Palace chase processing checklist
1. Member goes to the MPF Relocations Element to request PALACE CHASE application forms: 

Fax DSN is 665-2436. 

5. AFPC receives a transaction register (TR) all required forms. the completed AF Form 2631 and AF Fm 1288 on enlisted members. 
the completed AF Forms 780/1288/2631 on officers; or 
The contract will not be less than one year, nor more than six years for both enlisted and officers. 

4. MPF Relocations Element updates MilPDS fax 

Officer: Officers serve three times the amount owed on their highest Active Duty Service Commitment (ADSC) prior to date of separation. 
Enlisted: Enlisteds must serve for a period two times the remaining amount they owed on their term of enlistment. 
CONTRACT: 
If member is an officer, the wing commander makes recommendation for approval/disapproval on the AF Fm 780 and the AF Fm 1288. 

3. Member returns completed forms to the MPF 

If member is enlisted, the squadron commander makes recommendation for approval/disapproval on the AF Fm 1288. 
If member is an officer, they complete AF FM 1288, AF FM 2631, and AF FM 780 --check recommendation on AF Fm 780 and AF Fm 1288. 

2. Member completes forms as instructed (please remember to include the members DSN phone number on all correspondence!) 

If member is enlisted, they complete AF FM 1288, and AF FM 2631, and the squadron commander checks the recommendation on AF FM 1288. 

6. AFPC/PALACE CHASE office forwards the application to the AFPC Assignments Directorate for manning consideration/recommendation. 

7. AFPC/DPA (Assignments) sends the application back to the AFPC/PALACE CHASE office with recommendation based on manning. 

8. AFPC/PALACE CHASE office reviews eligibility and all recommendations, then: 

USAFR in-service recruiters will assist members. MPF has the phone numbers of ANG unit recruiters. 
The TR flows to the base MPF and a PC III notice flows to the member's orderly room (CSS). 

9b. Approvals: AFPC calls the appropriate recruiter and the member works the Air Reserve Component (ARC) assignment with the recruiter indicated on the AF Fm 1288.  AFPC/DPPRSR forwards the package on officers to the Secretary of the Air Force Personnel Council (SAFPC) at Andrews AFB for final decision for all high cost training, requests for more than 6 months early release, and all recommendations for disapproval. 

9a. Disapprovals: AFPC updates disapprovals in MilPDS. 
If member is an officer, Forwards to DPPRS for recommendation. Then, Secretary of the Air Force's delegated officials at DPPRS may approve 6 months or less early release and non-high cost training. 
If member is enlisted, approves/disapproves. 

	PRIVATE
9c. IMPORTANT NOTE: Please take note that the base separation authority is NEVER given the authority to approve or disapprove PALACE CHASE applications. They provide recommendations to the approval/disapproval authority only. Also, with disapproval recommendations, the base separation authority is required to provide justification (see sample AF Form 780, front side, bottom half, and note "attach reasons" area.)


10. Recruiter send in the AF Fm 1288 to AFPC/PALACE CHASE with assignment information. 


11. AFPC updates approval in MilPDS (this establishes a date of separation (DOS) and projects the member to the ARC position). 
OFFICER: Requested DOS should allow approximately 75 days after the recruiter provides gaining unit information. A later DOS must be requested using the AF Fm 780. ENLISTED: DOS is normally 75 days after the recruiter provides gaining unit information for enlisted. A later DOS must be requested in writing by the member with commander's approval. An earlier DOS must also have the MPFs coordination to ensure separation processing can be completed. 

12. Member reports to the gaining unit as directed and participates for the required time or is recalled to active duty to complete original active duty term of enlistment (or highest ADSC for officers) or 1 year whichever is highest. 

13. Members are not eligible to apply for PALACE CHASE if they already have an approved date of separation in the system (i.e., 7-Day Option, Miscellaneous Separation, etc.) 

14. Bonuses, scholarships, and tuition assistance: The amount of the unearned portion of these monetary benefits (unserved ADSCs) is recouped for officers. This is not waiverable. By law, any unearned portion must be repaid when the officer is approved for a voluntary separation. All unearned portion of bonuses and scholarships (not tuition assistance) are recouped from enlisted members. 
Rule 23: The intent of this rule is to allow overseas members to apply if they are within 6 months of DOS (when DOS [or ADSC for Officers] is equal to their DEROS). Repayment of the money does not cancel the ADSC. That is, although the money is paid back, the member's commitment to the reserves will still be based upon the established DOS in the system for enlisted; or highest ADSC in the system for officers. 

15. Officers must serve in the ARC under contract based on the highest held ADSC at the time of application. 

16. Category E position (points only, non-pay position) is not an option for critical skill AFSCs (such as rated) or when Total Force is undermanned in that AFSC. 

17. Approved applicants assigned to Cat E positions must move into CAT A (ANG or USAFR unit positions) or B (IMA positions). Failure to accept the position will result in recall to active duty. 

18. OVERSEAS CRITERIA (AFI 36-3205, Tbl 1.1, rule 5): Allows members to apply for a DOS that will be equal to their DEROS. They may apply up to six months in advance (even if they have an assignment in the system). 

Officer issues

To Strengthen their application, officers may feel free to add any of the below:
1. A letter from themselves explaining why it would be in the best interest of the (Total Force) to allow them to separate at the time they are requesting. 

2. A letter from the reserve/guard unit that selected them. Their letter should explain why they need you now and manning statistics. 

3. If they are selected for an active duty position or full time technician position, be sure to include that information. 


All letters to be included with the application should be addressed to: 
HQ AFPC/DPPRSR - "SUBJECT: ADDENDUM TO AF FM 780 (member or current commander)
OR 
HQ AFPC/DPPRSR - "SUBJECT: ADDENDUM TO AF FM 1288 (ARC commander)
as appropriate. 

The PALACE CHASE program does not require applicants to have a job lined up prior to application; however, it is very helpful in getting the application approved. 

The MPF should have a list of all ANG bases and phone numbers. ANG and AFRes vacancies are on the web at http://arpc.afrc.af.mil and www.ang.af.mil. Also there are reserve recruiters assigned to every Air Force base and Air National Guard -- they can be located through the MPF. 

There is no guarantee that eligible applicants will be approved. Approval is based on the needs of the Air Force. If applicants do not yet have a reserve or guard job, please indicate where they want to go and who they are working with on the AF Fm 1288. 

Please provide the PALACE CHASE office with your DSN number on all correspondence. 


Regular Officers Need Reserve Oath of Office:

You should receive a package from HQ ARPC with all the necessary information included. However, since it may arrive late, I recommend:
• You talk to your recruiter from the AFRES or ANG and/ or get a copy of the Oath of Office from them or the Web - AF Form 133
• Complete the Oath of Offie form

• Send a Copy of the completed Oat of Office and AF Form 1288 (1288 should have 1st and 2nd endorsements completed), to HQ ARPC. ARPC’s fax number is DSN: 926-6446.

Other Processing Information
If Approved for Active Duty AGR Position:

PALACE CHASE/PALACE FRONT who are transferring directly into an AGR position 

Prior to their active duty DOS:
 

1. FAX the following to: DFAS/PMJPA DSN 926-6191 
AF Fm 100
DD Fm 214 or worksheet

AF Fm 1288
EAD orders (AGR)

2. MPF will complete E-53

DFAS will stop the drop action & fix leave & pay record.

3. If DOS changes - amendments must be faxed to DFAS too.

4. Also send an e-mail with same information to DSN 926-6746:

FREQUENTLY ASKED QUESTIONS

1. Q: MAY THE BASE SEPARATION AUTHORITY DISAPPROVE A PALACE CHASE SEPARATION?

A: NO. THE BASE SEPARATION AUTHORITY RECOMMENDS APPROVAL/DISAPPROVAL AND PROVIDES JUSTIFICATION FOR ALL DISAPPROVALS. THE APPLICATION MUST BE PROCESSED TO HQ AFPC/DPPRSR FOR PROCESSING A DECISION.Q. DOES THE WING COMMANDER OR EQUIVALENT HAVE TO CHECK EITHER THE DISAPPROVE OR APPROVE BLOCK ON THE AF FM 780 AND AF FM 1288 ? 

2. Q: THE POINT OF CONTACT AT AFPC FOR THE PALACE CHASE PROGRAM?

A: HQ AFPC/DPPRSR, DSN: 665-3758

E-MAIL: palacechase@randolph.af.mil
OFFICERS:

3. Q: DOES THE WING COMMANDER OR EQUIVALENT HAVE TO CHECK EITHER THE DISAPPROVE OR APPROVE BLOCK ON THE AF FM 780 AND AF FM 1288 ? 

A: YES, THERE ARE BLOCKS FOR THE APPROVAL AND DISAPPROVAL RECOMMENDATIONS THAT MUST BE CHECKED BY THE WING COMMANDER OR EQUIVALENT.

OFFICERS/ENLISTED:

4. Q: WHO IS THE APPROVAL AUTHORITY FOR PALACE CHASE SEPARATIONS?

A: ENLISTED: HQ AFPC/DPPRSR, per AFI 36-3205 PARAGRAPH 1.7.3.

OFFICERS: THOSE DESIGNATED BY THE SECRETARY OF THE AIR FORCE. THE SECRETARY OF THE AIR FORCE PERSONNEL COUNCIL APPROVES AND DISAPPROVES OFFICERS FOR SEPARATION WHEN THERE IS A DISAGREEMENT IN RECOMMENDATIONS, REQUEST IS FOR MORE THAN 6 MONTHS AND/OR MEMBER HAS A HIGH COST TRAINING ADSC PER AFI 36-3205 PARAGRAPH 1.7.3.

5. Q: MAY AN APPLICANT REQUEST WITHDRAWAL OF PALACE CHASE APPLICATION?

A: YES, THEY MAY REQUEST WITHDRAWAL. ENLISTED MUST SUBMIT THEIR JUSTIFICATION IN WRITING AND HAVE THE SQUADRON COMMANDER’S ENDORSEMENT. OFFICERS MUST SUBMIT THEIR REQUEST USING AF FM 780. AFI 36-3205 PARAGRAPH 1.3.6, AND 1.4. 18.

6. Q: WHAT ITEMS ON THE AF FM 2631 MUST BE COMPLETED PRIOR TO SUBMITTING THE APPLICATION TO HQ AFPC?

A: ITEMS 1, 2, 4, AND 5. ITEM 3 WILL BE COMPLETED UPON APPROVAL OF THE PALACE CHASE SEPARATION. 

7. Q: WHAT FORMS MUST BE FAXED TO HQ AFPC/DPPRSR DSN 665-4664 WITH THE MilPDS UPDATE? 

A: ENLISTED: AF FM 1288 AND AF FM 2631; OFFICERS: AF FM 780, AF FM 1288, AND AF FM 2631.

8. Q: DOES AFPC NEED THE MEMBERS DSN ON THE APPLICATION? 

A: YES, AFPC NEEDS THE DSN ON ALL ENLISTED AND OFFICER APPLICATIONS. 

9. Q: WHEN CALLING AFPC REGARDING THE STATUS OF AN APPLICATION, WHAT INFORMATION IS REQUIRED? 

A: THE MEMBER’S SSAN IS REQUIRED TO CHECK THE STATUS OF THE APPLICATION.

10. Q: MAY A MEMBER REQUEST TO CHANGE THEIR DOS?

A: YES, ENLISTED MUST SUBMIT A LETTER OF JUSTIFICATION WITH THE SQUADRON COMMANDER’S ENDORSEMENT. OFFICERS MUST SUBMIT AN AF FM 780. 

11. Q: WHAT NOTIFICATION IS GENERATED WITH THE MPF’S MilPDS UPDATE?

A: A PC III NOTIFICATION IS GENERATED TO THE MEMBER’S ORDERLY ROOM. THIS NOTIFICATION IS ADDRESSED TO THE "AFO" . THE PURPOSE IS TO INFORM THAT AN APPLICATION IS PROCESSING AND COULD RESULT IN AN APPROVED SEPARATION. THIS IS NOT AN APPROVAL NOTICE TO THE MEMBER. 

12. Q: HOW LONG DOES A PALACE CHASE APPLICATION TAKE? 

A: ONCE AFPC RECEIVES THE APPLICATION, WHICH NORMALLY TAKES ABOUT 5 WORKDAYS, THE APPLICATION PROCESS TAKES 4 TO 8 WEEKS. 

13. Q: WHAT IS THE CHANCE OF A PALACE CHASE APPLICATION BEING APPROVED?

A: EACH APPLICATION IS LOOKED AT ON A CASE BY CASE BASIS. APPROVAL IS BASED ON THE NEEDS OF THE TOTAL FORCE.

14. Q: IF APPROVED FOR PALACE CHASE CAN A MEMBER ELECT TO GO INTO A CATEGORY E (NON-PAY POSITION)?

A: NO. CATEGORY E POSITIONS ARE ONLY AUTHORIZED WHEN THE AIR RESERVE COMPONENTS DO NOT HAVE A VALID VACANCY. IN CRITICAL AFSC’S, A MEMBER MAY BE REQUIRED TO GO INTO THE SAME AFSC IN CATEGORY A POSITIONS ONLY. 

15. Q: WHO IS REQUIRED TO ASSIST THE MEMBER WITH THEIR PALACE CHASE APPLICATION AND PROCESS?

A: THE MPF RELOCATIONS ELEMENT PER AFI 36-3205 PARAGRAPH 1.4.1.

16. Q: AFTER SEPARATION FROM THE AIR FORCE, CAN A MEMBER BE RECALLED TO ACTIVE DUTY FOR FAILURE TO COMPLETE THE REQUIRED FORMS FOR PALACE CHASE TO INCLUDE THE PALACE CHASE CONTRACT? 

A: YES. 

17. Q: WHEN A MEMBER FAILS TO FULFILL THEIR PALACE CHASE CONTRACT, HOW LONG WILL THEY BE REQUIRED TO SERVE ON ACTIVE DUTY? 

A: THEY WILL BE RECALLED FOR A PERIOD AS LONG AS THE ORIGINAL TERM OF ENLISTMENT (ENLISTED) OR ADSC (OFFICERS) OR 12 MONTHS (WHICHEVER IS GREATER). 

18. Q: IF DISAPPROVED FOR PALACE CHASE SEPARATION, WHEN CAN A MEMBER REAPPLY?

A: THEY MAY REAPPLY IN 120 DAYS OR WHENEVER ELIGIBLE (IF DISAPPROVED FOR TABLE 1.1. CRITERIA). 

19. Q: IF A MEMBER AGREES TO SERVE IN THE AIR RESERVE COMPONENT, ARE THEY STILL REQUIRED TO REPAY THE UNEARNED PORTION OF BONUSES, SCHOLARSHIPS, TUITION ASSISTANCE? 

A: ENLISTED ARE REQUIRED TO REPAY UNEARNED PORTION OF BONUSES.

A: OFFICERS ARE REQUIRED TO REPAY UNEARNED PORTION OF BONUSES, SCHOLARSHIPS, TUITION ASSISTANCE, SPECIALTY PAY. 

20. Q: IF NO POSITION IS AVAILABLE, AND A MEMBER IS ASSIGNED TO A CATEGORY E POSITION, DO THEY HAVE TO MOVE WHEN A UNIT VACANCY BECOMES AVAILABLE?

A: YES. IF THE MEMBER REFUSES TO ACCEPT A POSITION IN A VALID VACANCY, THEY WILL BE RECALLED TO ACTIVE DUTY.

21. Q: IS PALACE CHASE SEPARATION DISAPPROVED IF THE MEMBER DOES NOT LOCATE A VALID VACANCY? 

A: YES.

22. Q: WHAT FORMS ARE THE RECRUITERS REQUIRED TO COMPLETE ON BEHALF OF THE MPF? 

A: NONE. THE MPF ENSURES THE MEMBER COMPLETES THE REQUIRED APPLICATION FORMS AND THE RECRUITER ASSISTS THE MEMBER IN LOCATING AN AIR RESERVE COMPONENT POSITION. THE RECRUITER WILL ENSURE THE GAINING UNIT COMPLETES THE 2ND ENDORSEMENT OF THE AF FM 1288 AND FAX THE UNIT INFORMATION TO HQ AFPC/DPPRSR.

23. Q: ARE DD FORM 4-1-2s REQUIRED ON ALL ENLISTED MEMBERS?

A: NO. THE CAREER ENHANCEMENT ELEMENT WILL NOT COMPLETE DD FORM 4-1-2s ON ANY MEMBER’S TRANFERRING INTO THE AIR NATIONAL GUARD. THEY WILL NOT COMPLETE DD FORM 4-1-2s ON MEMBER’S TRANSFERRING INTO THE AIR FORCE RESERVE IF THEIR MSO IS GREATER THAN THEIR PALACE CHASE CONTRACT EXPIRATION DATE. THEY WILL COMPLETE DD FORM 4-1-2s ON THOSE MEMBER’S TRANSFERRING INTO THE AIR FORCE RESERVE IF THEIR MSO IS LESS THAN THEIR PALACE CHASE CONTRACT EXPIRATION DATE. 

24. Q: HOW LONG IS A MEMBER’S MSO? 

A: ALL AIR FORCE MEMBER’S HAVE AN 8-YEAR MSO.
