LOSS SURF:  A Loss Surf should be pulled and reviewed on every member applying for retirement.  MPFs need to ensure all service dates are accurate and correct (NOTE:  If the 1405 service date is missing, MilPDS will not approve the retirement, and if by chance it does approve, the retirement orders will be incorrect).  Another item that is often overlooked is codes AAC 50 or 46 (Maximum Stabilized Tour).  If a member requests a retirement date while in the assignment cycle time frame of the Code 50/46, the personnel technician will get an error when the request is input to MilPDS.  Therefore, the member must request that date (AAC 50 or 46) be extended to coincide with the requested retirement date.   This request must be faxed to AFPC/DPPRR for processing.  Additionally, not all Active Duty Service Commitments (ADSCs) are updated in MilPDS, so you must manually look at Date of Rank and Date Arrived Station to determine if member should have an ADSC.  If you determine an ADSC should exist for a promotion, or training or PCS commitment, a waiver to that commitment is required.

AFI 36-3203, Attachment 7 (Preapplication Checklist):  This is a pertinent document to have the member read, understand and sign when applying for retirement (IAW AFI 36-3203).  This should generate questions from the member and alleviate possible mis-counseling claims later.  Recommend having the member initial next to each paragraph and sign at the bottom of the page during his/her initial briefing. 

7 Day Option (7DO) and Declination of an Assignment:  They are two different actions and it is very important to understand the difference.  A 7DO retirement is only applicable for a member who meets all retirement eligibility requirements.  Remember, members must apply for a retirement date within 7 months after notification and have signed the AF 1160 within 7 calendar days from the date of assignment notification date.  The only time a member should decline an assignment is if he does not have the retainability to complete the assignment but enough to retire at 20 years TAFMS.  Declining to get retainability renders a member ineligible to reenlist, attend PME or be promoted; so, if member’s DOS does not carry him/her to 20 years TAFMS, he/she will be separated prior to reaching 20 years.  If a member declines retainability and was eligible for retirement, a mandatory DOS of 6 months from assignment notification must be updated by the MPF upon coordination with HQ AFPC/DPA as stated in AFI 36-3203, paragraph 2.19.3 and AFI 36-2110, paragraph 2.29.6.3.  Recommend this topic be reviewed at the next MPF in-house training session for Personnel Relocations. 

Retirement Disapprovals:  AFI 36-3203, chapter 2.18, specifically states a waiver request must be “in the best interest of the Air Force” or for “hardship” reasons.  Review attachment 1 of AFI 36-3203 for definitions of “best interest of the Air Force” and “hardship.”  Solid documentation and justification is required.  We have seen vague justification, which has resulted in disapprovals because we do not have all of the facts.  When accepting a waiver request for retirement from a member, please read and ask yourself if his justification truly falls within the realm of “best interest” or “hardship” reasons.  If you’re in doubt, advise the member accordingly.  Although MPFs do not have the authority to return an application, this would be beneficial to your customers to advise them on the justification provided.  Don’t forget, the commander’s endorsement holds great value to his request as well.  A “Concur” is not sufficient; a commander must justify why the waiver is in the “best interest of the Air Force” or why the commander supports the “hardship.”  

Retirement Date Extensions:  We see a lot of extension requests based on the member not being able to take all of his/her leave.  Attachment 7, paragraph A7.3.3 states that a member may not extend his approved retirement date solely to allow for terminal leave.  If you see a member requesting extension for that reason, please advise the member this does not fall within “best interest” or “hardship” guidelines and the request will not be normally entertained.  Remember, waiver, extension, withdrawals and acceleration requests must be faxed to HQ AFPC/DPPRR.  If you update the request in MilPDS, please fax package ASAP or the request will be disapproved in system due to lack of documentation.  

Missing retirement orders:  Please do not rely on receipt of orders to determine approval of a retirement.  Recommend setting up a suspense file, which you can check periodically for approval/orders.  If several days have passed and you still have not received orders, please consult your PSM.   They have access to orders produced for up to 30 days, if not more, depending on local PSM procedures.  

HQ AFPC/DPPRR (Retirements Branch) has an email address for all inquiries, status checks or missing orders.  Please use this email account after all avenues have been exhausted at your level to find the answer within governing directives. We prefer you use this email versus calling, simply because it allows written guidance for your records, ample time for proper research on our part and a point of contact for both you and DPPRR. This email box is checked several times a day, but an answer could take up to 72 hours if it requires deeper research by the technician.  Please check MilPDS prior to any call or email when requesting the status of a member’s request.
