


MEMORANDUM FOR	MPFs and CSSs	2 Jul 98


FROM:	HQ AFPC/DPS	MFPF:  98-27�550 C Street West, Suite 35�Randolph AFB TX  78150-4737


SUBJECT:	Implementation Procedures for Record Reviews


Action offices for this memorandum are MPF/Customer Service, MPF/Personnel Employment, and the Commander’s Support Staffs (CSSs).  This memorandum provides guidance for implementing record reviews (RREVs) as a way to ensure the integrity of our Personnel Data System (PDS).  


Today, more than  ever, we rely on the Personnel Data System (PDS) for operational decision making, policy analysis, and entitlement/benefit determination.  Most of our personnel processes are dependent on PDS, and this dependency will continue to grow since automation offers many streamlining opportunities.  As you know our credibility with our customers can rise or fall depending on the accuracy of our data.  Therefore, it is imperative that we concentrate our reduced resources on ensuring the accuracy of the data in the PDS.  One way to focus on this is  through periodic record reviews.  With recommendations from MAJCOMs and MPFs, we are implementing a required three-phase record review.  


It will be implemented as follows:   Phase 1 will be a formal RREV where the MPF will use an in-processing line with Personnel Employment, Customer Service, and Career Enhancements (as a minimum) to accomplish a review with the newly in-processed member using the Record Review Listing (RRL) or Initial Duty Assignment  (IDA) RIP.  This process will capture data up front with minimal time investment.  Verifying this data up front gets the individual started off on the right foot.  Reinstitution of the formal in-processing line is already  included in the revision of AFI 36-2102, Base-Level Relocation Procedures.  This allows the member and the technician to verify the information in the member’s unit personnel records group and the PDS, with update actions accomplished as needed.  Phase 2 will occur at the member’s 60 day time on station (TOS) point, when the system will produce a record review listing (RRL) (via PC-III in the CSS) which the member will sign certifying its accuracy and return to the CSS for filing in his/her personnel information file (PIF).  If errors are found, the member will attach copies of the source documents to the RRL for the CSS/MPF to accomplish the necessary updating and subsequent filing in the PIF.  These same procedures apply for Phase 3 when the member receives a  RRL every 18 months.


A sample letter for CSS use at 60 day point and every 18 months thereafter is at Atch 1.  You may modify locally to suit your needs.  This letter explains the importance of reviewing data, the procedures/source documents required to make corrections to data, and a local POC listing for questions.  We’ve also included a listing of MPF, CSS, and member responsibilities in the RREV process (Atch 2).  We’re working with our systems counterparts for approval of a systems change request (SCR) to allow PDS to produce an RRL every 18 months (Phase 3 of our implementation plan).


Thank you for your valuable input on this initiative.  Please refer questions to               AFPC/DPSFM, at DSN 487-6170, DSN Fax 487-2912, CRT address 09YCOV4.





Attachments:


1.	Records Review Responsibilities


2.	Sample Memorandum w/2 Atch


3.   Proposed In-processing Procedures


4.  Malmstrom AFB MT In-processing Procedures











                                     
















































































RECORD REVIEW (RREV) RESPONSIBILITIES





MPF/Customer Service:  


-  Provide a copy of this memorandum to each commander support staff (CSS)


-  Provide a completed point of contact listing to each CSS


MPF/Personnel Employment:  Phase 1 of RREV Process


-  Establish an in-processing line with the required offices


-  Use the initial duty assignment (IDA) RIP or record review listing (RRL) to accomplish this RREV with the member


CSS:  Phases 2 and 3 of the RREV Process  


-  Record Review Listing (RRL) is automatically generated 60 days from DAS, via       PC-III, Products and Productions,  and then every 18 months from DAS thereafter.


-  Attach a cover letter with a data element/POC listing to the RRL and pass it to the member


-  Suspense the member for completion of the RRL


-  Ensure the member has signed the certification statement on page 6 of the RRL 


-  File a copy of the member’s RRL in his/her personnel information file (PIF)


-  If the member indicates updates are needed (and they have attached copies of the source documents to accomplish the updates), make the updates as appropriate in the system (work with the MPF for those items the CSS cannot update [i.e., forward copies of the RRL with the source documents to the appropriate MPF workcenter for further corrections]).  


Member:  


-  Review your data on the RRL


-  Read and follow the instructions contained in the CSS cover letter to your RRL


-  To make changes, attach copies of source documents to the RRL


-  Direct questions to the appropriate MPF/CSS OPR listed in the RREV package


-  Sign page 6 of the RRL certifying its accuracy/indicating changes to your data and return the RRL (and source documents if appropriate) to the CSS by suspense date








MEMORANDUM FOR	AIR FORCE MEMBER


FROM:	00 FS/CCQ�123 Main Street, Suite A�Anywhere AFB TX  12345


SUBJECT:	Review of Personnel Data


The enclosed Record Review Listing (RRL) (Atch 1) reflects the data maintained in your Unit Personnel Record Group and your computer data record maintained in the Personnel Data System.  We’re providing this listing for your careful review and to verify its integrity--information such as this is used in the promotions, evaluations, and assignments process.  It is also important that you review your DD Form 93, Record of Emergency Data.  This document contains your dependent’s address as well as information on individuals to notify in case of emergency.  To assist you in keeping your data information accurate, we’ve included a data element and POC listing (Atch 2) explaining the various data elements, the source documents required to make corrections to your record, and the POCs who can answer your questions.      


The accuracy of your records is a personal responsibility.  Please review your data, annotate any necessary changes (attach copies of source documents to make the changes), sign and date the bottom of page 6, and return this RRL to the CSS no later than ______________.     My point of contact for this effort is __________________________, at____________.


JOHN E. DOE, SSgt, USAF�NCOIC, Commander Support Staff


Attachments:


1.	Records Review Listing (RRL)


2.   Data Element & POC Listing















































DATA ELEMENT AND POC LISTING


(Development in progress)


INDIVIDUAL DATA:  The majority of these data elements are self-explanatory.  Elements that may need to be explained are:


1.  JT-ASGN-INT:  Join Spouse Assignment Intent.  Only applies to those members with a military spouse.  Source Document:  AF Form 1048 or PC-III generated printout.


2.  DEPN-CHILDREN-HSHLD:  Dependent Children In Household.  Children in the household will be listed by sex & year of birth.  Source document:  Birth Certificate.


3.  DEPN-IN-HSHLD:  Total number of dependents residing in the member’s household.  Do not count yourself.  If this total is incorrect, contact MPF Customer Service for instructions.


PERFORMANCE REPORT DATA:


4.  EPR-EVAL-LAST:  Enlisted Performance Report Evaluation overall rating on most current report updated in the personnel data system.  Source Document:  EPR


5.  EPR-DATE-LAST:  Enlisted Performance Report closeout date of most current EPR updated in the personnel data system.  Source Document:  EPR.


6.  EPR-RESN-PROJECT:  Reason the next evaluation report is projected for  Reasons include:  Annual, Directed by Commander, Directed by USAF, Change of Reporting Official.  Source Document:  None.


7.  SUPVSN-BEGINS:  Date supervision began.  Source Document:  None.


8.  EPR-DATE-PROJ:  Date next projected EPR will close out.  Source Document:  None.


GRADE DATA:


9.  GR-CURR:  Grade/rank currently held.  Source Document:  G-Series Order.


10.  GR-CURR-DOR:  Date of current rank.  Source Document:  G-Series Order.


11.  GR-CURR-EFF-DT:  Date of entitlement to pay for current grade.  Source Document:  G-Series Order.


12.  GR-HIGHEST-HLD-AD:  Highest grade held on active duty.  Source Document:  G-Series Order.


13. PROM-ELIG-STAT:  Promotion eligibility status based on information available, stating member’s eligibility to be promoted.  Source Document:  None.


14.  PROM-ELIG-STAT-EFF-DATE:  Promotion eligibility status effective date is date the promotion eligibility code became effective.  Source Document:  Contact POC.


15.  RES/REG-OFF/WO-GR:  Reserve/Regular officer/warrant officer grade.  Source Document:  Order.


16.  ENLISTED ONLY.  GR-STATUS-RSN:  Grade status reason.  Reason for promotion.  Source Document:  None.


17.  ENLISTED ONLY.  GR-STATUS-RSN-E4:  Grade status reason E4.  Denotes SRA or SGT or SRA BTZ.  Source Document:  None.


18:  PROJ-GRADE:  Projected Grade:  Grade which member is being projected for promotion.  Source Document:  G-Series Order.





DUTY ASSIGNMENT DATA:


19.  DT-ARR-STA:  Date Arrived Station.  Date the member annotates on travel voucher.  Source Document:  Travel Voucher.


20.  DTY-EFF-DT:  Duty Effective Date.  Date the member assumes duty.  Source Document:  None.


21.  DTY-POS-NR:  Duty Position Number.  Position number in which the member is assigned to based on AFSC, unit, grade, and associated with unit of assignment and can be located on the unit’s manning document.  Source Document:  None.


22.  DUTY-AFSC:  Duty AFSC.  Duty AFSC in which the member is assigned, authorized, and associated with unit of assignment and can be located on the unit’s manning document.  Source Document:  None.


23.  DTY-CMD-LVL:  Duty Command Level.  Command level authorized and associated with the unit of assignment.  (examples:  Wing/Base)  Source Document:  None.


24.  DT-DPT-LAST-DTY-STA:  Date Departed Last Duty Station.  Date the member annotates on the travel voucher.  Source Document:  Travel Voucher.


25.  DUTY-POSITION-GRADE:  Duty Position Grade.  Grade authorized with position number and associated with unit of assignment and can be located on the unit’s manning document.  Source Document:  None.


26.  SVC-ADSN:  Servicing Active Duty Station Number.  Number associated with each local finance office.  Source Document:  None.


27.  ORG-STRUCT-ID:  Organization Structure Identification.  An alpha-identification code that is associated with unit of assignment and can be located on the unit’s manning document.  Source Document:  None.


28.  DUTY-TITLE:  Duty Title.  A 31 character title which best describes member’s primary duties.  Source Document:  None.


29.  FUNCT-ACCT:  Functional Account.  A numeric code associated with unit of assignment and can be located on the unit’s manning document.  Source Document:  None.


30.  PROGRAM-ELEMENT:  Program Element.  An alpha numeric code associated with unit of assignment and can be located on the unit’s manning document.  Source Document:  None. 


31.  DUTY-LOC:  Duty Location.  An alpha code which is determined automatically based on unit of assignment.  Source Document:  none.


32.  FUNCTIONAL-CATEGORY:  Functional Category.  An alpha code which describes member’s status, i.e., A-Permanent Party, L-Pipeline student.  (If  anything different, please contact Personnel Employment for explanation.)  Source Document:  None. 


33.  PRP-STAT:  Personnel Reliability Program Status.  An alpha code that reflects members PRP status.  Source Document:  AF Form 286, Personnel Reliability Program (PRP) Certificate, and 286a, Notification of Personnel Reliability Program Permanent Decertification Action


QUALIFICATION DATA:


34.  TNG-STAT-ID:  Training Status Identification.  An alpha code which describes member’s upgrade training.  Source Document:  AF Form 2096, Classification/On-The-Job Training Action.


35.  SDA-PAY-RSN:  Special Duty Assignment Pay Reason.  A code that reflects why a member is receiving special pay.  Source Document:  AF Form 2096, Classification/On-The-Job Training Action.


36.  SDA-PAY-STAT:  Special Duty Assignment Pay Status.  Code that reflects the SDAP rate the member is receiving.  Source Document:  AF Form 2096, Classification/On-The-Job Training Action.


37.  FLSA- FOREIGN LANGUAGE SELF ASSESSED:  Language skills identified by the member that do not reflect test results.


38.  LANG-SELF-ASSESSED-ID:  Code identifying self-reported language capability.  Source Document:  Foreign Language Self Assessment (FLSA) RIPs (UPRG).


39.  LANG-SELF-ASSESSED-LVL:  Code identifying self-reported over-all language capability level.  Source Document:  FLSA RIPs (UPRG).


40.  LANG-SELF-ASSESSED-DT:  Code identifying date (YYMM) language capability assessed.  Source Document:  FLSA RIPs (UPRG).


41.  LANG-ID-1ST and 2ND (Read, Listen, and Speak):  Language identifier that lists tested foreign language abilities in reading, listening, and speaking.  Source Document:  FLIPP RIP.


42.  EDP-APT-SCORE:  Electronic Data Processing Test (EDPT).  Measures ability to complete formal training in operating and programming electronic data processing equipment.  Source Document:  EDP RIP (UPRG).


SERVICE DATA:


43.  PAY-DATE:  Service computed according to the DoDPM.  Source Document:  Contact POC.


44.  EAD-DATE:  Entered active duty date.  Time from the date the member entered on current tour of active duty backdated by the amount of time served on active duty without a break in active duty.  Source Document:  Original enlistment contract.


45.  TAFMSD:  Total Active Federal Military Service Date.  All periods of active federal military service in commissioned, warrant, flight officer, or enlisted status.  When there is a break in active service, TAFMSD is later than the date of original entry on active duty by a period equal to the break or breaks.  Source Document:  Original enlistment contract.


46.  TEMSD:  Total Enlisted Military Service Date.  All periods of active and inactive enlisted service creditable for basic pay.  Source Document:  Original enlistment contract.


47.  ADSCD:  Active Duty Service Commitment.  The year, month, and day the ADSC expires and the basis for the commitment, such as Air Force Institute of Technology (AFIT), and so forth.


48. DT-ENL:  Date Enlisted.  Date of last reenlistment.  Source Document:  Original enlistment contract.  


49. ADSC RSN:  Any event, such as reassignment, education, training, and so forth, for which the member incurs an ADSC.


OVERSEAS DATA:


50.  STRD:  Short Tour Return Date.  Date that reflects member’s last short tour.  If member has never been overseas, date should be equal to TAFMSD.  If member has been TDY overseas for two or more days, the STRD will be adjusted for each day spent in the overseas location.  Source Document:  None.


51.  ODSD:  Overseas Duty Selection date.  Date that reflects member’s last long tour.  If member has never been overseas, date should be equal to TAFMSD.  If member has been TDY overseas for two or more days, the ODSD will be adjusted for each day spent in the overseas location.  Source Document:  None.


52.  TOUR-LENGTH:  Tour length.  Original tour length when assignment selection was processed.  The only tour lengths that should be reflected are 012, 015, 018, 024, 036, and 048.  The tour length can reflect days also based on a TDY adjustment or a TDY that received tour credit.  Source Document:  AF Form 899, Request for Authorization for Permanent Change of Station.


53.  OS-AREA:  Overseas area.  An alpha numeric code that reflects the country member was assigned.  Long tours when a member has been curtailed and did not stay in country for at least 365 days are coded as “ZL-LTADJ” and will receive day for day adjustment to the ODSD only.  Short tours when a member has been curtailed and did not stay in country for at least 181 days are coded as “ZS-STADJ” and will receive day for day adjustment to both the STRD and ODSD only.  TDYs that are reflected in this area are coded as “ZW-ADTDY”  and will receive day for day adjustment only.  TDYs that accumulate enough time for an award of short or long tour credit are coded as “ZY-TDYAWD”.  TDYs that are considered to be a short tour location are coded as “ZT-CLASS”.  Source Document:    For TDYs-Travel Voucher.





















































POINT OF CONTACT LISTING


Record Review Data Item                                    Points of Contact 


1.  Individual Data                                            MPF Customer Service           ext:_____


2.  Performance Report Data/Grade Data         MPF Career Enhancement      ext:_____ 


3.  Duty Assignment Data                                 MPF Personnel Employment ext:_____


4.  Aircrew Data                                                MPF Career Enhancement     ext:_____ 


5.  Qualification Data                                        


      - AFSCs, Special Duty Assignment (SDA) 


        Pay                                                              MPF Personnel Employment ext:_____


     - Language  (Language, EDP Aptitude)        MPF Career Enhancement     ext:_____


     - PME, Education Level                                Base Education Office           ext:_____


     - Security Clearance                                      Unit Security Manager           ext:_____


6.  Service Data                                                  MPF Career Enhancement     ext:_____


7.  Assignment Preference Data                         MPF Customer Service          ext:_____


8.  Overseas Data                                               MPF Personnel Employment ext:_____


9.  Overseas Duty History                                  MPF Personnel Employment ext:_____


10.  Fitness Data                                                 CSS ext:_____


11.  Honors Data                                                 MPF Career Enhancement    ext:_____


12.  Health Data  (no longer maintained by the MPF, please see your Hospital/Clinic administrator)                                                    


























IN-PROCESSING PROCEDURES





These procedures are designed as a guideline only.  We have also provided an example of the procedures already implemented at Malmstrom AFB, MT.  We have made a few minor changes to their procedures as it concerns the DD Form 93/SGLV 8286.  Our thanks to the MPF at Malmstrom for their valuable input to this program.





1.  New person reports to MPF Customer Service *


2.  Open UPRG package


3.  Review DD Form 93/SGLV 8286 with member


      -- Make pencil changes or reaccomplish as necessary


      -- Verify DEERS and PDS database


       -- Remind member it’s their responsibility to keep the DD Fm 93 current**


4.  Check items received on the AF FM 330, Transmittal Record/return these to member


      -- OJT records


      -- Medical/Dental records


      -- Finance records


      -- Weapons card


      -- Driver’s record


      -- Education record


5.   Provide member with other in-processing appointments as applicable (mass in-processing, Social Actions, etc.).


6.   Deliver UPRG and in-processing list to Employment.


      --Employment will prepare the UPRG for the in-processing line


         --- Ensure each member has been gained to file by the CSS prior to mass in-processing


         --- Ensure each UPRG is accompanied by an IDA worksheet or RRL





*  Alternate method would have the member reporting the Commander Support Staff to accomplish steps 1 -6.  If this method is used DEERS/PDS verification will be done by Customer Service during the mass in-processing appointment.





** This is added as a first step for an upcoming DoD initiative concerning possible mandating of current address information.








IN-PROCESSING at MALMSTOM AFB





                                                 NEW PERSON ARRIVES ON BASE


                           


                                                   REPORTS TO ORDERLY ROOM





                                           ORDERLY ROOM DROPS OFF PACKAGE





                                             MEMBER SHOWS FOR INPROCESSING


     


                                                     CUSTOMER SUPPORT BEGINS





                                      EMPLOYMENT ASSISTS OFFICER ACCESSIONS





                                                    SINGLE PERSONNEL ON BREAK





                                  CUSTOMER SUPPORT BRIEF ON DENTAL PROGRAM





                                                                  TRICARE BRIEF





                                                           EVERYONE ON BREAK





                                                                        FINANCE





                                                             RELEASE EVERYONE



































IN-PROCESSING PROCEDURES





We will conduct mass inprocessing on Tuesdays and Fridays at 1330 in the WAPs testing room.





 At the time the new person shows up to the CSS they will:





1.  Open package





2.  Have member review DD Fm 93/SGLV 8286 (complete DD Fm 93/SGLV 8286 worksheet) and include in package to be sent to MPF.  If no changes, have member write at the top of the form “no changes” and initial or sign; same goes for the SGLI side.





3.  GAIN MEMBER AND UPDATE DUTY INFORMATION AND HOME ADDRESS SAME DAY!!  IT IS VERY IMPORTANT THAT THE MEMBER IS GAINED SAME DAY SO WE ARE READY TO INPROCESS THEM  





    a.  Even if the member has a temporary address, please update it.





    b.  The date used as date arrived station when you gain them must be the same date the member uses on his/her travel voucher.





    c.  The 8 days permissive TDY is not included in the TDY enroute block in the gain update.





4.  Check off items received on AF Fm 330 or transmittal RIP and return the following to the member:





                         - OJT records (to give to supervisor)


                         - medical/dental records (take to clinic ASAP)


                         - finance records (to take to inprocessing)


                         - weapons card (CSS will keep for PIF)


                         - drivers record (keep for future use)


                         - education records (turn in to Education Center at Newcomer’s Orientation)


                         - any questions, just call ext 3207





5.  Give member an appointment letter for the mass in-processing with the time, date, location, and instructions to be in uniform.





6.  Bring UPRG, AF Fm 330/transmittal, endorsed order and DD Fm 93/SGLI worksheet  to Customer Support by COB Friday to inprocess the following Tuesday afternoon, or drop off by COB Wednesday to in-process the following Friday.  We must have the package by those times for the member to be able to in-process on those days.  Write somewhere visible when the member is scheduled to in-process.





At the time Customer Support receives the package, they will:


 


                        - retype the DD Fm 93 and/or SGLV 8286


                        - do appointment letters


                        - screen UPRG


                        - redo labels


                        - verify dependents in DEERS





At the same time the inprocessing starts, the following offices will be present across the hall to conduct the line: 


                          Employment (will be responsible for requesting RRLs/IDAs)


                          Promotions       


                          OJT


                          Enhancements


                          Customer Support (will provide UPRGs/330’s/list)


                          PRP





Customer Support will keep a list (in LOTUS) of personnel to inprocess  (only 25 a day).  Employment will ensure the RRLs/IDAs are requested and ready for the line. 





RECOMMENDATION:  MPF fund purchase snacks or make snack bar open to newly assigned personnel.


               










































































IN-PROCESSING TIMELINE








MBR IN-PROCESSES \   ORDERLY ROOM     \  EMPLOYMENT \   MBR WILL


ORDERLY ROOM       \   DROPS OFF PKG BY\  REQUEST RIPS \INPROCESS ON





Monday                                COB Wednesday             1600/Thurs                 Friday





Tuesday                                COB Wednesday             1600/Thurs                 Friday





Wednesday                           COB Friday                     1600/Mon                   Tuesday


 *since we close at 1430 for tng, packages can be dropped off at the back door of Cust Spt





Thursday                              COB Friday                      1600/Mon                  Tuesday





Friday                                   COB Friday                      1600//Mon                 Tuesday
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