
INITIAL ENLISTMENT BONUS (IEB)

MPF PROCESSING PROCEDURES

26 NOV 02

Overview:  The Initial Enlistment Bonus is a highly effective tool used by the Air Force to help meet recruitment and end strength goals.  Amounts are generally established for a pre-determined term of enlistment (TOE), for a specific Air Force Specialty Code (AFSC) or aptitude area, and payable upon the MPF gaining the individual to file, updating the contractual 3-skill level, and forwarding the request to AFPC for validation and authorization.  The governing directive is AFI 36-2002, Regular Air Force and Special Category Accessions, Chapter 4.  For the purpose of these procedures, the term “AFPC” will refer to HQ AFPC/DPPAEQ (Enlisted Accessions).

The instructions are broken down into four parts:  (1) MPF Identification/Verification of IEB Authorization, (2) Forwarding IEB Requests to AFPC for Authorization, (3) Suspense’s, (4) Misc. actions (e.g., incorrect amount paid, payment not received, contact information, etc.)

Basic eligibility:  Specific criteria is outlined on individual contracts.  The individual must achieve a 3-skill level in the enlistment career field/aptitude area for which they were contracted to fill.  The amount authorized is based on a table of allowances established by Air Staff and generally determined by the date Entered Active Duty (EAD).  These procedures are subject to change as both MILPDS and the IEB program evolve. 

             Per 22 Mar 02 Air Staff directive, effective 25 Mar 02, MPFs will submit contract information as the source document for the bonus.  The worldwide web and authorization tables used prior to publication of this instruction is for HQ AFPC use only and  only used as a tool to help determine the final awarded amount.   

PART I - MPF Identification/Verification of IEB Authorization

Identification:   Individuals must have an enlistment contract that authorizes an IEB (in     

other words; an IEB is not authorized without a contract.)   

Verification of authorization:  

 
A.  Pull a MILPDS “RSLOSS” (Loss Management) SURF  (Atch. 1--instructions)

B.  Using MILPDS Loss Management SURF (validate the fields indicated and discussed in Atch. 2)
 
C.  Review contract (AF Form 3005/3007/3008/3009): 

     1.  Career field/aptitude area:  Review the contract and SURF to ensure the 

          individual was awarded a 3-skill level in the same career field/aptitude area 

          Reflected on the contract.  

a.  If contracted into an aptitude area, reference AFMAN 36-2108, Enlisted Classification, to determine if the final awarded AFSC is a career field under that aptitude area.  If yes, identify requirement to AFPC.

b. If the final awarded AFSC is not in the original contracted aptitude area or a Specific AFSC, validate if the career field the individual received his 3-skill Level is authorized a bonus.  If yes, identify requirement to AFPC.

D.  Ensure individuals have been gained to local finance.  NOTE: Individuals who are  still in PCS status will not be processed for an IEB payment.

PART II – Forwarding IEB Requests to AFPC for Authorization 

Effective 1 Oct 02, Air Force Recruiting began coding IEB eligible records in MilPDS.  For individuals who entered Extended Active Duty (EAD) on or after 1 Oct 02 and gained to file by the permanent party MPF, their IEB eligibility will be identified on a Transaction Register (“TR”).  NOTE:  Only individuals entering active duty after 1 Oct 02 will show on this TR notice.  Individuals entering EAD prior to          1 Oct 02 require a physical review of the UPRG and enlistment contract to identify IEB eligibility.  Listed below are the instructions to update the IEB authorization into MilPDS for later processing by AFPC.   

1. Log into MilPDS and click on the following options

- Customer Support

- Career Enhancement

- Init Enl Bonus

- F7, enter SSN for the National Identifier and press F8

- Init Enl Bonus

- Details

The following screen will appear:            
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Explanation of MilPDS IEB Data Fields

· EFFECTIVE DATE:  Enter a current date every time IEB information is   

changed or blank data field populated.  (Ex 20-NOV-2002) 

· MPF VALIDATION:  MPFs must place a V (MUST BE A CAPITAL V) in this block after the IEB has been validated and eligible for AFPC payment authorization

· BONUS REASON:  Enter “IEB” (for Initial Enlistment Bonus)

· INTIAL BONUS APPTITUDE:   If the individual’s enlistment contract indicates they entered active duty in an open aptitude area (ex:  Mechanical, Electrical, General, Administrative) and data field is blank, Do not process members IEB request through MILPDS…process through the Case Management System (CMS) to “AFPC IEB.”  This area can only be updated by HQ AFRS and HQ AFPC.      

· Initial Bonus AFSC:  Should reflect bonus AFSC on AF Forms 3005 or 3007.  NOTE: Can only be updated by Recruiting or AFPC.  A headquarters level update that is not required for MPF IEB processing.   
· UPDATED BONUS AFSC:  First you must enter a “-“ (dash) followed by the individual’s basic CAFSC (no space after dash).  Example:  If individual’s  CAFSC is 2A531A  enter “-2A531” (no suffix).  Inputting the suffix can cause the IEB transaction to reject.  NOTE: there are some AFSCs that may ask for a suffix (ex 1N331).  Only at that time should you enter the appropriate suffix

· (ex 1N331A).

· BONUS AMOUNT:  If the final awarded CAFSC is the same as that reflected on the AF Forms 3008 or 3009, list the contract bonus amount.  If members CAFSC is different that what is on the contract leave the amount blank. Upon saving the transaction, the field will automatically populate the blank field to a preset amount based on the timeframe the individual entered active duty.  Note:  Leaving the field blank is not a shortcut…the contract amount may differ than the preset values in MilPDS (based on other IEB authorization criteria).  (Ex 1000 for 1000)
· TOE CHANGE REASON (for AFPC use only)
· SOURCE DOCUMENT: Input the AF Form number being used as the source document for the IEB data (Ex 3008, 3009) 
· SOURCE DOCUMENT CHANGE REASON (for AFPC use only)

· TERM OF ENLISTMENT:
 Automatically populated.  NOTE:  MPFs are not able to change this information using this screen; if TOE is incorrect, make the appropriate change using updates from the Enlistment section of MilPDS   (Attachment #3).
· EAD:  Automatically populated with members EAD
· DOS: Automatically populated based on EAD and TOE

· ADN (Accession Designator Number):  Update (as required) to reflect the numeric code of “028” (4 yr enlistee) or “059” (6yr enlistee).  NOTE: you are not able to change this information in this screen; if ADN is incorrect you must use the Enlistment Section of MilPDS to make updates (Attachment #3).

· RECOUP (AFPC use only)
· RECOUP REASON (AFPC use only)

· RECOUP AMOUNT (AFPC use only)

· AFPC PAYMENT ACTION:  Once AFPC has taken action on a request, MilPDS will reflect a “Y” which will signify a transaction was sent to DFAS for payment.  An “N” signifies the request has been disapproved and a TR notice sent to the MPF.

2. Individuals with an EAD of 30 Sep 02 or earlier, the IEB screen may be blank and require the following action:

- Click on the first clear details row

- Update the mandatory fields

Individuals with an EAD of 1 Oct 02 or later, IEB data should be initially populated by Air Force Recruiting (if not update as indicated in para 2 above).

- Click on the most currently dated detail row

- Verify the information is correct

   -- If correct, enter the correct date in Effective date and place a “V” in the MPF                                                    Validation field and save--transaction will 
flow to AFPC for processing

   -- If incorrect, exit the screen and click on the first available clear details row

       -- A blank screen will appear--update the mandatory fields:  

The following data items are mandatory:

a. Effective Date

b. MPF Validation

c. Bonus Reason 

d. Updated Bonus AFSC

e. Bonus Amount

f. Source Document

PART III - SUSPENSE’S 

Suspense IEB payment requests for 21 days.  After such time, work with your AFO to validate if the individual was paid.  If the local AFO confirms the individual was not paid at the 21-day point, submit the IEB to “AFPC IEB” using the Case Management System (CMS) and state the IEB was processed through MilPDS on _(date)__ and payment has not been received.   NOTE:   Until a link between MILPDS and DFAS can be programmed to notify the MPF when an IEB has been paid, work with your serving AFO to establish a means of tracking requests.    

PART IV - Miscellaneous

A.  Payment dispute.  Should an individual believe they were paid a wrong amount. Confirming the amount the individual was paid with the AFO and if it appears in error, submit a CMS file to “AFPC IEB.”       

B.  Miscellaneous. 

     1.  As other situations arise, contact AFPC by either phone or e-mail 

          for instructions.   

     2.  Contact information:

            HQ AFPC/DPPAEQ


Attn:  IEB Program Manager

            550 C STREET WEST, SUITE 10

            RANDOLPH AFB, TX 78150-4712

            DSN 665-2538/1375

            Commercial:  (210) 565-2538/1375

            FAX:  XXX-3152 

            Group E-mail address:  ieb.message@randolph.af.mil 

Attachment 1

** Instructions to produce a “RSLOSS” (Loss Management) SURF  

1.   Open ORACLE (MILPDS) program

2.   Enter USERID and PASSWORD

3.  Click “Reports/Retrievals” from the navigator window

4.   In the “NAVIGATOR” window, click on “FOLDERS” and “OPEN”

5.   Scroll to and click on “RIP/BRIEF/SURF Interface” and “OPEN”

6.   Click on “report type” and select “SURF” 

7.   Click on “REPORT NAME”

      8.   Locate/click on SURF format “RSLOSS” (Loss Management) and click on “OK”

9.   Under the Individual Selection Criteria area, click on the “SSN” block 

10.   Enter SSN in the following format:  000-00-0000, and press “Enter” on the 

      keyboard (individual’s name will appear on screen)

11.  After name appears in the Individual Selection Criteria area, click on “FIND”

12.  After the name appears at the bottom of the screen, click on “SUBMIT”

       a.  A narrative box should appear stating your transaction was “Done…” and click 

            on “OK”

       b.  A list of requested reports/processed will appear

13.  Locate your requested product (SURF).  Generally appears at the top of the list 

14.  Look at the “REQUEST ID” column

       a.  If column reflects “PENDING,” press F8 on your keyboard to complete 

           processing (upon processing, REQUEST ID should change to reflect PHASE 

           COMPLETED)  

       b. When column reflects “PHASE COMPLETED,” scroll down to bottom of page 

           and click on “REPORT” (SURF will appear and should be printed at this time 

           for ease in verification of IEB data)

Attachment 2 

Example of “RSLOSS” (Loss Management) SURF 

with validation fields identified

Tue Nov 26 08:57:59AM 2002

                PERSONAL DATA - PRIVACY ACT OF 1974 (USC 552a)
 A1C TRAINER, IMA    123-45-6789  RS: 10  FUNC-CAT: A      RF0DFBWL

 DOR:  12 FEB 2002 DLOC: RAMSTEIN ABS               DUTY PH:

 MPF:  86 MSS      RAMSTEIN ABS (AFE)               OFF-SYM:  STUD

 DAS:  25 OCT 2002                                *** SEPARATION DATA ***

                                              REQUESTED      APPROVED

 ****AFSC****       ***SERVICE DATES*** RET/SEP DATE:

 CAF:   2A531B      DOB:    06 NOV 1979

 PAF:   2A531B      PAY DT: 12 FEB 2002           RSN/SPD:

 2AF:               TAFMSD: 12 FEB 2002           SP-PROG/WVR:

                    1405 DT:                      TRACER:

                    EAD:    12 FEB 2002           LAW/RET-GR:

 **PROMOTION**      DOS:    11 FEB 2008           FORCE ADJ:

 GR PRJ/NR:         DOS PREV:11 FEB 2006  RSN:    ORDER/DATE:

 SVC-COMP: R        DIEMS:  15 SEP 2001           APPL-DT:

 REG DT:            TOE: 6YR 0MO 0DYS             HYT/RSN:

 COMP-CAT:          DOE: 12 FEB 2002              CE/RE/ETS:  1/3C/11 FEB 2008

 BTZ:               ADMIN-HLD:NO  MED-HLD:NO      MEMO-DT:

 SOC:                                             VSI/ER:

 MSO:                                             SEPIND:

 ADV_DT:                                          STAT-ID:

 ADV-GRD/CD:   /    DEROS/RSN: 24 OCT 2005/XX     SEP-ID:

 ELIG-STAT: X  ELIG - ELIGIBLE FOR SELE           CHG/CANX/FLAG:

                    ** PRJ RES/GUARD PAS **       APR-LVL/CHAR:

                    PAS:                          OVER-4/SPEC-PAY:

                    AFR SEC ID:                   RMK:

 ****** RESTRICTIONS ******                   ***** PRJ ASGMT *****

 ADSCD-1: 24 OCT 2003/PERMANENT CH            RNLTD:

 ADSCD-2:                                     ASG/NOTIF:

 ADSCD-3:                                     PROJ PAS:

 AAC-1:              ALC-1:                   ADN:      059
 AAC-2:              ALC-2:                   PPC1:

 AAC-3:              ALC-3:                   PPC2:

 EXCLUSIONS:

 UIF:                   WMP:

 PME LAST/YR:                     /         EPR:

 EDUC: 30-59 SEMESTER  COM    19 APR 2002

 LOST DAYS:  0         ACF:                                *** DUTY STATUS ***

                                                   00-PRESENT FOR DUTY *********************** DUTY INFO *********************** EFF: 25 OCT 2002

 AEROSPACE MAINT APPRENTICE                                END:

 DAFSC:  2A531B                                SPD TRACER PREV:

 DTY-EFF-DT: 25 OCT 2002

 AQE SCORES: GEN-39  ELEC-45  ADM-46  MECH-44

 ************* PERSONAL DATA *************

 MARITAL STATUS: MARRIED

 # DEPENDENTS IN HHLD:  1

 CORE ID:

** Notes:

RS:  Record status (RS) must indicate the individual was gained to file (example:  code 10/11).  Records not gained to file (example:  code 62/63) will reject and returned for corrective action.    

DAS:  Date arrive station (DAS) must be a valid date and relate to the permanent duty station (example: not 9s or blank).

DOS:  Date of separation must be accurately computed from the date entered active duty plus the term of enlistment (less one day).

CAFSC/PAFSC:  Ensure the Control Air Force Specialty Code (CAFSC) and Primary Air Force Specialty Code (PAFSC) are the same.  They must also match the career field/aptitude area listed in the contract and reflect a ‘3’ skill level.  If these two AFSCs do not match each other, take action to update MILPDS to reflect the correct data.

2AFSC:  Use this field to help determine if the individual may have retrained (reclassified) enroute to the permanent duty station.  If an AFSC is present, it will generally indicate the initial career field at time of EAD.  Therefore, review all enlisted documents and see if an addendum (a 3000 series Air Force form) was prepared awarding an IEB in the subsequent AFSC.  

PAYDATE/TAFMSD/EAD/DOE:  Review all three to ensure they reflect the same date.  If different, this may indicate the individual may have prior military service and is not entitled an IEB.  A copy of the contract must be provided, with spreadsheet notification, before payment can be authorized.  

TOE:  The Term of Enlistment (TOE) in MilPDS must match what’s reflected on the enlistment contract    

(DD Form 4, AF Forms 3005/7/8/9).  Correct MilPDS as required. 

ADN:   Must reflect 059 (6-year enlistment with bonus) or 028 (4-year enlistment with bonus).  Update MilPDS accordingly. 
Attachment 3

ADN/TOE UPDATE INSTRUCTIONS

1.  Log into MILPDS, then click on the following:

- Customer Support

- Career Enhancement

- Init Enl Bonus
- F7, enter SSN for the National Identifier and press F8
- Enlistment Data
The following screen will appear.
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2. To update the “ADN”, click on “Details”, update the ADN data block and save

3. For TOE click on Term of Enlistment

- Click on details, input correct TOE/information and save

IEB update instructions as of 8 Jan 2003

	Data Item
	Mandatory or Optional
	Field Size
	Update Criteria

	Effective Date
	Mandatory
	11
	Current date (Ex 20-NOV-2002)

	MPF Validation
	Mandatory
	1
	Input “V” after the IEB has been validated  (MUST BE A CAPITAL V)

	Bonus Reason
	Mandatory
	3
	Input “IEB” (for Initial Enlistment Bonus)

	Initial Bonus Aptitude
	
	
	If open aptitude area (ex:  Mechanical, Electrical, General, Administrative) and data field is blank, Do not request through MILPDS…process through the (CMS)

	Initial Bonus AFSC
	
	
	Can only be updated by Recruiting or AFPC.  

	Updated Bonus AFSC
	Mandatory
	6
	Input CAFSC proceeded with a dash “-“. No suffix unless system request

	Bonus Amount
	Mandatory
	NA
	Input amount from contract, numbers only (Ex 1000 for $1000). If CAFSC is different than contract leave the amount blank. 

	TOE Change Reason
	
	
	AFPC use only

	Source Document
	Mandatory
	4
	Input 3000 series form number (Ex 3008, 3009)

	Source Document Change Reason
	
	
	AFPC use only

	Term of Enlistment
	
	
	Automatically populated.  If TOE is incorrect, make the appropriate change using Attachment #3 Instructions.

	EAD
	
	
	Automatically populated with members EAD

	DOS
	
	
	Automatically populated based on EAD and TOE

	ADN 

(Accession Designator Number)
	
	
	Automatically populated “028” (4 yr) or “059” (6yr).  If ADN is incorrect use Attachment #3 Instructions.

	Recoup
	
	
	AFPC use only

	Recoup Reason
	
	
	AFPC use only

	Recoup Amount
	
	
	AFPC use only

	AFPC Payment Action
	
	
	“Y” = AFPC has taken action on a request, transaction was sent to DFAS for payment.  

“N” = Request disapproved; TR notice sent to the MPF.


PRODUCED BY ROBINS AFB
Using the slide bar to the right of the screen


will reveal additional 


IEB data elements listed below.


The following page of instructions provides specific information concerning each data field.









