








16 Jan 03
Subject:  Processing Procedures for Prior Enlisted Personnel and Direct Commissioning Programs
1.  Please pass the following message to your Separations Element.  We need your assistance in the processing of direct commissioning programs.  We are experiencing several problems with the processing of prior enlisted personnel attending OTS and direct commissioning programs such as physician assistants, medical service officers, biomedical service officers and nurses.  The processing discrepancies have resulted in pay being incorrectly established or stopped for affected officers.    
2.   This guidance is intended to provide clarification on inputting correct SPD codes and DJMS transactions for the different commissioning programs.  This guidance does not change the requirements for other personnel actions such as the application process, preparation of the DD214, promotion or associated assignment actions.
3.   Enlisted members who attend OTS in a TDY status and receive their commission upon completion of basic officer training (BOT), the SPD (KGM-A) will flow from HQ level based upon member’s projected graduation date.   Upon receipt of the projected separation, the Separations Element should receive a TR remark to update an E63 transaction.   However, do not, repeat, do not update the E63 transaction for these personnel.  This information will be updated by OTS personnel at Maxwell AFB upon confirmation of member’s graduation from OTS.  MPF will prepare a DD Form 214 worksheet to be forwarded to OTS personnel at Maxwell AFB.
4.   Prior enlisted individuals who are directly commissioned as an Air Force officer such as medical service corps, biomedical service corps, nurse corps, will receive extended active duty (EAD) orders calling them to active duty.  These members will receive their reserve officer oath and commission prior to attending commissioned officer training (COT) and may hold a dual status as a reserve officer and an enlisted member.  IAW AFI 36-3208, paragraph 2.13, member must apply for separation using an AF Form 31.  The effective date of separation must be one day prior to their travel day as directed in item 13 of their EAD order.  For example, if item 13 (effective date of duty) is  20 Apr 01, however officer will not begin travel until 22 Apr 01, then the separation effective date will be 21 Apr 00 (day prior to travel day).  The day the member begins travel will establish their enter active duty  (EAD) date as an active duty officer.  Thus, it is imperative the separation date is properly established to avoid a break in service.    The Separations Element is responsible for updating MIL PDS separation approval (APR) with SPD code (KGM-B) and inputting the E63 transaction and completing the DD Form 214 (finalized but not distributed until DOS or later).   Please note: when updating the separation approval, you must enter the pas code of the gaining unit as reflected on the member’s EAD order.  The following information is required when inputting the DJMS E63 update:


Instruction for E63 Update for Direct Commissions Only
	SSAN
	Mandatory
	Press F7 key and enter member’s SSAN.  Press F8 key to query record.

	Full Name
	Mandatory
	Name will populate based on SSAN query.

	Source Document
	Mandatory
	Select appropriate code from LOV (NOTE:  DE (DD Form 214) for this type of action.)

	Lv Settlement
	Mandatory
	Enter “2” carry leave forward.  Direct commissions are not authorized to sell back leave..

	Vol Extn nbr
	Mandatory
	Leave this field blank

	Ret/Sep SDN JUMPS
	Mandatory
	KGM.

	SVC Comp Proj
	Mandatory for this update
	Enter “V”

	SRB Bonus Type
	Mandatory
	Must be 0 

	SRB Multr Proj
	Mandatory
	Must be 0

	SRB Payment Option
	Mandatory
	Must be 0

	Reentry Gr
	Mandatory
	Use grade indicated on member’s EAD order (item 10).

	Days Acc Lv Set Save Pay
	Mandatory
	Must be 000

	Total Days Acc Lv Settle
	Mandatory
	Must be 000

	Officer Status Ind Proj
	Mandatory
	Must 2

	Forgiv Extns Obli Ind
	Mandatory
	Must be 1

	ACTION
	Mandatory
	Select E63 


Please note that some Optional inputs are mandatory when updating direct commissions.
5.   Prior enlisted individuals who separate to attend ROTC under the SOAR, POCERP, and ASCP  programs have also caused a problem.   MPFs are incorrectly coding these members using SPD KGM.     The correct SPD code for enlisted personnel separating to attend Air Force ROTC is KGX.  Using the incorrect SPD has resulted in some members receiving officer pay after their date of separation, which must be recouped by DFAS.    In addition, do not distribute the DD Form 214 until the member or college provides a copy of DD Form 4, Enlistment/Reenlistment Document Armed Forces of the United States and AF Form 1056, Air Force Reserve Officer Training Corps (AFROTC) Contract, confirming member’s oath and enrollment into the ROTC program.
6.  Finally, we solicit your support in correctly updating the above actions.  Failure to properly input the SPD code and associated DJMS transaction will (and has) caused severe inconvenience and in some cases hardship to those affected.   Please ensure your Separations Element receives this message and conducts training if necessary.  If you have any questions, please contact, AFPC/DPPRS, at DSN 665-2269/2792.
