Retroactive Promotion Effective Date Correction Requests

As of:  1 Jan 2003
PURPOSE:   The purpose of this information is to attempt to provide Military Personnel Flight (MPF) officials a single source of update/procedures for processing retroactive effective date corrections (also referred to “back-pay” requests).  This document is not all-inclusive and is a living document.  Changes to this document are constantly made to enhance MPF officials’ ability to do their job and service their customers more effectively.  MPF officials are asked to conduct in-house training on the procedures below and periodically review this page for updates (refer to the “as of” date above to monitor changes).  Changes are identified with an asterisk (*).  

Retroactive Effective Date Correction Authority: In accordance with SAF/MIB memorandum, Delegation of authority to administratively correct enlisted promotions records, dated 9 Mar 1994, the authority to approve retroactive promotion effective dates was delegated by the Secretary of the Air Force to the Chief of Enlisted Promotions (HQ AFPC/DPPPWB) (AFI 36-2502, paragraph 1.13).  The Chief of Enlisted Promotions reviews each request and is the approval/disapproval authority for all requests.  Due to the authority level, the retroactive effective date correction process can take up to six weeks for processing (includes notification to DFAS).  Please inform your customers of the time frame for these requests. 

Purpose of the Retroactive Effective Date Correction Program:  Promotion policy dictates a promotion cannot be effective any sooner than when the commander has recommended an individual for promotion. The date of the commander’s letter is the promotion effective date, despite the date recommended in the letter by the commander for the prom effective date. 

(For example: A commander signs a promotion recommendation letter on 18 Dec 01, but the individual should have been promoted 1 Sep 01 (date of original increment). The effective date of the promotion is 18 Dec 01 and the member may request back pay and allowances back to 1 Sep 01). The retroactive promotion effective date correction process is a strict program and must be followed by all MPFs. 

MPF Procedures: Once DPMPE receives a promotion recommendation letter from a Commander, you will most likely need to update the promotion in MilPDS (please refer to our grade data correction information sheet located on our website for further information on updates). IAW the 9 Mar 1994 memorandum, if the individual’s situation meets one or more of the following reasons for promotion you must request a retroactive effective date correction from HQ AFPC/DPPPWB thru “Case Managements Systems (CMS)”:

-Supplemental promotion selects: When an individual has been selected for promotion via in-system supplemental process and the individuals promotion sequence number has already been announced, the individuals DOR and Effective date are projected for the first day of the following month. This is to ensure data verification is completed and the commander recommends the individual for promotion, prior to the promotion automatically consummating. For example: if an individual meets the Jan 02 in-system supplemental, their DOR and effective date will be projected for 1 Feb 02. Once the Commander recommends the individual for promotion and data verification has been completed, submit a retroactive DOR and Effective date correction request thru CMS in the following format: retroactive DOR and Effective date correction request

-Termination of promotion withholding:  When a Commander terminates (releases) a promotion that was previously placed in withhold IAW AFI 36-2502 table 1.2, the individuals DOR is the original increment date and the effective date is the date the withhold condition no longer exists and the commander recommends promotion (in writing).  For example: An airman’s promotion which incremented 1 Sep 01 was placed in withhold due to non-completion of PME, their DOR is 1 Sep 01 and the effective date is not earlier than the date the member completes PME and the commander recommends promotion. 

The MPFs release the promotion withhold (refer to instructions on our website for assistance on releasing withholds) and sends a retroactive effective date request to HQ AFPC/DPPPWB.  If the promotion was not updated at the MPF level, HQ AFPC/DPPPWB will update the promotion with the appropriate effective date. Once the promotion has been updated, a retroactive effective date request will be processed accordingly.  Submit retroactive effective date correction request

-Change of Enlistment grade (authorized by HQ AFPC/DPPAE):  HQ AFPC/DPPAE is authorized to change/correct enlistment grades in cases where certain actions that authorize a higher grade at enlistment, were not known at the time of enlistment (like college credit).  When authorized a change of enlistment grade, HQ AFPC/DPPAE notifies the individual, the MPF, and HQ AFPC/DPPPWB of this authorization.  HQ AFPC/DPPPWB updates the new grade in MilPDS and requests authorization for retroactive promotion effective date. This is an internal process and does not require a separate request from the MPF. 

MPFs must update MilPDS prior to submitting retroactive effective date correction requests:  MPFs ensure the appropriate grade is updated in MilPDS prior to submitting a retroactive promotion effective date correction. Retroactive pay requests cannot be acted upon without accurate MilPDS updates, therefore, do not submit these requests until corrective MilPDS action is taken.  For example: MPF XX submits a retroactive effective date on SrA Doe, but MilPDS still shows SrA Doe as an A1C. MPF XX must update SrA Doe to SrA in MilPDS prior to submitting retro request.  This sometimes requires a separate request for grade data correction.  Once the grade data is complete, a retroactive promotion effective date request may be initiated. 


Promotion Orders: MPFs should publish promotion orders on every individual once the commander has recommended the individual for promotion. For individuals completing a promotion withhold action that are requesting back pay, the promotion orders should reflect the individuals correct DOR and effective date of when the individual was recommended for promotion. If HQ AFPC/DPPPWB approves the individual’s request for back pay, a message announcing approval of the retroactive promotion effective date is the source document and supersedes the promotion orders.  File a sanitized (remove all SSNs) copy of the HQ AFPC/DPPPWB message in each individual’s UPRG.  Failing to file a copy of the message in the UPRG may cause dilemmas for verifying the DOR when the individual is selected for promotion under the Weighted Airman Promotion System (WAPS). 

MPF requests for retroactive promotion effective date MUST include the following: When requesting a retroactive effective date correction for withhold conditions, your request must include the following information: 

-WBFMP actions: IAW MPFM 00-06 dated 11 Feb 00, Enlisted Promotion Eligibility Status Codes and the WBFMP Fact Sheet and AIG 8106 Message, Clarification of Promotion Eligibility and AFI 40-502, The Weight and Body Fat Measurement program, DTG 291700Z Jul 99, Para 1B individuals who go directly from WSC 0 to WSC 3 are eligible for a retroactive effective date correction.  Individuals who do not go directly from WSC 0 to WSC 3 are not eligible for a retroactive effective date correction request.  Retroactive effective date correction for the WBFMP must include all AF Form 108’s and AF Form 393. Requests that do not include all WBFMP documents will be returned without action. 

-Completion of PME:  All retroactive effective date requests due to PME withholds, must include a detailed timeline documenting specifically why the individual did not attend PME prior to the promotion sequence number increment date. Blanket answers such as, “classes too full” or “TDY” are not accepted and are returned without action, pending the required information.  Requests returned without action delay processing and cause unnecessary pay delays, therefore, timely processing is essential.  An example of a detailed request is as follows: SrA Doe was TDY from 5 Jul 01 until 15 Oct 01 and was scheduled to attend next class starting 29 Oct 01 and graduated 5 Dec 01. 
HQ AFPC/DPPPWB Actions/Procedures: When a retroactive effective date request is received, HQ AFPC reviews it for accuracy, ensures it’s a complete request, verifies MilPDS updates were made, and verifies the necessary documentation is provided.  If the request is complete, the following actions are taken:

1) The case is put into the next batch for processing (a batch must contain a minimum of 14 requests for efficient management purposes). 

2) Complete batches are routed through channels for coordination and approval.

3) Upon receipt of HQ AFPC/DPPPWB (Chief of Enlisted Promotions) approval, MilPDS is updated and the message is sent via DMS to the MPF and DFAS announcing the change and directing retroactive pay.

This action can take up to 6 weeks for processing (to include receipt of back-pay and allowances) due to large number of requests.  Please inform customers they can expect to receive back-pay and allowances approximately 30 days from the date of the DMS message from HQ AFPC.

HQ AFPC/DPPPWB Retroactive Effective Date Correction – DSN 665-3364.

