









    31 May 01


MEMORANDUM FOR ALL MPFs                                                                 MPFM: 01-17 

FROM:  HQ AFPC/DPP








   550 C Street West, Suite 4

   Randolph AFB TX 78150-4706

SUBJECT:  Processing Instructions for Release of Promotion 


MPF action offices for this memorandum are the MPF Commander and the Career Enhancement Element.

This memorandum supersedes MPFM 00-15.  An AIG 8106 message will be sent out for each promotion release to announce information pertaining to each specific release, such as the public release date and promotion statistics.  Use this memorandum to process promotion releases beginning with Cycles 01E6 and 01E7.

This memorandum introduces the MAJCOM/MPF Promotion Release System (MAPRS), which is the ZEUS replacement system for promotion releases.  Implementation of MAPRS changes the way MAJCOMs retrieve promotion lists as a result of the loss of ZEUS.  The change will be transparent to MPFs who will continue to receive promotion lists through PC-III as they have in the past.  For the transition to MilMod, and the fact there will not be populated records in PC-III at the MPFs, MPF Commanders will still receive the Cycle 01E6/7 promotion lists through PC-III incoming coordination.  However, in the event the list cannot be coordinated/forwarded to unit end-points via PC-III, MPFs are asked to develop an alternative method of distribution with the same security measures in place with PC-III distribution (not server based).  This method may be via courier, email (to GSUs only), etc., but the method must be secure.  This precautionary measure will only affect the 01E6/7 release for the MilMod transition.  We will provide additional information in our release AIG 8106 message.

Point of contact is HQ AFPC/DPPPWM, Enlisted Promotions, DSN 665-2107.


FOR THE COMMANDER


     //SIGNED//


Director, Personnel Program Management 

Attachment:

Processing Instructions for Release of Promotion Selections

PROCESSING INSTRUCTIONS FOR RELEASE OF

PROMOTION SELECTIONS

PUBLIC RELEASE


The public release date for promotion selections and worldwide selection rate statistics will be announced via AIG 8106 message approximately 7 days prior to the date we release selections to the MPF Commander.  Public release is always the first duty hour.  The worldwide list will be made available to review at 1400 CST one day after public release.  This ensures commanders worldwide have the opportunity to notify their individuals prior to public display. The worldwide selectee list will be posted to the Enlisted Promotions web pages the first duty day of the following week.


Promotion releases contain sensitive and time critical information.  Personnel dealing with promotion lists must safeguard them from unauthorized disclosure and ensure timely notification to commanders.  Commanders will not release promotion information prior to the first duty hour of the public release date. 

PROMOTION RELEASE ACCESS


Commander notification to selects/nonselects and public release is first duty hour as announced via AIG 8106 message (plus one day for units across the International Date Line).  MPFs must remind commanders to advise selectees that selection is tentative until the MPF completes data verification.  Deployed commanders receive their unit’s promotion information and are responsible for notifying deployed personnel on the public release date. Detailed instructions for deployed PERSCO units will be provided in the release message. 

PC-III NOTIFICATION PROCEDURES

A listing of the selectees will flow to the MPF Commander’s Office Automation, Incoming Coordination area.  The following steps should be taken to release the list to unit commanders.

a.  Highlight the "promotion roster" file.  Press F10 to enter the command menu bar;

b.  If desired, the list may be viewed by selecting "view" and pressing transmit.  The F7/F8 or page-up/page-down keys may be used to scan the list.  The list is sorted alpha by unit.  Press "Esc" when finished viewing the file;

c.  To release the list, highlight the "coord" command and press transmit.  Press F10 to enter coord command menu bar, highlight the "complete" command and transmit.  The list will be provided to each unit commander in his or her production and products area of office automation.  The commander may access and manipulate the file like any other file.

d.  For individuals assigned to non-PC-III units or invalid PAS codes, or are no longer on file due to separation, PCS, etc., a list will be placed in the MPF Commander’s Office Automation Electronic Office Mail.  This listing should be forwarded to Career Enhancement for appropriate action.

e.  A copy of the entire promotion release is also placed in the MPF Commander’s Office Automation Production and Products area.  This will enable the MPF Commander to electronically mail the listing to other interested parties such as the wing or group commanders and the Career Enhancement Element.

MAJCOM/FOA ACCESS TO WORLDWIDE LISTS/STATISTICS

Several worldwide release files, nonweighable and cutoff files are available in the MAJCOM/MPF Promotion Release System (MAPRS) (replaces the ZEUS files) at approximately 0800 CST, on the Monday prior to public release.  MAJCOMs must not publicly display worldwide select lists until 1400 CST on the day after public release.  

MAPRS was designed using a replica of the PC-III system.  This system provides an OA-Production and Products box where all of the promotion products are located.  Promotion files and statistics (LSTATS) are sent to your boxes based on your MAJCOM code.  The system will allow downloading of files using the capabilities within PC-III (Kermit).  FTP will not be permitted due to security concerns.  Each MAJCOM will appoint two promotion release POCs from within their promotions arena to gain access to the system.  If you have not provided the POC information to the WAPS System Section, please provide the following:

Full name, SSAN (for verification of password), rank, phone (DSN), full work address, function and email address.

The systems shop will create logins to MAPRS and forward specific access instructions via email directly to the MAJCOM POCs.  Please send the requested information to AFPC.WAPS@afpc.randolph.af.mil.

MPF ACCESS TO LISTS/STATISTICS

MPFs will receive the worldwide select list (with and without SSNs) at 1400 CST the day after public release in the Production & Products area of the Career Enhancements area.  Print "item a" below on a laser printer for a high quality product for public display (without SSN).  Reminder: the worldwide list with SSNs contains information that is protected under the Privacy Act-1974.

As a reminder, the promotion statistics are for official use only and not for public display.  Unauthorized access to them may result in disclosure of personal data.

DATA VERIFICATION

Verification of all WAPS data for tentative selectees against source documents in the AF Form 10 (UPRG) (to include CAFSC held as of promotion eligibility cutoff date (PECD)) is required IAW AFCSM 36-699, Personnel Data Systems, para 5.4.5.4.1.7.7.  Data verification must be completed within 10 workdays for the E6/E7 cycle and 7 workdays for all other cycles after release of the unit select and nonselect lists to commanders. If promotion orders are not in the UPRG when performing data verification, take the following steps to obtain a copy:

a.  Contact the individual;

b.  Contact the MPF they were assigned to at the time of promotion;

c.  Request a copy from the individual's master personnel record (microfiche) at AFPC,  

     and if above attempts fail;

d.  Create a source document based on data in MilMod.

AFCSM 36-699, para 5.4.5.4.1.7.7., directs MPFs not to furnish selectee score notices to unit commanders until data verification is completed.  If the Career Enhancement Element discovers a data error during data verification and determines after computation that member will remain a selectee, the OPR must correct the data, but should not update Grade Status Reason (GSR) to 2M.  If member will become a nonselectee because of the data error, the OPR must correct the data error before the Career Enhancement Element updates GSR to 2M.  

If a selectee has departed PCS and the losing MPF cannot perform the data verification, follow-up action is required with the gaining MPF to ensure data verification is performed.  The follow-up action is the responsibility of the losing MPF.  If data verification cannot be accomplished before the promotion effective date, the losing MPF places the promotion in withhold status by updating GSR to 2D, pending data verification-record not available.

As a reminder, selects who did not have a report on file or one projected to close out by the PECD were projected for Directed by HAF (DBH) reports.  If the minimum of 60 days of supervision for the DBH report was not met until after PECD, the score notice/data verification roster will reflect the PECD as the closeout date.  

NOT FULLY QUALIFIED (NFQ) FOR PROMOTION

(Applies to E8/E9 Promotion Cycles only)

A process associated with enlisted promotion boards that is often misunderstood is the "not fully qualified" or NFQ process.  The following information clarifies and explains the NFQ process.

As you know, Senior NCO promotion evaluation board members use the "whole person" concept to align all eligibles in a relative order of merit within their AFSC based on the quality of an individual's SRNCO evaluation records.  Factors such as performance, professional competence, leadership, job responsibility, breadth of experience, specific achievements, and education are evaluated.

One task of the board is to identify individuals who they believe are NFQ for promotion and should not be promoted even if the selection objective (quota) was 100 percent.  Board members may designate as NFQ anyone who, in their estimation, has not demonstrated the potential for advancement to the next higher grade.  Although the board is not required to disclose the exact rationale for their finding, factors contributing to their decision can be as general as an overall noncompetitive record when compared to their peers, or as specific as demonstrated substandard performance and disciplinary problems. 

HQ AFPC/DPPPWM removes the individual from promotion consideration and deactivates the member's promotion record, rendering him/her ineligible for promotion.  The parent MAJCOM is notified of NFQs within their command and NFQ letters will be sent to each MPF Commander prior to release date.   MPF Commanders will personally notify each unit commander with NFQ members on the public release date.  Please keep in mind that NFQ is sensitive.  MPF Commanders and unit Commanders must exercise extreme care to ensure Air Force members who are rendered NFQ are privately notified.  Members who were NFQ’d must be reassured no one outside of official channels has access to this information.  The NFQ decision is not part of the member’s official promotion record for future cycles.  HQ AFPC/CC notifies the MAJCOM of the board’s decision to render the individual NFQ.  Although the board is not required to disclose the exact rationale for their finding, factors contributing to their decision can be as general as an overall noncompetitive record when compared to their peers, or as specific as demonstrated substandard performance and disciplinary.

Once a record is deactivated, the individual will not receive a score notice and their name will not appear on either the select or nonselect listing.  Therefore, since promotion is such a sensitive issue, it’s imperative the individual is immediately notified of the NFQ designation. 

NONWEIGHABLES

Please advise unit commanders that eligible personnel who are nonweighable will be provided supplemental promotion consideration when weighable.  If selected, they will be given a sequence number that corresponds to their place on the initial select list.  If their sequence number has already passed, they will be given the DOR they would have originally received and may request a retroactive promotion effective date to receive back pay and allowances IAW AFI 36-2502, Airman Promotion Program, para 1.13.

SCORE NOTICES

Select and nonselect score notices (TIC AA36X) will be sent to MilMod on the public release date in a separate package.  Personnel Systems Managers (PSMs) should ensure the prompt preparation of score notices.  The VCX DESIRE process is no longer necessary due to the single database concept.

ACCESS TO WAPS SCORE NOTICE

Personnel in the delivery loop of score notices (Commander’s Support Staffs, First Sergeants, supervisors, etc.) are not authorized access to an airman's WAPS scores.  Commanders have the specific duty to notify airmen of promotion select/nonselect status and may need to review their score notices to determine their promotion status.  However, commanders must restrict their use of scores to notification and advisory counseling on the airman's behalf.  Commanders must ensure they do not allow further dissemination of scores or their use for purposes other than advisory counseling. 

Specifically, the following actions are encouraged:  helping airmen interpret their scores and the importance of each WAPS factor.  Help airmen understand their areas of relative strength/deficiency on the score notice, or discuss actions on the airman's part that may boost his/her chance of success in the next promotion cycle.  Review the member’s relative standing within their own AFSC on the score notice.  This will provide the airman an insight to how close they are and how they compete within their own AFSC against their peers.  Since score notices are provided to individuals for their personal records, suggestions should not be in the form of written comments directly on the score notice.

The following actions are prohibited:  making recommendations (to anyone other than the airman) or taking personnel actions based on the score report limiting or expanding the airman's scope of duties based on the scores listed on the notice, criticizing the airman for poor scores, providing or allowing access to the score notices to anyone other than the airman, holding group counseling sessions (which may reveal scores to other airmen), establishing or encouraging group study sessions, requiring airmen to disclose their scores to a third party, or including score notices in personnel information files (PIF). 

Preparation for promotion testing is solely an individual responsibility and should not be considered an item for enlisted professional development.  WAPS score notices are a means to give airmen a report of their relative standing in the promotion consideration process.  This information should never be provided to or used by anyone other than the individual and his/her commander.  IAW AFI 36-2502, para 2.3.5, an airman's scores cannot be disclosed without the airman's written consent. 

SUPPLEMENTAL PROMOTION CONSIDERATION


As a reminder, members and MPFs should verify the contents of Senior NCO selection folders by contacting HQ AFPC/DPPBR2, DSN 665-2353, prior to submitting a request for supplemental promotion consideration to SMSgt or CMSgt. 

Fully documented supplemental consideration requests must be submitted in writing to the MPF and include the unit Commander’s recommendation.  Supplemental requests that do not include the unit Commander’s signature will not be accepted.  Reasons for Senior NCO Supplemental Board consideration are listed in AFI 36-2502, Table 2.5.

