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MEMORANDUM FOR ALL MILITARY PERSONNEL FLIGHTS (MPFs)        MPFM: 03-31   











       23 Jul 03
FROM: HQ AFPC/DPAPP1

              550 C Street West Suite 32
              Randolph AFB TX 78150-4734
SUBJECT:  Temporary Duty (TDY) Accumulator Update Process

MPF ACTION OFFICES

The MPF action office for this MPFM is the Personnel Employment Element.
HQ AIR FORCE PERSONNEL CENTER (AFPC) Action Offices



Direct all questions to HQ AFPC/DPAPP1, Assignment Procedures, at DSN 665-3815, commercial 210-565-3815, and DSN FAX 665-4323.  Email afpc.dpapp@randolph.af.mil.  

POLICY AND PROCEDURES


AFI 36-2110, Assignments, authorizes eligible Air Force members to receive credit for overseas duty.  This includes TDY that falls within the parameters of the above instruction.  The overseas duty selection date (ODSD), short tour return date (STRD), and number of short tours, if applicable, are normally updated automatically in MilPDS due to an interface with Defense Finance and Accounting Services (DFAS).  MPF Personnel Employment Element is responsible for ensuring the ODSD and STRD data is accurate.  Any errors discovered by the MPF or the member must be thoroughly researched by the Personnel Employment Element and then submitted to AFPC/DPAPP1 for correction and update.   This MPFM will provide detailed instructions to help the Personnel Employment Element calculate these dates and request updates.  Point of contact for this MPFM is HQ AFPC/DPAPP1, DSN 665-3815, email AFPC.DPAPP@Randolph.af.mil.







FOR THE COMMANDER








//signed//






Chief, Assignment Programs and Procedures Div
Attachments:

1.  Responsibilities
2.  Step-by-Step Instructions
3.  Template
4.  Frequently Asked Questions

5.  Adding a TDY to MILPDS TDY History File

ATTACHMENT 1 - RESPONSIBILITIES
1.  MEMBER RESPONSIBILITIES: 
Members must ensure they report to their commander support staff or MPF Personnel Readiness Unit when they return from TDY.  This will ensure their duty status is correct and the TDY is completed in MILPDS.   Members must maintain travel vouchers and TDY orders.  AFI 36-2110 para 3.4.4 requires members to provide documentation for review if their overseas credit is not automatically computed.  

2.  MILITARY PERSONNEL FLIGHT (MPF) COMMANDERS’ RESPONSIBILITIES:

MPF Commanders will ensure Personnel Employment personnel are thoroughly trained on the contents of this MPFM and submit all requests in the format provided.
3.  MPF (PERSONNEL EMPLOYMENT ELEMENT) RESPONSIBILITIES: 

Personnel Employment Elements must ensure ODSD and STRD data is accurate in MILPDS.  This includes overseas tour history, TDY history, and TDY accumulator adjustments to ODSD/STRD.  Employment Elements will also review all required documentation in AFI 36-2110 para 3.4  prior to submitting requests to HQ AFPC/DPAPP1 for update.   Employment Elements are also required to counsel members on any authorized adjustments to their ODSD/STRD.  
4.  ASSIGNMENTS PROCEDURES (HQ AFPC/DPAPP1) RESPONSIBILITIES: 
HQ AFPC/DPAPP1 will only review requests submitted through MPFs.  Requests from individuals will be not be accepted.  DPAPP1 will ensure each request is complete and contains all necessary information.  They will update adjustments to ODSD or STRD and/or overseas tour history as appropriate.  

ATTACHMENT 2 - STEP-BY-STEP INSTRUCTIONS FOR MPFS

1. Personnel Employment technicians must take the following actions prior to submitting requests for adjustments to ODSD/STRD due to overseas TDYs:


a.  Pull a standard MILPDS (RSAA01) SURF on the customer.  This is available under “Reports and Retrievals”.  Select “Folders” and then “RIP/Brief/SURF Interface”.  Select RSAA01 as report name.  After opening the SURF, review it for the following:   Make a note of the member’s Total Active Federal Military Service Date (TAFMSD), ODSD, and STRD.  Compare the dates to each other.  If a member has not had any overseas tours or TDY adjustments, the three dates will be the same (Ref:  AFI 36-2110 para 3.5.1.1 and 3.5.2.1).  

b.  Review member’s overseas tour history in MILPDS.  This information is located under “Relocations and Employments”.  Click “Personnel Employments” then “Employments” then “Overseas Data”.  Member’s overseas tours, including TDY adjustments made prior to 5 Jan 95, are listed here.  Make a note of member’s most recent overseas tour next to the dates noted in para a above.  Write down the type of tour (long, short, or TDY adjustment) and the stop date (this is the last date listed in the data entry). 

 Scenario:  SSgt Doe has one long tour and one short tour.  His long tour is shown as L.01-JUN-1997.05-JUN-2000.UK.036.  His short tour is listed as S.10-JUL-2001.15-JUL-2002.KS.012.  Write down 15 Jul 02 and “short” next to the TAFMSD, ODSD, and STRD.  This information is significant because the short tour is the most recent event that changed the member’s ODSD and STRD.   This means SSgt Doe can only receive adjustments for overseas TDYs that occurred AFTER 15 Jul 02---not before.  So, if SSgt Doe brought in a travel voucher for a TDY from 1 May 97 - 1 Oct 97 he would not be authorized an adjustment (Ref: para 3.5.1.3 and 3.5.2.3).  If this happens, Personnel Employments personnel would counsel him accordingly.

c.  At this point, compare current ODSD/STRD with tours and TAFMSD.  This comparison will help you see if SSgt Doe’s dates have been adjusted automatically.  The dates will normally be adjusted automatically if the member files their travel voucher with an Air Force finance office.  However, there are some situations that will keep this from happening as it should.  Therefore, you have to compare information as shown in the example below.

Scenario:  Member wants to have his ODSD/STRD adjusted due to a 90-day TDY in Kuwait.  He brought in a travel voucher that shows he was there from 1 Oct 02 through 1 Jan 03.  His ODSD and STRD are currently 15 Jul 02 (short tour above).  If he had had an adjustment already, the ODSD and STRD would read 15 Oct 02 (90 days TDY added to last date of most recent short tour).  Now it’s clear he has not had an automatic adjustment.

d.  For a manual adjustment, ensure the TDY is listed in SSgt Doe’s TDY history.  This information is listed under “Personnel Employments”.  Click “Personnel Employments”, “Employments”, then “TDY Reporting”.  Once there, click “View History” to see if the TDY is listed.  Once in the “history”, click on the appropriate TDY.  Look at the bottom right portion of the screen for the 43Fdata.  Note: the information in this section comes directly from member’s travel voucher.  The servicing finance office updates this information.  Are the blocks filled in?  If so, compare the number of days OCONUS with member’s request/travel voucher.  Are the number of days the same?  If so, see scenario 1 below.  If the dates are not the same, use the travel voucher to verify the correct number of days and proceed.   The 43F data shows how many days Finance paid the member for.  This is the data DPAPP1 will use to approve adjustments.   NOTE: All TDYs must be listed in the history file before DPAPP1 will process any adjustments.  Refer to attachment 5 for instructions on adding TDYs to the History File.  Let’s look at several common scenarios with SSgt Doe’s TDY.

Scenario 1:  SSgt Doe’s Kuwait TDY is listed in his history file. The 43F information is completed.  It shows he was paid for 90 days OCONUS and 3 days CONUS.  In this scenario, the Employments technician would go directly to paragraph e.

Scenario 2:  SSgt Doe’s Kuwait TDY is listed in his history file, but the 43F information is blank.  Look at the bottom left portion of the screen.  If the blocks “DATE ARR TDY” and “DATE RET CURRENT” are filled in, use those dates as the start and stop dates and calculate the number of days.  NOTE:  If he has a final travel voucher, use the dates listed on that even if they conflict with the “DATE ARR TDY” or “DATE RET CURRENT” blocks.  The travel voucher should be the most accurate document.  

Scenario 3:  SSgt Doe’s Kuwait TDY is not listed in his history file.  In this case, you must input the TDY information into the history file before you can move on.  See instructions in attachment 5.  Be sure to use SSgt Doe’s final paid travel voucher and pay close attention to the start and stop dates (Ref:  AFI 36-2110, table 3.5 notes 2 and 5).  SSgt Doe is responsible for bringing in the correct vouchers.  If he doesn’t have the voucher, he will have to contact his servicing AFO to request a travel voucher history.  

e.  Once you’ve verified the TDY is in the history file and determined how many days credit are authorized, it’s time to calculate the dates and send the request for update to DPAPP1.  Here are a few common scenarios to learn from.  SSgt Doe was TDY overseas for 90 days.

Scenario 1:  SSgt Doe had a short tour that ended on 15 Jul 02.  His ODSD and STRD both equal 15 Jul 02 because this is the last date of the tour (Ref: AFI 36-2110,  table 3.4 rule 2 and para 3.5.1.3 and 3.5.2.3).  He has not had any other overseas TDYs since then.  Add the 90 days TDY to 15 Jul 02.  The correct ODSD and STRD are 15 Oct 02.  

Scenario 2:  SSgt Doe had a long tour that ended on 15 Jul 02 but no short tours or other overseas TDYs.  His ODSD was 15 Jul 02 (Ref:  AFI 36-2110, table 3.4 rule 1 and para 3.5.1.3).  His STRD is equal to his TAFMSD (Ref:  AFI 36-2110 para 3.5.2.1) which is 15 Jan 88.  Add the 90 days TDY to this date to get the correct STRD.  The correct STRD is 15 Apr 88.  Add the 90 days to 15 Jul 02 to get the correct ODSD.  The correct ODSD is 15 Oct 02.

Scenario 3:  SSgt Doe had no previous short or long tours.  His ODSD and STRD equal his TAFMSD which is 15 Jan 88 (Ref:  AFI 36-2110 para 3.5.1.1 and 3.5.2.1).  Add the 90 days TDY to this date.  The correct ODSD and STRD are 15 Apr 88.


Scenario 4:  SSgt Doe separates and later becomes Capt Doe.  His TAFMSD is adjusted to 10 Aug 90.  His ODSD and STRD are equal to his adjusted TAFMSD.  He has no long tours.  He has one short tour that ended in 1988.  He completed a 90-day TDY in 1987.  He is not authorized an adjustment for this TDY because it occurred prior to his adjusted TAFMSD, however, his short tour can be updated in his overseas history file.  It will not adjust his STRD or ODSD, but will give him a short tour under “number of short tours”  (Ref:  AFI 36-2110 para 3.5.1.2 and 3.5.2.2.).  Note:  prior service personnel will receive credit for time served OCONUS IAW AFI 36-2110.  However, DPAPP1 will not approve requests for adjustments due to TDYs that occur prior to adjusted TAFMSD unless the TDY results in award of a short or long tour IAW table 3.5.   

Scenario 5:  SSgt Doe has one long tour that ended on 20 Jun 00 and a short tour that ended on 15 Oct 98.  His ODSD is 20 Sep 00 and his STRD is 15 Jan 99.  This shows his 90-day TDY has already adjusted his dates.  Notice his ODSD and STRD are not the same.  This is because the short tour came prior to the long tour.  His STRD and ODSD were both 15 Oct 98 until he completed the long tour.  At that time, his ODSD was adjusted to 20 Jun 00.  Both ODSD and STRD were adjusted by the 90-day TDY that occurred after both tours were over.  In this scenario, the member is not authorized any further adjustments and should be counseled accordingly.

f.  Once you have completed steps a through e above, it is time to get the information ready to send to DPAPP1.   Personnel Employments must use the template in attachment 3 when requesting TDY accumulator adjustments.  Simply fill in all information on the template, copy and paste it onto a blank email.  Don’t attach the template on a separate file.  The subject of the email should be “TDY ACCUMULATOR ADJUSTMENT--SSGT DOE”.    The sender should include their full name, rank, unit, and phone number.  The template and standardized subject help move the process along when DPAPP1 begins reviewing the request.  The contact information ensures DPAPP1 can reach the sender if they need more information.


g.  The last step for the MPF is monitoring the requests to ensure they are answered in a timely manner.  DPAPP1 will answer most requests within two weeks; however, some may take longer.  If member has been selected as a non-volunteer for reassignment, please include this information in the subject line of the email.  DPAPP1 will contact Personnel Employments Element if they need more information.  MPFs must respond to all emails or phone calls.  DPAPP1 will not continue processing requests that are incomplete.  They will reply to the original email when the updates are finished.  The MPF can contact the member after they have received the emailed response from DPAPP1.
ATTACHMENT 3 - TEMPLATE FOR EMAIL
Copy and paste this template into the email--do not attach it as a separate file.  Attachments will delay the process.

Rank/Name: Maj Bugs B. Bunny
SSAN:  123-45-6789
Date of Departure from CONUS Port for TDY: 1 Jan 99
Date Departed Overseas Area: 3 Apr 99
Total Number Days TDY in Overseas Location:  92 days  
Overseas Location: Al Kharj, Saudi Arabia (Base or city and country are required) 
Previous ODSD and STRD:  1 Jul 98 and 1 Jul 98 (note:  these will not always be the same dates)
Requested ODSD and STRD:  3 Oct 98 and 3 Oct 98
Additional information:  Example, member authorized short tour IAW AFI 36-2110 table 3.5 rule 2 (over 300 days within an 18-month period).
ATTACHMENT 4 - FREQUENTLY ASKED QUESTIONS
1. Does everyone who is TDY for 179 days get awarded a short tour?  Answer:  No, AFI 36-2110 table 3.5 outlines award of short tours for TDYs.  Individuals are only authorized award of a short tour if they fall under one of the rules in the table.  In general, a member must complete at least 300 days overseas TDY within a consecutive 18-month period, or 548 days within a consecutive 3-year period, to be awarded a short tour.  From time to time, there may be exceptions to this rule.  Those will be identified by DPAPP1 separately and will include instructions for processing.  
2.  What do I do with prior service members?  Do they get credit for overseas duty too?  Answer:  AFI 36-2110 para 3.4 states credit will be given for all overseas service performed in any of the Armed Forces of the United States (whether officer, warrant officer, or enlisted status) with the guidelines of that instruction.  Process their requests as outlined in the step-by-step instructions in this MPFM.  One point to remember is they do not receive adjustments to their ODSD/STRD for overseas tours that ended before their TAFMSD.  You can request the overseas tour be added to the member’s overseas tour history, but it will not adjust the dates. 
3.  Can I use TDY orders to verify the TDY?  Answer:  The only source document to be used to validate overseas TDY is a copy of the paid travel voucher for each TDY claimed.  You may use the orders in conjunction with the travel voucher to help verify location if needed.    

4.  I was TDY to MacDill AFB FL in support of a contingency.  Do I get short tour credit or an adjustment to my ODSD/STRD?   Answer:  No to both questions.  AFI 36-2110, table 3.4, only authorizes award of a short tour for duty performed in an overseas location for a specific period of time. Overseas duty is defined as “any duty performed as a member of the U.S. Armed Forces outside the continental United States”.  TDY time spent in CONUS does not count as overseas duty and will not result in ODSD/STRD adjustments.  
5.  How do I know if my ODSD/STRD has been adjusted?  Answer:  Most members will not be trained to figure the calculations outlined in the step-by-step instructions.  They will need to contact their CSS or Personnel Employments technicians to review their data as shown in the instructions.  Additionally, when members are awarded a short or long tour for accumulated TDY time, they will receive a computer-generated RIP that shows their new information.  

6.  What AFI governs this process?  Answer:  AFI 36-2110, Assignments, paras 3.4, 3.5, and table 3.5 cover management of overseas duty.  These paragraphs outline what type of credit is given, who is eligible, and what procedures should be followed.   Additionally, the above reference may be supplemented by policy changes sent out by AIG 8106 messages.  These policy changes will be included in future AFI 36-2110 changes. 
7.  What if a member doesn’t file their travel voucher with an AF finance office?  Answer:  The member will need to bring his final travel voucher and orders into Personnel Employments for review.  Employments will need to manually calculate the ODSD/STRD and request update.
ATTACHMENT 5:  ADDING A TDY TO MILPDS TDY HISTORY FILE
Use the following procedures to add a TDY to a member’s MILPDS TDY History file.
1.  Log in to MILPDS and select “Relocations and Employments”.  Click “Personnel Employments”, then “Employments”, then “TDY Reporting”.  Once in “TDY Reporting”, press F7 and type in the person’s name or social security number and press F8.  These actions will bring up an individual’s TDY record in the Current/Projected view.

2.  Place cursor on the next available blank data line.  Press “insert” button.  Complete requested data.  Use the tab key to move from data point to data point.  Below is a breakdown of data requirements. Some data fields can be blank as noted.


a.  TDY TYPE:  Use list of values (LOV) to select type of TDY.  


b.  DATE DEPART CURRENT:  Use the departure date as shown on member’s final travel voucher.  Use DD-MMM-YYYY format.


c.  EST TOUR LENGTH:  Use actual number of days member was TDY based on final travel voucher.


d.  REQMT/AEFI:  Use LOV to select AEF requirement if a contingency TDY.  May leave this blank.


e.  TDY AFSC:  Leave blank.


f.  DATE NOTIFIED:  Leave blank.


g.  EXPIRE DATE:  MILPDS will automatically populate this data based on departure date and number of days. 


h.  MANDATORY RETURN DATE:  Leave blank.


i.  DATE ARR TDY:  Use date member arrived at TDY location.  Use travel voucher for this information.


j.  DATE RET CURRENT:  Use date member returned to permanent duty station.  Use travel voucher for this information.  


k.  TDY ACCTG SYM:  Use PASCODE for TDY location.  This can be left blank.


l.  CNTRY:  Use country code or state code.  Use LOV to find country/state code.  


m.  ARC TECH TVL STAT:  Leave blank.


n.  ESP:  Leave blank.


o.  WUC:  Leave blank.


p.  VOL STATUS:  Leave blank.
3.  Once all data is input, press “save” icon (little yellow disk).  The TDY will automatically move to the “View History” file.  
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