriate 

	b.  Mark the block “continue in 90-day exercise program effective”

	NOTE:  the commander enters all effective dates the date the individual acknowledged 

            the action.



6.  Put the AF FM 108 and the Male/Female Weigh-in Roster in the WMP folder and give it to the commander for the appropriate signatures (the commander will call the individual in to sign and receive any administrative punishment (Atch 13) if they went unsatisfactory for this weigh-in).  The individual is given a copy of the AF FM 108 and any administrative punishment if applicable.



7.  When you receive the WMP folder with the AF FM 108 back from the commander, ensure all appropriate blocks are marked, all effective dates are correctly filled in with the date the individual acknowledged the action, and all signatures are on the form and letter.  



8.  Put the Male/Female Weigh-in Roster, and the AF FM 108 on the left side of the folder (in that order, with the AF FM 108 on top).  Put any administrative paperwork (LOC etc) if applicable behind the AFFM 393.



9.  Ensure the supervisor initials section III of the AF FM 393 if not already accomplished.



10.  If the individual is in WSC 2 (unsatisfactory progress), annotate section IV of the AFFM 393, Individual Record for Weight Management and Fitness Improvement Training (FIT) Programs as follows (Atch 12):

a.  Enter the type of administrative action taken (Example: Letter of Reprimand, Placed 

     on Control Roster, Demotion, etc.)  

	b.  Enter the date the administrative action was taken

	c.  The supervisor must initial to ensure they are kept informed of the individuals WMP 

                 status



11.  Update the Weight Status Code (WSC) in PC-III as follows:

a.  Select “Military Functional Applications” and transmit

b.  Select “Career Enhancement” and transmit

c.  Select “Weight Management Program” and transmit

d.  Select “WMP Inquiry/Update” and transmit

e.  Enter SSAN and Record-ID and transmit

f.  Enter status code “1” (satisfactory progress = loss of 3 pounds or 1% body fat) or “2” 

    (unsatisfactory progress)

g.  Enter status date (the effective date of the WSC on the AFFM 108) and transmit



12.  Put the WMP folder in the file plan.



13.  Confirm the WSC update took place by monitoring your daily TR or by inquiring in PC-III under the “WMP Inquiry/Update” area.



 14.  The individual continues to weigh-in monthly until they meet body fat standards.  Once the individual meets body fat standards, enter them into Phase II of the WMP (Step 5 - Processing Individuals into Phase II (6-month observation period) of the WMP).



15.  Suspense quarterly diet counseling (as long as the individual remains in Phase I of the WMP or directed by the commander).





STEP 5 - PROCESSING INDIVIDUALS INTO PHASE II (6-MONTH OBSERVATION PERIOD) OF THE WMP 



1. Weigh and conduct body fat measurement on the individual using the applicable Male/Female Weigh-in Roster (Atch 3, Atch 4)	



2.  Annotate the AF FM 393, Individual Record for Weight Management and Fitness Improvement Training (FIT) Programs as follows (Atch 12):



	a.  In section II enter the “entry date Phase II” in pencil (day, month, year)

	b.  Enter the date weighed, and weight/body fat percentage at the time of the weigh-in 

                 (Example:  155/19%)

	c.  Enter the weight gain/loss and body fat gain/loss during the monthly period 

	     (Example:  -1 lb/-1%)

	d.  Have the individual sign

	e.  The validating official signs and dates (the individual who weighed/measured the 

                 individual, WMP manager, first sergeant or commander)

	f.  Have the immediate supervisor initial (doesn’t have to be present at the weigh-in, but 

                must acknowledge the individuals progress either before or after sending the WMPCF 

                to the commander)	

 

3.  Prepare the AF FM 108, Weight Program Processing (Atch 8) in PC-III as follows:



	a.  Select “Military Functional Applications” and transmit

	b.  Select “Career Enhancement” and transmit

	c.  Select “Weight Management Program” and transmit

	d.  Select “WMP Processing AF Form 108” and transmit

	e.  Enter SSAN and record type (AA-enlisted, OA-officers)

	f.   Fill in date weighed, height, weight, body fat, and body fat standard in section I 

	g.  Tab down to section V and VI and type the commander and individual’s signature 

                 blocks and transmit

h.  Print 



4.  In section V of the AFFM 108 complete the following blocks:



	a.  Mark the block “enter in WMP Phase II effective” 

	b.  Mark the block  “update weight status code to”  and circle “3” (6-Month Observation 

                 Period) 

	c.  Mark the block “continue in 90-day exercise program effective” (mandatory if the 

                 individual entered directly into Phase II).  It’s at the commanders discretion to 

                 continue the 90-day exercise program for all others. 

            NOTE:  The commander enters all effective dates the date the individual acknowledged 

            the action. 

 

5.  Complete the Completion of Phase I/Entry into Phase II of the Weight Management Program (WMP) letter (Atch 14).



6.  Put the AF FM 108, Male/Female Weigh-in Roster, and the Completion of Phase I/Entry into Phase II of the WMP letter (Atch 14) in the WMP folder and give it to the commander for the appropriate signatures (the commander will call the individual in to sign the AF FM 108 and the letter).  The individual is given a copy of the AF FM 108, and Completion of Phase I/Entry into Phase II of WMP letter.



7.  When you receive the WMP folder with the AF FM 108 back from the commander, ensure all appropriate blocks are marked, all effective dates are correctly filled in with the date the individual acknowledged the action, and all signatures are on the form and letter.  



8.  Ensure the supervisor initials section III of the AF FM 393 if not already accomplished.



9.  Put the Male/Female Weigh-in Roster, the Completion of Phase I/Entry into Phase II of the WMP letter, and the AF FM 108 on the left side of the folder (in that order, with the AF FM 108 on top).



10.  Update the Weight Status Code (WSC) in PC-III as follows:



	a.  Select “Military Functional Applications” and transmit

	b.  Select “Career Enhancement” and transmit

	c.  Select “Weight Management Program” and transmit

	d.  Select “WMP Inquiry/Update” and transmit

	e.  Enter SSAN and Record-ID and transmit

	f.  Enter status code “3” (6-Month Observation Period)

	g.  Enter status date (the effective date of the WSC on the AF FM 108) and transmit



11.  Put the WMP folder in the file plan.



12.  Confirm the WSC update took place by monitoring your daily TR or by inquiring in PC-III under the “WMP Inquiry/Update” area.



13.  The individual continues to weigh-in monthly for 6 months.  



14.  If at anytime during Phase II of the WMP, an individual exceeds body fat standards (unsatisfactory progress), the individual is reentered into Phase I of the WMP, unsatisfactory progress, code 2 (see Step 7 - Processing Individuals for Reentry into the WMP).

 

15.  After the individual has completed Phase II of the WMP, enter the individual into the Probation Period, code 7 (see Step 6 - Processing Individuals into the 1-Year Probation Period).  



STEP 6 - PROCESSING INDIVIDUALS INTO THE 1-YEAR PROBATION PERIOD



Unit commanders use the probation period to ensure that individuals who successfully complete Phase II of the WMP remain committed to stay at or below their maximum body fat percentage for a 1-year period.  Unit commanders may weigh or measure individuals at any time during this 12-month probation period. 



1. Weigh and conduct body fat measurements on the individual using the applicable Male/Female Weigh-in Roster (Atch 3, Atch 4).  It’s not mandatory to weigh and body fat the individual before entering them into the 1-year probation period (commander’s discretion).  	



2.  Prepare the AF FM 108, Weight Program Processing (Atch 8), in PC-III as follows:



	a.  Select “Military Functional Applications” and transmit

	b.  Select “Career Enhancement” and transmit

	c.  Select “Weight Management Program” and transmit

	d.  Select “WMP Processing AF Form 108” and transmit

	e.  Enter SSAN and record type (AA-enlisted, OA-officers)

	f.  Fill in date weighed, height, weight, body fat, and body fat standard in section I 

	g.  Tab down to section V and VI and type the commanders and individuals signature 

                 blocks and transmit

	h.  Print



3.  In section V of the AF FM 108, complete the following blocks:



	a.  Mark the block “enter in Probation Period effective”

	b.  Mark the block  “update weight status code to”  and circle “7” (1-Year Probation 

                 Period) 

	NOTE:  The commander enters all effective dates the date the individual acknowledged 

            the action. 

  

4.  Annotate the AF FM 393, Individual Record for Weight Management and Fitness Improvement Training (FIT) Programs as follows (Atch 12):



	a.  In section II enter the “entry date Probation Period” in pencil (day, month, year)

	b.  Enter the applicable data in section III if the commander chooses to weigh and 

         	     measure the individual before entering them into the 1-year probation period.



5.  Complete the Completion of Weight Management Program (WMP) letter (Atch 15).



6.  Put the AF FM 108, Male/Female Weigh-in Roster (if applicable), and the Completion of WMP letter (Atch 15) in the WMP folder and give it to the commander for the appropriate signatures (the commander will call the individual in to sign the AF FM 108 and the letter).  

The individual is given a copies of the AF FM 108 and Completion of the WMP letter.



7.  When you receive the WMP folder with the AF FM 108 back from the commander, ensure all appropriate blocks are marked, effective dates are correctly filled in with the date the individual acknowledged the action, and all signatures are on the form and letter.  



8.  Put the Male/Female Weigh-in Roster (if applicable), the Completion of WMP letter, and the AF FM 108 on the left side of the folder (in that order, with the AF FM 108 on top).



9.  Update the Weight Status Code (WSC) in PC-III as follows:



	a.  Select “Military Functional Applications” and transmit

	b.  Select “Career Enhancement” and transmit

	c.  Select “Weight Management Program” and transmit

	d.  Select “WMP Inquiry/Update” and transmit

	e.  Enter SSAN and Record-ID and transmit

	f.  Enter status code “7” (1-Year Probation Period)

	g.  Enter status date (the effective date of the WSC on the AFFM 108) and transmit



10.  Put the WMP folder in the file plan. 



11.  Confirm the WSC update took place by monitoring your daily TR or by inquiring in PC-III under the “WMP Inquiry/Update” area.



12. After the individual has completed the 1-Year Probation Period, WSC 7 will automatically clear after 1 year (see Step 10 - Destroying the WMPCF).  



13.  If at anytime during the 1-Year Probation Period, an individual exceeds body fat standards (unsatisfactory progress), the individual is reentered into Phase I of the WMP, unsatisfactory progress, code 2 (see Step 7 - Processing Individuals for Reentry into the WMP).

 

STEP 7 - PROCESSING INDIVIDUALS FOR REENTRY INTO THE WMP

 

Individuals who reenter Phase I must remain in WSC 2 for a minimum of 1 month and must progress through Phase II and the Probation Period again.



1.  Annotate section III of the AF FM 393, Individual Record for Weight Management and Fitness Improvement Training (FIT) Programs as follows (Atch 12):



	a.  Enter the date weighed, and weight/body fat percentage at the time of the weigh-in 

                (Example:  155/22%)

	b.  Enter the weight gain/loss and body fat gain/loss during the monthly period 

	     (Example:  -1 lb/+1%)

	c.  Have the individual sign

	d.  The validating official signs and dates (the individual who weighed/measured the 

                 individual, WMP manager, first sergeant or commander)

	e.  Have the immediate supervisor initial (doesn’t have to be present at the weigh-in, but 

                must acknowledge the individuals progress either before or after sending the WMPCF 

                to the commander)	



2.  Prepare the AF FM 108, Weight Program Processing, (Atch 8), in PC-III as follows:



	a.  Select “Military Functional Applications” and transmit

	b.  Select “Career Enhancement” and transmit

	c.  Select “Weight Management Program” and transmit

	d.  Select “WMP Processing AF Form 108” and transmit

	e.  Enter SSAN and record type (AA-enlisted, OA-officers)

	f.  Fill in date weighed, height, weight, body fat, and body fat standard in section I 

	g.  Tab down to section V and VI and type the commander and individual’s signature 

                 blocks and transmit

	h.  Print



3.  In section V of the AF FM 108 mark the block “update weight status code to” and circle “2” (unsatisfactory progress).  The commander enters all effective dates the date the individual acknowledged the action.



4. Before reentering an individual into Phase I of the WMP and the 90-day exercise program, send them for another medical evaluation and diet counseling.  Call the hospital (767-5502 ext 331) to make an appointment for a medical examination and diet counseling.  Annotate dates and times of both appointment in section II of AF Form 108.



5.  Prepare another AF FM 108, Weight Program Processing (Atch 8), in PC-III to reenter the individual into the WMP as follows:



	a.  Select “Military Functional Applications” and transmit

	b.  Select “Career Enhancement” and transmit

	c.  Select “Weight Management Program” and transmit

	d.  Select “WMP Processing AF Form 108” and transmit

	e.  Enter SSAN and record type (AA-enlisted, OA-officers)

	f.  Fill in date weighed, height, weight, body fat, body fat standard, mark the appropriate 

                   block, enter the medical evaluation/diet counseling dates/times, type in the 

    commander’s (section  commander’s) name and grade, and the members name and grade 

    in section II of the AF FM 108 and transmit�	g.  Print



6.  Make a copy of the AF FM 108 for reentry into the WMP and suspense it for return of the original paperwork from the individual after their medical appointments.



7.  Put the AF FM 108’s and Male/Female Weigh-in Roster in the WMP folder and give them to the commander for the appropriate signatures (the commander will call the individual in to sign the form and receive administrative punishment (Atch 13).  The individual is given a copy of the AF FM 108 entering them into WSC 2, the WMP Overview (Atch 10), and the administrative punishment.



8.  The individual takes the original AF FM 108 reentering them into the WMP to their medical appointments.  The health care providers will mark, date, and sign the appropriate blocks in section III of the form.  The individual returns the paperwork to your office. 



9.  When you receive the WMP folder with the AF FM 108 entering the individual into WSC 2 back from the commander, ensure all appropriate blocks are marked, all effective dates are correctly filled in with the date the individual acknowledged the action, and all signatures are on the form.  



10.  Put the Male/Female Weigh-in Roster, and the AF FM 108 on the left side of the folder (in that order, with the AFFM 108 on top).  Put the administrative punishment paperwork behind the AF FM 393.



11.  Annotate section IV of the AF FM 393, Individual Record for Weight Management and Fitness Improvement Training (FIT) Programs as follows (Atch 12):



	a.  Enter the type of administrative action taken (Example: Letter of Reprimand, Placed 

     on Control Roster, UIF, Demotion, etc.)  

	b.  Enter the date the administrative action was taken

	c.  The supervisor must initial (section III) to ensure they are kept informed of the 

     individual’s WMP status/progress (if not already done).



12.  Update the Weight Status Code (WSC) in PC-III as follows:



	a.  Select “Military Functional Applications” and transmit

	b.  Select “Career Enhancement” and transmit

	c.  Select “Weight Management Program” and transmit

	d.  Select “WMP Inquiry/Update” and transmit

	e.  Enter SSAN and Record-ID and transmit

	f.  Enter status code “2” (unsatisfactory progress)

	g.  Enter status date (the effective date of the WSC on the AFFM 108) and transmit



13.  Put the WMP folder in the file plan.

 

14.  Confirm the WSC update took place by monitoring your daily TR or by inquiring in PC-III under the “WMP Inquiry/Update” area.



15.  When the individual returns for their monthly weigh-in, weigh and measure body fat using the applicable Male/Female Weigh-in Roster (Atch 3, Atch 4) and reenter into Phase I of the WMP if they are medically cleared.  See Step 8 for processing medical deferrals and Step 9 for processing body fat standard adjustments.



16.  Complete the AF FM 393,  Individual Record for Weight Management and Fitness Improvement Training (FIT) Programs as follows (Atch 12):



	a.  In section II enter the “reentry date Phase I” in pencil (day, month, year)	

	b.  Enter the date weighed, and weight/body fat percentage at the time of the weigh-in 

                (Example:  155/22%)

	c.  Enter the weight gain/loss and body fat gain/loss during the monthly period 

                 (Example:  -1 lb/+1%)

	d.  Have the individual sign

	e.  The validating official signs and dates (the individual who weighed/measured the 

                 individual, WMP manager, first sergeant or commander)

	f.  Have the immediate supervisor initial (doesn’t have to be present at the weigh-in, but 

                must acknowledge the individual’s progress either before or after sending the WMPCF 

                to the commander)

	

17.  Mark the following blocks in section V of the AF FM 108:



	a.  “Reenter WMP effective:” (Enter the weight and body fat percentage) 

	b.  “Update weight status code to:” and circle “1” (satisfactory progress) or “2” 

                 (unsatisfactory progress).  The commander enters the date.

	c.  “Enter” (the commander enters the effective date of the 90-day exercise program)

	d.  Type in the commander’s signature block in section V

	e.  Type in the member’s signature block in section VI



18.  Complete the Reentry into Phase I, Air Force Weight Management Program (WMP) letter (Atch 16).



19.   Put the AF FM 108 and Reentry into Phase I letter in the WMP folder and give it to the commander for his/her signature to include member.  The individual is called in and administered appropriate punishment (Atch 13), given a copy of the Reentry into Phase I letter, and briefed on the monthly weigh-in policy (member’s responsibility to show up on their scheduled weigh-in).



20.  When you receive the WMP folder with the AF FM 108 back from the commander, ensure all appropriate blocks are marked, all effective dates are correctly filled in with the date the individual acknowledged the action, and all signatures are on the form and letter.  

  

21.  Update the Weight Status Code (WSC) in PC-III as follows:



	a.  Select “Military Functional Applications” and transmit

	b.  Select “Career Enhancement” and transmit

	c.  Select “Weight Management Program” and transmit

	d.  Select “WMP Inquiry/Update” and transmit

	e.  Enter SSAN and Record-ID and transmit

	f.  Enter status code “1” or “2” as appropriate

	g.  Enter status date (the effective date of the WSC on the AF FM 108)

	

22.  If the individual is in WSC 2, complete the AF FM 393,  Individual Record for Weight Management and Fitness Improvement Training (FIT) Programs as follows (Atch 12):

	a.  Enter the type of administrative action taken (Example: Letter of Reprimand, Placed 

on Control Roster, LOR, UIF, Demotion, etc.)  

	b.  Enter the date the administrative action was taken 

	c.  The supervisor must initial in section III to ensure they are kept informed of the 

individual’s WMP status/progress.



23.  Put the WMP folder in the file plan.

 

24.  Confirm the WSC update took place by monitoring your daily TR or by inquiring in PC-III under the “WMP Inquiry/Update” area.



25.  The individual continues to weigh-in monthly until they meet body fat standards. 



26.  Suspense quarterly diet counseling (as long as the individual remains in Phase I of the WMP).



27.  Inform the Career Enhancement Section @       of all individuals being processed for the WMP entry.



STEP 8 - PROCESSING MEDICAL DEFERRALS



AFI 40-502, Section B, para 15.2 & 18 and AFCSM 36-699, Vol 1, Chapter 5,.  Unit commanders may approve temporary medical deferrals in 6-month increments, not to exceed 12 consecutive months (except for pregnancy), for Phase I participants when recommended by a medical practitioner.  The unit commander recommends to the installation commander all deferrals exceeding 1 year.  



2.  Commanders may also approve a medical deferral for the 90-day exercise program (doesn’t excuse the individual from meeting monthly body fat loss requirements).



3.  Unit commanders notify the individuals who receive deferrals that they remain ineligible for many career related events (see paragraph 11 of AFI 40-502).



4.  Medical Deferrals from Phase I:



	a.  Update PC-III to WSC 5, effective as listed on the AFFM 108

	b.  Leave the initial entry date the same as initially reported  

            c.  Do not measure these individuals until the deferral expires

	d.  After the medical deferral expires, measure the individual and enter them into either

                 WSC 1 (Phase I) or WSC 3 (Phase II); whichever is appropriate.  If a medical deferral 

                 is revalidated after 6 months, reupdate WSC 5 effective the date the commander 

                 revalidates the deferral.



5.  Medical Deferrals from the 90-day Exercise Program:



	a.  Keep the individual in WSC 1 or WSC 2 

	b.  Take monthly weight and body fat measurements (this deferral doesn’t excuse the 

                 individual from meeting monthly body fat loss requirements).



6.  Medical Deferrals due to Pregnancy:



	a.  Update PC-III to WSC 5

	b.  This deferral expires 6 months after the pregnancy ends (the unit commander may 

                 approve up to 18 months of deferral for pregnancy based on a medical practitioners 

                 recommendation).  If a medical deferral is revalidated after 6 months, reupdate WSC 5 

                 effective the date the commander revalidates the deferral.



7.  Individuals who receive a commander-approved medical deferral during the probation period remain in WSC 7.



STEP 9 - PROCESSING BODY FAT STANDARD ADJUSTMENTS



AFI 40-502, Section B, para 10 and AFCSM 36-699, Vol 1, Chapter 5 



1.  The unit commander considers an upward body fat adjustment on individuals who exceed standards, but otherwise appear physically fit.



2.  To assess whether an individual should receive a body fat adjustment, the commander refers the individual to the Director of Base Medical Services (DBMS) for a medical evaluation to determine if a body fat standard adjustment is appropriate and sends the recommendation and results of the evaluation to the installation commander for consideration.  



3.  The installation commander approves upward body fat adjustments for 6-month periods only.  Individuals must submit for a reevaluation before the commander renews the request.



4.  Approved Body Fat Standard Adjustments for Individuals not entered into the WMP: 



  	a.  Update WSC 4, effective the date the unit commander officially approved the body fat 

                 standard adjustment (change to the new revalidation date each time the unit 

                 commander revalidates the body fat standard adjustment)

	b.  The WMP initial entry date is the date the adjustment was initially approved 

	c.  If the individual later exceeds the adjusted body fat standard, enter them into Phase I 

                 of the WMP (WSC 6) effective the WSC date on the AFFM 108.  The initial entry 

                 date is also the effective date of the AFFM 108.  

	d.  Update WSC 4, if the adjustment is still valid upon completion of the probation period 

                 

 5.  Approved Body Fat Standard Adjustments for Individuals currently in Phase I of the WMP:  



	a.  Update WSC 3 (Phase II) effective as listed on the AFFM 108 approving the body fat 

                 standard adjustment

	b.  The WMP initial entry date stays the same as the individual initially entered the 

                 program

	c.  Update WSC 4, effective the date of the AFFM 108 if the adjustment is still valid 

upon completion of the probation period.  The WMP initial entry date is updated to the 

date  the adjustment was initially approved.

               

6.  If the installation commander revokes the body fat standard adjustment, the unit commander allows the individual sufficient time to reduce their body fat percentage at the rate of 1% per month before determining entry into WSC 1 or WSC 3.  Individuals who does not meet their body fat standard within the unit commander’s designated time frame must be entered into WSC 1. 



7.  PC-III has a Body Fat Standard Letter that will produce a body fat standard adjustment notification letter for the individual.    



STEP 10 - DESTROYING THE WEIGHT MANAGEMENT PROGRAM CASE FILE (WMPCF)



1.  PROBATION PERIOD ENDS - Destroy WMPCF 



2.  SEPARATION/RETIREMENT - Destroy WMPCF



3.  PCS/PCA - The unit commander must review the case file and document the review in the remarks section of the AF FM 393.  The commander also provides the gaining commander a letter transmitting the WMPCF, addressing facts relevant to the individuals progress in the WMP.  Mail the WMPCF to the gaining commander within 5 duty days after an individual departs, and file a copy of the AF FM 393 and transmittal letter in the transitory file.

The transmittal letter can either be the PC-III generated one that you receive shortly after a TR remark tells you to mail the WMPCF or an AF FM 330, Records Transmittal/Request.



OPR:  Career Enhancement          



ANNUAL WEIGH-IN ROSTER



DATE:_________



If over MAW, complete a body fat measurement using the Weigh-in Roster for the appropriate gender

MALE WEIGH-IN ROSTER





Date:__________				Reason:________________



Grade/Name:_____________________________________   SSAN:___________________

		                 (Last, First, MI)



Height:________	Weight:________	MAW:________



Waist:________				Age:________



Neck:________				Today’s Body Fat:_____%



Circumference Value:_______		Body Fat Standard:_____%



Men’s Body Fat Percentage Formula:



1.  Determine height (nearest 1/4 inch), weight (nearest 1/4 pound), and maximum allowable weight (MAW).  Measure without shoes and subtract 3 pounds for clothing (see AFVA 40-503, USAF MAW Table).  Administer the height measurement before 1000 hours (shift workers, as early in the shift as reasonably possible).



2.  Measure the neck at a point below the larynx (adams apple).  Round the neck measurement up to the nearest quarter inch.



3.  Measure the waist at the navel.  Round waist measurements down to the nearest quarter inch.



4.  Subtract the neck measurement from the waist measurement to get the circumference value.



5.  Figure out body fat percentage in PC-III (See Reverse).  If the height is at a quarter inch, round it up to the nearest half inch.



Maximum Allowable Body Fat (BF) Percentage for Men:



29 years old and younger:  20%

30 years old and older:       24%



* Satisfactory Progress = loss of 1% BF or 5 pounds



FIGURING OUT BODY FAT PERCENTAGE IN PC-III



a.  Select “Military Functional Applications” and transmit

b.  Select “Career Enhancement” and transmit

c.  Select “Weight Management Program” and transmit

d.  Select “Body Fat Calculation” and transmit

e.  Enter the SSAN and record type (AA-enlisted or OA-officers) and transmit

f.  Enter the abdomen, neck, and height measurements and transmit

g.  Press “F10”

h.  Press “P” for print and transmit

i.  Arrow over to select printer

j.  Press “F10” and arrow to select the appropriate printer and transmit

k.  Press “F3” until you are out of PC-III



FEMALE WEIGH-IN ROSTER



Date:__________				Reason:_______________



Grade/Name:_____________________________________   SSAN:___________________

		                 (Last, First, MI)



Height:________	Weight:________	MAW:________



Hips:________				Age:________



Waist:________				Today’s Body Fat:_____%



Neck:_______					Body Fat Standard:_____%



Circumference Value:_________



Women’s Body Fat Percentage Formula:



1.  Determine height (nearest 1/4 inch), weight (nearest 1/4 pound), and maximum allowable weight (MAW).  Measure without shoes and subtract 3 pounds for clothing (see AFVA 40-503, USAF MAW Table).  Administer the height measurement before 1000 hours (shift workers, as early in the shift as reasonably possible).



2.  Measure the neck at a point below the larynx (adams apple).  Round the neck measurement up to the nearest quarter inch.



3. Measure the waist at the narrowest part.  If you need to take several measurements, use the smallest one.  Round the waist measurement down to the nearest quarter inch.



4.  Measure the hips across the buttocks at the point that protrudes the farthest.  Round down to the nearest quarter inch.  Take this measurement in nonrestrictive gym shorts.  Don’t measure individuals wearing skin-tight, lycra, or spandex garments.



5.  Add the hips and waist measurements together and subtract the neck measurement from them to get the circumference value.



6. Figure out body fat percentage in PC-III (See Reverse).  If the height is at a quarter inch, round it up to the nearest half inch.



Maximum Allowable Body Fat (BF) Percentage for Women:



29 years old and younger:  28%       * Satisfactory Progress = loss of 1% BF or 3 pounds

30 years old and older:       32%



FIGURING OUT BODY FAT PERCENTAGE IN PC-III



a.  Select “Military Functional Applications” and transmit

b.  Select “Career Enhancement” and transmit

c.  Select “Weight Management Program” and transmit

d.  Select “Body Fat Calculation” and transmit

e.  Enter the SSAN and record type (AA-enlisted or OA-officers) and transmit

f.  Enter the abdomen, neck, height, and hip measurements and transmit

g.  Press “F10”

h.  Press “P” for print and transmit

i.  Arrow over to select printer

j.  Press “F10” and arrow to select the appropriate printer and transmit

k.  Press “F3” until you are out of PC-III



BASIC ALLOWANCE FOR SUBSISTANCE (BAS)

SUBSISTANCE IN KIND (SIK)



OBJECTIVE:  To ensure authorized personnel receive BAS/SIK in a timely manner.



REGULATIONS:  



            DFAS-DE Manual 177-373, Vol II, Para 6-8



FORMS REQUIRED:



           AF Form 220 - Request, Authorization, and Pay Order BAS

           AF Form 1373 - MPO Document Control Log - Transmittal



NOTE:  A member CANNOT receive or be placed in BAS and SIK at the same time.



GUIDELINES AND PROCEDURES:



Basic Allowance for Subsistence (BAS) starts when a member:



- Brings in a termination letter from the dorm manager for authorization to live off-base 

- Arrives accompanied by his family members

- Is on the honor guard (Base-by-base case)

- Has duties that preclude member from utilizing the dining facility on a normal basis



To apply for BAS:



- The member provides the commander support staff justification to apply for BAS

- Fill out an AF Form 220 (section I and II) and have the member sign it

- Have the commander review AF Form 220 and sign 

- Fill out an AF Form 1373 in three copies and attach it to the AF Form 220

- Forward forms to 11 WG/FMFP

- Maintain a copy of the AF Form 220/AF Form 1373 for the suspense file

- Upon return receipt of approved application for BAS, file copy in PIF and in office files



To stop BAS:



- Follow instructions for applying for BAS, except select Terminate BAS in section III and have the commander sign only in section III



BAS Revalidation:



- 11 SVS sends a monthly listing for review – follow instructions from letter for format to                    

request dorm occupancy list from dorm assistance and compare BAS listing against it

- Type letter using same format for number of personnel in dorm vs number of personnel 

in dorm receiving BAS, etc…

- Have the commander or designated representative sign it

- File a copy and forward original to 11th SVS



Subsistence in Kind (SIK):



- 11 SVS sends a monthly listing for review – follow instructions on cover letter

- Request dorm occupancy list from dorm assistance and bump SIK listing against it

- Add (attach a copy of letter placing member on SIK) or remove personnel from SIK using this listing.  

- Have the commander or designated representative sign listing

- File a copy and forward original back to 11 SVS



UNFAVORABLE INFORMATION FILE (UIF) PROCEDURES





OBJECTIVE:  To explain the procedures for establishing, updating, maintaining, disposing and reviewing of UIFs



REFERENCES:  	

AFI 36-2907 - Unfavorable Information File (UIF) Program	

AFCSM 36-699 Vol 1, Chapter 5 



REQUIRED FORMS:  

AF Form 1137 - Unfavorable Information File Summary

AF Form 1058 - Unfavorable Information File Action



STEP 1 - ESTABLISHING A UIF



1.  The commander, section commander, or first sergeant refers documents to be placed in member’s UIF.  Commanders decide what to do with optional UIF documents (LORs, LOCs, etc.).  The commander may include an earlier administrative action in the UIF if the date of the action or document is within 6 months and the individual has not reenlisted since the date of the document.     



2.  Create a UIF folder (if member doesn’t already have one) by completing the following:



a.  Attach a paper fastener to a brown folder or use SF66 folders

	b.  Label the folder:

	    1st line - file plan number, (PA), name (last, first, MI),  and UIF 

	    2nd line - SSAN

	    3rd line - Disposition date



Example:  20 - (PA) JONES, JOHN J.	UIF

		         000-00-0000

					DISP DATE:  980501

	c.  Attach the label in the upper left corner of the folders

Note:  Use attachment 2, page 29 of the AFI 36-2907



3.  Mark the center of the front and back of the folder “FOR OFFICIAL USE ONLY”  



4.  Label  AF Form 614, Charge Out Record by typing a label with the same information you used on the first line of the UIF folder label and place it in the brown UIF folder.



5.  Complete  AF Form 1058, Unfavorable Information File Action (Atch 1) by completing the following: 



NOTE:  Do not use the AF FM 1058 if filing an optional Article 15 in the UIF



	a.   Log into PC-III

	b.   Select “Military Functional Applications” and transmit

	c.   Select “Career Enhancement” and transmit

	d.   Select “UIF/Control Roster Program” and transmit

	e.   Select “AFFM 1058 Preparation” and transmit

	f.   Enter member’s SSAN and record type (AA for enlisted, OA for officers) and transmit

	g.   “X” appropriate block in section I of AFFM 1058 and transmit (form is now going to 	      

                     the production and products area of PC-III)  

	h.   Press “F3” till you reach the main menu

	i.    Select “Office Automation” and transmit

	j.    Select “Production and Products” and transmit

	k.   Select “AFFM1058” and transmit--you can edit at this point

	l.    Select “print” and transmit

	m.  Arrow over and select printer (enter F10 and select appropriate laser; EMS is laser 7) 	   

                    and transmit

	n.   Press “F3” till you are out of PC-III

	o.   Type in commanders (section commanders) name and grade, and list attachments 

                    with the dates of (if applicable) in section II of the AFFM 1058                                                                                                                                                                          

	p.  Type in member’s name in section III of AFFM 1058

	q.  Type in commanders (section commanders) name and grade in block V of the AF FM 	 

                 1058

r.  Return the documentation to the commander, section commander, or first sergeant referred you with the AFFM 1058 in the same folder you received the information in (do not give them the UIF folder, this is for you to suspense to ensure return of paperwork from the commander, section commander, or first sergeant)



6.  The commander and member complete the following:



	a.  The commander signs and dates section II and informs the member of the action  

                 providing them 3 duty days to acknowledge the intended actions and provide pertinent   

                 information before the commander makes the final decision. 



	b.  The member fills in the acknowledgment date, marks the appropriate block, signs and 

                 dates in section III of the AFFM 1058, and returns to the commander within 3 duty 

                 days.  



	c.  The commander marks the appropriate blocks in section IV, signs and dates section V  

                of the AFFM 1058 and returns it to you.



7.  Ensure the AF FM 1058 is completed correctly by reviewing sections II through V in accordance with the instructions in item 6 above.



8.  List attachments and attachment dates in section V of the AF FM 1058.

 

9.  If the commander marks the block in section IV that an EPR will be completed, ensure an                    

     EPR shell is requested.



10.  Prepare the AF Form 1137, Unfavorable Information File Summary (add to the current 1137 if a UIF is already established on the member).  The form tells you what must be entered in pencil; type the rest (Atch 2).  Also, see AFI 36-2907, Table 2.2. (Atch 4) for instructions on officers.

	

STEP 2 - UPDATING THE UIF AND AIR FORCE GOOD CONDUCT MEDAL (AFGCM)



1.  Update the UIF by completing the following:



	a.  Log into PC-III

	b.  Select “Military Functional Applications” and transmit

	c.  Select “Career Enhancement” and transmit	

	d.  Select “UIF/Control Roster Program” and transmit

	e.  Select “UIF/Control Roster Update” and transmit

	f.  Enter members SSAN and record type (AA or OA) and transmit

	g.  Enter the appropriate code and disposition date by using AFI 36-2907, Table 2.1.  See 

                (Atch 3) when adding or removing documents from the UIF and transmit.



NOTE 1:  PDS will not be updated for general (general selectee) officers.  The AFDPG (Air Force Office of General Officer Matters) UIF monitor will establish a disposition date on an individual basis.  See AFI 36-2907, Chapter 1, para 1.11.

NOTE 2:  When using a interim date (codes 2 and 3), the interim UIF code 2 for a control roster takes precedence over UIF code 3.  When these codes expire, it will show on your daily transaction register (TR).  If the UIF code 3 punishment is not complete when the control roster period is over, update code 3 with a disposition date for the remainder of the punishment.  When all punishment is complete, update code 1 for final UIF disposition.

NOTE 3:  The disposition date is determined by adding the document’s duration to its effective date and subtract 1 day (for example:  4 Sep + 6 months = 4 Mar, minus 1 day = 3 Mar)    

NOTE 4:  Codes 1 or 3 can be deleted by placing spaces in the field, however, code 2 must be updated to 1 and then update to spaces.

	h.  Completion of the second page of this application is mandatory.  Use this section to 

                 give details of the UIF entry, (Example:  Art 15 - suspended grade reduction).  These 

                 remarks will flow in-system to all MPF workcenters for appropriate action.  	

	 i.  Press “F3” until you come to “Career Enhancement”



2.  Update the AFGCM (if commander desires) by completing the following:



	a.  Select “Career Enhancement” and transmit

	b.  Select “Decorations” and transmit

	c.  Select “AFGCM Data” and transmit

	d.  Select “Adjust Creditable Service AFGCM” and transmit

	e.  Enter SSAN and transmit

	f.  Enter the new AFGCM start date (date commander signed section V of AFFM 1058) 

                and transmit

	g.  Enter in the remarks the AFGCM adjustment start date and for the member to see the 

                 first sergeant with any questions (this will flow into your production and products 

                area for inclusion in the UIF folder; also send a copy to the member in a sealed 

                envelope).

	h.  Press “F3” till you reach the main menu

	i.   Select “Office Automation” and transmit

	j.   Select “Production and Products” and transmit

	k.  Select “UIF notice” and transmit

	l.   Select “print” and transmit

	m.  Arrow over and select printer (enter F10 and select appropriate laser; EMS is laser 7) 	   

                  and transmit twice

	n.  Press “F3” till you are out of PC-III

	

3.  Run 4 copies of the completed PC-III-generated AF FM 1058 and distribute as follows:



	Copy 1 = UIF folder (attach all listed attachments and a copy of the AFGCM adjustment 

                           remark)

	Copy 2 = MPF/Career Enhancement (11th MSS/DPMPE)

	Copy 3 = PIF

	Copy 4 = Member



4.  Place the AF FMs 1137, 1058, or 3070 with all attachments in the UIF folder.  

The following are mandatory documents for file in a UIF:



	a.  AF Form 1137, Unfavorable Information File Summary

	b.  AF Form 1058, Unfavorable Information File Action (with attached documentation)

	c.  AF Form 3070, Record of Nonjudicial Punishment Proceedings

	d.  AF Form 3071, Record of Recommended Nonjudicial Punishment Proceedings

	e.  AF Form 2731, Substance Abuse Reorientation and Treatment Program Disposition 

                (substantiating drug abuse or involvement in an alcohol-related incident only)



5.  Verify on the daily TR the next day that all updates have processed and sign the AFFM 1137.

Print copies of update(s) in member’s folder and attach it on AF Form 1058.



6.  Handcarry the AF FM 1137 to the commander (section commander) or First Sergeant for review and/or signature.         �

7.  Staff Judge Advocate will annually review all unit UIFs.



8.  See AFI 36-2907 Chapter 1, para 1.3.3 through 1.3.5 for forwarding administrative actions on officers. 



9.  File the UIF(s) accordingly.



STEP 3 - MAINTAINING UIFs



1.  Remember to adjust your UIF dates appropriately when you receive a TR remark on your daily TR.  Update ASAP by following Step 2, Updating the UIF.

	

2.  Verify on the daily TR the next day that the update has processed.

3.  UIF monitor must:

	a.  Audit existing UIFs at least twice a year by comparing the PDS to UIFs on file

	b.  Sign the audit list or self-inspection checklist (see atch ) and file it in the general 

                 correspondence file



4.  If you receive a UIF from another base with no AF FM 1058, reestablish and document it.



STEP 4 - DISPOSING OF A UIF



1.  Early disposition of a UIF:

	a.  Only if clearly warranted and in the best interests of the Air Force

	b.  Prohibited if any part of an Article 15 or Court Martial punishment/sentence has not  

                   been completed (suspended or nonsuspended).

	c.  The commander should discuss early removal with the JAG and MPF Chief

	d.  If early removal of a document results in the total removal of the UIF, destroy the UIF 

	     and delete the UIF code and disposition date from PC-III and file copy 1 of the AFFM 

	     1058 in your general correspondence file.  A mandatory document can only be

                   disposed of early up to 1 year (1 year minimum time in a UIF).

	e.  If one or more documents are removed and the UIF still contains information which 

	     will keep the UIF in effect, omit the summary information from the AFFM 1137 

	     which is pertinent to the documents which were removed by completing a new 

	     AF FM 1137.  The original AF FM 1137 remains in the UIF.



2.  When a commander removes UIF documents early from an officer’s UIF, refer to AFI 36-2907, Chapter 1, para 1.9.4. 



3.  The UIF monitor will remove the UIF, adjust PDS, sanitize the AF FM 1137, and destroy the UIF when they receive a record of action from SJA showing the punishment under Article 15, UCMJ, was set aside, or a civilian or court-martial conviction was overturned.



4.  See AFI 36-2907, Chapter 1, para 1.10 and Table 2.2. (Atch 4) for transferring and disposing of UIFs. 



Note:  See HQ AFPC/CC 121300Z May 98 msg, Implementation Instructions for Accountability Enhancements 



STEP 5 - REVIEWING UIFs



1.  Commanders must review all unit UIFs within 90 days of permanent assumption or appointment to command.



2.  Review UIFs when an individual is up for:



	a.  Promotion				f.  Reenlistment or selective reenlistment

	b.  Conditional reserve status (CRS)	g.  PCS or PCA

	c.  Selective continuation			h.  Personnel  Reliability Program (PRP)

	d.  RegAF appointment			i.  Reclassification or retraining

	e.  Specified period of time contract (SPTC)



3.  Commanders review the Commander’s Enlisted Management Roster (CEMR) monthly to determine which people have quality force indicators, including UIFs.  You can also receive general quality force information on an individual by using the PC-III application “UIF/Control Roster Inquiry”.  It contains UIF data and other quality force indicators, such as weight management codes, reenlistment codes, and promotion codes.



4.  Unit commanders or first sergeants review the commander’s self-inspection checklist.  See 

Atch (reference: AFI 36-2907, Attachment 2).  



Point of Contact:  Career Enhancement 



PC III PRODUCTS/DISTRIBUTION/REPORTS



OBJECTIVE:  To explain the procedures for printing and distributing daily products and requesting reports. 



REFERENCES:  

AFCSM 36-699, Vol 1, Chapter 5 

Personnel Concept III Training Guide (produced by HQ AFPC/DPSFM, Jan 97)



REQUIRED FORMS:

            

            None



STEP 1 - PRINTING DAILY PRODUCTS



Print out products every morning by selecting  “Office Automation” in PC-III 



1.  Select “Production and Products” and transmit

 	a.  Select the products you want to print by using the spacebar (if you want to print them 

                   all press “insert”) and transmit

 	b.  Press “P” for print and transmit

 	c.  Arrow over to select a printer 

 	d.  Press “F10” and arrow down to the select the printer you want to print to and transmit 

                   twice

 	e.  Press “F3” 

 	f.   Press “D” to delete and transmit

	

2.  Select “Rpt on Individual Personnel” and transmit

 	a.  Press “insert” to select everything and transmit

 	b.  Print to printer 

 	c.  Press “F3” 

 	d.  Press “D” to delete and transmit



3.  Select “Transaction Registers” and transmit

 	a.  Press “insert” to select everything and transmit

 	b.  Print to printer 

 	c.  Press “F3” 

 	d.  Press “D” to delete and transmit

	e.  Press “F3” until you are out of PC-III





STEP 2 - DISTRIBUTING DAILY PRODUCTS



Allocation Notice/Sponsor Appointment Rip - Give to the Sponsor Program monitor to suspense to the flights for sponsor and duty information



Appointment of Sponsor - Send to the member



Assignment Cancellation Notice - If the cancellation is a gain, give the sponsor program monitor the notice.  If the cancellation is a member assigned to the squadron, suspense the notice to the member.  After verifying all signatures are on the notice, return the original to Relocations and put a copy in the member’s PIF. 



Assignment Notification Brief (Loss RIP) - Attach the Notification of Assignment Selection Letter for enlisted, or the Reassignment (Officers) letter  to the Assignment Notification Brief and suspense it to the member for processing and return before their appointment.  Return the original to Relocations after verifying all signatures are complete.

 

Assignment of Sponsor - Send to the member 



Automated Military Justice Record – (commonly known as AMJAM)  Give to the first sergeant



CDC Enrollment Status - Send to the squadron training manager



Change of Projected Assignment Data - Suspense to the member for acknowledgement.  Send the original to Relocations and put the copy in the member’s PIF. 



CJR Appointment - Suspense the member for acknowledgment.  Return the original to Career Enhancement and file the second copy in the member’s PIF.



CJR Eligibility Notification - There are two printouts (1 for the member and 1 for the supervisor); send them to the appropriate member and supervisor.



Classification/OJT Actions - Send the original to the member and put a copy in the PIF 



Customer Service/Unit Sponsor Status Roster - Give to NCOIC for review and correction of sponsor if the sponsor has separated, retired, or PCS’d.



Decoration Last and C/O Date - Give the original to the section commander and file the second copy



Enlisted Performance Report Notice - Send the original to the flight with a suspense date (normally 30 days prior to close out of the report).  File the copy in your suspense file for that month and continue to monitor.



Enlisted PME Roster - Give the original to the first sergeant and a copy to the NCOIC for tracking EES Training



Establishment/Change of Airmen ADSC Data - Send the original to the member and put a copy in the member’s PIF



Good Conduct Medal Listing - Give to the first sergeant for review and routing to the commander for review and signature.  The commander annotates any non-recommendations and signs the listing.  Update PC-III and return the original copy to Career Enhancement and file the second copy.



HYT Notification - Suspense to the member for signature and return the original to Relocations.

File a copy in the member’s PIF.



Individual Data Review - Send to the member for review



Customer Service/Unit Sponsor Status Roster - Give to the unit INTRO monitor



Letter of Evaluation Notice - Send to the flight with a suspense date (normally 30 days prior to close out of the LOE).



Notification of Automatic order for WAPS CDC Material - Send to the member 



Notification of Early Separation - Give to NCOIC for signature, send the original to finance, and place a copy in the PIF



Overdue Decorations Products - Suspense to the flight



OVRDU-OPR-EPR - Give to NCOIC to annotate.  Return the original to Career Enhancement, run a copy for the commander’s secretary, and file a copy



PCA Approved - Give to the NCOIC for information purposes and file



Personnel File vs. Manning Data File - Give to the NCOIC for verification and correction of data 



Professional Specialty Course Graduation - Place the copy in the member’s PIF



Rater’s Initial/Follow-up Performance Feedback Notification - Send to the flight with a suspense of 2 weeks.  File the original in the PIF and destroy the instructions. 



Ratee’s Initial/Follow-up Performance Feedback Notification - Send to the member for information purposes



Recommendation for Decoration - Suspense to the flight 



Record of Counseling, ADSC - Suspense to member for acknowledgment, return the original to Career Enhancement, and place the copy in the member’s PIF



Records Review Listing (RCD RVW RIP) - Send to the member if the bottom of the 1st page does not have a requester’s name on it.  If there’s a requester’s name on it, give it to that member to distribute either through distribution or hold for the member to pick up. 



Retirement Action Notif-Applic Approval - Suspense to member for acknowledgment.  Return the original to Relocations and file a copy in the member’s PIF.



Retirement Orders - Run 10 copies, file one in the member’s PIF, and send the rest to the member



Security Clearance Eligibility Record- Send to the security manager 



Separation Approval Notice - Suspense to the member for signature and return to Relocations, (Retirements and Separations)



SORTS Personnel Availability Roster - Send to Mobility NCO



UCMJ Training Requirements - Send to the squadron training monitor



WAPS CDC Order Notification RIP - Give to the WAPS monitor for all members to sign for their WAPS CDCs



STEP 3 - REQUESTING REPORTS



UPMR



-Select “Reports & RIPS” and transmit

-Select “Reports” and transmit

-Select “Gains/Losses/Alpha Reports” and transmit

-Select “Manning Stat Rpts/Gain Rosters” and transmit

-Select “Unit Personnel Mgmt Roster” and transmit

-Press “F3” until you reach the main menu

-Print the report in the number of copies required by your unit and distribute as required.

 Annotate at the top of the UPMR “Please review and return a copy with any changes to the Commander’s Support Staff NLT _______ for PC-III update.  Thank You!” 



 ALPHA ROSTER



-Select “Reports & RIPS” and transmit



-Select “Reports” and transmit

-Select “Gains/Losses/Alpha Reports” and transmit

-Select “Alpha Rosters” and transmit

-Select “Alpha Roster by Name” and transmit

-Press “F3” until you reach the main menu

-Print the report (the report is in your Office Automation, Production and Products area)

*Break down both copies and distribute a copy to the commander/section commander, first sergeant, NCOIC, and to the Sponsor Program Monitor to maintain as the master alpha roster



FLIGHT ALPHA ROSTER



-Select “Reports & RIPS” and transmit

-Select “Reports” and transmit

-Select “Gains/Losses/Alpha Reports” and transmit

-Select “Alpha Rosters” and transmit

-Select “Alpha Roster by Selected Office” and transmit

-Enter the office symbol and transmit (continue until all flights are requested)

-Press “F3” until you reach the main menu

-Print the report (in your Office Automation, Production and Products area)

*Break down by flight and distribute



EPR ROSTER



-Select “Reports & RIPS” and transmit

-Select “Reports” and transmit

-Select “Performance Reports” and transmit

-Select “Combined Performance Reports” and transmit

-Select “Combined Perf Info by Branch” and transmit

-Print one copy (the report is in your Office Automation, Production and Products area)

*Cut by flight and suspense to each flight for review and changes.  Annotate at the top of the EPR Roster “Please review and return a copy with any changes to the Commander’s Support Staff NLT (20th of the month) for PC-III update.  Thank You!”�

SECTION COMMANDER’S EPR ROSTER



-Select “Reports & RIPS” and transmit

-Select “Reports” and transmit

-Select “Performance Reports” and transmit

-Select “Enlisted Performance Reports” and transmit

-Select “EPR Suspense Roster” and transmit

-Place an “X” by C/O  Data of Report and transmit

-Enter the dates for months out

-Print one copy (in your Office Automation, Production and Products area)

*Give to the section commander 



RATER’S ROSTER



-Select “Reports & RIPS” and transmit

-Select “Reports” and transmit

-Select “Performance Reports” and transmit

-Select “Combined Performance Reports” and transmit

-Select “Combined Off/Enl Alpha Perf Info” and transmit

-Print one copy (in your Office Automation, Production and Products area)

*Break down and give the NCOIC the original copy and give the commander’s secretary the second copy 



REQUESTING A SUBORDINATE REPORT



-Select “Reports & RIPS” and transmit

-Select “Reports” and transmit

-Select “Performance Reports” and transmit

-Select “Combined Performance Reports” and transmit

-Select “Rater’s Subordinate Report” and transmit

-Enter SSAN and transmit

*The report is sent to your Office Automation, Production and Products area�



DUTY STATUS ROSTER



-Select “Reports & RIPS” and transmit

-Select “Reports” and transmit

-Select “Duty Status Reports” and transmit

-Select “All Duty Status Except PFD” and transmit

*The NCOIC will ensure this roster matches the TDY log (you do not need to print)



PRP MISMATCH ROSTER



-Select “Reports & RIPS” and transmit

-Select “Reports” and transmit

-Select “PRP Status Report (OA/AA Rcds)” and transmit

-Select “ PRP Mismatch Roster” and transmit

*The NCOIC will correct any erroneous data (you do not need to print)



CEMR (you should receive automatically on a monthly basis through PC-III)



-Select “Reports & RIPS” and transmit

-Select “Reports” and transmit

-Select “Quality Force Management Rpts” and transmit

-Select “Quality Indicator Reports” and transmit



-Select “Select All Negative Indicators” and transmit

-Press “F3” until you reach the main menu

-Print the report (in your Office Automation, Production and  Products area)

*Give to the UIF monitor for verification, the UIF monitor will break one down and give it to the commander and first sergeant.  The UIF monitor keeps a copy for file.



PC-III UPDATES/REQUESTS



OBJECTIVE:  Explain the procedures for updating some general personnel actions and explain procedures to request individual data on unit personnel.



REFERENCES:  



               AFCSM 36-699, Vol 1, Chapter 5 

               Personnel Concept III Training (produced by HQ AFPC/DPSFM, Jan 97)



REQUIRED FORMS:



                None

                PC-III Update and Request Worksheet (Atch1)

                RIP Listing (Atch 2)

                HAF SURF Listing (Atch 3)



HOW TO GET INTO PC-III



- Double click on PC-III from windows

- Enter your login and transmit 

- Enter your password and transmit

- Press “F3” and transmit



HOW TO PRINT 



- Select “Office Automation” and transmit

- Select  the area you want printed by using the space bar and transmit

 (Example:  “Production and Products” or “Rpt on Individual Personnel” etc.)

- Select the item you want printed by using the space bar and transmit

- Press “P” for print and transmit

- Arrow over to select a printer 

- Press “F10” and arrow down, select the printer, and transmit 



ASSIGNMENT PREFERENCE UPDATE



- Select “Military Functional Applications” and transmit

- Select “Customer Service” and transmit

- Select “Assignment Preference Upd-Amn” and transmit

- Enter SSAN and transmit

- Make changes (press “F4” for selections if you do not know the code or press “F8” to go directly to overseas selections).  You must use the space bar to delete previous selections if applicable.

- Transmit

- Press “F3” until you reach the main menu

- Print the member a copy by selecting “Individual Data Inquiries” and transmit

- Select “Enl Indiv Data Inquiries” and transmit

- Enter SSAN and transmit

- Select “Assignment Preferences” and transmit

- Press “F10” and select “print”

- Arrow over to select printer by pressing “F10” and arrowing down to the printer you want and transmit twice



SPECIAL DUTY ASSIGNMENTS 



- Enter your customer service login and password

- Select “Personnel Record Access” and transmit

- Enter SSAN & record type and transmit twice

- Select “Military Applications” and transmit

- Select “Enlisted Unique Applications” and transmit

- Select “AFMPC Special Duty Application” and transmit

- Enter the type of duty (press the “F4” key for a list of special duties)

- Enter the application number (from the equal plus listing)

- Enter the application date (year and month)

- Enter the geographical preferences and transmit

- Press “F3” until you are out of PC-III

*You may only apply for 1 special duty assignment at a time

*It takes 3-4 days to flow to AFPC and return



LOCATOR UPDATE



- Select “Locator Information” and transmit

- Select “Active Duty Update” and transmit

- Enter SSAN and record type and transmit

- Enter the duty phone, office symbol, address(s) and transmit

- Press “F3” until you are out of PC-III

*If the mailing address and residence address are the same, update the mailing address only.  If living in the dorm, the mailing, dormitory, and residence address must be updated.



DUTY TITLE UPDATE (ENLISTED ONLY)



- Select “Military Functional Applications” and transmit

- Select “Personnel Employment” and transmit

- Select “Manning” and transmit

- Select “Correct Current Duty Title” and transmit

- Enter SSAN and record type and transmit

- Enter the new duty title and transmit

- Press “F3” until you are out of PC-III



TDY REPORTING



- Select “Military Functional Applications” and transmit

- Select “Personnel Employment” and transmit

- Select “Duty Status Updating/Inquiry” and transmit

- Select “TDY Reporting” and transmit

- Select “Report/Project TDY Departure” and transmit

- Enter the date the individual will depart or has departed

- Enter what type of TDY (Readiness is the only one authorized to update duty status 20 - 

 Contingency TDYs)

- Enter how many days the individual will be TDY

- Enter the TDY location and transmit

- Enter SSAN(s) and transmit



Note:  Process TDY order request(s) and/or amendments using your PC-III.  Orders completed through PC-III is automatically reported.



PROOF OF SERVICE STATEMENT



- Enter your customer service login and password

- Press “F3”

- Select “Personnel Record Access” and transmit

- Enter the SSAN and record type and transmit twice

- Select “Military Applications” and transmit

- Select “Enlisted Unique Applications” and transmit

- Select “Proof of Service Letter” and transmit

- Press “F3” until you are out of PC-III

*this letter automatically prints to your laser printer.  

**the CSS representative signs the letter.



DECORATIONS RIP



- Select “Military Functional Applications” and transmit

- Select “Customer Service” and transmit

- Select “Dec/Awards Display by Precedence” and transmit

- Enter SSAN and Record Type and transmit

- Enter your selection and transmit

*If you chose to print, arrow over and select your printer and transmit twice�

REQUESTING RIPS



- Select “Reports & RIPS” and transmit

- Select “RIPs-Individual Requests” and transmit

- Select “RIP Request for Active Airman” or “RIP Request for Active Officer” and transmit

- Enter SSAN and transmit

- Mark the appropriate RIP by highlighting it and placing an “X” using the spacebar and transmit

*the RIP is sent to your Office Automation, Production and Products area (requests process overnight).

**Atch 2 lists the RIPS available for request under this option.



REQUESTING HAF SURFS



- Select “HAF Access” and transmit

- Select “Enl Active Duty SURF Request” or “Off Active Duty SURF Request” and transmit

- Enter the SSAN and transmit

- Select the appropriate SURF and transmit

*the HAF SURF is sent to your Office Automation, Single Uniform Retrieval Format (SURFs) area (this could take minutes or overnight).

**Atch 3 lists the HAF SURFs available for request under this option.



REQUESTING HAF SURFS ON TDY DATA



- Select “HAF Access” and transmit

- Select “TDY DATA Request

- Mark with an “X” either “Entire Population Report” or “Single Record Report” and transmit

- Enter SSAN and record type and transmit

- Mark with an “X” either “TDY Accumulator Report” or “TDY History Report” and transmit

*this is sent to your Office Automation, Single Uniform Retrieval Format (SURFs) area (this could take minutes or overnight)



WAPS SCORE NOTICES (FOR COMMANDER’S USE)



- Commander enters his/her login and password

- Select “Office Automation” and transmit

- Select “RPT on Individual Personnel” and transmit

- Press “insert” to select everything and transmit

- Press “P” for print and transmit

- Arrow over to select a printer by pressing “F10” and arrow down to the selected printer and transmit 

- Press “F3”

- Press “D” for delete and transmit

- Point of Contact:  Career Enhancement (Promotions) at          .

*Commanders are the only one authorized to access WAPS score notices



INFORMATION ON VOLUNTARY SEPARATION PROGRAMS



- Military Functional Application

- Personnel Relocations

- Separations

- Voluntary Separation Information

   -- Select Airman or Officer

- Airman

   -- This lists all Separation programs available.  Highlight the area of interest and transmit

- Officer

   -- This lists information on what requirements are/are not allowed for separation



- Point of Contact:  Retirements/Separations 





PC-III UPDATE & REQUEST







Rank/Name				SSAN				Flight		Date



I request one or more of the following (circle item(s) you are requesting):



Decorations RIP		OPR/EPR Info			Proof of Service Letter



DECOR 6			Records Review RIP		OPR/EPR Shell



Individual Data RIP		OTHER: ______________________________________________



ASSIGNMENT UPDATE (Dream Sheet):



STATESIDE							OVERSEAS (LENGTH)



1. ___________   5. ____________			1. _____________  5.  __________



2. ___________  6. _____________ 			2. _____________  6. ___________



3. ___________  7. _____________			3. _____________  7. ___________



4. ___________  8. _____________			4. _____________  8. ___________



LOCATOR UPDATE



Address: _____________________________________	City: __________________



Box #: _______________        ZIP: ___________   Home Phone: _________________



Duty Phone: __________	Office Symbol: _____________



CHANGE OF RATER (CRO)



New Rater’s Last Name/SSAN: ______________________________ First Time Rater:  Yes/No 



Effective Date: _________ (An EPR may be required, Check your data)



New Rater’s/Flight Coordination: _________________________________________________



PC-III Updated By: ____________________     Date: ___________________



REPORT ON INDIVIDUAL PERSONNEL (RIPS)





ENLISTED

Records Review Listing (RRLAA)

Enlisted Performance Report Notice (EPRNTC)

Letter of Evaluation Notice (LOERPT)

Automated Military Justice Record (AMJAMS)

Separation Approval Notice (SEPAPV)

DEROS Election Option (DEROSO)

Rater’s Performance Feedback Notice (SPVFBK)

Ratee’s Performance Feedback Notice (ENLFBK)

Recommendation for Decoration (DECOR6)

Individual Data Review (IDRL)

Sponsor Appointment Notice (SPONSO)

Security Clearance Eligibility (SECCLN)

Career Planning Appointment Notice (SRP-P5)

Allocation Notice/Sponsor Appointment Rip (GAIN-A)





OFFICER

Records Review Listing (RRLOA)

Officer Performance Report Notice (OPRNTC)

Letter of Evaluation Notice (LOERPT)

OFFICER Training Report Notice (OERTNG)

Automated Military Justice Record (AMJAMS)

Separation Approval Notice (SEPAPV)

DEROS Election Option (DEROSM)

Rater’s Performance Feedback Notice (ACTFBK)

Ratee’s Performance Feedback Notice (ACTBKF)

Recommendation for Decoration (DECOR6)

Individual Data Review (IDRL)

Sponsor Appointment Notice (SPONSO)

Security Clearance Eligibility (SECCLN)

Allocation Notice/Sponsor Appointment Rip (GAIN-O)





HAF SURFS REQUESTS 





ENLISTED

Duty out of CAFSC			Contingen/Manning Asst TDY

Asgmt Data MPF#1			Education/Training Data

Awards-Decorations MPF#2		Elimnee Reclassify Display

General Data				Asgmt Cont Flag

Quality Force MPF#4			Department Joint Asg Data

Active Airmen MPF#5			AFSCO Inquiry

Promotion Data				Selective Reenl Bonus Data

Separation Data				Req for Time on Sta Waiver

Retraining File MPF#10			Asgmt Proc Data (Pg1)

MAJCOM Data MPF#11			Asgmt Proc Data (Pg 2)

Asgmt Duty History MPF#12





OFFICER

Officer Grade History			SAC/DPDR Off Asgmnt Display

Active Officer MPF			Contingen/Manning assist TDY

Officer Assignment Data			Officer Service Data Display

Officer Flying Data			Officer Education/Training

Career Development			Analysis OPR Data

Suspense Data				Translated Duty History

DPMAKO Officer Display		Act Officer Quality-Force

Officer Retirement Data			Asgmnt Processing (R) (Pg1)

Officer Awards-Decorations		Asgmnt Processing (R) (Pg 2)

Act Officer/DPO FMT			Asgmnt Processing (R) (Pg 3)

Act Officer/DPG FMT			Asgmnt Processing (S) (Pg 1)

Officer Selection Display			Asgmnt Processing (S) (Pg 2)

Officer AFIT Data			Asgmnt Processing (S) (Pg 3)

Officer APDP Data (3 Files)		Medical Pays Information



PC-III PASSWORD PROCEDURES



OBJECTIVE:  To establish PC-III access for new users upon approval by unit CC.



REFERENCES:  



                None



FORMS REQUIRED:



                Password letter



GUIDELINES AND PROCEDURES:



TO ADD USER



1.  Select Administrative Menu under the PC III Main Menu.

 

2.  Select PC III Access/Deletion Request.



3.  Type in individuals social security number and record type (see menu).



4.  All data should appear on form except for add/delete and type of access needed.



5.  Type A - Add of D - Delete and use F4 function key to get selections for type of access                                             

     needed.  Type of access will usually be Commander/Orderly Room/TDY Approving

     Official.



6.  Enter Unit letterhead for the from address.



7.  Enter approving officials signature block (use F4 function key for help).



8.  Enter name for letter to go to Production and Products area.



9.  Go into Production and Products area.  The file that you just created will be listed.



10.  Select this file (space bar) and F10 (top line menu).



11.  Select e-mail.



12.  Select office and enter MW for MPF and MISC for unit.  Select subject and change

       the subject to PC III password request.



13.  Select Send.  This will send request to the Personnel Systems Management Office.



14.  PSM will get password letter ready.  Member must read password letter and sign.



15.  Signed letter must be sent back to PSM office and a password will be issued at that

       time through the PC III email system to the unit orderly room.



16.  This is only an initial password and will expire upon using the first time.  A randomly

       selected password will be generated by the system.



TO DELETE USER



Note:  When someone with a PC III password departs, use the above procedures, but put 

D - Delete instead of A - add.



Point of Contact:  Personnel System Management (PSM) 



PC III E-MAIL PROCEDURES 

(BASE TO BASE)





OBJECTIVE:  To correspond with other bases electronically utilizing the PC-III system.



REGULATIONS: 



                 None



FORMS REQUIRED:  



                 None



GUIDELINES AND PROCEDURES:



1.   Go to Office Automation, Productions or E-mail.



2a.  If you’re in Office E-mail, hit F10, go to “NEXT” and transmit, then go to                                                              

      “CREATE”, transmit, and type the filename you want to call your document;          

      transmit again.



2b.  If you’re in Productions and Products, hit F10, go to “CREATE” and transmit,

       type the filename you want to call your document, and transmit again.



3.   Type your message.  When you’re done, hit F1 to quit.



4.   Using the arrow keys, move the highlight to the file you just typed.



5a.  If you’re in Office E-mail, hit F10, go to “NEXT” and transmit, then go to “EMAIL”,

       transmit again.



5b.  If you’re in Productions and Products, hit F10, go to “EMAIL”, and transmit.



6.   Hit F10.  Highlight should be on “OFFICE”.  Transmit.



7.   In “MPF/CPF’ block, type in the 2-digit MPF ID unless you are sending email on-base, in which case the MPF ID can be skipped.



In “UNIT” block, type the last four digits of unit PAS CODE.  This item can be      skipped if the office you’re sending your email to is squadron unique (i.e. “tvlpay” for       Accounting and Finance Travel Pay section);  also, provided you include the office  (in “GROUP” block), you will be presented with a menu of all units that have that  particular office (i.e. “ordroom” for Orderly Room).  Simply find the unit(s) you want to send mail to and flag them using the spacebar.



NOTE:  MPF offices have unit designation of “CBPO” (except PSM, which is “MISC”).



In “GROUP” block, type the PC-III office name for the particular office you want to send mail to.  



In “TABLE” block make sure you put “w” for world-wide table if you’re sending email off-base OR “l” if sending email locally or on-base.



8.   When your address appears, flag it by hitting the spacebar.  If you have more than one      address, flag all that apply (use the arrow keys to move the highlight bar up/down).  Transmit.



9.   Hit F10, go to “SUBJECT”, and type a subject appropriate to the text of your message.  Transmit.



10.  Hit F10, go to “SEND”, transmit.



11.  Periodically check your production or email areas and delete items you don’t need.  Too many email in these areas can cause your PC-III to be slow and eventually malfunction..



Special note:  Address groups have been created to make it easier for mass mailings, i.e.                        all  orderly rooms, all commanders, LG orderly rooms, etc.  If you’re doing a mass mailing of the same document, go to “RETRIEVE LIST” instead of “OFFICE” (see step 6).  Then go directly to step 9.    



Point of Contact:  Personnel Systems Management (PSM) 

MONITORING MANNING REMARKS



OBJECTIVE:  To ensure information is updated in a timely manner.



REGULATION:

           AFCSM 36-699, Vol 1, Chapter 5 



FORMS REQUIRED:



           Daily Transaction Register (TR)



GUIDELINES AND PROCEDURES:



1.  The TR is used to monitor updates or pending updates to personnel data.  It is the Commander Support Staff (CSS) personnel’s responsibility to update position numbers on individuals who reflect on the TR as having an invalid position number.  If a different office handles manning, please ensure that office receives a copy of the TR to complete this action.



2.  Ensure inbound individual’s projected duty information is updated correctly.  This will reflect on the TR as “Projected gain requires PTI 231 (gain confirmation) input”.  Follow the procedures in Inbound Update under the PC-III Customer Service Application.



3.  When an individual who has just inprocessed shows on the TR with “Input of Duty-Info Required” or “Duty Status has cleared 18 or 28”, update the duty information.  Please call Employment section at         if there are question on anything on the TR that deals with manning or classification.



4.  Use the following procedures to update an invalid position number:



     a.  Highlight “Military Functional Applications”, press transmit.



     b.  Highlight “Personnel Employment”, press transmit.



     c.  Highlight “Manning”, press transmit.



     d.  Highlight “Current Position Number Update”, press transmit.



     e.  Type the current position number change, press transmit.



     f.  Change will update.



Point of Contact:  Personnel Employment 



PCA ACTION - AIRMAN



OBJECTIVE:  To explain the procedures for completing a PCA on a member from one unit to another.



REGULATIONS:

           AFCSM 36-699, Vol 1, Chapter 5



FORMS REQUIRED:

            None



GUIDELINES AND PROCEDURES:



1.  This can only be accomplished through PC-III on enlisted members; an AF Form 2096 must still be used for officers (Also, for individuals who do not have a valid position number).  The update can be completed in PC-III as follows:



     a.  In PC-III, highlight “Military Functional Applications” and transmit.



     b.  Highlight “Personnel Employment” and transmit.

 

     c.  Highlight “Manning” and transmit.



     d.  Highlight “PCA Action” and transmit.



     e.  Type the member’s SSAN then update; losing CSS must coordinate with gaining CSS to get the correct DAFSC, effective date and the position number.  The effective date of the PCA (current or future date), PAS code of the gaining unit, DAFSC and the position number.  Note:  For the position number, disregard the system reflecting the MPF is to input the position number.  If an application is disapproved, notification will be forwarded through PC-III and appear in the unit CCS PC-III, “Office Automation Email”.



Note:

1.  It is the gaining unit’s responsibility to contact the losing unit with the information to updated.



2.  It is the losing unit’s responsibility to update the information provided.  In the remarks section, input the name and unit of the individual who provided the information and the date.



3.  Personnel Employment is the approval authority on all PCAs



Point of Contact:  Personnel Employment 



DUTY HISTORY UPDATE



OBJECTIVE:  To ensure all duty history information is accurate and updated correctly and in a timely manner.



REGULATIONS:

           AFCSM 36-699, Vol 1, Chapter 5



FORMS REQUIRED:

           AF Form 2096



GUIDELINES AND PROCEDURES:



1.  It is extremely important every individual’s duty history is accurate.  If not, it could adversely affect their chance of being promoted, selected for school, selected for a certain position, etc.  Each Commander Support Staff (CSS) is highly encouraged to project their personnel’s duty titles before they actually arrive on station and ensure duty titles remain accurate.



2.  Duty history updates are to be done in a timely manner, with a current effective date.  A person’s duty history is not stored at base level.  Duty history is stored on the AFPC files.  The orderly room can request a SURF on an officer’s last 10 duty entries (see pg 33).  But to obtain a complete listing of all duty history entries, the Employment Section can request this through the base level system.  It will take approximately 10 days for this RIP to flow from AFPC.



3.  There are three ways to correct, delete, or add an entry to a duty history:



     a.  All duty entries with the duty effective date after 1 Apr 74 can be corrected locally within the personnel data system.



     b.  Duty history entries with the duty effective date before 1 Apr 74 must be submitted out-of-system for correction.  The Employment Section will submit a message to AFPC requesting the correction to the duty history.  AFPC will make the correction and flow a complete duty history update.



     c.  In-system changes are appropriate if the EPR/OPR data agree with the action that needs to be taken.  However, if the EPR/OPR  data does not agree with the requested correction, a request must be submitted out-of-system to correct the appropriate EPR/OPR data.  It is the responsibility of the member to follow the guidelines of AFI 36-2401, Correction of Officer and Airmen Evaluation Reports, when submitting a request to correct EPR/OPR data.



4.  Duty history is never altered unless it is in error;  therefore, a thorough research must be accomplished before deleting, adding, and/or changing any data.  When a error is detected, immediate action is required to ensure the member’s records are corrected.



5.  To request a SURF in PC-III:



     a.  Highlight “HAF Access” and transmit.



     b.  Highlight “Officer/Active Duty SURF Request” and transmit.



     c.  Type an “X” next to “Translated Duty History” and transmit.



     d.  A message will appear in the unit’s PC-III E-MAIL verifying the SURF request was sent to AFPC.



     e.  The SURF will appear in “OA SURF Requests” the next day.



Point of Contact:  Personnel Employment 





CURRENT POSITION NUMBER UPDATE



OBJECTIVE:  To ensure all personnel are manned against a current, valid position number and to maintain the integrity of the personnel data system.



REGULATIONS:

           AFCSM 36-699, Vol 1, Chapter 5



FORMS REQUIRED:



           None



GUIDELINES AND PROCEDURES:



1.  This update is executed to assign a member into an authorized manning position on the base.  Only so many positions are authorized to each unit from HQ AFPC.  Each position is authorized a number.  If there is no position number available, Commander Support Staff (CSS) personnel should contact the unit Manning OPR to initiate an Authorized Change Request (ACR).  Position numbers need to be updated as soon as the member in-processes or when the member moves to another position number.  Before updating, ensure you have the correct information.



2.  Follow the following procedures when updating a current position number:



     a.  Enter PC-III and the first screen press F4.



     b.  Highlight “Personnel Employment” and transmit.



     c.  Highlight “Manning” and transmit.



     d.  Highlight “Current position number update” and transmit.



     e.  Type SSAN, record type (OA = officer, AA = enlisted) and transmit.  Up to six records may be updated at one time.



     f.  Input new position number and transmit.



     g.  Unit PRP approval:  Y/N        Base PRP approval:  Y/N



     h.  The current position number has just been updated.  If not, PC-III will provide a message on screen.



Point of Contact:  Personnel Employment 



MANNING CONTROL FILE BYPASS



OBJECTIVE:  To explain procedures for updating a manning control bypass.



REGULATION:  

           

           AFCSM 36-699, Vol 1, Chapter 5



FORMS REQUIRED:



           None



GUIDELINES AND PROCEDURES:



1.  This is only to be used when an individual in your unit does not have a position number, but an unauthorized change request (ACR) has already been submitted.  This action must be coordinated with MPF Personnel Employment before proceeding.  Personnel Employment monitors all bypass requests and is the approval authority at the base level.  All requests, however, must flow to HQ AFPC for final approval.



2.  Use the following procedures to update a manning control bypass:



     a.  Highlight “Military Functional Application” and transmit.



     b.  Highlight “Personnel Employment” and transmit.



     c.  Highlight “Manning” and transmit.



     d.  Highlight “Manning Control File Bypass” and transmit.



     e.  Type in the member’s SSAN and record type (OA, AA) and transmit.



Note:  After information is input, the request is forwarded to Employment for base approval, then forwarded to AFPC.  A final response should take 7 to 10 days.



Point of Contact:  Personnel Employment 





GENERAL DATA UPDATE (AF 2095)



OBJECTIVE:  To ensure current duty information is updated correctly.  Must be accomplished within 48 hours of member’s arrival.



REGULATIONS:

           

           AFCSM 36-699, Vol 1, Chapter 5



FORMS REQUIRED:



         AF Form 2096 (If action is not accomplished within 48 hours of arrival for officers.)



GUIDELINES AND PROCEDURES:



1.  When updating, be sure to input a current or future date.  To update a past date, submit an  AF Form 2096 with reason to 11 MSS/DPMAE.  Submit an AF Form 2096 when an officer’s duty information and a change of DAFSC is needed, because this kind of request must be approved by HQ AFPC.



2.  The following procedures are used when updating duty information on enlisted personnel:



     a.  In PC-III, highlight “Military Functional Applications” and transmit.



     b.  Highlight “Personnel Employment” and transmit.



     c.  Highlight “Manning” and transmit.



     d.  Highlight “Airman General Data Update” and transmit.



     e.  Input SSAN and transmit.



     f.  ALL projected information must be input even if it is not being changed.   Incomplete entries will cause the system to reject.  Check and verify your update(s) through the  Updates/Rejects under Office Automation.  Be sure to include the area code (ex.  2027672402) when updating the duty phone.  Note:  PRP Information at the bottom of the screen is not required.  Press transmit.



Point of Contact:  Personnel Employment 



AFSC DOWNGRADE OR WITHDRAWAL



OBJECTIVE:  To downgrade or withdraw an AFSC for which the member is no longer qualified.



REGULATIONS:

          

           AFCSM 36-699, Vol 1, Chapter 5, 

           AFI 36-2105 (Officers)

           AFI 36-2101



FORMS REQUIRED:

            

           AF Form 2096 and supporting documentation



GUIDELINES AND PROCEDURES:



1.  For enlisted, it is essential that you coordinate with your unit training manager when downgrading or withdrawing an AFSC.  PC-III update should be accomplished by your unit training manager.



2.  For officers, submit a hardcopy of the AF Form 2096, with written justification for withdrawal IAW AFI 36-2101, Chapter 3, to 11 MSS/DPMAE.



3.  Upon completion, the AF Form 2096 will be filed in the member’s UPRG as a source document.



Point of Contact:  Personnel Employment 



AWARD/UPGRADE OFFICER AFSC



OBJECTIVE:  To ensure officers are upgraded in a timely manner and to award an officer an AFSC they are qualified to hold.



REGULATIONS:

           AFCSM 36-699, Vol 1, Chapter 5

           AFI 36-2101



FORMS REQUIRED:



           AF Form 2096



GUIDELINES AND PROCEDURES:



1.  When upgrading an officer to the fully qualified level of their AFSC, ensure they meet all qualifications IAW AFI 36-2101.



2.  Complete the update as follows:



     a.  At the first screen in PC-III, highlight “Military Function Application” and transmit.



     b.  Highlight “Classification” and transmit.



     c.  Highlight “Officer AFSC/Duty Info/PCA” and transmit.



     d.  Type the SSAN, record type (OA), and press transmit.



     e.  Update information that needs to change to include duty information.  Be sure to complete the remarks section stating member meets all qualifications IAW AFI 36-2101.



3.  If awarding an officer an AFSC they have never held, submit an AF Form 2096 to 11 MSS/DPMAE.  Along with the AF Form 2096, include supporting documentation (i.e. certificate of completion, transcripts).  This action can take 30 to 45 days to be approved.



4.  If an officer has more than one AFSC, they must be realigned with the officer’s concurrence on the AF Form 2096.



Point of Contact:  Personnel Employment 

PERSONNEL RELIABILITY PROGRAM



OBJECTIVE:  To ensure incoming personnel’s records are screened and anyone on an “active” PRP code is removed and updated.



REGULATIONS:  



           AFI 36-2104

           AFCSM 36-699, Vol 1, Chapter 5



GUIDELINES AND PROCEDURES:



1.  Upon receipt of member’s records, Personnel Employment will review the AF Form 286 or PRP Rip to ensure the appropriate code is updated.  If a member in-processes with a code A (Critical PRP), we annotate member’s AF Form 286 to reflect a change to the code.  Code J (previously on PRP) and the date (one day before he departed PCS or PCA) is updated.  The trained PRP monitor will annotate the AF Form 286 accordingly.



2.  For personnel who receive an assignment with a PRP requirement, the Base, PRP monitor located in the MPF Personnel Employment Element will notify the unit and member on how to proceed.  Both MPF Relocations and Employment work closely to ensure member process the paperwork within the 30 day time frame from the date the member acknowledged receipt of assignment.  At this time, Employment does the screening and updating of all PRP codes.



3.  Personnel Employment publishes and distributes monthly PRP rosters and monitors unit PRP status updates, or for non-PC III units updates PDS on their behalf.  Units may pull up PRP rosters in PC-III under RIPs and Reports application.  It is highly recommended that the PRP mismatch roster be produced once a month.  



Point of Contact:  Personnel Employment



NONRECOMMENDING PROMOTION (ENLISTED)





OBJECTIVE:  To ensure only deserving personnel are promoted.



REGULATIONS: 



           AFI 36-2502, Chapter 3, Para 3.2 and Para 3.3.



FORMS REQUIRED: 



           Written notification (official letter)



GUIDELINES AND PROCEDURES:



Commander’s Review – Non-recommendation is an administrative tool a commander may use to prevent an enlisted member from assuming a higher grade if there are any doubts the member warrants promotion.  Commanders should review quality factors, duty performance, training progress, and leadership/supervisory abilities before recommending someone for promotion.



Notification – Informs airmen of adverse actions in writing or verbally (confirm verbal notification in writing within 5 workdays) before promotion effective date.  Information must include specific reasons, dates, occurrences, and duration of the action.  File copy of  letter with members acknowledgment in the PIF and forward original letter to MPF Promotions for file in the member’s UPRG.  If the letter is dated after the effective date of promotion, include a statement confirming that the airman was verbally notified not to assume the higher grade prior to the effective date of promotion.



Duration – For promotion to Amn through SrA, include the duration of the non-recommendation in monthly increments, not to exceed a total of six months.  (NOTE:  Non-recommendation is in full month increments.)  Promotion DOR and effective date is the anniversary date of the original promotion date after written recommendation if member is otherwise eligible.



Point of Contact:  Career Enhancement (Promotions) 





DEPARTMENT OF THE AIR FORCE

11 WING











MEMORANDUM FOR Amn Peacol Traine



FROM:  11 SFS/CC



SUBJECT:  Notification of Nonrecommendation for Promotion



This is to advise you that you are not recommended for promotion to A1C according to AFI 36-2502, table 1.1, item L and paragraphs 3.2 and 3.3.



The duration of the nonrecommendation action is 6 months from the date promotion would have been effective (date).  The specific reason for this action is (state reason) on (date).



Acknowledge receipt and understanding of this letter by completing the indorsement below.  The original of this letter will be provided to 366 MSS/DPMPE for inclusion in your personnel records.







                                                                       Commander’s Signature Block



1st Ind, Amn Peacol Traine



TO:  11 SFS/CC

        11 MSS/DPMPE

        IN TURN



Receipt acknowledged.  I understand that I will not be promoted to the next higher grade during the period indicated unless sooner recommended and notified by the promotion authority.







						PEACOL TRAINE, Amn, USAF





DEFERRING PROMOTION (SSGT - CMSGT)



OBJECTIVE:  To ensure only deserving NCOs are promoted.



REGULATIONS: 



           AFI 36-2502, Chapter 3, Para 3.2 and Para 3.4.



FORMS REQUIRED:  



           Written notification (official letter)



GUIDELINES AND PROCEDURES:



Definition – An action the commander takes to hold a promotion and pay past the original effective date.  Commanders use this option to evaluate the progress of an airman who recently has not been meeting acceptable behavioral and performance standards and removal action is inappropriate until further evaluation.



Notification – Informs airmen of adverse actions in writing or verbally (confirm verbal notification in writing within 5 workdays) before promotion effective date.  Information must include specific reasons, dates, occurrences, and duration of the action.  File copy of letter with members acknowledgment in the PIF and forward original letter to MPF Promotions for file in the members UPRG.



Duration – Commanders may defer a promotion in monthly increments up to three calendar months from the original effective date of promotion.  Deferral may be longer than 3 months with AFMC/DP approval in unique situations.  



Removal – Commanders may remove a member from deferred status at any time.  However, the individual cannot be promoted until the first day of the month following removal.  The member’s date of rank and effective date is the 1st day of the month after the deferral period ends.  Include in the nonrecommendation the specific promotion cycle, i.e. 98E5, 98E6.



Point of Contact:  Career Enhancement (Promotions)





WITHHOLDING PROMOTION (ENLISTED)





OBJECTIVE:  To ensure only deserving enlisted personnel are promoted.



REGULATIONS: 

               

           AFI 36-2502, Chapter 3, Paragraphs 3.2, 3.5, and Table 1.2

           AFCSM 36-699, Vol 1, Chapter 5





FORMS REQUIRED:  



           Written notification (official letter)



GUIDELINES AND PROCEDURES:



Consideration – If an individual is in one or more of the conditions listed in AFI 36-2502, table 1.2 (i.e. WMP, etc…), they remain eligible for promotion consideration and selection; however, if selected they may not assume the higher grade until the withholding condition(s) expires and they are recommended by the commander.



Notification – Informs airmen of adverse actions in writing or verbally (confirm verbal notification in writing within 5 workdays) not to assume the higher grade.  Information must include specific reasons, dates, occurrences, and duration of the action.  File copy of letter with members acknowledgment in the PIF and forward original letter to MPF Promotions for file in the members UPRG.



Duration – Immediate commanders cannot withhold a promotion longer than one year.  The wing or equivalent level commander may withhold promotion for periods over 1 year for SSgt through MSgt and the promotion authority may withhold promotion for periods over 1 year for SMSgt and CMSgt.



Removal – When the commander terminates the withholding and recommends the individual for promotion, the member receives the original date of rank they would have had if they were promoted normally.  The effective date of promotion will be the date commander terminates the withholding action and recommend promotion.  Airmen whose promotion was withheld and later changed to a deferral will receive a DOR and effective date the 1st day of the month after termination of deferral action. 



Point of Contact:  Career Enhancement (Promotions)



OFFICER/ENLISTED EVALUATION SYSTEM



OBJECTIVE:  To ensure all military personnel receive timely performance feedback and all evaluations are finalized within 60 days after closeout.



REGULATIONS:



           AFI 36-2402

           AFI 36-2403

           AFCSM 36-699 Vol 1, Chapter 5



FORMS REQUIRED:



            AF Form 707A, Field Grade Officer Performance Report

            AF Form 707B, Company Grade Officer Performance Report

            AF Form 724, Performance Feedback Worksheet, Officer

            AF Form 910, Enlisted Performance Report, AB thru TSgt

            AF Form 911, Enlisted Performance Report, MSgt thru CMSgt

            AF Form 931, Performance Feedback Worksheet, AB thru Tsgt

            AF Form 932, Performance Feedback Worksheet, MSgt thru CMSgt



GUIDELINES AND PROCEDURES:



Performance Feedback:



Performance feedback is mandatory on all personnel, AB thru CMSgt, and Lt

thru Cols.  Initial feedback should be conducted within 60 days of supervision.  Midterm

feedback, is due mid-way between initial and close out of the next report.  Feedback should      be conducted within 60 days of close out of report.  Ratee can request feedback at any time. 

Rater must comply within 30 days of request, if 60 days has passed since last feedback.



b.   Request a formal feedback notice through  PC-III:



Highlight “Reports & RIPS” and transmit



Highlight “RIPS - Individual Request” and transmit



Highlight “Request for Active Airman or Officer” and transmit



Enter member’s SSAN and transmit



Highlight “Rater’s Performance Feedback Notice” and transmit





The notice will be generated in your Office Automation, Report on Individual Personnel file for providing a print-out to the members.  Send the notice to the member and supervisor and establish a suspense date for the signed copy of the notice to be returned.  The Commander’s Support Staff (CSS) will not maintain a copy of the Performance Feedback Worksheet, but will maintain a copy of the signed feedback notice.



Change of Reporting Officials:



It is extremely important each CSS set up procedures to ensure no individual is moved

within an organization or receives a new supervisor without the CSS being notified.  The

integrity of the personnel data system relies on the CSS ability to control these situations.



b.   Update enlisted reporting officials in PC-III:

      

Highlight “Military Functional Applications” and transmit



Highlight “Career Enhancement” and transmit



Highlight “Evaluations” and transmit



Highlight “OERAPR/AMNCRO” and transmit



Enter member’s SSAN and record type (up to 10 different SSANs may be entered) and transmit



Enter reporting official’s SSAN and effective date of supervision and transmit



PC-III will update the new supervisor during end-of-day processing.  During the next end-of-day processing, PC-III will reproject a Change-Of-Reporting Official (CRO) report, if one is required.



Update officer reporting officials in PC-III:



Highlight “Military Functional Application” and transmit



Highlight “Career Enhancement” and transmit



Highlight “Evaluations” and transmit



Highlight “OERAPR/OFFCRO” and transmit



Enter member’s SSAN and record type (up to 10 different SSANs may be entered) and transmit





Enter reporting official’s SSAN and effective date of supervision and transmit



To change the reporting official, the new supervisor’s SSAN and the effective date of supervision will be needed.  If no report is pending on the member, PC-III will update the new supervisor during end-of-day processing, and will reproject a CRO report, if needed, during the next end-of-day processing.  If a report is pending, PC-III will place the new supervisor in the projected supervisor category until the pending report is completed and updated in the system.



Automation and the Tracking Process:  



PC-III offers a few products designed to make the tracking process a little easier. 

Products available can be found using the following steps:



Highlight “Reports & RIPS” and transmit



Highlight “Reports” and transmit



Highlight “Performance Reports” and transmit



Highlight “Combined Performance Reports” and transmit



Highlight desired report and transmit



A few of the products available are a complete OPR/EPR Alpha roster sorted by Rater or Ratee, an OPR only roster, an EPR only roster, reports overdue, reports pending, and an LOE roster.



Performance Reports:



PC-III will automatically project an annual report for any member due one.

Approximately 60 days prior to the close-out of the report, PC-III will produce a “SHELL” and mail it to the CSS in the Office Automation directory.  Print the “SHELL” at a PC-III printer using the following steps:



Highlight “Office Automation” and transmit



Highlight “OA-Rips” and transmit



Highlight desired RIP to print, press spacebar to mark and transmit



Print the RIP on the PC-III dot matrix printer



      b.  Once the shell has been printed, establish a suspense date for the rater to return the completed report.  This suspense date should allow adequate time for the report to be reviewed 





by the evaluations monitor and to have the completed report to the MPF, Evaluations Section by the MPF suspense date.



  

      c.  Current Air Force suspense days are as follows:



      AF Form 910/911 - completed reports must be filed in the member’s record

      AF Form 707A/B - member’s record prior to the 60th day after the close-out date of the

                                      report.



Current MPF suspense days are as follows:



            AF Form 910 - completed reports must be in the MPF not later than 30 days after the 

                                     close-out date of the report.

            AF Form 911 - completed reports must be in the MPF not later than 15 days after the 

                                     close-out date of the report.

            AF Form 707 A/B

     

All reports requiring Senior Rater indorsement must be reviewed by the Evaluations Section prior to Senior Rater review.  The 15 day suspense should allow sufficient time for the report to be reviewed, corrected and signed by the Senior Rater before the Air Force established suspense date.

 

  f.   Once the report is received by the CSS, it will be reviewed it to ensure the report is complete and accurate.  



GUIDELINES FOR REVIEW OF

ENLISTED PERFORMANCE REPORTS - AF FM 910/911  



Section I:  Ratee Identification Data



-  Ratee’s name, SSAN, grade, DAFSC, organization, PAS Code, reason for report and period of report must match the shell exactly.



-  Number of days supervision may be different, but shell should be corrected to show any discrepancies.



Section II:  Job Description



-  Duty Title must match the shell exactly.  Any corrections must be accompanied by a printout of the PC-III screen reflecting the correct duty title.



-  Key duty and responsibilities must be a clear description of the ratee’s duties and should not use any special unit specific jargon or acronyms.



Section III:  Evaluation of Performance



-  Ensure each category has a handwritten “X” in the corresponding block.  An “X”  placed in any block on the far left side of the report will make the report a referral report and must be referred to the ratee.



Section IV:  Promotion Recommendation



-   As with section III, a handwritten “X” must be in the corresponding block for each individual signing the report.  A mark in block 1 will make the report a referral report and must be referred to the ratee for rebuttal (see AFI 36-2402 for procedures).



Section V:  Rater’s Comments



-  This section must not include any comments prohibited by AFI 36-2402.  Examples include pending decorations, charges preferred but have not been finalized and ratee’s ethnic origin, gender, race, age or creed.



-  All comments must be in bullet format.



-  Rater’s Signature Block.  Must include the rater’s duty title as of the date the report is signed.  Initials may be used in the Rater’s ID block to ensure the complete signature data will fit.  



-  The date signed must not be before the close-out date of the report.





Section VI:   Indorser’s Comments (AF Form 910)

               Rater’s Rater Comments (AF Form 911)



-  This section should not repeat what the rater has said, but should be used to indorse them.  If he/she concurs with the comments of the rater, then he will mark the CONCUR block.  If he/she nonconcurs, the NONCONCUR block must be marked and comments must be included in this block to substantiate the disagreement. 



-  The date signed must not be before the date the rater signed the report.  



-  If the rater is a single evaluator, enter “This Section Not Used” in the comments section.



Section VII:   Commander’s Review (AF Form 910)

Section VIII:  Commander’s Review (AF Form 911)



-  This section must be completed by the Commander’s reviewing authority.  It must be signed.    



-  If the commander nonconcurs with the report, an AF Form 77 must be prepared and attached to the report.



-  If the commander is junior in grade to the indorser, the commander must sign the report before the indorser.



Section IX:   Indorser’s Comments (AF Form 911 only)



-  This section should not repeat what the rater’s rater has said, but should be used to indorse them.



-  If the indorser concurs with the comments of the rater’s rater, he will mark the CONCUR block.



-  If the indorser nonconcurs, the NONCONCUR block must be marked and comments must be included in this block to substantiate the disagreement.



-  The date signed must not be before the date the rater or the rater’s rater signed the report. 



-  If  the rater’s rater is the final evaluator, enter “This Section Not Used” in the Indorser’s Comments section.



Note:  The Evaluations Section retains the responsibility for the section to be used by the Reviewer (Senior Rater).  The unit should forward the report and any suggested comments (where applicable) to the Evaluations Section to be forwarded to the Reviewer. 



   



GUIDELINES FOR REVIEW OF

OFFICER PERFORMANCE REPORTS



Section I:  Ratee Identification Data



-  Ratee’s name, SSAN, grade. DAFSC, organization, PAS Code, reason for report and period of report must match the shell exactly.



-  Number of days supervision may be different, but the shell should be corrected to show any discrepancies.



Section II:  Unit Mission Description



-  Only the Bolling AFB mission description is authorized for this block.  Any changes to the data in this block must be approved by the WG/CC.



Section III:  Job Description



-  Duty Title must match the shell exactly.  Any corrections must be accompanied by a printout of the PC-III screen reflecting the correct duty title.



-  Key Duties and Responsibilities.  This section reflects the duties of the ratee.



Section IV:  Impact on Mission Accomplishment



-  This section must not include any statements not directly related to the mission as stated in Section II.  If a non-mission related accomplishment is listed, it should be substantiated in the key duties section of Section III.  



-  All comments must be in bullet format.



Section V:  Performance Factors



-  A handwritten “X” must be placed in the corresponding block for each of the ratings categories.



-  An “X” in the “Does Not Meet Standards Block” makes the report a referral and must be referred to the ratee for rebuttal (see AFI 36-2403 for procedures). 



Section VI:  Rater Overall Assessment



-  Comments in this section may be written in either bullet or narrative format.  



-  The date signed must not be before the close-out date of the report.



-  Ensure no veiled promotion statements are included in the report.  Examples include but are not limited to:



-  “Performs at level usually attributed to personnel of a higher or more superior rank/grade.”



-  “Works like an officer more senior in grade to himself.”



-  “Send to Senior Service School ahead of his peers” (when he is not eligible for the school at his current grade.)



-  If rater is also the reviewer, enter “Rater Is Also The Reviewer” in Section VIII comments.



Section VII:  Additional Rater Overall Assessment



-  Comments in this section may be written in either bullet or narrative format.  



-  The date signed must not be before the close-out date of the report or before the rater’s signature date. 



-  Ensure no veiled promotion statements are included in the report. 



-  If additional rater is also the reviewer, enter “Additional Rater Is Also The Reviewer” in Section VIII comments.



Section VIII:  Reviewer



-  For majors and below, the reviewer must be at least a colonel or equivalent in a wing commander or equivalent position as determined by the management level.  For lieutenant colonels and colonels, the reviewer must be the first general officer (includes a brigadier general select occupying a funded brigadier general position) or equivalent in the rating chain.  The reviewer on the OPR and senior rater on the PRF occupy the same position.  Equivalent civilian grades are determined by management levels based on the responsibilities of that civilian position.



-  NOTE:    All OPRs will have three evaluators unless the rater or additional rater is also the reviewer.  When the rater or additional rater is also the reviewer, the OPR will have the statement “Rater (or additional rater) is also the reviewer” in the comments area of section VIII.     



Point of Contact:  Evaluations 



REENLISTMENT AND EXTENSION ACTIONS



OBJECTIVE:  To ensure the required documents are completed properly and on time.



REGULATION:  



           AFI 36-2606, Chapters 3 and 4



FORMS REQUIRED:  

            

           AF Form 418, Selective Reenlistment Noncommissioned Officer Status

           AF Form 901, Reenlistment Eligibility Annex to DD Form 4

                                         AF Form 1411, Extension/Cancellation of Extension of Enlistment in the 

             Regular Air Force/Air Force Reserve

           DD Form 4, Enlistment/Reenlistment document

          

GUIDELINES AND PROCEDURES:



1.  Completing the AF Form 901:



     a.   The individual will bring the AF Form 901 for the unit commander’s signature.



          (1)  This will be the last opportunity for the unit commander to deny reenlistment prior to the individual’s reenlistment.



        (2)  The AF Form 901 is provided to the individual approximately 10 duty days prior to his/her reenlistment and must be returned with the unit commander’s signature to the MPF Reenlistments office not later than noon the duty day prior to reenlistment.



      b.  Unit commander actions on the AF Form 901:



          (1)  The unit commander should review the individual’s PIF, UIF, EPRs, and any other information that will assist in making the decision on whether or not to let the individual reenlist.



          (2)  After the unit commander has made his/her decision, he/she will sign the AF Form 901 in block IV, if approving reenlistment.



          (3)  If the commander decides to deny the reenlistment, he/she will initiate an AF Form 418 and advise the individual and the MPF Reenlistments office of their decision.  This notification must be in writing and submitted to Reenlistments NLT noon on the duty day prior to the individual’s projected reenlistment.





2.  Completing the AF Form 1411:



   a. The individual must have a service-directed reason to extend their current enlistment.  Service-directed reasons are contained in AFR 36-2606, 4.1.



           (1)  An individual may extend their current enlistment a total of 23 months (first-term airmen), or 48 months (second-term and career airmen).



           (2)  The extension of an enlistment is voluntary on the member’s part except when the individual decides at the last minute to reenlist.  In this case, they will be extended 7 calendar days to process the separation.



     b.  Unit commander actions:



        (1)  As a minimum, the unit commander will complete Section IV.  At times the individual requests that the unit commander also complete Section III, Authentication.



          (2)  Section IV is where the unit commander has the opportunity to approve/disapprove the individual’s request to extend the enlistment by placing an “X” or his/her initials in the appropriate block.



3.  After the unit commander has approved AF Forms 901 and 1411:



     a.  The Commander Support Staff (CSS) personnel should contact the individual to pick up the forms to be returned to the Reenlistment office.



     b.  The following are the suspense times for the AF Form 901 & 1411:



          (1)  The AF Form 901 must arrive prior to noon one duty day prior to the reenlistment date.  Member will then receive DD Form 4, 4-1-2 for the reenlistment.



          (2)  The AF Form 1411 must be returned within seven (7) calendar days of initiation.



Point of Contact:  Reenlistments and Extensions 



RETIREMENT PROCESSING



OBJECTIVE:  To ensure all retirement applications are processed in a timely manner and a person’s decision to retire becomes pleasant and hassle free.



REGULATIONS:  



           AFI 36-3203



FORMS REQUIRED:



           AF Form 1160 Military Retirement Actions 

           Retirement Options or Entitlements Fact Sheet 



GUIDELINES AND PROCEDURES:



1.  To be eligible for non-disability retirement, a member must have completed 20 years of active federal military service of which, for officers, at least 10 years are active commissioned service.  A retirement application may be submitted prior to completing the minimum required service if the member is not restricted by AFI 36-3203 and the member will be retirement eligible as of the requested retirement date.



2.  Follow these procedures when processing a retirement application:



     a.  Be aware that the AF Form 1160 must be received by the MPF NLT seven (7) workdays from the date the applicant signs it.



     b.  Once the MPF receives the completed AF Form 1160, the unit is relieved of any further action until it receives (via PC-III) the member’s Notification of Approval/Disapproval RIP in the Production and Products area.



     c.  Print three copies of the RIP.



     d.  Have the member sign all three RIPs and distribute them to the Retirements/Separations workcenter (DPMARS), the Personal Information File (PIF), and provide one to the member.



Point of Contact:  Retirements/Separations 



RETIREMENT ORDERS



OBJECTIVE:  To ensure all retirement orders are provided to each member in a timely manner.



REGULATION:  



           AFI 36-3203



FORMS REQUIRED:  



           None



GUIDELINES AND PROCEDURES:  



1.  Computer generated retirement orders will flow through PC-III to the retiring member’s assigned unit Commander Support Staff.



2.  Follow these steps to retrieve the order:



     a.  In PC-III, highlight “Office Automation” and transmit.



     b.  Highlight “OA-Production and Products” and transmit.



     c.  Print the retirement order and reproduce 20 copies for distribution to the member, and file one copy in the member’s PIF.



3.  MPF Retirements will receive a copy of the retirement order through their PC-III, “Office Automation”.



Point of Contact:  Retirements/Separations 





VOLUNTARY SEPARATION PRIOR TO EXPIRATION OF TERM OF SERVICE (PETS) - ENLISTED



OBJECTIVE:  To ensure the processing of applications for early separation occurs expediently and with less hassle and only those eligible are allowed to apply.



REGULATIONS:



           AFI 36-3208



FORMS REQUIRED:



            AF Form 31, Airman’s Request for Early Separation



GUIDELINES AND PROCEDURES:



1.  When an individual desires to separate early the unit will review AFI 36-3208, to determine under which paragraph the member is eligible to apply for separation.  Note:  Prior to submitting an application for “Miscellaneous Reasons”, the member must apply, if eligible, for Palace Chase (active reserve duty).  Refer to AFI 36-3205  to determine if member is Palace Chase eligible.  If eligible, the member should report to MPF Separations office for counseling.



2.  After determining under which paragraph the member is eligible to apply, the unit will complete Sections I, III and IV of AF Form 31.  The AF Form 31 and supporting documentation will then be handcarried by the member to MPF Separations office.



3.  MPF Separations office will review the application.  After review, Separations will submit it to the appropriate approval/disapproval level authority.  Once a decision has been made, the unit will be notified by the MPF.



Point of Contact:  Retirements/Separations 



ASSIGNMENT PROGRAMS



OBJECTIVE:  To provide current assignment information and assist customers to make an informed decision on all options available to them for relocation purposes.



REFERENCE:  



	AFI 36-2110



GUIDANCE AND PROCEDURES:



NORMAL PCS ASSIGNMENTS



- Time On Station (TOS) requirements for regular PCS are as follows:



					First-term Airman		Career Airman

	CONUS-to-CONUS:			12 months		       36 months

	CONUS-to-OVERSEAS:		12 months		       24 months



They will not be able to depart the base until they have met their TOS requirements.  They may still receive an assignment but their RNLTD will be after their TOS date.

 

IN-PLACE BASE OF PREFERENCE:  This will allow a member to remain at their current duty station for an additional 2 years.  They will not receive an assignment until the deferment period is over. See Attachment 2 in AFI 36-2110 for more information. You can give them a copy of the application (Attach 1). They must obtain all required signatures before turning in application to MPF Personnel Relocations office. Criteria for applying is as follows: 



		- TOS:  48 months (1st term and career)

		- Can apply at 3 year 5 month point

		- Requires 2 years retainability

		- May reapply after 6 months from disapproval date	

		- One time only, can't serve it consecutively



JOIN SPOUSE:  The Join spouse program was establish to enable military married-to-military members a way to request assignments together.  There are funded and unfunded moves.  A permissive Join spouse is an unfunded requirement where the members states they will pay there own way if allowed to relocate to their spouses base. You can apply for the permissive if you do not meet the TOS requirements for the funded Join Spouse but you do meet the TOS requirement for the unfunded Join Spouse  program.  See Attachment 8 in AFI 36-2110 for more information.  If the member desires to apply give them a copy of the application (Attachment 2) to fill out in its entirety and to turn into the MPF Personnel Relocations Office.  Criteria for applying is as follows:



		- TOS:  24 months (1st term and career)

		- TOS:  12 months permissive (1st term and career)

		- Can apply at any time, can't depart prior to meeting TOS

		- Retainability:



   			-- CONUS to CONUS:  24 months

   			-- CONUS to Overseas:  Tour length



HUMANITARIAN/EFMP:  This is a program established for movement of personnel due to problems experienced that are more severe than that usually encountered by others with a similar problem.  If members desire to apply for this program refer them to the MPF Personnel Relocations office to obtain a briefing on application procedures.  Criteria for applying is as follows:



		- TOS:  May apply at any time

   			-- If required AFPC will waive TOS

		- Can apply when situation warrants

		- Retainability:

   			-- CONUS to CONUS:  24 months

   			-- CONUS to Overseas:  Tour length

		- Medical situation requires MG/CC review

		- Legal situation requires JA review



VSBAP:  The Voluntary Stabilized Base Assignment Program (VSBAP) provides airmen a stabilized tour in exchange for volunteering for assignment to a historically hard to fill location.  For more information see Attachment 14 in AFI 36-2110.  Give member a copy of the application (Attachment 3) and have them fill it out in its entirety.  Application will then be turned in to MPF Personnel Relocations.  Criteria for applying is as follows:



		- TOS:  36 months (1st term and career)

		- Can apply at 2 year 5 month point

		- Retainability:  24 months

		- Tour Length served:

			-- 5 year stabilized tour (Minot AFB ND, Grand Forks AFB ND)

			-- 4 year stabilized tour (Los Angeles AFS CA)



PERMISSIVE PCS:  This is a voluntary PCS where the person agrees to pay all expenses involved or associated with the PCS and Travel time.  House hunting time Is leave.  For more information see Attachment 10 of AFI 36-2110.  Give member a copy of the application (Attach 4) and ensure they fill it out in its entirety.  The application will then be turned in to Personnel Relocations office.  Criteria for applying is as follows:



		- TOS:

   			-- 1st termer:  24 months

   			-- Career:  36 months

		- May apply 7 months prior to meeting TOS requirement

		- Retainability:  24 months

		- May reapply 6 months after disapproval date

		- CONUS to CONUS moves only



CONUS ASSIGNMENT EXCHANGE PROGRAM:  Request permission to SWAP bases with another individual who is currently at another base and has the same grade, specialty, and skill level of the one trying to swap. See Attachment 10 of AFI 37-2110 for more information.  Give member a copy of the application (Attach 5) to fill out in its entirety.  Application should be turned into the MPF Personnel Relocations Office.  Criteria for applying is as follows:



		- TOS:

   			-- 1st termer:  24 months

   			-- Career:  36 months

		- May apply 7 months prior to meeting TOS requirements

		- Retainability:  24 months

		- May reapply 6 months after disapproval date

		- Both applicants must be same Grade, AFSC, and Skill level



VECAP:  The Voluntary Enlisted CONUS Assignment Program is a CONUS assignment program where airman may volunteer for another CONUS base.  See Attachment 13 of AFI 36-2110 for more information.  Give member a copy of the application (Attach 6) to fill out in its entirety.  Application should be turned into the MPF Personnel Relocations Office.  Criteria for applying is as follows:



		- TOS:  6 years

		- May apply at 5 years 5 months point

		- Retainability:  24 months

		- May reapply 6 months after disapproval date

		- Can't depart until meeting 6 year TOS requirement

		- Join Spouse both have to apply and be eligible



POC:  Personnel Relocations (Outbound) 



CHECKING OUT PERSONNEL RECORDS (UPRG)



OBJECTIVE:  To ensure all personnel records are accounted for at all times.



REGULATIONS:  



           AFI 36-2608



FORMS REQUIRED:



           AF Form 614 and 614a



GUIDELINES AND PROCEDURES:



1.  Each Commander Support Staff is required to maintain an up-to-date Letter of Authorization (signed by the commander) identifying personnel who are authorized to checkout Unit Personnel Records Group (UPRG).  A copy of this letter must be on file in MPF Customer Service before records can be checked out.  The letter should be reaccomplished when authorized personnel PCA, PCS, retire, etc.



2.  All records are to be signed out for a period NOT to exceed 72 hours.  Records can be signed out anytime between 0730 and 1630, Monday through Wednesday and Friday.  Once the UPRG leaves the MPF, it is then the responsibility of the individual who signed for it to maintain control of it.  Remember the Privacy Act and that member’s entire military career is in that one record.



3.  Follow these procedures to check out a record:



     a.  Provide a list of records you would like to check out to a technician within Customer Service.



     b.  They will pull the records and require you to sign either a AF Form 614 or 614a for each record.



     c.  Return the UPRGs within 72 hours or call Customer Service for an extension.



4.  Return UPRGs to a records technician in Customer Service to maintain accountability.



Point of Contact:  Customer Service  





















































