FY04 SLA Spreadsheet Instructions

and Lessons Learned from FY03

Use the below instructions for completing the SLA spreadsheets.  DO NOT reformat the spreadsheet.

Column A:  MAJCOM, place member's current MAJCOM (Example:  ACC)

Column B:  Rank, place member's current rank (Example:  MSgt)

Column C:  SSN, place complete SSN without dashes.  Make sure SSN has been verified.

Column D:  Name, place complete name (Last, First, Middle Initial, if any)

Column E:  Number of Days Requested for Restoration, place the actual numbers of days lost in FY04 as verified on the MMPA.  Do not place days lost from previous FYs.

Column F:  MMPA Verification, place the rank/name of the person who verified the MMPA and the date the MMPA was verified.

Here are a few of the Lessons Learned from FY03:
1.  MMPA verification:  Several spreadsheets received by AFPC contained numerous errors between the number of days approved for restoration and the number of days actually lost by the member.  In most cases, where there were errors, the number approved for restoration was greater than the number actually lost by the member.

2.  SSN format:  The spreadsheet on our website was formatted to accept numbers as text in the cell containing the SSN.  Our instructions for completing the spreadsheet stated not to reformat the spreadsheet and not to include the dashes in the SSN however, we received a few spreadsheets in the wrong format.  When we put the spreadsheet back into the correct format any SSN beginning with "0" had the zero dropped.

3.  SSN verification:  Our spreadsheet instructions stressed that this was the single most important item on the spreadsheet however we received about 50 incorrect SSNs.  We realize that this is not a huge number considering we processed over 3,700 people for restoration but if you were one of the 50 that were incorrect it is a big deal.

  Here are a few Do's and Don'ts:

Do's

- Have someone with MMPA experience actually verify the amount of lost leave in the 

  MMPA after 1 Oct

- Inquire in the MMPA on the following FIDs:  BR - Leave balance, BS - Combat Zone 

  leave, SB - Leave taken, NR - Corrections to the BR line

- Verify that the SSN is correct for each member

- Fully advertise the local procedures for applying for SLA to all members of your base to 

  include any MAJCOM specific requirements

- Review any 8106 messages and AFI 36-3003 para 10

Don'ts

- Refer customers to AFPC for answers to their leave questions.  Questions should be 

  routed to the MAJCOM and then AFPC 

- Delay requesting restoration for members that are separating/retiring.  Ideally, these 

  restorations should be completed before the member departs on PTDY/terminal leave

- Use the LES, Leave Web, Unit Leave Balance Listing, member, or anything other than 

  the MMPA for verification of the actual amount of leave lost

- Open a CMS case to have SLA restored and then place the member on the spreadsheet

- Request SLA for members who are still deployed

- Try to combine 2 years of leave lost into 1 SLA request

