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                                                                                                                                  17 Feb 04
MEMORANDUM FOR ALL MPFs





                 MPFM 04-08
FROM:
HQ AFPC/DPP
550 C Street West, Suite 4
Randolph AFB TX 78150-4706

SUBJECT:
Enlisted Promotion File Build, Cycle 04E5

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

Use this memorandum for processing the SSgt (E-5) Cycle 04E5 enlisted promotions file build.  The window for SSgt testing is 1 May - 31 May 04; however, we will allow individuals deploying on lengthy TDYs and other lengthy nonavailability windows the opportunity to test earlier than the 10-day window outlined in AFI 36-2605, Air Force Military Personnel Testing Program.  Military testing offices should receive 04E5 test booklets in March.  Eligible SrA may request, in writing, to test as soon as the booklets arrive, and military testing offices must make every effort to accommodate the request.  The purpose of this temporary provision is to provide maximum flexibility to eligible SrA and to enhance our ability to provide timely promotion consideration.  Eligible SrA not available to test during the normal cycle will be supplementally considered for promotion after test answer sheets are received.  Point of contact for system assistance is HQ AFPC/DPPPWM, DSN 665-2372; for the E-5 Promotion Cycle, HQ AFPC/DPPPWM, DSN 665-2107; and for testing issues, 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 04E5 (SSgt)

FILE BUILD:  File build for promotion cycle 04E5, Staff Sergeant (SSgt) will occur O/A 23 Feb 04 using the 20 Feb 04 MilPDS file.
MPF PRODUCTS:  Testing rosters, eligible/ineligible products and data verification records (DVRs) will be produced.  Personnel currently in an ineligible PES code should be scheduled for testing if the PES code termination date is prior to PECD, 31 Mar 04.  To monitor and control the promotion status of individuals assigned to your MPF, the initial file build products—“MPF ELIGIBLE FOR PROMOTION TESTING ROSTER” and “MPF AIRMAN INELIGIBLE FOR PROMOTION LIST” must be manually posted throughout the promotion cycle to provide a single reference in determining a member’s promotion status, IAW Air Force Computer Systems Manual (AFCSM) 36-699, Volume 1, Chapter 5, Paragraph 5.4.5.4.1.7.1.

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.  Please refer to the cover letter of this MPFM for information on temporary provision to test individuals deploying, going TDY, or other lengthy windows of unavailability as soon as test booklets arrive, if possible.  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 Program, Attachment 9, for specific promotion testing procedures for deploying members.  Please disseminate this information through all local media channels and include it on all TDY in/out-processing checklists.

TEST ELIGIBILITY CRITERIA:
SSgt (04E5):

· DOR on or before 1 Feb 04
· TAFMSD on or before 1 Aug 02
· HYT Sep 04 or later

· No projected retirement or mandatory DOS effective before 1 Sep 04
· PES code must be X, B, D, S, or E

· Promotion eligibility cutoff date (PECD) is 31 Mar 04
PRIOR SERVICE INDIVIDUALS:  Please review ML 8106/ALPERSCOM message (031100Z DEC 03), Prior Service Promotion Consideration – Specialty Knowledge Test (SKT) Exemptions, which outlines prior service eligibility and promotion consideration.  Effective with the 04E5 cycle, prior service members with an Entered Active Duty (EAD) Date of 1 Apr 02 or later are eligible for a Date Initially Entered Retraining (DIERT) Date and will be SKT exempt for two years.  Reference the message to determine a member’s eligibility prior to administering tests.  As a result of this change in policy, Primary AFSC Skill Level Waivers are not necessary.  These members will be built as eligible for promotion consideration as long as the appropriate DIERT Date and Training Status Code are updated in MilPDS.  This change also supersedes MPFM 02-14, Prior Service Promotion Fact Sheet dated 20 Feb 02.  
PRIMARY AFSC (PAFSC) SKILL LEVEL WAIVERS:  For PAFSC skill level waiver (SLW) processing/accountability of personnel identified as ineligible, “skill level too low”, follow the procedures outlined in AFCSM 36-699, Vol 1, Chap 5, Paras 5.4.5.4.1.8.1, 5.4.5.4.1.8.1.1, 5.4.5.4.1.8.1.1.1, and 5.4.5.4.1.8.1.1.2.

· The MPF will not provide commanders SLW forms or blanket letters (as listed in AFCSM 36-699, figure 5.28).  Commanders will use eligibility products and AFI 36-2502, Airman Promotion Program, Table 2.3, to determine if an individual meets the requirements for a SLW.

· MPFs will verify the individual meets the requirements for a SLW and disapprove any waiver not meeting the criteria listed in Table 2.3 and the accompanying notes.

· SLWs will be processed to the MPF on or before the PECD (31 Mar 04).

Individuals in normal upgrade training who do not possess the required skill level for promotion prior to the promotion eligibility cutoff date (PECD) of 31 Mar 04 are not eligible for a PAFSC skill level waiver, unless they meet one of the rules in AFI 36-2502, Table 2.3.  As a reminder, airmen in a retraining status (training status code [TSC] E, F, or G), regardless of their PAFSC skill level, are built as eligible and will appear on the unit and MPF eligible for promotion rosters.  Ensure commanders are aware they approve PAFSC skill level waivers on these individuals by signing the roster.  Also, although these individuals are built as eligible, commanders may still deny airmen promotion consideration by disapproving the PAFSC skill level waiver in accordance with AFI 36-2502, Table 2.3, Note 4.
REPORTING IDENTIFIER (RI) 9A000/9A300:  Effective with the 01E6/7 promotion cycles, individuals in RI 9A000 and 9A300 as of PECD are authorized an SKT exemption.  If the individual did not possess a skill level commensurate with the grade in the disqualified AFSC, send a PAFSC skill level waiver request to the commander for approval.  If otherwise eligible, test individuals PFE only (00XXX) during the normal testing months.

PROMOTION ELIGIBILITY STATUS (PES) CODE Q:  Utilize PES code “Q” for individuals disqualified from a previously held AFSC “for cause” (RI 9A100 and 9A200).  PES code “Q” remains valid until the individual attains a skill level commensurate with their grade in the newly awarded AFSC.  As a reminder, a 5-level is required for promotion to SSgt.

UPDATING PES CODES “M”, “N” AND “P”:  Please remember that when updating PES codes to “M”, “N”, or “P” for cycle 04E5, the PES effective date must be Apr 04 or later (after PECD).  (Reference AFSCM 36-699, Volume 1, Chapter 5, Paragraph 5.4.5.4.1.8.13.)

SKT EXEMPTION CLARIFICATION:  Please review the All TCO Letter dtd 1 Oct 03 before administering tests to ensure an individual’s promotion AFSC is SKT exempt.

· Individuals who are AFSC 1N3XX and are assigned to PAS codes BP2WFFJJ, GF0JFB45GF0JF13K, HL30FB17, MA3VF65J, and MA3CFRXK, and elect to test PFE only must sign a statement requesting he/she be allowed to test PFE only and be considered in promotion AFSC 00XXX.  The school commander must certify the member did not have access to study materials while in school.  All individuals who elect to compete PFE only must sign a statement acknowledging their decision prior to promotion test administration.  Once a promotion test(s) has been administered, the decision cannot be reversed.
· In accordance with AFI 36-2502, Paragraph 2.3.1 and Table 2.4, airmen who are in a career field where an SKT is available, but are SKT exempt for some reason (i.e., retraining, conversion, etc.), may elect to take the SKT.  If the individual elects to take the SKT, you must update skill level waiver code T, otherwise no update is required.  Please refer to the All TCO Letter dtd 1 Oct 03 when testing linguists in promotion AFSC 1N3X0. 

· Individuals who are classified as retrainees within their own AFSCs are required to test both PFE and SKT, provided the AFSC has the same SKT.  For example:  Airmen who have retrained from 3P0X1A to 3P0X1 will compete in promotion AFSC 3P0X1 (NOT 00XXX) and, therefore, must take the same PFE and SKT since the test requirements did not change.

RETRAINING VERIFICATION:  Since administering the correct version of the PFE is contingent upon the CAFSC, it is imperative all CAFSCs are verified prior to test administration.  Pay particular attention to individuals reflected as PFE only.  Promotions must personally check the validity of any individual reflected as PFE only.  Ensure retraining dates (DIERTs) are reflected as the date departed last duty station (DDLDS) or the class start date leading to the award of the new AFSC in accordance with AFI 36-2101, Classifying Military Personnel.  In addition, the purpose of an SKT exemption is to prevent an unfair testing advantage for individuals who have been testing in a particular AFSC, over those who have recently retrained into that AFSC.  If an individual retrains but his/her testing requirements do not change, there is no disadvantage, and an SKT exemption is not authorized.  Although applicable to any AFSC, the most common are Linguists (1N3s) and Security Forces (3P0s).

TEST DATES:  The testing window for cycle 04E5 is 1 May through 31 May 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 1 Jun 04 or later, on projected convalescent leave, or on a medical profile.  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, Paragraph A9.10.  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 departing TDY who want to test earlier than the 10-duty day window, prior to the test cycle established in AFI 36-2605, Air Force Military Personnel Testing System, Paragraph A9.10, may elect in writing to test as soon as the booklets arrive.  Military testing offices must make every effort to accommodate early testing.  Members who decline testing when given the opportunity to test become ineligible for the remainder of the cycle.  

SCHEDULING TESTING:  The important thing to note here is that individuals must, repeat must, be administered the correct version.  Individuals should be scheduled early in the cycle, and the manner of scheduling rests with each MPF.  Pay particular attention to the number of booklets you are receiving for each SKT to preclude scheduling more individuals for a particular session than you have booklets for.  SKTs are being issued on a ratio of one SKT booklet for every five members you are testing in an AFSC.
TEST VERSIONS:  The WIRE file will contain the test version listing shortly after file build.  Again, it is critical that the correct version of the PFE be administered to each member.

STUDY MATERIALS:  The AF Information Management Tool (IMT)/RIP 1566, WAPS Test Verification, is used to acknowledge receipt of the scheduled testing appointment.  In addition, this form is used to ensure individuals have personally reviewed the current WAPS Catalog and have obtained all the required study reference materials.  Ensure individuals understand this before signing for the test date.  Individuals who have not received the required CDCs or had access to other required study materials must be immediately referred to the WAPS monitor for resolution.  Failure to take action if the required CDCs were never received may prevent an individual from receiving replacement materials free of charge.  It is the responsibility of the individual to maintain current study materials.  Therefore, individuals may not decline to acknowledge receipt of a test date if they are not entitled to new material.  Failure to sign the AF IMT/RIP 1566 in this instance constitutes a refusal to test in accordance with AFI 36-2605, Atch 9, Para A9.13.4, and renders the individual ineligible for further promotion consideration in these cycles.
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