THE SDAP PROCESS AND UPDATE PROCEDURES
THE SDAP PROCESS

The commander certifies a member eligible for AF/DP-approved SDAP (see Table 2).  

Unit SDAP monitor completes AF Form 2096, Classification/On-the-Job Training Action, to start, stop or change a member’s SDAP.  The AF Form 2096 serves as the source document for award of the pay and MilPDS update. 

SDAP information is typed in Section II, Assign Proficiency Pay, area of the AF Form 2096.  The member’s authorized SDAP rate (1,2,4, etc.) belongs in the “SS Rating” block and the corresponding dollar amount in the “Amount” block.  Include the applicant’s Duty AFSC, and put the effective date of the start, stop, or change in the “Effective” block.  The “Pro Pay Status Reason” block is for proficiency pay codes (Attachment 1).  Use these codes when corresponding with HQ AFPC/DPSFM (They are not part of the personnel SDAP updates.)  When stopping SDAP, type the SDAP rate (1,2,4,etc) in the “Withdraw Pro Pay” block, and the effective date of that stop in the bottom “Effective” block.   

The commander signs the AF Form 2096 to certify action is valid.  Unit SDAP monitor forwards the completed AF Form 2096 to the MPF Personnel Employment Element for updating and retains copy to file in Personal Information File (PIF).  

MPF Personnel Employment Element reviews the AF Form 2096 for accuracy, resolves discrepancy with unit, and updates SDAP.  SDAP transactions are not available in PC-III.  MilPDS must be used for updates/inquiries.  If needed, contact your PSM for assistance with MilPDS.  Specific processing guidance for Reserve SDAP requests will be published by HQ AFRC.

MPF Personnel Employment Element verifies their transactions processed/updated and files AF Form 2096 in the Unit Personnel Record Group.  

MPF Personnel Employment Element works with PSM and local Financal Service Office to resolve update transactions that fail to process/update.  If coordination with PSM is unable to resolve the issue, MPF contacts HQ AFPC/DPSFM for assistance.  

UPDATE PROCEDURES


MilPDS is used for updating SDAP.  Air Force Computer Systems Manual, (AFCSM) 36-699, contains detailed update procedures including other update codes used to effect SDAP changes.  Ensure you are familiar with the procedures.  Use the table below as a quick reference to update starts, stops or changes to SDAP.  Each code used must contain the corresponding mandatory rule shown in Table 2.  Important note:  Do not use SDAP Action of code 4 to stop SDAP or remove someone individual from your SDAP rosters.  Use of this code will cancel the SDAP entitlement; the member’s SDAP monies will automatically be recouped and recoupment action will start.  

An update example to start SDAP is shown below.  Be sure to include the source document code of “AV” for AF Form 2096, and the Julian date.  Example:  AV01285, where “01” represents the year and “285” the Julian date.  

	SDAP Action
	Used to:
	Reason Code 
(as applicable)
	Remarks
(Note 1)

	1
	Start SDAP
	C,D,E,F,G,H,I,J
	Appropriate rule and rate must be used.  

	2
	Stop SDAP
	A,B
	Appropriate rule and rate must be used.  The rate must be code F for zero pay.

	3
	Change SDAP Rate, Reason and/or Effective Date 
	C,D,E,F,G,H,I,J 
	Appropriate rule and rate must be used

	4
	Cancel previously reported SDAP code on PDS and HAF.  Do not use to stop SDAP transaction
	
	This causes a recoupment of previously paid SDAP Contact HQ AFPC/DPSFM prior to using this code.  (Note 2) 

	5


	Reflow SDAP Start Date to DFAS
	C,D,E,F,G,H,I,J
	Dates input must not match data on DFAS-DE file

	6
	Reflow SDAP Stop Date
	A,B
	Dates input must not match data on DFAS-DE file.  The rate must be code F for zero pay.

	7
	Reflow Changes
	C,D,E,F,G,H,I,J
	Dates input must not match data on DFAS-DE file


NOTES: 

1.   All blocks must be filled in on any SDAP transaction.  Check members’ control/duty AFSCs, duty position, and duty information prior to any SDAP updates.  

2.   Change the SDAP action code only.   Do not change the initial data previously input to warrant this cancel action.
