MEMORANDUM FOR
ALL MPFs                        

         MPFM: 04-32








            2 AUGUST 2004
FROM:
HQ AFPC/DPP                                                            
550 C Street West, Suite 4
Randolph AFB TX 78150-4706

SUBJECT:
Enlisted Promotion File Build, Cycle 04E9  

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

Use this memorandum to process the CMSgt (04E9) cycle enlisted promotion file build.

Points of contact for system assistance are MSgt Pfister and Mr. Lopez, HQ AFPC/DPPPWM, DSN 665-2372; the E-9 Promotion Cycle, TSgt Newton, HQ AFPC/DPPPWM, DSN 665-2362; and testing issues, MSgt Chasse, HQ AFPC/DPPPWT, DSN 665-2265.

FOR THE COMMANDER








//SIGNED//

 Director, Personnel Program Management

Attachment:

Processing Instructions for File Build

ENLISTED PROMOTIONS FILE BUILD

FOR CYCLE 04E9 (CMSgt) 

FILE BUILD:  File build for promotion cycle 04E9 has been accomplished and promotion testing products were sent to MPFs on 20 Jul 04. 

MPF PRODUCTS:  Testing rosters, eligible/ineligible products and Data Verification Records (DVRs) have been produced.  Personnel currently in an ineligible PES code should be scheduled for testing if the PES code termination date is prior to PECD, 31 Jul 04.  Test administration period is 7–10 Sep 04.  The 04E9 CMSgt Central Evaluation Board will convene 12–22 Oct 04.
PERSONNEL DEPARTING TDY:  It is imperative that Commander Support Staffs (CSS) advise MPFs as soon as possible when an individual is scheduled for deployment/TDY so that testing can be accomplished prior to departure.  If testing cannot be accomplished prior to departure, advise the individuals to take their study references with them when possible.  Refer to AFI 36-2605, Air Force Military Personnel Testing System, Atch 9, for specific promotion testing procedures for deploying members.  Please disseminate this information through all local media channels and include it on all TDY inprocessing/outprocessing checklists.

ELIGIBILITY CRITERIA

- DOR on or before 1 Mar 03
- TAFMSD on or before 1 Dec 91
- TEMSD on or before 1 Dec 95
- HYT Dec 04 or later

- No projected retirement effective before 1 Jan 05
- PES code must be X, B, D, S, E, or Y
- Promotion eligibility cutoff date (PECD) is 31 Jul 04
REPORTING IDENTIFIER (RI) 9A000:  Personnel in reporting identifier 9A000 (awaiting retraining, disqualified for reasons beyond control) as of PECD, will be nonweighable until awarded a retraining AFSC.  Do not schedule these individuals for testing.  Please notify HQ AFPC/DPPPWM immediately (by message) when the member is awarded a retraining AFSC to determine testing requirements.  If the retraining AFSC is awarded after the board adjourns, the member will receive supplemental board consideration.   

QUALITY FORCE CONCEPT:  In keeping with the spirit and intent of the quality force concept, personnel managers should encourage commanders to carefully review EPRs, UIFs, and other quality indicators prior to making promotion recommendations.   MAJCOM/CC (unless delegated) is the promotion authority, but is not required to certify each eligible is recommended for promotion consideration.  Nonrecommendations must be approved by the promotion authority (normally MAJCOM).  MAJCOMs must provide a copy of the nonrecommendation letter to HQ AFPC/DPPPWM NLT 8 Sep 04. 

MPF CAREER ENHANCEMENT ELEMENT AND MAJCOM:  As a reminder, any decorations and EPRs pending on board eligibles should be identified as “board required” through processing channels.  This is not a mass call for decoration submissions, but a reminder to rating chains to expedite pending decorations and EPRs for inclusion in the member’s senior NCO selection record prior to the promotion board:

04E9 Decs/EPRs closing out 31 Jul 04 or earlier, or directed by HAF EPRs.

UPDATING PES CODES “M”, “N” AND “P”:  Please remember that when updating PES codes to “M”, “N”, or “P” for cycle 04E9 the PES effective date must be 1 Aug 04 or  later (after PECD) and is a normal update, ref AFCSM 36-699, Air Force Computer Systems Manual, Vol 1, Chap 13, Para 13.56).  Suspense all PES code updates for receipt of ineligibility products.

CAFSC VERIFICATION:  Since administering the correct version of the USAFSE is contingent upon the CAFSC, it is imperative all CAFSCs are verified prior to test administration. 

TEST DATES:  The testing window for cycle 04E9 is 7-10 Sep 04.  If an individual will be unavailable for the entire length of the testing window, he/she will test up to 10 days prior to the announced start of the test cycle.  This includes individuals departing TDY, PCS with a Report No Later Than Date (RNLTD) of 11 Sep 04 or later for 04E9 cycle.  Individuals who cannot be tested prior to departure, or those who are given less than 10 days departure notification, will have the option of being tested prior to departure or being tested as soon as possible after their return to the home station (or arrival at the new base if PCS), unless they qualify for additional preparation time due to contingency operations in accordance with AFI 36-2605, para A9.10.3. Except for those who are given less than 10 days departure notice, testing dates are not an individual choice and expanding the normal window in order to test individuals prior to the announced start of the test cycle does not require concurrence of the member.  Members who decline testing when given the opportunity to test become ineligible for the remainder of the cycle. 

TEST VERSIONS:  Test versions will be available in WIRE on 13 Aug 04 advising which version of the USAFSE will be administered to each AFSC.    If you encounter access problems or do not understand any part of the instructions, DO NOT BEGIN TESTING!!  Contact us immediately.  Again, it is critical that the correct version of the USAFSE be administered to each member. 

Test booklets will be issued on a one booklet per examinee ratio.  Writing in the booklet is permissible and the booklets must be destroyed upon completion of each session.  The current AFPT 250 provides guidance on destruction procedures. 
