Accession Folder Checklist

Rank/Name:  ________________________________       SSAN:  _______________________

DAS:  ____________________

EAD:  ____________________


Folder Set-up (Top to Bottom)
Left Side






Right Side

CMS Case File (If applicable)




Accession Folder Checklist
MMPA Print Screens




Base Inprocessing Worksheet 

MILPDS Surf (BA517R/S)



EAD Orders, DD 214,  NGB 22,  AF 1299                                             
MILPDS Update Screens                                                     Other Service Docs        Copy-Travel Voucher                                                                                               
**Before making any updates review the individual’s information on the BA-517R/S SURF and query the MMPA with Request Codes TK, TG, TT, TC, MD, 01. 

**When you make updates in MILPDS be sure to print the screen shot of the update.  Point the mouse at the Time Area on your desktop to display the date before printing.

_______   BA-517R/S Reviewed  
          If CMS Case was opened Why? Case #_________

_______   MMPA verified  

          _________________________________________

_______   Member Gained

          *Print CMS case and file on left side of Accession Folder
_______   AFSC Verified/Updated

_______   Enlisted Duty History Removed--Prior enlisted returning as Officers ONLY

_______   Duty Status (DS) Verified/Updated (Ensure DS is “00” Present for Duty)
_______   DOB Correct:  Y/N

_______   Name Spelled Correctly:  Y/N

_______   O4-E Pay Verified/Updated (served at least 4 yrs & 1 day in “Enlisted” status)
Service Dates Updated by Employments

PAY DATE:__________ EAD:___________TFCSD:___________TAF(C)MSD:__________DOS:_________
_______   E-23/E-25 Updated/ Verified
           

_______   Was JUMPS Reject Encountered?  Y/N      Reject Codes:____,____,____,____

_______   Finally, FAX a copy of the paid travel voucher, copy of EAD order, and AF 1299 to

HQ AFPC/DPPAOR, DSN 665-4382 for all accessions EXCEPT for OTS, BMT and       Air Force Academy.  

Once AFPC has verified the Service Dates compare MiLPDS to DJMS an enter them below MiLPDS

	DOS
	EAD
	TAFMSD
	PAY DATE
	TAFCSD
	O4-E
	Cur Grade & Eff Date

	
	
	
	
	
	
	


Pay File Status—(If at the 90 day point MJ equals 1, A, or S, open a CMS case & refer to AFPC Accession Confirmation Team)
	Day
	MJ
	TU=DOS
	TG=EAD
	TT=TAFMSD
	TK=PAY DATE
	TC=Longevity
	01=O4-E
	MD must = TG

	30
	
	
	
	
	
	
	
	

	60
	
	
	
	
	
	
	
	

	*90
	
	
	
	
	
	
	
	

	120
	
	
	
	
	
	
	
	

	150
	
	
	
	
	
	
	
	


Career Enhancements

Promotions Officer & Enlisted
Officer
MiLPDS
· Current Grade ____________  and Effective Date _____________Verified/Updated

· DOR ____________  Verified/Updated

· Competitive Category Code ___________________  Verified/Updated

· Source of Commission ___________________ Is this person a DG?  Yes_____  NO_____

Enlisted Only

· Grade Status Reason ____________  Verified/Updated

DJMS

Current Grade Effective Date (MD) must equal (TG) Entered Active Duty Date 


Reenlistments

Enlisted

· Is Current Enlistment Contract on file in the UPRG? *NO _____  Yes _____
*If NO contact the member, AFPC or ARPC to obtain the source document. 

· Is member a 4 yr _____ or 6 yr _____ Enlistee?

· Was the member’s break in service less than 12 months?   No _____  Yes _____

· Is the member entitled to an SRB?  No _____
*Yes _____

*If YES verify SRB entitlement on the MMPA

DOE: _________
TOE: _________
DOS: _________
ETS: _________

Officer (Medical & Flyers)

· Verify that EAD and DOS match on both MILPDS and MMPA; update as needed

MMPA:
EAD __________
DOS __________

MILPDS: 
DOS __________
EAD __________
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