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Chapter 1
ACTIVE DUTY AIRMAN P ROMOTION PROGRAM ELE MENTS

1.1. Roles and Responsibilities.

1.1.1. US Air Force Deputy Chief of Staff for Manpower, Personnel, and Services
(AF/AL).

1.1.1.1. Develops personnel policy and guidelines for implementation/administration of
enlisted promotions/demotions.

1.1.2. Gives direction to Air Force Personnel Center Commander (AFPC/CC) for
implementation of enlisted promotion policy.

1.2. Air Force Personnd Center (AFPC). Enlisted Promotion Branch (DPSOE) provides
guidance to major commands (MAJCOM), field operating agencies (FOA), direct reporting units
(DRU), and military personnel sections (MPS). Promotion selections are accomplished by using
the Weighed Airman Promotion System (WAPS) promotion file computer system for grades
SSgt through CMSqgt. (0)

1.3. MAJCOMs, FOAs, and DRUs . MAJCOMs, FOAs, and DRUs may establish a quality
control program to support the enlisted promotion systerD) (T

1.4. Military Personnel SectionMPS) .

1.4.1. Ensures all Airmen meet eligibility requirements and commander recommends
promotion in writing. (TF3)

1.4.2. Updates and monitors promotion data in the Military Personnel Data System
(MiIlPDS). (T-3)

1.4.3. Enaures individuals receive promotion products, and assists with eligibility
requirements and commander recommendation8) (T

1.5. Promotion Authority.

1.5.1. The unit commander or civilian serving as unit director, in accordance with AFI 51
604, Appointmat to and Assumption of Commammtomotes to grades Amn through MSqt.
Civilians in the grades of G&9 or above, CMSgt, and SMSgt have promotion authority
when serving as detachment chiefs or as academy commandants. Deployed commanders do
not exercise mmotion authority.

1.5.2. The MAJCOM, FOA, or DRU commander promotes to grades SMSgt and CMSgqt.
This authority may be delegated to the vice commander, staff director, Deputy Chief of Staff
for Manpower, Personnel and Services, Numbered Air Force (NAFggoivalent level
commander, but may not be further delegated. For unified commands, authority may be
delegated to the Air Force Element commander.

1.5.3. The Chief of Staff, CSAF, can promote any enlisted member to the next higher grade.

1.6. Announcement of Promotion Dates and Quotas AFPC/DPSOE announces promotion
dates for SSgt through CMSgt. HQ USAF distributes promotion quotas based on fiscal and
statutory constraints, and projected vacancies in those grae@s. (T
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1.7. Establishing Dates of Rank (DOR) and Promotion Sequence Numbers (PSN).

1.7.1. AFI 36-2604,Service Dates and Dates of Rarktablishes DOR for Airmen entering
active duty. Subsequent promotions determine future DOR unless other actions take
precedence.

1.7.2. AFPC/DPSOE assigns a PSN to Airmen selected for promotion to SSgt through
CMSgt based on DOR, Total Active Federal Military Service Date (TAFMSD) and date of
birth (DOB). Supplemental selects are assigned PSNs of .9 (on increments previously
announced) or .5 (unannounced future increment).0JT

1.8. Determining Promotion Ineligibility. When individuals are rendered ineligible for
promotion, they cannot test, cannot be considered if already tested, and projected promotion will
be canceled. Thimcludes selections under WAPS and fully qualified AnBrA. See Table

1.1 for ineligibility reasons.

1.9. Accepting Promotion . Airmen who accept a promotion are eligible for reassignment and
selective retraining in the projected grade.

1.9.1. Selects to the grade of MSgt and SMSgt with more than 18 years total active federal
military service (TAFMS) by effective date of promotion will sign an AF Form AGjve

Duty Service Commitment (ADSC) Acknowledgement StatementiStatement of
Understanding whin 10 duty days after selections are confirmed. In addition, all CMSgt
selects, regardless of TAFMS, will sign an AF Form 63 or Statement of Understanding
within 10 duty days after selections are confirmedNOTE: This does not apply to
individuals eigible to retire in a commissioned or warrant officer status.)

1.9.1.1. The form will acknowledge that MSgt and SMSgt selects must obtain 2 years
service retainability and incur ay&ar ADSC from the effective date of promotion to
qualify for nondisabilty retirement. CMSgt selects must acknowledge and obtain 3 years
service retainability and incur ayg&ar ADSC from the effective date of promotion to
qualify for nondisability retirement.

1.9.1.2. Failure to withdraw an existing retirement applicati@pproved or pending)
within 10 duty days from presentation of the AF Form 63 or Statement of Understanding
will result in removal from the selection list.

1.9.1.3.Email or fax the AF Form 63 or Statement of Understanding back to
AFPC/DPT.

1.9.2. AFPC/DPT:

1.9.2.1. Provides a list of members to AFPC/DPSOE to cancel the promotion of a
selectee who fails to withdraw any existing retirement application within 10 duty days
after confirmation of the promotion selection and to withhold the promotion of @esle

who refuses to sign or does not acknowledge receipt of the AF Form 63 or Statement of
Understanding. ()

1.9.2.2. Forwards AF Form 63 or Statement of Understanding to Automated Records
Management Systems (ARMS) f aecord. (F0)l usi on

n
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1.10. Promotion Ceremonies. Commanders may conduct promotion ceremonies on the last
duty day before the promotion effective date, and inform the Airman that a ceremony does not
affect pay, seniority, or entitlements.

1.11. Declining Promotion . Airmen may decline a promotion in writing any time prior to the
effective date (for example, applying for a voluntary retirement). The declination letter must
include name, SSN, promotion cycle, PSN if already selected, and mestatef understanding

that reinstatement will not be authorized.

1.11.1. The MPS updates MiIPDS (Grade Status Reason 3D) and sends a copy of the
declination letter to ARMS for inclusion in the Airman's electronic record (sdxe 1.1,
Rule 14).

1.12. Enlisted Professional Military Education (EPME) Requirements. Airmen selected for
promotion to SSgt must completenesidence EPME (ALS) before assuming the rank of SSgt.
Airmen must successfully complete Phase 2 digtdearning prior to the AFPC suspense date

for promotion to the rank of TSgt. Airmen pending promotion consideration to the rank of
SMSgt must complete Phase 3 SNCOA or equivalent/sister service/international EPME
(correspondence or Hresidence) on or befe the Promotion Eligibility Cubff Date (PECD).

PME deferments may be processed for Airmen in situations described in Table 1.2, Note 4.
(T-3). In the case that an Airman has a promotion sequence number and has not completed their
required distancéearning, he or she will be placed into a promotion withhold status. The
withhold status will be removed upon course completion or it will expire at the end of the
promotion cycle where the line number will be cancelled.

1.13. Community College of the Ar Force (CCAF) Requirements. Airmen eligible for
promotion to SMSgt and CMSgt must have a conferred two year CCAF degree on or before
PECD. CCAF degree may be in any discipline.

1.14. Correcting Enlistment Grades. The Skills Management Branch (AFPC/DPSOA),
approves enlistment grade corrections and AFPC/DPSOE updates MilPDS accordingly.

1.15. Correcting Promotion Effective Dates and Dates of Rank AFPC/DPSOE corrects
promotion effective dates as a result of potion withhold actions and supplemental promotion
selections through the Case Management System (CMS). Airmen may be authorized to
promotion effective date corrections for the following reasons: supplemental promotion
selection, PME withhold, EPME waivengtainability withhold, investigation (military/civilian)
withhold, and Primary Air Force Specialty Code (AFSC) Skill Level waivers. Retroactive
effective date corrections are not authorized: ALS academic failure, failed to complete ALS due
to disciplinay reasons, commander noecommended retroactive promotion due to fitness
failure. AFPC/DPSOE will decide all other retroactive effective date correction requests.

1.15.1. MPS releases (cancels) promotion withholds IAW most current Enlisted Promotion
Pesonnel Services Delivery (PSD) Guide.-3)I

1.15.2. MPS submits CMS requests on retainability withhold, investigation
(military/civilian) withhold, Primary AFSC Skill Level waivers, and Fitness Program
withholds. MPS must include name, SSN, cycle amdigmpromoted to, new Date of Rank
(DOR), effective date and promotion sequence number, date commander approved
promotion, and reason for promotion withholding-3)T
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1.15.3. AFPC/DPSOE will ensure all supplemental promotion selection, PME withhold, and
EPME waivers are processed approximately 45 days after promoti@y. (T

Table 1.1. Determining Ineligibility For Promotion (see Note 1).

If on or after the promotion eligibility cutoff date,
and the Airman is

A servingin gradeof TSgtthroughSMSgt Yes

B servingin gradeSrA throughSSgt Yes

C to bepromotedio gradeAmn throughSrA Yes

D to bepromotedo gradeSSgtandTSgtunderSTEP Yes

then the Airman is ineligible for promotion during a particular cyclewhen he or she
(includes testing, consideration if already tested, cancellation of promotion
sequencenumber if previously selected)

1 hasa mandatorydateof separatiofDOS), HighYearof Tenure| X| X
(HYT), or anapprovedetirementeforethefirst dayof the
monthpromotionsareincrementedn thatcycle (seenotes2, 3,
and8s).

2 hasanapprovedetirementdelayedfor medical X| X X | X
or hardship/humanitariareasons.

3 is acareer Airmarwho appliesfor retirementn lieu of, or X| X X | X
declinesto extendor reenlistto obtainserviceretainabilityfor a
controlledduty assignmentpermanenthangeof station (PCS),
TDY, or retraining;declinesretrainingasoutlinedin AFI 36-
2626,AirmanRetrainingProgram declinesattendancéo the
SeniorNCO or NCO Academy. PES codeC (seenotes 2and
4).

4 hasbeenconvictedby courtmartial (CM), oris undergoing X X X | X
punishment/suspend@dinishmentmposedoy CM, or on
appellate leavelncludesReturnto DutyProgram(RTDP) 12
month probationargeriod,completedounishmentandcases
wheresentence doa®otinclude punishmentPEScodeF (see
notes 2, 4andb).

5 is on thecontrolroster(AFI 36-2907,Unfavorable X X X | X
Information File (UIF) Program). PEScodeG (seeNote 2).

6 is servinga probationaryperiodunderAF| 36-3208, Xl X X | X
AdministrativeSeparatiorof Airmen PES cod& (seenote?2).

7 declinespromotionconsideration/testing arithsan AF Form X[ X X

1566, WAPSTestVerification or written declinationfor
promotionconsiderationon file to thateffect. PEScodeM.
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is notrecommendetbr promotionconsiderationor the
promotionauthorityremovegheindividual from a selectlist.
PES codéN. (Seeparagrapht.2) NOTE: Nonrecommend
Airmenin thegradeof AB throughA1C in monthlyincrements
from theoriginal effective Below-theZone (BTZ)selectees
removedfrom the selectionlist remainineligible untilthey
meetthe fully qualified promotionrequirements.Norn-
recommendSrA throughSMSgtfor pin-on or testingfor one
promotion cycleata time. (seeNote2)

fails to appearfor scheduledesting(no-show)with or without
a valid reasorasdecidedoy FSSCommander (agappropriaté
seeAFI 36-2605,Attachmen® for disputeresolution);the
MPS SectionChiefdisapprovesutof-cycletesting;or Airman
failsto complywith testadministratiorprocedures PEScode
P (see paragrapl?.6.3.4.

10

is absentvithoutleave(AWOL)/in deserter status?ES code
U (seenote?2).

11

(excludingminor traffic violations)hasbeenconvictedby a
civilian courtor undergoingounishmentsuspended
punishment/sentencgrobationwork releasgprogram,or any
combinationof theseor similar courtorderedconditions.
Include periodof time the Airmanis onprobationafter serving
partof a sentencer hashadthe sentence withheltbr a period
of time.

Theineligibility period will equalthe maximum confinement
for the sameor most closelyelatedoffense undethemanual
for CM. PES codé&V (see note 2)(NOTE: Thepromotion
ineligibility or anyportion of theineligible periodmaybe
waived. Thepromotionineligibility for Airmen convictedand
sentencetb confinementannotbewaived. Thewaiver
authorityrestswith wing or equivalenievel commander.)

12

appliesfor voluntaryretirementafter promotionselection
notification,andasaresultof approvedetirementdoesnot
have sufficientretainabilityto meettherequiredADSC.
Updategrade statusreasorto 3G. No changan PEScode.

13

hasanapprovedapplicationfor separatiorasa conscientious
objector,or is beinginvoluntarilyseparated undérI 36-
3208, AdministrativeSeparatiorof Airmen PES codé/
(seenote2).
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14

is on theselectlist anddeclinespromotion,or is aMSgt,
SMSgt, or CMSgtselectandfails to acquireservice
retainabilityfor promotion. UpdateGradeStatusReasono
3D. No changan PEScode.

15

is deniedor not selectedor reenlistmenby commander.
PES codel (seenotes 2andb).

16

is pendingadministrativedemotionactionunder Chaptes.
PEScodeH (seenote?).

17

is disqualified froma previouslyawardedAFSCfor cause
(RI9A2000r RI9A100). PES cod&). (NOTE: Individuals
placedin RI9A200[unclassifiedAirmen pendingdischarge]
and RI9A100[Airmen awaitingretraining,disqualifiedfor
reasonswithin control] remainineligible for promotionuntil
awardeda PAFSCataskill level commensuratevith current
grade.A1C = 3level, SrA=5level, SSgt= 7 level, TSgt=7
level, MSgt=7 level, SMSgt= 9 level. PEScodeQ doesnot
applyto Airmen servingin gradesAB andAmn) (see note 7).

18

is disqualified froma previouslyawardedAFSCnotfor cause
andis awaitingdischarge (RI9A300) (se®te9).

19

is undergoinga suspendedeductionimposedoy Uniform Code
of Military Justice(lUCMJ) Article 15, PEScodeA (seenotes 2
andb).

20

is notrecommendedbr entryinto upgraderaining;or is
withdrawn fromupgraderainingfor failing to progresgo the
nexthigherlevel (trainingstatus codé& T 0PEScodel (see
note 2).

21

hasa referral report (as definedby AFI 36-2406, Officer
and EnlistedEvaluationSystems GSR 3C andPEScode
R (seenotes 2and6).

22

fails to enroll, complete,or passPhase2 and/or Phase3
(Basic) EPME DL within one year of enrollment. PES
code 2 until Phase2 or Phase3 requirementis met. (see
notel0).

23

due to a failed or noncurrent fitness assessmenas of the
promotioneligibility cutoff date(PECD).PEScode3, GSR
3C (seenotell).
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NOTES:

1. For ineligibilityof Airmen enteringcommissioningprogramssee paragraph.l.

2. Airmenwill notreceive supplementgromotionconsideratiorior anycyclefor whichthey
wereineligible under thisule. PES codégi R0 wi || aut ormdaypricct@m! |
PECD/SCOD (ifno other PESode applies) Airmen exceedingTime-in-Grade (TIG)/Time-
in-Service(TIS) requirements fopromotion to AmrthroughSrA maybe promotedtheday
theineligibility conditionno longerexists. Referencgparagraph4.2.2.3.

3. TSgtMSgt,andSMSgtwith aretirementdateeffectivethe 1stdayof the month
promotionincrementeginremaineligible for promotionconsideration.

4. Promotionreinstatemenis notauthorizedandMPS change$’ES to codé& X @ no other
PES code applies) For approvedvithdrawalof PCSdeclinationstatemen{PESc o d e f
effectivedateis thedayAFPC approveithdrawal of PCSleclinationstatement.For
Airmen in gradesSrA throughSMSgtwith a courtmartialconviction,PEScodefi Fexpires
12 monthdrom date sentencés adjudgedor longestperiodof punishmentwhicheveris later
Airmenin gradesA1C andbelowwith acourtmartialconviction,PES codé Fwll apply
onlyif punishment is imposezhdwill expire uponcompletionof thelongestperiod of
punishment.Airmen convictedby court martialreceivinga dischargeaspunishment whare
approvedor theReturnto Duty Program(RTDP)will undergosuspendedourtmartial
punishmen{PESc o d e wiliil&s&ryinga 12- month probationargeriodbeginningthe
completiondateof the RTDP. Whilaundergoingsuspendedourtmartialpunishment,
Airmen areineligible for promotion.

5. Incasewherereenlistmentlenialappealsaresuccessfullyapprovedpr casesvherecourt
martial/Article 15 punishments setaside(includessuspendededuction)the PES codawill
revertto theoriginal PES codeainlessanotherapplies. TheMPSnotifiesAFPC/DPSORvia
emailin casesvherereinstatemenapplies.

6. Airmenin gradesAB throughA1C meetingTIG/TIS promotionrequirementsn paragraph
2.1.and2.2 canbepromotedno earlierthan thecloseout dateof anEPRthatis not areferral,
if otherwiseeligible andapprovedoy thecommander.Airmenin gradesSrA throughSMSgt
regainpromotioneligibility for future promotiorcyclesonly after receivingareportthat is no
areferralreportandclosesout on orbeforethe next PECD/SCODIf otherwise eligible.
Reinstatement notauthorized.

7. Commandersayrequestvaiverof PES codé Qfor TSgtsmeetingall requirements

for upgradeo the 7-skill level, but areawaitingattendancéo 7-level school. MPS

forwards approved waiverequestso AFPC/DPSOE(T-3).

8. Memberavho haveanapprovedHYT extensiorareeligible for promotion,however,
membemustbeableto obtain the necessargtainabilityassociateavith the promotion; if
membelis unableto obtainretainabilitythenhe/shes ineligible duringthe promotioncycle.
Promotion eligibility reinstatements notauthorizedor an Airman whoseapproved
retirement datés withdrawnor changedthisincludesHYT extensions).

9. Reinstatemertf promotioneligibility is authaizedif the decisionto dischargas
reversedandR19A300 is removed.

10. One year of enroliment begins when officially notified to enroll in DL.

11. Commanders will withhold an i1 ndiyv
non current fitnes assessment after the promotion eligibility cutoff date (PECD), or aff
having been seselected for promotion (line number) IAW Table 1.2, item 3.
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Table 1.2. Withholding Promotion (seeparagraph 4).

ITEM

\Withhold an Airman's
promotion when his or her name
is not removedfrom a selector
eligibility list and the Airman is

awaitinga decisiononan
applicationasa conscientious
objector (AFI136-3204
Proceduredor Applyingas a
Conscientiou®©bjecto). PES
codesS.

placedin theAlcohol andDrug
AbusePreventiorandTreatment
(ADAPT) Program.PES codé.
(seenotes 1& 2).

Commanders will withhold an
i ndi v iplojeedd 6psomotion
following a failed a fitness
assessmentafter the promotion
eligibility cutoff date (PECD), or
after having been selected for
promotion (linenumber)

undermilitary/civil courtcharges.PES
code D. (seenote3).

underinvestigation(military/civil.) PES
codeB (seenote3).

pendingdata verificatiorandthe
recordis notavailable. GradeStatus
Reasorcode2D, 2M or 2P.

missingsource documerndthe
AFPC cannotverify oneor more
promotionfactors. GSRcode2P.

17
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8 underotherreasonshe commander
requestsvith prior approvalfrom
theindividual's wing commander.
(Do notusereason®f substandard
behavioror performance problems
with OJT,misbehavioretc.) GSR
code2N.

9 selectedor promotionto
MSgt/SMSgtandidentified ashaving
18 ormoreyears TAFMS on the
promotioneffectivedate analoesnot
have2 yearsretainabilitythe day
beforethe promotioneffectivedate;
selected fopromotion toCMSgt
(regardles®f TAFMS) anddoesnot
have3 yearsretainabilitybeforethe
promotioneffectivedate.
GSRcode2K.

10 servingin thegradeof SrA, selectedor
promotion toSSgt,andhasnot completed
residentAirman Leadershigschool,
servingin thegradeof SSgt/TSqgt, the
projected promotion will be placed into
withhold, if the 12month EPMPE
enroliment expires before the promotion
sequence number (PSN) consummates
The PSN will be removed if EPMPE is n
completed by the end of the promotion
cycle(seenoted). GSR codeT.

11 servingin thegradeof SrA through
SMSgtanddoesnot meetskill level
requirementsslisted inTable2.1.by
the effective dateof promotion. GSR
2N.

Notes1l. Commanders wilithhold a projectedpromotion of anindividual inthe ADAPT
Program (PES Code 9 ¢The@ommandehasthe discretionto releasethe withhold action
at any time andeither recommendor non-recommendthe Airmanfor promotion.

2. Commandershouldconsiderrecommendationom the TreatmenfTeam(TT).

The promotionauthorityretainsfinal decision.

3. Acommandewill withhold anAirman'spromotionif he or sheis underinvestigation,

or the subjectof amilitary or civil criminallaw inquiry (formal or informal) which may
resultin actionunderUCMJ or prosecutiorby civil authorities Thecommander may
continueto withhold thepromotionwhentheinvestigationor inquiry is completebut no
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determinatiorhasbeenmadeasto theactionthe militaryor civil authoritieswill take.(T-
1).

4. For Airman Leadership School, wingmmandeor equivalent{Equivalentevel
Commanders definedasthefirst SeniorRater in the rating chain) is the approval and
disapproval authority for EPME waivers (cannot be further delegated). They may defs
EPME requirements for a maximum of 1d@8ys for Airmen who lack EPME completion
for promotion to SSgt. This waiver procesged not waive any other withhold conditions
Process these requests through the chain of command (squadron commander, groug
commander, and wing commander) to AFPC/DPSOE who acts as the final approval
authority. The only exception for waivers beyond 17@sda for Airmen on
TDYs/deployments that exceed 179 days, on short tour locations with no EPME avai
and Airmen who cannot Senior Rater in the rating chain) is the approval and disapprg
authority for EPME waivers (cannot be further delegatedeyThay defer EPME
requirements for a maximum of I-d@dys for Airmen who lack EPME completion for
promotion to SSgt. This waiver process does not waive any other withhold condition
Process these requests through the chain of command (squadron comgranger,
commander, and wing commander) to AFPC/DPSOE who acts as the final approval
authority. The only exception for waivers beyond 179 days is for Airmen on
TDYs/deployments that exceed 179 days, on short tour locations with no EPME avai
and Airmenwho cannot complete required EPME before promotion due to circumstan
beyond their control (i.e., retraining, medical issues, personal hardship, EFMP, etc).
Commanders use Attachment 3 to request a promotion waiver for deserving Airmen
meet these soarios. Route these requests through AFPC/DPSOE. If approved,
AFPC/DPSOE will update MilPDS and, if required, will grant a retroactive effective de
IAW paragraphl.15.Commanders may only approve one EPME waiver per Airman;
approval authority for subgaent EPME waiver requests are at the discretion of AF/Al
(T-3).

5. Commanders wil | withhold an indivi
fithess assessment after the promotion eligibility cutoff date (PECD), or after having
selected fo promotion (line number). Commanders consult AF2305 for administrative
options for Airmen who fail to maintain fitness standards throughout the year. Updal
Code fANO when t-hecoomemaddepromoti on;
the commader withholds promotion. Reference paragrdphof this AFlI when deferring
promotions to the grades of SSgt through CMSgt.

Table 1.3. Significant Dates of Promotion

A B C D
R
U
L | If the promotion | the cycle
E |istothe grade of | designation is the PECD is the promotion date
is
1 |Amn the day of the month
2 | AlC on which TIG and
3 | SrA PES requirements

19
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are met (see
paragraplt?.1.or
2.2).

4 | SSgt ES 31 Mar 1 Sep thru 1 Aug
(see note 1).

5 | TSaqt E6 31 Jan 1 Aug thru 1 Jul
(see note 1).

6 | MSgt E7 30 Nov 1 Aug thru 1 Jul
(see note 1).

7 | SMSgt ES8 30 Sep 1 Apr thru 1 Mar
(see note 1).

8 | CMSqgt E9 31 Jul 1 Jan thru 1 Dec
(see note 1).

NOTES:

1. These dates reflect the normal promotion cycle increment months; however, dug
budget constraints or other unforeseen actions, these dates may be extended. Any
promoted beyond the normal cycle will be allowed to assume the higher grade effeg
thedate his/ her PSN is incremented. T K
month of the normal promotion cycle. Those Airmen promoted beyond a normal cy:
not entitled to apply for correction of military records under the provisiong=b88«
2604,Service Dates and Dates of Ratikhave their effective date retroactively adjustg
to their DOR.
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Chapter 2

REGULAR AIR FORCE Al RMAN PROMOTIONS TO G RADES AMN THROUGH
CMSGT

2.1. Airman and A1C Promotions (se€Table 1. 3)

2.1.1. An AB is eligible for promotion to Amn at 6 months TIG. An Amn is eligible for
promotion to A1C at 10 months TIG.

2.1.2. Individuals initially enlisting for a period of 6 years are promoted from AB or Amn to
A1C upon completion of éier technical training or 20 weeks of technical training (start date
of the 20 week period is the date of Basic Military Training (BMT) completion), whichever
occurs first. The DOR for A1C is then adjusted to the date completed BMT without back pay
and albwances.

2.1.3. The promotion authority must recommend the promotion in writing before the Airman
assumes the grade.

2.2. SrA Promotions (se€Table 1.3):

2.2.1. Airmen (fully qualified) are promoted to SrA upon meeting minimum requirements in
Table 2.1, when recommended by the promotion authority in writing, and have completed 36
months TIS and 20 months TIG or 28 months TIGi¢Wwaver occurs first).

2.2.1.1.In situations where an RegAF Airman is unable to obtain thesikilB level
before the projected promotion date and training delay was due to no fault of the Airman,
the Unit Commander must ensure retroactive promotioedseasted through the MPS
upon the Airmen obtaining theirskill level. (T-3).

2.3. SrA Below-The-Zone (BTZ) Promotion Program:

2.3.1. StA BTZ is a ongime promotion consideration to advance to SrA 6 months prior to
the fully qualified phase point liglein paragraph2.2.1above. Host wing commander (or
senior Air Force officer serving in that capacity) establishes written administrative
procedures for small units serviced by their installation, and may do so for laitgeifu
desired. Procedures must ensure all eligible Airmen receive fair, equitable, and timely BTZ
consideration. Airmen must meet skill level requiremeniBable 2.1

2.3.1.1. Commander must review EPRs, Person&rimation Files (PIF) (if available),

and discuss nominations with the memberds
nomination decision, regardless if the Airman is meeting a large unit or a small
unit/Central Base Board (CBB).

2.3.1.2. AF Form 12®, Nomination for Awardis required for all A1Cs being nominated
to the CBB for BTZ consideratiorNote: DBH reports are no longer required or
authorized.

2.3.2. Airmen are identified during the processing month and SrA BTZ promotion selections
are madeluring the months indicated irable 2.6.

233.Ai r men must be fAconsideredo by the [ osin
(RNLTD) is the 1st day of the first processing month or later.
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2.3.4. Personnel Systns Management Section (PSM) provides an automatic quarterly end

of month (EOM) output product to the Career Enhancement Element within the first 10 days

of the first processing month (i.e. Jan, Apr, Jul, Oct). The roster identifies all ALCs who meet

or exceed the TIS and TIG requirements, regardless of promotion ineligibility conditions (i.e.

on the control roster, PAFSC skill level too low, undergoing Article 15 suspended reduction,
etc. ), and whose grade status rodycasideredGSR) ¢
for SrA BTZ). This output product automati c
from appearing on future SrA BTZ listings. Remove names of those exceeding TIG/TIS
requirements.NOT E : Al1Cs with GSR AYYO oer)iheZ0o may
output product produces an MPS alphabetical listing and aplare@nit listing:

2.3.4.1. Part |: Identifies A1Cs with no quality indicators in their record.

23.4.2.Partll: Li sts Aquestionable eligibleso (ind
may not be qualified for BTZ promotion.

2.3.4.3.Part lll: Lists A1Cs who meet the TIG and TIS requirements, but cannot be
selected due to promotion ineligibility conditions listedrable 1.1.

2.3.4.4. Using the Military Personnel Section (MPS) listing, verify the eligibility of each
individual to ensure they meet the TIG and TIS requirements for the current quarter.
Only verify the TIG and TIS requirements and do not considemalo promotion
ineligibility conditions. This will ensure only those meeting the TIG and TIS
requirements are considered and possibly prevent someone from being considered more
than once for SrA BTZ promotion. Remove any names of those who do not meet th
current quarter TIG and TIS requirements and ensure the GSR 5Q is corrected to allow
the member to show up on a future roster. Remove any names of those exceeding TIG
and TIS requirements and determine if the member was considered during a previous
qguat er 6s board. I f the member was servicec
guarterly rosters. If not, contact the previous MPS to verify if they were considered at
that location. For individuals not considered during the quarter in which they @t T

and TIS eligibility and are recommended by the commander, request supplemental BTZ
consideration.

2.3.4.4.1.Host wings with enough eligible students (7 or more) to earn a quota (CBB

or |l arge unit) may request amlegxc8tZi dm at
Requests are forwarded through the MPS, Career Development Section, and MPS/CC

for approval. Technical Training locations apply. If request is not approved or there

are less than 7 eligible technical training students they will be coadidsr the

central base board since they contribute to the quota authorization.

2.3.4.4.2.All ROTC/USAFA eliminees who were given credit toward their DOR
(DOR is prior to the Effective Date) are ineligible for BTZ consideration. They are
eligible for SrAafter 1 year on entered active duty (EAD)and have obtaineskdl 3
level.

2.3.4.4.3.All ROTC/USAFA eliminees that were NOT given credit toward their
DOR (DOR and Effective Dates are the same) are eligible for BTZ consideration.

2.3.4.4.4.Verify BTZ eligibility of all A1C departing PCS and prepare a BTZ
selection folder for airmen departing prior to the 1st processing month for the BTZ
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quarter they are TIG/TIS eligible and whose RNLTD is the 1st day of the first
processing month or later.

2.3.5. SrA BTZ quotas are based on the total TIG and TIS eligible population listed on Parts

[, 1, and lll of the quarterly BTZ roster. Large units (7 or more eligibles) are excluded from
the eligible population when calculating the CBB quotas. Dis&iliiBB quotas based on

15 percent of eligibles (eligibility for distribution of quotas is based on TIG and TIS only,
regardless of normal ineligibility conditions). Obtain host wing commander approval for
CBB quota. Host wing commander may delegate apbrof quota distribution no lower

than the MPS Commander. Large unit (7 or more eligibles) quotas are based on 15 percent
of their unitbés eligible population.

2.3.5.1. Units cannot aggregate above the unit level. If a unit commander (not group) is
the canmander having promotion authority for more than one organization, the eligibles
are combined at the unit level and the unit remains a small unit or becomes a large unit (7
or more eligibles).

2.3.5.2.In cases where there is a large unit (7 or morebdéigibased on TIG and TIS
only) and there are not enough eligibles from all the small units to meetghetd
requirement based on 15 percent of the eligible population, the large unit and small units
will combine to meet at the central base board. Dodeviate from established written
procedures for these boards.

2.3.5.3.In cases where there are no large units and there are -6néli@bles from all
the small units, the base is authorized to hold a central base board and allpueed. 1

2.3.5.4.In cases where there are no large units and there is only 1 eligible out of the
entire base population eligibles, the MPS Promotions office will notify the MPS/CC to
determine if a board should be held. The MPS/CC may authcrneta.

2.3.6. Large unis (7 or more eligibles) receive their own quotas and promote at unit level.
Unless the host wing commander establishes written procedures, commanders of large units
will establish written selection procedures that ensure the SrA BTZ program is fair,
equitable, and provides timely promotion consideration. Once selections are made, large unit
commanders underline the selectee(s) name, sign, date, and return the BTZ eligibility listing
to the MPS no later than the last day of the selection month (i.e. 313Maun, 30 Sep, 31

Dec).

2.3.7. Small units (6 or less eligibles) are combined into one pool of eligibles to form the
CBB population. The host wing commander will establish written BTZ selection procedures

to include method of nominating, number of noatians, time table to complete required
actions, board composition, areas to be considered, scoring scale, announcing selections and
any other required actions necessary to ensure the SrA BTZ program is fair, equitable, and
provides timely promotion consdation. The MPS, Career Development Section, will
ensure they have received all nomination packages from units with eligibles; if a unit is not
going to nominate, ensure negative reply is received.

2.4. Central Base Board (CBB) Process.

2.4.1. Units will consider all individuals meeting TIS and TIG requirements, even if they are
TDY, on leave, have PCA'd, or have a report not later than date (RNLTD) on or after the first
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day of the first processing month (i.e., Jan, Apr, Jul, and Oct) for that quaeieticses. All
individuals appearing on the eligibility 1i
means that the commander must review any EPR(s) the Airman may have, PIF, discuss the
consideration with the supervisor and chain of command, be&fore making a BTZ
recommendation. The MPS will verify BTZ eligibility of A1Cs departing PCS (determine

the quarter the individual is BTZ eligible) and ensure a BTZ selection folder is prepared prior

to PCS departureMPS Career Development Section shaoordinate on the AF Form 907,
Relocation Preparation Checklistor all A1Cs departing PCSWhen a selection folder is

not prepared prior to an individual 6s PCS de
to obtain a copyFoofl206 hnel decanatdon eitatidns lylcantmctingy Fhe

losing MPS.

2.4.1.1. Adjustments will not be made to the gaining unit/base quota if the error is
discovered and an individual should have been considered by their losing base. Every
effort should be m@e to ensure the individual is considered by their losing unit/base. If
the losing unit/base has already announced selections, supplemental consideration (with
current commander recommendation) should be requested by the gaining base.

2.4.2. The host wig commander will establish board procedures for the CBB (see paragraph
2.3.1 and 2.3.7). (B)

2.4.2.1. Host wing commander may require all units under their command (not tenant
units) to nominate to the CBB. Tenant units remain large units unless hogt wi
commander allows them to compete at the CBB.

2.4.2.2. Commanders must review any EPR(s) the Airman may have, his/her Personal
|l nf ormati on Fil e (PI F) i f avail abl e, and
supervisors/rating chain prior to making a noation decision.

2.4.2.3. AF Form 1206 is required for all A1Cs being nominated to the CBB for BTZ
consideration. Note: DBH reports are no longer required or authorized

2.4.2.4. After CBB convenes, a board report will be accomplished. The board report
should contain a list of board members, board recorder, order of merit (identifying total
score and select/nonselect status), and cutoff score. The report should be signed by the
board president and board recorder, and approved by the host wing comnafes

the host wing commander is the board president; then only one signature is necessary.

2.4.3. If an Airman was not considered during their eligibility time frame and the error is
discovered before BTZ selections are announced, large unit commaitideonsider the
Airman and adjust selections accordingly. The CBB will reconvene to consider small unit
eligibles and selections are adjusted accordingly. If the error is discovered after selections
are announced, request supplemental BTZ considen®W paragraph 2.5.

2.4.4. Alternates may be selected in the event a selectee is removed before the effective date.
SrA BTZ promotions cannot be placed in withhold. Projected promotions must be removed
for any quality indicators listed ifiable 1.1 (including under investigation). If extenuating
circumstances exist, request reinstatement in accordance with paragraphf the first
alternate's SrA BTZ DOR has already passed, theyea#ive the original BTZ DOR and an
effective date of unit commander approval. MPS assists the airman in applying for a
retroactive promotion effective date according to paragraph 1.15.
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2.4.5. After selections are made, unit commanders provide a writtesmaiion
recommendation prior to the promotion effective date.

2.4.6. Update SrA BTZ promotions immediately upon receipt of selections in MILPDS in
accordance with Enlisted Promotions PSD Guide.

2.5. Supplemental BTZ Consideration.

2.5.1. Unit Commanders may request supplemental BTZ consideration for individuals who
should have been considered by a previous board and the error was not discovered until after
selections are announced or promotions are updated. Unit commanders providatjastific

for members not receiving a fair consideration and forwards fully documented supplemental
request to the MPS for consideration.

2.5.2. Supplemental consideratiovill not be givenfor the following reasons:
2.5.2.1. Incorrect data reflected on the BTZ RIP.

2.5.2.2.Denied BTZ nomination due to incorrect data reflected on the BTZ output
products or in the ARMS record.

2.5.2.3. BTZ eligibility listing not returned to the MPS or individuals were overlooked
on the listng.

2.5.2.4. Nomination packages or decoration not completed/turned in/approved in time to
meet the board.

2.5.3. Supplemental BTZ nominees receive an extra quota for themselves, ONLY. If
supplemental nominee is not selected, the extra quota goes &@WOT give the extra
guota to other nominees.

2.5.4. Supplemental BTZ must be requested and approved prior to the next convening BTZ
board The supplemental nominee will be considered along with the other eligibles in the
next quarter.

2.6. SSgt, TSg, and MSgt Promotions (see Table 13). Airmen compete and test under the
Weighted Airmen Promotion System (WAPS) in the Control Air Force Specialty Code (CAFSC)
held on the PECD. Table 2.2 outlines WAPS factors and formulas.

2.6.1. AFPC/DPSOE :

2.61.1. Makes promotion selections using WAPS (promotion file) and data in MilPDS.
Only EPRs received during each gradebs per
Force Distributed reports) are used to compute the EPR weighted factor score. All
eligibles are required to have an EPR that closes out within one year of the PECD on file

to compete for promotion. If a member does not have an EPR on file, they cannot be
considered for promotion until their EPR closes out. At that time, the member will be
considered supplementally.

2.6.1.2. Considers Airmen automatically eligible (s€able 2.3, Rule 3, Note 4) if they
are in a retraining status without a PAFSC skill leVele 2.3) in their current grade.

2.6.1.3. Applies the quota to each promotion Air Force Specialty Code (AFSC), with the
highest scores in each AFSC selecteel)T
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2.6.1.4. Promotes Airmen in chronic critical shortage (CCS) skills at a higher selection
rate thanhose of norCCS skills. AF/A1 approves and provides promotion allocation
rates to AFPC/DPSOE for each promotion AFSC based on A1P promotion analysis and
CCS skills review prior to each promotion cydé-1).

2.6.1.5. Considers Airmen with SKT exemptioria one of two promotion AFSCs
(OOXXX CCS or 00XXX for norCCS). (SeeTable 2.4, Note 1.) EXCEPTION:
Retrainees in AFSCs without SKTs compete along with all other Airmen in that AFSC.

2.6.1.5.1. After serving in an aarded AFSC for at least 1 year, Airmen are SKT
Exempt for 24 months if they are determined as not fully qualified (StA = 5
level/SSgt = 7 level) upon return to their previously awarded AFSC. Update a Date
Initially Entered Retraining (DIERT) to the dateet Airman returned to the previous
AFSC. For periods of less than 1 year, ensure the Airman takes the SKT (if AFSC has
SKT for particular cycle).

2.6.1.6. Accomplishes an order of merit list in each promotion AFSC from the highest
score to lowest score drapplies the promotion quota. Selects all Airmen with tied
scores at the cutoff for their AFSC. -0}

2.6.1.7.Conducts data verification on selects NLT 10 days after virtual promotion
release and notifies MPS when errors are identified0) (T

2.6.2. The MPS:

2.6.2.1. Instructs eligible Airmen to review their records in PRDA, and obtain/review
their DVR/score notices on VMPF to verify the data used in the promotion selection
process. (13)

2.6.2.2. Schedules and tests Airmen using the CAFSC held on the PECD. IAW AFI 36
2605, Air Force Military Personnel Testing Programftachment 9, Airmen who fail to
show for scheduled promotion testing without a valid reason are ineligible for promotion
consideréion during that particular promotion cycl@able 1.1, Rule 9). Ensure the
Airman signs a statement in accordance with paragraptl, or the AF Form 1566
WAPS Test VerificatiQusedto administer tests, to document declination-3)T

2.6.2.3. Notifies Airmen in writing when a data error is found during data verification
that could result in nonselection, and directs individuals to not assume the new grade
until AFPC/DPSOE confirmde selection status. -J)

2.6.2.4.Monitors and resolves nenmei ghabl e/ idata errorso
begins as outlined in this AFI and supplementary program guidance published on myPers
and in the latest Personnel Services Delivery (PSD) Guide.

2.6.3. Unit Commanders:

2.6.3.1. Advise selects that promotions artentative pending verification by
AFPC/DPSOE as outlined in paragral6.1.7 (T-3)

2.6.3.2. Advise Airmen not to assume the next higher grade if data verification discovers
missing or erroneous data. -8)

2.6.3.3. Recommend promotion in writing prior to assuming the higher grade, and
initiate nonrecommendation and removal action when neceg$ay

be
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2.6.3.4. May request rescheduling from the FSS Commander for Airmen who did not
report for testing as specified on the AF Form 1566 or RIP 1566 if convinced the Airman

did everything within his or her control to make the appointment. If resahgdsl
disapproved for firsttimens hows, MPS wupdates-3j he PES cod

2.6.4. To be eligible for promotion consideration, an Airman must:
2.6.4.1. Meet all requirements iable 2.1

2.6.4.2.Review record in Personnel Records Display Application (PRDA),
obtain/review Data Verification Rip (DVR) on the vMPF and report any errors to the
appropriate MPS workcenter or agency for correction of errors.

2.6.4.3. Test for promotion as outlined in AFI 38605. Rilure to report for scheduled
testing (which includes both tests, if applicable) renders an Airman ineligible for
promotion consideration unless rescheduling is approved. A secorshono
automatically renders an Airman ineligible for promotion.

2.6.5. Airman prepares for promotion testing (includes obtaining testing material, knowing
testing window and date, knowing promotion AFSC), which is solely an individual
responsibility and should not be considered an item for enlisted professional development.
Group study in any forum or format is prohibited.

2.6.6. Airman retrieves his/her WAPS score notice after promotions are announced. WAPS
score notices are a means to give Airmen a report of their relative standing in the promotion
consideration process érmust never be provided to, or used by, anyone other than the

i ndividual and his/ her commander . Commande
airman or the MPS. Commanders must restrict their use of the scores to notification and
advisory counselmp on the airmands behalf and must
scores or their use for purposes other than advisory counseling.

2.7. MSgt Promotions: TSgts eligible for promotion to MSgt compete and test under the
WAPS in the CAFSC held on the PECIhdividuals with a reporting identifier (RI) or special
duty identifier (SDI) designated as their CAFSC on the PECD will compete within that RI or
SDI. Consideration for promotion to the grade MSgt is comprised of gpd@noprocess
consisting of WAPSdctors and a central evaluation board. See Table 2.7 for WAPS factors and
formulas.

| 2.7.1. AF/AL:

2.7.1.1. Approval authority for the enlisted evaluation board formal charge and
promotion policy associated with convening of all enlisted evaluation oard

2.7.1.2. Approves the formal board charge annually prior to the convening of first
enlisted evaluation board during the calendar year and any essential policy guidance for
managing evaluation boards. Review feedback from the previous Board PregSieBnt.

2.7.1.3. Approves and provides promotion allocation rates to AFPC/DPSOE for each
promotion AFSC based on A1P promotion analysis and CCS skills review prior to each
promotion cycle.

| 2.7.2. AFPCI/CC:
I 2.7.2.1. Appoints board members for the SNCO enatilon board(T-1).

¢

r
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2.7.2.2. Convenes SNCO evaluation boaf@-1).
2.7.2.3. Approves evaluation board resulf$-1).

2.7.2.4. Notifies parent MAJCOM of eligibles rendered not fully qualified (NFQ) for
promotion by the centmaybe usedaheruaarécoreddoesimat ar d .
reflect potential for advancement to the next higher gr@ade).

2.7.2.5.The Executive Director assumes these responsibilities in the commander's
absence.

2.7.3. AFPC/DPSOE :
2.7.3.1. Announces eligibility cutoff ad board convening dates annually-Q)T

2.7.3.2. Consider Airmen automatically eligible (see Table 2.3, Rule 3 Note 4) if they are
in a retraining status without a PAFSC skill level in their current grade.

2.7.3.3. For promotion to the grade of MSgetrainees who are SKT exempt will not be
considered in promotion in AFSC 00XXX. All retrainees will compete for promotion in
their CAFSC held as of the PECD.

2.7.3.4. After serving in an awarded AFSC for at least one year, Airmen may be SKT
Exempt for 24 months if they are determined as not fully qualified (TSgt = 7 level) upon
return to their previously awarded AFSC. Update their DIERT to the date the Airman
returned o the previous AFSC. For periods of less than 1 year, the Airman must take
their SKT (if AFSC has SKT for particular cycle).

2.7.3.5.DELETED.
2.7.3.6. DELETED.

2.7.3.7.Uses the master promotion file to rank Airmen in order of merit, within AFSC,
usingthe combined evaluation board score (270 to 450 points) and the weighted factor
score (Table 2.7 and Table 2.§J.-1).

2.7.3.8. Accomplishes an order of merit list in each promotion AFSC from the highest
score to lowest score and applies the promajioota. Selects all Airmen for promotion
whose scores are tied at the cutoff for their AFSCL).

2.7.3.9. Promotes Airmen in CCS skills at a higher selection rate (determined annually
by AF/A1P) than nofCCS skills.(T-1).

2.7.3.10.Makes promotion dections using WAPS and the Central Evaluation Board
results(T-1).

2.7.3.11. Prepares select lists for virtual relea§el).

27312Prepares and forwards written NFQ noti
chain of command when the board render&mman NFQ. For those AFSCs with only

one Airman eligible and that eligible Airman is rendered NFQ, the AFSC will be
deactivated from the promotion cyc(&-1).

2.7.3.13.Sends NFQ memorandums to servicing MPSs for chain of command
notifications. (F0)
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2.7.3.14.Conducts data verification on selects NLT 10 days after virtual promotion
release and notifies the MPS when errors are identified).(T

| 2.7.4. AFPC/PB :
2.7.4.1. Conducts the Central Evaluation Board in accordance@htmpter 3. (T-1).
| 2.7.5. The MPS:

2.7.5.1. Schedules and tests Airmen using the CAFSC held on the PECD to determine
test requirements. (0). Airmen who fail to show for scheduled promotion testing
without a valid reason may be ineligible for promotion consideration during that
particular promotin cycle Table 1.1, Rule 9) IAW AFI 362605.

2.7.5.2. Notifies AFPC/DPSOE by message of Airmen who already tested, but later

desire to decline promotion consideration. Ensures the Airman signs a statement in
accordane with paragraph 1.11 or the AF Form 1566 used to administer tests to

document their declination. Declination letter or AF Form 1566 must be sent must be
sent to ARMS.(T-3).

2.7.5.3. Instructs Airmen to review their record in PRDA, obtain and reviesir VR
before the testing window and their score notice on the vMPF to verify the data used in
the promotion proces§T -3).

2.7.5.4. Notifies unit commanders of each eligible individual's promotion st@fu3).

2.7.5.5. Notifies Airmen in writing wha a data error is found during data verification
that could result in nonselection, and directs individuals to not assume the new grade
until AFPC/DPSOE confirms the selection stat(iB-3).

2.7.5.6.Monitors and resolvesneme i ghabl e cornrddrts @ nisée fiialraeg at h
window begins as outlined in this AFI and supplementary program guidance published on
myPers and in the latest Personnel Services Delivery (PSD) GUi38.

I 2.7.6. Unit Commanders:

2.7.6.1. Advise selects that promotions arentative pending verification until
AFPC/DPSOE completes data verification as outlined al{dva).

2.7.6.2. Advise Airmen not to assume the next higher grade if data verification discovers
missing or erroneous daid@.-3).

2.7.6.3. Recommend promotioprior to assuming the higher grade and initiate withhold
or nonrecommendation and removal action, when neceg$agy.

2.7.6.4.May request rescheduling from the FSS Commander for Airmen who did not

report for testing as specified on the AF Form 156RI& 1566 if convinced the Airman

did everything within his or her control to make the appointment. If rescheduling is
disapproved for firsttimens h o ws MPS updat e¢l-3.he PES cod:¢

I 2.7.7. Airmen:
I 2.7.7.1. Meet all requirements ifable 2.1
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2.7.7.2. Review records (Selection Folder) in PRDA, obtain/review Data Verification
Rip (DVR) on the vVMPF and report any errors to the appropriate MPS work center or
agency for correction of errors prior to the testing window.

2.7.7.3. Have an EPR closing out withthe last 12 months prior to PEC(-0).

2.7.7.4. Test for promotion as outlined in AFI 3®505. Failure to report for scheduled
testing (which includes both tests, if applicable) renders an Airman ineligible for
promotion consideration unless rescHedy is approved. A second fshow
automatically renders an Airman ineligible for promotionOjT

2.7.7.5. Prepares for promotion testing (includes obtaining testing material, knowing
testing window and date, knowing promotion AFSC), which is solelyindividual
responsibility and should not be considered an item for enlisted professional
development. Group study in any forum or format is prohibited)(T

2.7.7.6. Retrieves his/lher WAPS score notice after promotions are announced. WAPS
score notice are a means to give Airmen a report of their relative standing in the
promotion consideration process and must never be provided to, or used by, anyone other
than the individual, unless the individual provides the scores.

2.8. SMSgt and CMSgt Promotions(seeTable 1.3) . Airmen compete, and are selected for
promotion, in the superintendent level (for SMSgt) or the chief enlisted manager (CEM) code
(for CMSqgt) of their CAFSC. Individuals with a Rl or SDI designated as their CAFSC on the
PECD will compete within that RIrdSDI. Promotion selection for SMSgt and CMSgt is a-two
phase process consisting of WAPS factors and a central evaluation boardab&e&.8 for
WAPS factors and formulas.

| 2.8.1. AF/AL:

2.8.1.1. Appointed as the appval authority for the enlisted evaluation board formal
charge and promotion policy associated with convening of all enlisted evaluation boards.

2.8.1.2. Approve the formal board charge annually prior to the convening of first enlisted
evaluation boarduting the calendar year and any essential policy guidance for managing
evaluation boards. Review feedback from the previous Board Presidént. (T

2.8.1.3. Approves and provides promotion allocation rates to AFPC/DPSOE for
application to each promotionFSC based on A1P promotion analysis and CCS skills
review prior to each promotion cycle.

| 2.8.2. AFPC/CC:

2.8.2.1. Appoints board members for the SNCO evaluation boar®) (T
2.8.2.2. Convenes SNCO evaluation board-Q)T

2.8.2.3. Approves evaluatioboard results. (D).

2.8.2.4. Notifies parent MAJCOM of eligibles rendered not fully qualified (NFQ) for
promotion by the central evaluation board.
reflect potential for advancement to the next higher grade).(T

2.8.2.5.The Executive Director assumes these responsibilities in the commander's
absence.
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| 2.8.3. AFPC/DPSOE:

2.8.3.1. Announces eligibility cutoff and board convening dates annually. Sends NFQ
memor andums to servicing M&&§FO)f or chain o

2.8.3.1.1.If the date of the special order is prior to the month promotion selections
are made, the decoration will automatically update the promotion master file.

2.8.3.1.2.If the date of the special order is the month selectionsnae or later,

send the following documents to AFPC/DPSOE: Written request with unit
commander 6s recommendati on, citation, DE
any), documentation verifying when decoration was placed into official channels, and
documentaon of corrective/followup action taken by the Airman.

2.8.3.2. Uses the promotion master file to rank Airmen in order of merit within AFSC or
CEM code using the combined evaluation board score (270 to 450 points) and the
weighted factor score (Table Zaid Table 2.8).T-0).

2.8.3.3. Applies the quota to each promotion AFSC or CEM, with the highest scores in
each AFSC or CEM selected.-Ql.

2.8.3.4.Promotes Airmen in CCS skills at a higher selection rate (determined annually
by AF/A1P) than nofCCSskills. (T-1).

2.8.3.5. Makes promotion selections using WAPS and the Central Evaluation Board
results. (FO0).

2.8.3.6. Prepares select lists for virtual release0fT

283 7.Prepares and forwards written NFQ noti
chain of command when the board renders an Airman NFQ. For those AFSCs with only

one Airman eligible and that eligible Airman is rendered NFQ, the AFSC will be
deactivated from the pnootion cycle. (F0).

2.8.3.8. AFPC/DPSOE conducts data verification on selects prior to virtual promotion
release. When a data error is found that could result insel@ction, the Airman is
notified of the error in writing and directed not to assume rieev grade until
AFPC/DPSOE confirms the selection statusOfT

| 2.8.4. AFPC/PB:
I 2.8.4.1. Conducts the Central Evaluation Board in accordance@htpter 3. (T-0).

2.8.4.2. Supplemental board consideration is not provided when corrected data increases
an Airmandés weighted factor score so that
the cutoff needed for selection. In such cases, Airmen become selects without
supplenental board evaluation.

2.8.4.3. Those personnel requiring a board score greater than the maximum allowable
board score (450 points) will not be granted supplemental promotion consideration.

| 2.8.5. The MPS:

2.8.5.1. Schedules and tests Airmen using @&FSC held on the PECD to determine
test requirements. Airmen who fail to show for scheduled promotion testing without a
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valid reason may be ineligible for promotion consideration during that particular
promotion cycle Table 1.1, Rule 9) IAW AFI 362605. MPSs notify AFPC/DPSOE by
message of Airmen who already tested, but later desire to decline promotion
consideration. Ensures the Airman signs a statement in accordance with paragraph 1.11
or the AF Form 1566 used to adnsiter tests to document their declination-3)T

2.8.5.2. Notifies unit commanders of each eligible individual's promotion statu3).(T

2.8.5.3. Instructs Airmen to review their record in PRDA, obtain and review their DVR
along with their score no#con the VMPF to verify the data used in the promotion
process. (13).

2.8.6. Airmen:

2.8.6.1. Must meet the eligibility criteria outlined in paragraph 2.G4dble 2.1, Rules 5
& 6 and have an EPR closing out withiretlast 12 months prior to the PECD.

2.8.6.2. Obtain and review DVRs along with score notices on the vVMPF, review PRDA
selection folder to ensure data is correct, and notify the appropriate MPS workcenter or
agency for correction of any errors.

2.8.6.3. The MPS:

2.8.6.3.1.Ensures selects assigned a .9 PSN obtain the required 2 years retainability
for promotion to MSgt or SMSgt, and 3 years retainability for promotion to CMSgt
from effective date of promotion, and may apply for a change to their ETSttoence
retroactive effective date is processed-3JT

2.8.6.3.2.Instructs commanders to make a written promotion recommendation. (T
3)

2.8.6.4. The Unit Commander:

2.8.6.4.1.Instructs selects with a .9 PSN that they are not to assume the higher grade
until they obtain retainability (if required). {3)

2.8.6.4.2.Notifies selects with a .9 PSN they may assume the next higher grade on
the date of written approval, if data verification is complete and they have required
retainability. (F3)

2.8.6.4.3. AFPC/DPSOE will grant a retroactive effective date correction to match an
Ai rmands DOR in acchlddance with paragraph

2.9. Supplemental Promotions for SSgt Through CMSgt.AFPC/DPSOE conducts-system
supplemental wmotion consideration monthly after initial promotion selection and announces
supplemental selection board dates for eligible Airmen. See paragraph 1.15 for DOR and
effective date corrections. Supplemental promotion consideration will not be gratfteaifor

or omission appeared on/in the Airmands DVR,
folder and no corrective or followp action was taken by the Airman prior to the promotion
selection date for SSgt through TSgt and prior to the originaliatrah board for MSgt through

CMSgt. Fully documented supplemental consideration requests will be submitted in writing, to
include the Airmanés wuni-t commander 6s r ecomme
forward requests to AFPC/DPSOE via CMS-3).
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2.9.1. If an Airman missed one or more testing cycles (due to deployment or hospitalization,
etc.), he/she is considered retroactively. This is done using scores from the first available
WAPS tests upon return. If selected for previous cycles, theahinnill receive a retroactive

date of rank and back pay.

2.9.1.1. Airmen must complete Airman Leadership School before being considered for
STEP promotion to SSgt, or the resident NCO Academy before being considered for
STEP promotion to MSgt (this reqament cannot be waived).

2.9.1.2. A minimum of 12 months TIG is required for STEP promotion to TSgt and
MSgt; promotions to SSgt must have a minimum of 6 months TIG.

2.9.1.3. Commanders may waive other promotion eligibility requirementBaiple 2.1
(T-3)

2.9.2. A separate written request is not required when an individual has indicated his or her
desire to apply for supplemental consideration in conjunction with the EPR appeal process.
NOTE: Ensure Blocks 9 and 10, on the AF Form 94@8plication for Correction/Removal of
Evaluation Reportsare completed.

2.9.3. Supplemental promotion may be granted for those individuals who are recommended
by their unit commander and are rarighable, haé change to the weighted data elements
(see Table 2.2.) (must be effective prior to PECD), or had wrong or missing data for a
specific cycle.

2.9.3.1. A supplemental request based on a missing decoration must have a closeout date

on or before PECD, andégh commander 6s recommendati on da
be before the date AFPC makes the selections for promotion. Resubmit decorations
(downgraded, lost, amended, etc.), to verify the original submission was placed into
official channels prior to the seksun date.

2.9.3.1.1.If the date of the special order is prior to the month promotion selections
are made, the decoration will automatically update the promotion master file.

2.9.3.1.2.If the date of the special order is the month selections are mddeen

send the following documents to AFPC/DPSOE: Written request with unit
commander 6s recommendati on, citation, DE
any), documentation verifying when decoration was placed into official channels, and
documentation oforrective/followup action taken by the Airman.

2.9.3.2. AFPC considers MAJCOMs, FOAs, and DRUs without a quota (less than 300
SrA through TSgt) and announces procedures via annual STEP messayge. (T

2.9.3.3. Updates all STEP promotions into MilPDShéeTeffective date and DOR are the
date the selection authority announces the selection8) (T

2.9.4. MSgt thru CMSgt Supplemental Procedures: There are no automatic approvals for
supplemental promotion consideratiof.able 2.5 is used to determine whether or not a
request for supplemental promotion consideratioauthorized and if so, whether or not
mandatory scoring is required. Final decisions for approval of supplemental consideration
requests rest with the A&ZMR or AFPC/DPSOE.
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2.9.4.1. TSgt, MSgts, and SMSgt meeting one of the reasongalie 2.5 may be
considered supplementally. These individuals will receive supplemental selection board
consideration, if approved in @ardance witfChapter 3.

2.9.4.2. Supplemental board consideration is not provided when corrected data increases
an Airmanés weighted factor score so that
the cutoff need# for selection. In such cases, Airmen become selects without
supplemental board evaluation.

2.9.4.3. Those personnel requiring a board score greater than the maximum allowable
board score (450 points) will not be granted supplemental promotion considerat

2.9.5. Score notices are not provided for Airmen who receive supplemental board
consideration to MSgt, SMSgt, and CMSgt, unless they were not considered by the original
board. Weighted scores only are provided (not a board score).

2.9.6. Supplemersl Processing Instructions:

2.9.6.1. Individuals supplementally selected for promotion to grades SSgt through
CMSqgt receive PSNs of .9 (on increments previously announced) or .5 (unannounced
future increment).

2.9.6.2. Individuals selected and assigned.9a PSN are automatically projected for
promotion the first day of the month following the month they were considered/selected
in. This is to ensure data verification is completed and the commander recommends
promotion prior to the promotion automaticatignsummating.

2.9.6.3. The MPS:

2.9.6.3.1.Ensures selects assigned a .9 PSN obtain the required 2 years retainability
for promotion to MSgt or SMSgt, and 3 years retainability for promotion to CMSgt
from effective date of promotion, and may apply fahange to their ETS once the
retroactive effective date is processed3|T

2.9.6.3.2.Instructs commanders to make a written promotion recommendation. (T
3).

I 2.9.6.4. The Unit Commander:

2.9.6.4.1.Instructs selects with a .9 PSN that they are not to assume the higher grade
until they obtain retainability (if required). {3).

2.9.6.4.2.Notifies selects with a .9 PSN they may assume the next higher grade on
the date of written approval, if data Weration is complete and they have required
retainability. (TF3).

2.9.6.4.3.AFPC/DPSOE will grant a retroactive effective date correction to match an
Ai rmands DOR in acclhlddance with paragraph

2.10. Promoting Under Stripes for Exceptional Performers (STEP).This program
supplements existing Airman Promotion programs and is designed to accommodate unique
circumstances that, in the commander 6s judgme
provide a means tpromote Airmen for compelling, although perhaps not quantifiable, reasons.
Isolated heroic acts or specific achievements should not be the sole basis for promotion under
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this program. STEP promotions are authorized to grades SSgt and TSgt. Airmert are no
supplementally considered for STEP. DOR and effective date are the date the selection authority
announces the promotion.

2.10.1.1. Airmen must complete Airman Leadership School before being considered for
STEP promotion to SSgt (this requirement car®ivaived).

2.10.1.2. A minimum of 12 months TIG is required for STEP promotion to TSgt and
promotions to SSgt must have a minimum of 6 months TIG.

2.10.2. Selections will be based on recommendations from subordinate commanders or
personal knowledge of the individual. Time consuming administrative boards are
discouraged.

2.10.3. AFPC/DPSOE:

2.10.3.1. Distributes STEP quotas to MAJCOMS, FOAs, DRUs and Anc€ Elements
with 575 or more SrA and SSgts assignér-1).

2.10.3.2. AFPC considers MAJCOMSs, FOAs, and DRUs without a quota (less than 575
SrA through SSgt) and announces procedures via annual STEP méBsBge.

2.10.3.3.Updates all STEP promotiennto MilPDS. The effective date and DOR are the
date the selection authority announces the selec(ior).

2.10.4. The MPS:

2.10.4.1.Completes Pseries orders and notifies AFPC/DPSOE by message of STEP
selections within 72 hours. Include name, S$Kade promoted to, effective date,
CAFSC, assignment unit, special order number, and (@at&).

Table 2.1. Minimum Eligibility Requirements for Promotion (See Note 1).

R|If andthe |andtimein |andthe andthe | and then
U | promotio |PAFSC | current TAFMD is on | Airman | following
L | nistothe fs of gradeis thefirst day has mandatory
E | gradeof |PECD computed on |of the last education
(see note |is atthe |thefirst day |month of the is complete
2) of the month |promotion (see note9)
before the cycle (see note
month 3)
promotions
are made
1 | SrA(see Blevel |notapplicable |1year(see See note 9 theAirmanis
para.2.2) |(seenote |(seepara. para.2.2.1. eligible for
4) 2.2.1.for for TIG/TIS promotionif
requirements) |requirements) recommende
in writing, by
the promotion|
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2 | SSgt (see [plevel |6 months 3years See note 9 authority. He
Table (seenote or she must
2.3and p) serveon AD
para.2.6 in enlisted
andnotes statusasof
5, 6) the PECD,

3 | TSgt (see |[7level 23 months 5years See note 9 [serving
para.2.6) |((see continuous

note 5) AD until the

4 | MSgt (see [7level 24 months 8 years See note 9 gffective date
para.2.6) of promotion,

andis not in g
condition
listedunder
Tablel.1 on
or afterthe
PECD. The
individual
must bein
PES code
on effective
dateof
promotion
(seenote8).
5 | SMSgt 7level 20 months llyears 8 yrs SNCO
(see (see cumulativg Academy
para. note 5) enlisted | and
2.7) service | Associates
(TEMSD) | Degree
creditable| from
for basic | Community
pay(see | Collegeof
note 7) | theAir
Force
(CCAF)
(see notes
10and11)
6 | CMSqgt Olevel R1 months l4years 10yrs Associates
(see (seenote cumulativgDegree from
para. 5) enlisted |Community
2.7) service |Collegeof
(TEMSD) |the Air
creditable |Force
for basic |(CCAF) (see
pay(see |notes 10and
note 7) |11)
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Notes:

1. Usethistableto determine standaminimumeligibility requirement$or promotion
consideration.HQ USAF mayannouncedditional eligibilityrequirements. Theindividual musi
serveon enlistedAD andmust havebeen on a continuowsctiveduty asof PECD.(T-0)

2. Thehighyearof tenure (HYT)policy applicable a®f PECDmayaffectpromotion eligibility
in gradesSrA andabove. (T-0).

3. Use yearsf satisfactoryservicefor retirementin placeof TAFMSD to determingoromotion
eligibility for Air NationalGuardandAir Force ReservAirmenorderedo extendedactiveduty
(EAD). Exception: Active GuardReservg AGR or Statutoryours). Reserveor GuardAirmen
areeligible for promotionif EAD is on orafterPECD. (T-0).

4. AlCsmustmeetskill-level requirementdy the effective dateof promotionfor SrA.

However, anA1C in lengthytech schootraining,or in ahardship situation, whd o e posgess
the minimumrequiredPAFSCcanbegranteda skill levelwaiver (SLW) to pinon SrA. The
technicaltrainingsquadrorcommandepr for Airmenin ahardship/medicatituation, theunit
commandermaysubmit arequesfor SLW statingthe extenuatingircumstance§.e., awaiting
training, medicaldelays.etc.)to AFPC/DPSOE.(T-0).

5. SrAmustmeetskill-level requirementdy the PECDfor SSgt,exceptfor those individuals in
PESRA Q. $Sgtstestandcompete fopromotion toT Sgtif they havea 5-skill level as ofPECD;
however theymust havea 7-skill level beforepromotion. Commandersnaywaivethe 7-skill 7-
level school. TSgtswithout theappropriateskill level are ineligibleto testunlessheyhavea

valid DIERT date. MSgtsandSMSgtmustmeetminimum skilklevel requirementéistedabove.
MSgtandSMSgtskill levelsmaybewaivedaccordingo Table2.3. to allow them teompetdor
promotion. DemoteAirmen promotedwith aPAFSCwaiverwho fail to obtainor maintaingrade
skill relationshipasoutlinedin Chapter6. (T-0).

6. Airmendemotedo SrA SSgt,or TSgtwill not havetheir HYT adjustedo makethemeligible
to compete fopromotion. Airmenwho aredemotedpasttheir HYT for thatgradewill not be
affordedan opportunityto promotiontest. If demotedanA i r maYiTaval be establishedn
accordancevith AFI 36-3208. (T-0).

7. Servican acommissionedywarrant,or flight officer status iccreditablefor pay but it cannot be
utilized to satisfy th@ EMSD requiremen{38 ComptrollerGenerab98). Airmen maybe
consideredor promotiors who meet thisequiremenbn the 1stlayof thelast month promotion
arenormally madein thecycle. Actual promotion does not occearlierthanthe 1stdayof the
month followingthe month thélirman completes theequiredenlistedservice. This appies if
theselecthada sequenc@umber inanearlierpromotion incrementiowever if the Airman
meetsherequiredenlistedserviceon thefirst dayof themonth, theDOR andeffectivedateis
thatdate. (T-0).

8. IfaTDY studentmeets theequirementsf thistable,but does noimaintainsatisfactory
proficiency,the MPS thatserviceghe Airman'sTDY unit informsthe MPS servicingthe Airman's
unit of assignment(T-3).

9. To satisfypromotioneligibility requirementsEPME will becompketedby in-residencdor
promotionto SSgtand bycorrespondenci®r promotion toSMSgt. All PME maybe completed
in-residencer by correspondence. If selected, the projected promotion will be placed into
withhold, if the 12month EPMPE enrollment expires before the promotion sequence numbe
(PSN) consummates. The PSN will be removed if EPMPE is not completed by the end of t
promoton cycle(T-0).

10. Completion of th&nited StatesArmy Sergeant$lajor Academy the United StatedNavy
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SeniorEnlistedAcademythe United StatesCoastGuardChief PettyOfficers Academy,United
StatedMlarine Corps StafNCO Academy,or approveccompaableinternationakcourses are
equivalento SNCOA. (T-0).

11. TheCCAFdegreecan ben anydiscipline. Degreemust beconferred(awarded)y CCAF on
or beforethe promotioneligibility cut-off date. (T-0).

Table 2.2. Calculating Points and Factors for Promotion to SSgt and TSgt.

R A B

U

L | Ifthe

E | factoris then the maximum score is

1 | SKT 100 points. Base individual score on percentage correct (two decimg

places). (note 1).

2 | PFE 100 points. Base individual score on percentage correct (two decimg
places). (note 1).
3 |TIS 13 points. Award 0.05416667 points for each month of TAFMS up tq

years, as of the last day of the last month of the promotion cycle.
Example: The last day of the last month of the cycle (31 Jul 03 mint
TAFMS date (18 Jul 96) equals 7 years 14 daydygive dates
considered equals 7 x 0.05416667 = 0.37 points). (note 1)

4 | TIG 20 points. Award 0.16667 point for each month in grade up to 10 ye
as of the first day of the last month of the promotion cycle (count 15
or more as 0.16667 point; drop periods less than 15 days). Example
first day of the last month of thegmnotion cycle (1 Jul 03) minus curre
DOR (1 Jan 00) equals 3 years 6 months 1 day (inclusive dates
considered) equals 42 x .0.16667 = 7.00 points. (note 1)

5 | Decorations| 25 points. Assign each decoration a point value based on its order @
precedence. (note 3)

Medal of Honor: 15

Air Force, Navy, or Distinguished Service Cross: 11

Defense Distinguished Service Medal, Distinguished Service Medal
Silver Star: 9

Legion of Meit, Defense Superior Service Medal, Distinguished Flyir
Cross: 7

Airman, Soldier, NawyMarine Corps, Coast Guard Bronze Star,
Defense/Meritorious Service Medals, Purple Heart: 5

Air, Aerial Achievement, Air Force Commendation, Army
Commendation, Nawivarine Corps Commendation, Joint Services, ¢
Coast Guard Commendation Medal: 3
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R A B

U

L | If the

E | factor is then the maximum score is
Navy - Marine Corps, Coast Guard, Air Force, Army, or Joint Service
Achievement Medal: 1

6 | EPRs 250 points. Mul ti ply each EPRGQ

PECD, not to exceed the [ ast th
current grade, by the timgeighted factor for that specific report. Wh
the maximum three Force Distributed EPRre calculated the tim
weighted factors begins with 50 percent (.50) for the most recent repg
percent (.30) for the middle or second most recent report, and 20 p|
(.20) for the bottom report (50% 30% -20%). After calculating eac
report, ad the total weighted point value of each report for a sum. V|
an Airman is in his/her second year of eligibility, and/or when only
reports are calculated, the time weighted factor begins with 60 pe
(.60) for the top or most recent report andpé®cent (.40) for the bottor
report (60%- 40%). When an Airman is in his/her first year of promot
eligibility and/or when only one EPR is calculated, the time weig
factor is 100 percent. (notes 1, 4, and 5)
Example: EPR string (most recent to oki® Promote Now + Mus
Promote + Promote
Promote Now [250] x .50 = 125 weighted points
Must Promote [220] x .30 = 66 weighted points
Promote [200] x .20 40 weighted points

231 points

39
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A B

If the
factor is then the maximum score is
Notes:

1. Cutoff scores after the second decimal place. Do not use the third decimal place t
up or down.(T-0).

*2. DELETED

3. The decoration closeout date must be on or before the PECD. The signed dat
higher official endorsing the recomndation on the DECOR 6 must be before the date
AFPC announced the selections for promotion. Fully document resubmitted decg
(downgraded, lost, etc.) and verify they were placed into official channels befo
selection date(T-0).

4. PromoteNow = 250, Must Promote = 220, Promote = 200, Not Ready INDB0D,

Do Not Promote = 50(T-0).

5.0nly count evalwuations received durin
not count norevaluated periods of performance, such as break in service, report remo
through appeal process, etc., in the computation. However, if one of tHedasEorce
Distributed EPR ratings have been removed or reflects a nonrated period, and the Air
on a third or subsequent eligibility the fourth EPR, if a Force Distributed report will beg
the third EPR in the last three reports used in the waigtdlculation score(T-0).

Table 2.3. PAFSC Skill Level Waivers to Compete for Promotion (See Note 1).

R A B

U

L | If the Airman doesnot possess theequired PAFSC skill then a

E |level PAFSC skill
level waiver
is

1 | andperforms dutiesn RI or SDI (exceptfor RI 9S100) Authorized
(seenote?2).

2 | *DELETED

3 | andis anA1C throughSMSgtin retrainingor pending
retrainingconsideratiorfRl 9A000) and wouldaveupgraded
by the PECDfor promotionto SSgtthroughSMSgt,or thelast
dayof the month forA1C eligiblesfor SrA wereidentified,had
the Airman notretrained(seenote 4)

4 | andis aSrA assignedo aspecialtyrequiringlengthyformal
traininganddid not havesufficienttime or trainingto upgrade
to theappropriateskill level due to thdengthof the formal
school
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5 | andis aSrAthroughTSgtin normalupgraddraining(seenote notauthorized.
5)
6 | andreturnsto dutiesfrom anRlI, SDI, or another awarded Authorized
AFSC,to anothelAFSC (seenote?2).
Notes:

1. Do notallow prior serviceenlisteesand former officers skill level waivers exceptas
indicatedin paragraplv.3. (T-0).

2. Proces$AFSCskill-level waiversasoutlinedin this AFI and supplementaryprogram
guidancepublishedon myPersandin thelatestPersonneServiceDelivery Guide.(T-3).

3. Airmen intheseRIs (except for Rl 9S100) as dhe PECD mustmeetskill levels
establishedy the Air Force TechnicalApplicationsCenter(AFTAC). Airmen who fail to
meet the requirementsimposed by the unit commander armeligible for a skill-level
waiver. Airmen with theseRIs astheir PAFSCmust meetthe skill-level criteria indicated
on thecertificatefrom AFTAC. An Airmanmust havethe certificate before promotioto
MSagt. (T-3).

4. Since themajority of Airmen are in a retraining status (SSgt through MSgt) and
promotion to SMSgtand CMSgt are routinely approvedfor a PAFSC skill-level waiver,
the promotion record is built as "eligible” during the promotion file build. The
promotionauthority may still denythe Airman promotionconsideratiorby disapprovinga
PAFSCskill-level waiver. (T-3).

5. Normally, do not permifirmen in normal upgradetraining a skill-level waiver. Grant
PAFSCskill levelwaiversbefore PECD for significant documentednterruptions(beyond
the Airmandés control) in current t r(&3).n

Table 2.4. SKT Exemptions (See Note 1 anéaragraph 2.6.1.5)

R [A B
U
L
E | If on or before the PECD the Airman is then an SKT
exemption is
1 performing duties in RI 95100, 9S200 (see note 2) not authorized.
2 | disqualified (Rl 9A000) and awaiting retraining authorized.
3 | in normal upgrade training (see note 3) not authorized.
4 | awaiting retraining and their CAFSC has changed to the 1| authorized.
AFSC as outlined in AFI 3€101,Classifying Military
Personnel (Officers and Enliste@)Tr ai ni ng St
applies)
5 | SrA through TSgt in retraining status (see note 4)
6 | returned to duty in a fully qualified AFSC from another
awarded AFSC (dual qualified) (see note 5)
7 | returned to duty in another awarded AFSC not fully qualif
(see Par2.6.1.5)

NOTES:

41
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1. Consider Airmen who are SKT exempt for promotion in one of two promotion AFS(
one for norchronic critical skills (norCCS) and another for CCS. When there is not ar
SKT for the specialty, then all Airmen in that AFSC compete for promotion together,
regardless of their training status (i.e., retrainees, etc.). All Airmen who are SKT exel
and are in an AFSC where an SKT exists can take the SKT by signing a statement. 1
signed, do not reverse the decision without unit commander and MPS commander
concurrence. Once the promotion test is administered, do not reverse the decision.
TCO memorandums for other SKT exemptions.

2. Airmen must fulfill PAFSC skitlevel requirements according Table 2.3.

3. Allow Airmen who return to a previously awarded AFSC for which they are not ass
within the last year and do not have the required skill level (SrA =5 level, SSgt =7 le
TSgt = 7 level) a 24nonth SKT exemption. Update a DIERT date equéhéodate the
Airman returned to the previous AFSC. Approve a PAFSC-ki#tl waiver according to
Table2.3.

4. Allow SKT exemptions for 24 months regardless of training status. Airmen can ele
take the SKT by signing a statement. Do not reviiiséirman's decision to take, or not
take, the SKT without unit commander and MPS commander concurrence. Do not re
the decision once the promotion test is administered.

5. MPS updates MilPDS Training Status Code (TSC) "I" with a Date Initialtgried
Retraining (DIERT) equal to the date of return into the previous awarded AFSC (ref A
36-2101,Classifying Military Personnel [Officers and Enlistédf within 6 months of
PECD. Airmen may elect to take the SKT. Do not place prior service Aiominmer
officers in TSC "I".

Table 2.5. Authorized Reasons to Request Senior NCO Supplemental Promotion Board
Consideration (See Note 1)

R
U then
L consideration
E | If the item concerns and the correction is to by and
supplemental | rescoring
evaluation is
board is
1 | PME (see note 2) add the Senior NCO Academy cour authorized. Mandatory
2 |EPR add, remove, or make significant (see note 3
change
3 | academic education show academic degree completion Optional
correct academic specialty (see note
4)
change year of completion not N/A
authorized.
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4 | decoration add a decoration (not authorized if | authorized. | Optional
the citation or order was filed or if (see note 4
the decoration was listed on the brig
used by the board)

5 | projected retirement datg delete a projected retirement that is Mandatory
(individuals who are not valid at the time board met (see note 3
eligible delete a projected retirement that w| not N/A
and considered by valid when the board convened but| authorized.
original board) later withdrawn

change the projected retirement dat

6 | any eligibility factor or render an Airman eligible (as of the| authorized. Mandatory
erroneously considered il PECD) who was erroneously (see note 3
the wrong AFSC ineligible when the board convened

or correct AFSC effective prior to
PECD

7 | projected HYT date show approved extension of HYT | authorized Mandatory
(individuals who were date (and reason is best interest of (see note 3
ineligible because of an | the Air Force)

HYT date and not
considered by the origina
board)

8 | Duty history add/correct duty history data authorized optional

NOTES:

1. Do not allow supplemental consideration for Airmen needing more than the maximum boar

(450 points) for selection.

2. Credit is given if the Airman takes the end of course (EOC) examination on or before the P

and successfully completes the course, even if it is not scored until after the PECD (HAF files

change, only the promotion and WAPS Information RetripdRE] files). PME was last used for

CMSgt during cycle 94E9 and for SMSgt during cycle 96ES.

3. Mandatory scoring eliminates the need for optional review; the record goes directly to a

supplemental panel to score the record.

4. Prior to rescoringhte record, the panel considers the type of error, the degree of impact on {

promotion score, and the number of points needed for selection. Those records the panel cor

but chooses not to rescore are rendered nonselects.

Table 2.6. SrA Below theZone Processing Months and Board Dates

A B C

Zm-—

Processing Months Board/Selection Month For promotions in




44 AFI36-2502 12 DECEMBER 2014

1 January/February March April - June

2 April/May June July- September

3 July/August September October- December
4 October/November December January March

Table 2.7. Calculating Weighted Points and Promotion Factors for Promotion to MSgt.

R A B

U | If the then the maximum score is

L | factoris

E

1| SKT 100 points. Base individual score on number correct (two decimal pla

(note 1). A minimum SKT score of 40 points is required (a combine s
of 90 SKT/PFE points is required (note 2). If SKT exempt, individual
compete for promotion in the CAFSfey possess on PECD.

2 | PFE 100 points. Base individual score on number correct (two decimal pla
(note 1) A minimum PFE score of 40 points is required (a combine sc
of 90 points SKT/PFE is required). Airmen testing PFE only are requi
to score a minimum of 45 points (nég

3| TIS 13 points. Award 0.05416667 points for each month of TAFMS up to !
years, as of the last day of the last month of the promotion cycle.

Example: The last day of the last month of the cycle (31 Jul 03 minus
TAFMS date (18 Jul 96) equals 7 yea#isdhys (inclusive dates consider
equals 7 x 0.05416667 = 0.37 points) (note 1)

4 | TIG 20 points. Award 0.16667 point for each month in grade up to 10 yea
of the first day of the last month of the promotion cycle (count 15 days
more as 0.16667gmnt; drop periods less than 15 days). Example: The |
day of the last month of the promotion cycle (1 Jul 03) minus current [
(2 Jan 00) equals 3 years 6 months 1 day (inclusive dates considered
equals 42 x .0.16667 = 7.00 points (note 1)

5 | Decorations| 25 points. Assign each decoration a point value based on its order of
precedence. (note 3)

Medal of Honor: 15

Air Force, Navy, or Distinguished Service Cross: 11

Defense Distinguished Service Medal, Distinguished Service Medal, §
Star: 9

Legion of Merit, Defense Superior Service Medal, Distinguished Flyin
Cross: 7
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Airman, Soldier, NawyMarine Corps, Coast Guard Bronze Star,
Defense/Meritorious Service Medals, Purple Heart: 5

Air, Aerial Achievement, Air Force Commendation, Army Commeruigt
Navy-Marine Corps Commendation, Joint Services, or Coast Guard
Commendation Medal: 3

Navy - Marine Corps, Coast Guard, Air Force, Army, or Joint Service
Achievement Medal: 1

6 | Board Score 450 points. Each panel member scores each record, usip d®point
scale and halpoi nt Il ncrement s. An ind
panel composite score (3 members) from a minimum of 18(66) to a
maximum of 30 (10- 10 - 10) points. Thecomposite score (18 to 3
points) is later multiplied by a factor of 15, resulting in a total board s
(270 to 450). I f SKT exempt, [
the CAFSC they possess on PECD.

Example:

Panel composite score 8 + 8.5 + 845
245x 15 =

367.5 Board Score

Notes:

1. Cutoff scores after the second decimal place. Do not use the third decimal place to
up or down.(T-0).

2. Airmen that score the minimum 40 points on either the SKT or PFE (when taking bg
examinatios) must score a minimum of 50 on the other one, in order to meet the minim
combine score of 90. For those testing PFE only a minimum score of 45 is required (c(
score of 90 when doubled). Airmen that fail to obtain the minimum score will be eenaer
promotion norselect. (T-0).

3. The decoration closeout date must be on or before the PECD. The signed date by
higher official endorsing the recommendation on the DECOR 6 must be before the datg
AFPC announced the selections for promotiBolly document resubmitted decorations
(downgraded, lost, etc.) and verify they were placed into official channels before the se
date. (T-0).

Table 2.8. Calculating Weighted Points and Promotion Factors for Promotion to SMSqgt
and CMSqt.

R A B

U

L If the factor

E is then the maximum score is

1 | USAFSE 100 points. Base individual score on correct (note 1). A minimum Sc
of 45 points is required (note 2).
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TIS

8 points. Credit .03333333 point for each month of TAFMS, up to 25
years, computed as of the last day of the cycle (note 1).

TIG

20 points. Credit 0.16667 point for each month in current grade baseg
DOR up to 10 years, computed as of the first dahelast month of the
cycle (note 1).

Decorations|
Awards

25 points. Assign each decoration a point value based on its order o
precedence as follows (note 3):

Medal of Honor: 15
Air Force, Navy, or Distinguished Service Cross: 11

Defense Distinguished Service Medal, Distinguished Service Medal,
Silver Star: 9

Legion of Merit, Defense Superior Service Medal, Distinguished Flyif
Cross: 7

Airman, Soldier, NavyMarine Corps, or Coast Guard Bronze Star,
Defense/Meritorious Service MddaPurple Heart: 5

Air, Aerial Achievement, Air Force Commendation, Army
Commendation, NawiMarine Corps

Commendation, Joint Services Commendation, or Coast Guard
Commendation Medal: 3

Navy - Marine CorpsAchievement, Coast Guard Achievement, Air Fo
AchievementArmy Achievementpr Joint Service Achievement Meda
1

Board Score]

450 points. Each panel member scores each record, usitg a@point
scale and halp oi n't il ncrements. An 1 ng
panel composite score (3 members) from a minimum of 1& (66) to a
maximum of 30 (10- 10 - 10) points. Thecomposite score (18 to 3
points) is later multiplied by a factor of 15, resulting in a total board s
(270 to 450).

Example:

Panel composite score 8 + 8.5+ 8 =245
245x 15 =

367.5 Board Score
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Notes:

1. Cut off scores after the second decimal place. Do not use the third decimal place
up or down.(T-0).

2. A minimum USAFSE score of 45 is required to maintain promotion eligibility. Air
that fail to obtain the minimum score will be reretta promotion noeselect. (T-0).

3. The decoration closeout date must be on or before the PECD. The signed dat
higher official endorsing the recommendation on the DECOR 6 must be before the d
AFPC announced the selections for promotionllyFdocument resubmitted decoratio
(downgraded, lost, etc.) and verify they were placed into official channels befo
selection date(T-0).
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Chapter 3

*REGULAR AIR FORCE S ENIOR NONCOMMISSIONE D OFFICER EVALUATION
/ISUPPLEMENTAL BOARD PROCEDURES

3.1. General. This chapter provides guidance and outlines operating procedures to be used in
the administration and conduct of RegAF central senior noncommissioned officer evaluation and
supplemental boards for the United States Air Force at AFPC, USAF iBeld8bard
Secretariat. Selection Board Secretariat personnel are responsible for conducting central
evaluation and supplemental boards for promotions to Master Sergeant, Senior Master Sergeant,
and Chief Master Sergeants on the active duty list.

3.2. Responsibilities. Board members and alternate board members should familiarize
themselves with applicable portions of this instruction. Board members will be provided a link
to the site that contains this AFI in their board member notification letter. nateerboard
members will remain on stas for the duration of the board.

3.3. Board Membership. Board membership will reflect the eligible population in terms of
minority and gender, MAJCOM of assignment, and career area. Career areas, when practical, a
broken into four categories: Support, Operations, Maintenance, and Medical. The largest AFSCs
within each career area garner a board member when practical.

3.4. Board Organization . Boards will be constructed with a Board President (at least a
Brigadier General) and at least one panel. Panels will consist of one colonel (current or
Agraduatedod group commander, when practical)
career area (defined in paragraptB). AFSCs and CEM codes will be scored by panels with
representatives from the AFSCs or CEM codes under consideration or from the same career area
as those being evaluated. All members of an AFSC or CEM code will be evaluated by the same
three board membg

3.5. Board Member Preparation. The Selection Board Secretariat will greef the Board
President (BP) on the board agenda, Formal Charge, BP responsibilities, and the trial run
exercise (practice scoring session). Board recorders will conducirsheldy administrative
briefing to the board. The BP will then read the Formal Charge verbatim to the board and a copy
will be provided to each board member. Each board member will initial a copy of the Formal
Charge to be maintained in the permanectom. Oaths are administered to board members and

to the recorders and administrative staff. A trial run exercise will then be conducted to
familiarize board members with the selection board records and situations the board may
encounter during actual @gng

3.6. Scoring Records.Bo ar d scores ar e based upon t he
Noncommissioned Officer Selection Record (NSR). Board members will not have access to
objective WAPS data to include United States Air Force Supervisory ExaminBi®AFSE)

scores.

3.6.1. Board members will assign each eligible member a board score reflecting their
assessment of relative leadership potential. Selecifétect decisions are made based upon

the totality of the eligiblebds scoe2adin WA
Table 2.7).
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3.6.2. Scoring is by secret ballot and without benefit of discussion, unless a significant
disagreement (a "split") occurs in the scores on a particular record.

3.6.2.1.If a board member identifies a recdrdsed matter that causesncern, he/she

will surface the matter to the board recorder who will discuss it with the BP. The BP may
approve bringing that matter to the attention of the board members. Such records may be
rescored after discussion.

3.6.2.2. Board members may discus®ir own personal knowledge and evaluation of the
professional qualifications of eligible Airmen as long as they discuss only matters
documented in the NSR.

3.6.2.3.Board members may not discuss or disclose the opinion of any person not a
member of théoard concerning the member.

Figure 3.1. Scoring Scale. Boards will use the following scale

Score Potential

10.0 Absolutely superior
9.5 Outstanding

9.0 Few could be better
8.5 Strong

8.0 Slightly above averag
7.5 Average

7.0 Slightly below averagg
6.5 Well below average
6.0 Lowest

3.7. Defining "Splits". A "split" is a significant disagreement between board members about
the score of a record. A "split" is considered a difference in a score of 1.5 or more points between
any two panel members (e.g., 6 and 7.5, or 8 and 9.5).

3.8. Resolving "Splits”. All scoring stops and all voting panel members must be present and
may discuss the records involved in a "split." Only panel members with split scores may change
their scores in the process of resolving a split. A "split" is resolved when there isendiéfén a

score of 1.0 or less points between any two panel members (e.g., 6 and 7.0, or 8 and 8.5).

3.9. New Documents.If new information (e.g., decoration citation, enlisted performance
report, updated SNCO evaluation brief) concerning individual records is acquired during scoring,
the affected records will be brought back to the panel for rescoring. New documentst Wwél n
accepted after the panel has adjourned.

3.10. Not Fully Qualified (NFQ) for Promotion. Board members are charged to identify any

Airman who, in their opinion, is NFQ for advancement to the next higher grade. Board members,
when assessing the Airmars r ecor d, may recommend to the E
rendered NFQ for promotion if, in their evaluation, they do not believe the Airman has
demonstrated the potential for advancement. NFQ is a mechanism designed to preclude
promotion by defaultn small career fields; however, it should not normally be used to supplant

the 6 to 10 scoring methodology with a pésa i | met hodol ogy. I't shall
message to the eligible or the eligiblebds cha
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3.10.1. The Board Presght will review the record of any Airman a panel renders NFQ. If

the board president believes the record has been inconsistently scored, the board president
may send the record back to the panel for ve
for determining an eligible to be NFQ is not releasable, he/she should be prepared to explain

the logic behind the decision to the BP. Those individuals which a majority of the panel
believes are NFQ are identified as such in the board report and are nateceshsior

promotion.

3.10.2. For those AFSCs with only one Airman eligible and that Airman is rendered NFQ,
the AFSC will be deactivated from the promotion cycle.

3.10.3. AFPC/PB provides a list of Airmen rendered NFQ by the board to AFPC/DPSOE. If
the board determines an Airman is NFQ based on an evaluation of the record, the
Airman is rendered ineligible for the promotion cycle.

3.11. BP Quality Review. In order to assure consistency of scoring, the Board President
reviews records from eacAFSC or CEM code under consideration. To do this, the Board
Secretariat takes the following actions:

3.11.1. Prior to the board, the staff works with the Enlisted Promotion & Military Testing
Branch and the Air Staff to determine (as closely as po$sibée number of projected
promotions, as well as those AFSCs and CEM codes on the Chronic Critical Shortage Skills
Listing for that promotion cycle.

3.11.2. After the panel finishes scoring each AFSC or CEM code, the Board Secretariat staff
will produce he board score relative order of merit listing for the specialty. They will then
identify the area on the order of merit corresponding to the projected promotion quota for
that specialty by:

3.11.2.1.Drawing a line at the score category that comes stose fulfilling the
projected quota without exceeding it.

3.11.2.2. Drawing another line one score category lower on the order of merit.

3.11.2.3.The Board President will then receive the following: a representative sampling
of records directly abovéaelow, and in the identified area; the highest scoring record in
the specialty; and any records found to be NFQ by the panel.

3.11.2.4.During his/her review, if the Board President believes one or more records
from this sampling were scored inconsiskgnhe/she then reviews all records from the
affected score categories involved and may direct rescore of any record he/she deems fit.
The BP will review the resulting scores and determine whether the first score or the
rescore shall be the final score the record (the BP may only direct one rescore for a
particular record considered).

3.12. Board Report . AFPC/PB prepares board proceeding reports and handles as FOR
OFFICIAL USE ONLY, under provisions of DoD Regulation 540 7AFMAN 33-302,DoD
Freedom ofinformation Act (FOIA) Programand retains them for the period specified inAlre
Force Records Disposition Schedule, available oHdine at
https://www.my.af.mil/afrims/afrims/ afrims/rims.cfm

3.12.1. Provides a board report to AFPC/DPSOE, Enlisted Promotions and Military Testing
Branch, which will discuss the proceedings of the board and identify those Airman found to
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be NFQ for promotion. Board scores will flow electronicalifo WAPS from the
boardroom. All board members, recorders, and administrative assistants/support personnel
will sign the board report. D).

3.13. Outbrief Board Members. Board recorders otfirief board members on the rules of
disclosure of board preedings, providing some cautions about what can and cannot be
discussed as well as collecting all notes. It is important that personal observations not jeopardize
the credibility of the board process and that Airmen receive a consistent Air Forceanessag

3.13.1. The Selection Board Secretariat staff will inform board members and administrative
assistants that all involved with the board process are prohibited from ever sharing their
observations of board proceedings i.e., how members voted, discuasmmsu t me mber s
records, lists or statistics of results, who served on which panel.

3.13.2. Board members and administrative assistants are encouraged to use the briefing
slides provided by the Board Secretariat Staff to brief the board process andrestriect
numbers considered, board organization, steps followed.

3.14. Board Anomalies. Procedural anomalies occurring during a board that may require
variation from established procedures require BP resolution. During the board, the BP may bring
any mdter to the attention of the CSAF or AFPC/CC, if he or she determines that such decision
is required. The need for an alternate board member being called to replace a primary board
member will be treated as an anomaly and will follow guidelines spedifi¢his paragraph.

The Board President will make determinations on availability of a primary board member and an
alternate board member and is the authorizing official for directing that an AFPAR@Gved
alternate replace a board member.

3.15. Supplemental Boards. The following differences in procedure apply to supplemental
boards:

3.15.1. Board Organization. Boards will be constructed with a Board President (at least a
Brigadier General) and at least one panel. Each panel will be composed ofrterabers

from one of the four career areas. For example, one panel could have a mission support
group commander, an operations chief master sergeant, and a maintenance chief master
sergeant. Panels will not be confined to scoring specific AFSCs or CEMsilarly, one

panel will not necessarily see all the records from a specific AFSC or CEM.

3.15.2. Determining Select/Noselect Status. AFPC/DPSOE determines what board score
an eligible would have needed in order to beat the promotion cutoff fronrighead board.
See paragraphs 2.7 and 2.6.2.

3.1521.An el igible Airmanés record is compar
records are: three records with the same required score as identified in paragrash
(Apluso benchmar k) and three records a ha
records are fagedo to appear as they would
scored together.

3.15.2.2. The panel compares the supplemental record againsetighmarked records
to determine selection status.

3.1523.An el igible is a fASelectodo if hel/she ou
outscores at | east one of the fApluso bencl
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guota on supplemental &as. The decision tree at Figure 3.2 will be used to determine
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select/norselect status.
3.153.Di fferenti al s. Wh e n
scor es, AFPC/ DPSOE wi | |
benchmarks.

benchmar k

go to

t he

records a

next

ava

When this occurs, the point differential (difference between the required
bendimark score and the actual benchmarks used) must be accounted for when applying the
decision tree. The differential will not exceed minus 3 points.

3.15.4. Inversion. Some degree of inversion is to be expected. Only the most extreme cases
warrant a pantial rescore of the records. The enlisted supplemental decision tree outlines
those cases and directs when a rescore is allowed, subject to BP approval.

3.15.5. New Documents. New documents are not applicable in the supplemental process.

Figure 3.2. SNCO Supplemental Decision Tree

Did consideree score
higher than all minus

Dnd more than one
minus benchmark

Died any minus
benchmark ti= for

Dnd consideree tie
for highest or come

benchmark(s)7 Factor | Mo | or score the Yes | tie for or score the Mo | in second (alone) ko Heonselect
differential — | highest? — | highest? - *| behind the anomaly J——
mminus benchmark?
Yee Ha Yes Te:z
Did consideree beat Score consideree
or tie at least one plos and ancomaly minus
benchmark? Ho Monselect MHeonselect benchmark again
o Mo others will be
rescored
Yes
Ind consideree beat
Select the minus Mo Monselect

Ditferential no longer applies

benchmark?

Yes

Select

3.16. Disclosure of Board ProceedingsThe list of board members will be released in

conjunction with the release of the board results (approximatdlywgeks following board
adjournment).
board organization, and the number of eligibles considered. Board members may never disclose
how board members voted, who sat on each panel, or what AFSCs they scored. In addition, they

may not keep lists ostatistics from the board.

At that time, board memberaynmdiscuss the board process and procedures,

Board members are also prohibited from

discussing their personal observations about the strengths and weaknesses in the records.

3.17. Summary. These evaluation board procedures were developed to give all eligible Airmen
fair and equitable consideration, not for ease of administration. While it in many ways mirrors

the officer selection board process, SNCO evaluation boards are not governed by law and are not
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the sole determinant of promotion and as such bear significanmedifies. These procedures will
remain in effect until otherwise modified in writing.
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Chapter 4
*REGULAR AIR FORCE A IRMAN PROMOTION ACTI ONS

4.1. Officer Training Candidates.
4.1.1. MPS:

4.1.2. Notify Airmen they are ineligible for promotion consideratiamen entering Air
Force commissioning programs on or before PECD. If Airmen enter an Air Force
commissioning program after PECD but before selections are made, they will not be
considered for promotion. {3)

4.1.3. Promote Airmen entering the Airman @xhtion and Commissioning Program
(AECP), Officer Training School (OTS), Nurse Enlisted Commissioning Program (NECP),
Physician Assistant (PA) or Academy of Military Science (AMS) programs as follows:

4.1.3.1. Promote Airmen in grades SrA and below to S&ftective 1 day before their
scheduled PCS or TDY departure.-3

4.1.3.2. Airmen entering AECP, OTS or NECP with a projected promotion to TSgt or
above will retain PSN and be promoted when incremented regardless of whether it occurs
before or afterite Airman enters the commissioning program.

4.1.4. Promote Airmen selected for the Air Force Academy with a PSN before entry. Do not
promote Airmen with PSNs after program entry; place memorandums in their records to
show selected grade, cycle, and P3Mior service disenrolled Airmen receive their former
grade and DOR with the effective date as the EAD date; second year disenrolled Airmen
receive the grade determined by AFI3®804,Service Dates and Dates of Ran{-3)

4.1.5. Demote eliminated Airmn to their former grades p&hapter 6, and then promote
them to the highest grades entitled effective the day following demotions. The DOR of the
higher grades are the original DORs (AFt3B14,Commissioning Educatm). (T-3)

4.1.6. Notify Airmen promotion eligibility may be reinstated (see paragrd@) if they are
eliminated from training through no fault of their own. The training facility commander
must make a recommendation for reinstatemert3) (T

4.1.7. Discharge Airmen selected for the Airman Scholarship and Commissioning Program
(ASCP) and dlist them into the AF Reserve. Airmen with PSNs that increment prior to
entry into ASCP will be authorized to assume the grade. Place memos with PSNs in the
records of Airmen who have PSNs that will increment after entry (listing grade and cycle).
For those who do not complete ASCP, see ARPB64,Service Dates and Dates of Ratik,
determine active duty grade and DOR-3)T

4.1.8. Airmen selected for the Technical Degree Scholarship Program (TDSP) will enlist in
the Regular Air Force for a period 48 months, serve in the grade of A1C while completing

the degree requirement, and receive basic pay and privileges of that grade. These Airmen are
not entitled to promotion to SrA or SrA BTZ while completing the TDSP academic phase.
After completion ofthe degree requirement, Airmen will attend OTS and will be promoted to
SSgt effective 1 day before departure, but no earlier thirayt before report no later than

date. Upon graduation from OTS, Airmen will be discharged from enlisted status and
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tendeed a commission as a Regular officer in the United States Air Force in the grade of
second lieutenant.

4.1.8.1. Eliminees from the TDSP academic phase will choose/@a4 commission or a
2-year enlistment. -Zear enlistees entitled to a grade higheanttA1C due to prior
service will require grade and service date verification to determine the appropriate grade
and DOR the Airman is entitled to. -y2ar enlistees with no prior service will be
promoted to A1C with a DOR equal to the Basic Military Tnagnstart date.

4.1.9. ROTC disenrollees will serve a-y2ar enlistment and will be accessed to the
appropriate grade prior to entering active duty. Airmen will receive a DOR equal to date of
entry into the ROTC program and an effective date equal tdatteeof EAD.

4.1.9.1. After accessed, Airmen are authorized one promotion to Amn or A1C base on
their assessed DOR per TIG requirements in parag@agh The DOR and effective

date for this one promotion is the EAD. Conisitve promotions based on the accessed
grade and DOR prior to EAD are not authorized (Airmen cannot be promoted from AB to
A1C). AFPC/DPSOE updates the one promotion via CMS. Their next promotion is based
on the TIG requirement in paragraph 2.1 or 2.Zessed A1Cs who receive an adjusted
DOR will be eligible for SrA after 28 months TIG, but must also serve a minimum of 12
months from EAD prior to pinning on SrA. These members will not be eligible for SrA
BTZ. This also applies to United States Air Focademy Cadet disenrollees.

4.2. Nonrecommending, Deferring, and Withholding Promotions.The action may be
initiated and approved by the unit commander or director of civilian led units for Airman in the
grades AB- TSgt. The nonrecommendation, defér@ withhold can be initiated by the unit
commander, but is approved by the promotion authority for Airmen in grades MSgt and SMSgt
(see paragraphi.5).

4.2.1. Unit Commanders:

4.2.1.1.Inform Airmen of adverse actions writing or verbally before promotion
effective date (confirm verbal notification in writing within 5 duty days). The
notification memorandum must include reasons, dates, occurrences, and duration of the
action. If the Airman is notified verbally prido effective date, and written notification

is followed up after effective date of promotion, include a statement confirming the
Airman was verbally notified not to assume the higher grade prior to the effective date of
promotion. For actions on those grades SrA through SMSqgt, include the affected
promotion cycle. Obtain promotion authority approval for Airmen in grades of MSgt and
SMSqgt. (F3)

4212.0btain the Airmends wWitten acknowl edgn

4213 Forward the written notification to th
ARMS record and updates MilPDS. -8)

4.2.2. Nonrecommending Promotion. Nonrecommendation for promotion should be used
when an Ai rmanods behavior damdagls. nRsomotioad her e
reinstatement is not authorized. For promotion nonrecommendation actions/ineligibility
conditions:
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4.2.2.1. Separate written nonrecommendations are not required for Airmen otherwise
ineligible according tarable 1.1 (except for Rule 8, where the ineligibility condition is
specifically Anonrecommendation for promot

4.2.2.2.A1Cs and below, ineligible for promotion undeable 1.1 (except for Rule 8),
will become eligible for promotion upon completion of the ineligibility condition if
otherwise eligible and recommended by the commander.

4.2.2.3. Promotion DOR will be the date the Airman became eligible and the effective
date will be the date of written rebmnendation by the commander for those exceeding
TIG/TIS requirements. A retroactive promotion effective date may be requested
according to paragraph.14

4.2.2.4.Nonrecommend A1Cs and below in monthly increments up to 6 mohaie(
1.1, Rule 8).

4.2.2.4.1.Promotion DOR and effective date will be the anniversary day of the
original promotion date, but only if the anniversargydfalls after the date the
commander recommends promotion in writingXAMPLE: If DOR to Amnis 9

Mar 06 and commander recommends promotion in writing 10 Mar 07 or later, then
DOR to A1C is 9 Apr 07; if commander recommends promotion in writing 8\ar

or earlier, then DOR to A1C is 9 Mar 07.

4.2.2.4.2.Six-year enlistees with a contract guaranteeing A1C upon completion of
Basic Military Training and Technical Training who are nonrecommended for
promotion will have their contract voided.

4.2.2.4.3.Remove BTZ selects from a selection list and inform them they remain
ineligible until fully qualified (see paragraph2). (T-3)

4.2.2.5. Nonrecommendation for Airmen in grades SrA and above (feopior testing)
only gpplies for one promotion cycle at a time.

4.2.2.5.1.MPS must send a copy of the nonrecommendation to AFPC/DPSOE when
the promotion authority (see paragragh5.) approves the nonrecommendation for
promotion (to include temg) for a MSgt or SMSqgt.

4.2.3. Deferring Promotion. Deferring a promotion delays the promotion and pay past the
original effective date to allow the commander to determine if the Airman meets acceptable
behavior or performance standards. For defepnognotion to SSgt through CMSgt:

4.2.3.1. The deferral duration is for 1 to 3 months.

4.2.3.2. Wing or equivalent level commanders may approve deferring promotion beyond
3 months to SSgt through MSgt. Equivalent level commander is the first senian rate
commander 6s position in the Airmands repor

4.2.3.3. The promotion authority (see paragrafitb.) approves deferring promotions to
SMSgt and CMSqt.

4.2.3.4.The promotion authority must make a promotiorcisien, in writing, upon
completion of the deferral period. DOR and effective date is the 1st day of the month
after the deferral period ends and cannot be retroactive.
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4.2.3.5.1f a promotion is deferred and then withheld, the DOR is the 1st day of the
month after the deferral period ended and cannot be retroactive to the what the original
DOR would had been if no deferral was taken.

4.2.4. Withholding Promotion . Commanders must be advised withholding a promotion is
not used as a punishment or indueetfor an Airman to conform to acceptable standards of
performance. Withholding action is taken after promotion selection but before the effective
date of promotion. For withholding promotions:

4.2.4.1. The promotion of any Airman is withheld when hesbie possesses any of the
conditions listed inTable 1.2 Written commander notifications are required for all
conditions listed inTable 1.2 Commanders will clearly state specific reasons for all
withholding actions. MPS will return memorandums not stating the specific reasons for
withholding actions to commanders and reference this paragraph.

4.2.4.2.Wing or equivalent level commanders ynapprove withholding promotions

|l onger than 1 year. Equi val ent | evel comm
position in the Airmandds reportingl®hain.
approves witholding promotions to SMSgt and CMSgt.

4.2.4.3. Airmen receive their original DOR; the effective date is the date the commander
terminates the withhold action and recommends promotion. See paradraptfor
correctiondo effective dates.

4.2.4.4. Airmen whose promotions were withheld, and later changed to a deferral, will
receive a DOR no later than the 1st day of the third month after the original promotion
effective date. NOTE: Wing/CC or equivalent must approvefeing promotion
beyond 3 months. ¢B)

4.3. Promotion Reinstatement. This procedure only applies to Airmen removed from the
control roster or who completed Article 15 suspended reduction. Reinstatement includes
promotion testing, consideration for protion if tests are on file, or for previous selects that
become ineligible.

4.3.1. Wing or equivalent level commander (equivalent level commander is the first senior
rater i n a commander 06s position i n t he A
(EXCEPTION: Reinstatement to the grades of SMSgt and CMSgt must be forwarded to the
promotion authority. (see paragragtb.) (T-3)

4.3.1.1. For reinstatement requests for Airmen who were found ineligible because their
records hadncomplete or wrong data, the DOR is the date of original increment and
effective date is date of reinstatement approval. Individuals may request a retroactive
promotion effective date according to paragraphs

4.3.2. Commanders:

4.3.2.1. Should initiate reinstatement requests for Airmen ineligible for promotion to
grades SSgt through CMSgt for only the most deserving cases (including Airmen who
were selects), and send reinstatement requests through the MPS for processing.

4.3.2.2. Request for reinstatement should not be approved solely because commanders
reverse decisions that originally rendered Airmen ineligible.
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4.3.3.DOR and effective date for approved promotion sequence number (PSN)
reinstatements to grades SSgt through CMSgt leelst day of the month following the

month the commander initiated reinstatement action if promotion increment has passed.
MPS send a copy of the reinstatement to AFPI
cycle, date commander initiated reinstatemeddte reinstatement was approved, and
circumstances surrounding the reinstatement. AFPC/DPSOE will provide testing instructions

if tests were not previously administered supplemental consideration if tests are on file, or
update grade data in MilPDS if tihérman was a previous select.

434.An Airman or the Airmandés uni-t commander
not covered above. This exception is not intended for use as a rehabilitative tool for
improved behavior. Requests should be limitedtiose extreme cases that warrant
reinstatement. MPS forward fully documented exception to policy requests through the

Ai rmanos Wi ng commander , or t he promoti on
AFPC/DPSOE for final decision. All levels of command may gisave these requests and
discontinue further processing. The DOR and effective date for approved reinstatements to
grades SSgt through CMSgt are the 1st day of the month following the month the
commander initiated reinstatement action.

4.4. Applying for Correction of Records. Airmen who believe they have suffered injustice in
their promotion consideration are encouraged to exhaust all administrative remedies prior to
applying to the Air Force Board for Correction of Military Records (AFBCMR) under the
provisions of AFI 362603,AFBCMR The application for correction of military records should

be

filed within 3 years after discovering the alleged error or injustice; however, the AFBCMR

may waive untimely filing in the interest of justice.
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Chapter 5
THE USAF BAND ENLISTED PROMOTION AND PROPRIET Y REVIEW PROCESS

5.1. Premier Band. The United States Air Force Band (The USAF Band), Joint Base
AnacostiaBo | | i ng, DC, i s the Air Forcebds sole Pren

5.2. Background. To support CONUS and worldwide mission requirements, The USAF Band
accesses fully qualified professional musicians. The USAF Band members -passby
specialists who do not enter into formal upgrade training to attain craftsraskill (level)
designation The USAF Band competes with the other services' premier bands and the civilian
sector in recruiting fully qualified professional musicians. While assigned to The USAF Band,
members are deferred from rotational PCS moves. Special enlisted promotiontyaus
granted only for band members assigned to the USAF Band because:

5.2.1. Recruiting fully qualified professional musicians saves training costs and time.

5.2.2. Recruiting and retaining fully qualified professional musicians to The USAF Band
requires an incentive.

5.2.3. Members are deferred from rotational PCS moves and must compete for promotion to
internal vacancies rather than external quotas.

5.3. Promotion Authority. The Commander, Air Force District of Washington (AFDW/CC) is
The USAF Eand promotion authority.

5.4. Promotion Objective. The objective of The USAF Band promotion process is to fill
existing and forecasted vacancies based on authorized unit manning with togdhést
candidates. All assigned members who have showenpat for increased responsibility and
meet the minimum eligibility requirements will be considered for promotion.

5.4.1. Due to the highly specialized nature of positions in the USAF Band, it conducts a
separate promotion process based on internalvandancies. Promotion to TSgt is effective
upon the day the member first reports for duty with The USAF Band and requires the
approval of the promotion authority or its designated representative. There are no TIS or
TIG requirements.

5.4.2. Promotion tathe grades of MSgt, SMSgt, and CMSgt are made one grade at a time to
an existing vacancy. The number of personnel selected for promotion is based on existing
and forecasted vacancies during the promotion cycle under consideration. All selects not
promotal prior to the end of the promotion cycle will be promoted the first day of the
following month.

5.5. The USAF Band Promotion Cycle.The PECD for all cycles is 31 March. Promotion
testing for The USAF Band members will be conducted during normal selgedul Force
promotion testing cycles. The promotion board will meet in the month of June and evaluate the
selection records for all eligible members for MSgt, SMSgt and CMSgt. Promotion dates begin
on 1 August and end on 31 July of the following yeAEDW/AL, Director of Personnel, will
provide eligible members a copy of the promotion fact sheet.

5.6. Promotion Quotas. The USAF Band promotion quotas for each grade are determined by
AFDWI/AL based on existing and forecasted vacancies during the poonoytile as of 31 May.
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A vacancy is defined as an existing unfilled authorization. A forecasted vacancy is defined as an
authorization which will become unfilled as a result of retirement, separation, PCS, etc., during
the promotion cycle. Unforecastedcancies which occur after 31 May are not added to the
promotion quota.

5.7. Eligibility Requirements. To be eligible for promotion under this authority, members
must possess Control Air Force Specialty Code (CAFSC) and Duty Air Force Specialty Code
(DAFSC) 3N2X1. To be eligible for the next higher grade, members of The USAF Band must
meet minimum time in service and time in grade requirementd (dde 5.1).

5.7.1. Eligibility for PFE/USAFSE Testing. Due to thenation between Air Force PECDs

and The USAF Band PECDs, different criteria must be used to determine eligibility to test.
To be eligible to test for the next higher grade, members of The USAF Band must meet the
eligibility requirements in Table5.1 and must not be declared ineligible on the basis of
Table5.2

5.8. Deferring, Withholding and NonRecommending Promotions.Band members must be
recommended for promotion by The USAF Band Cander. The commander will forward the
eligibility/ineligibility roster to the AFDW/A1 staff no later than 15 April. See paragrdph
for nonrecommending, deferring, and withholding promotions.

5.9. Data Collection and \grification. Upon PECD, the AFDW A1 staff will initiate actions to
begin the promotion consideration process.

5.9.1. By 15 April, each eligible member should verify their Promotion Data Verification
Brief (DVB) by logging into vMPF on the AFPC web page. Members must identify any
discrepancies on the DVB to their servicing MPS or Base Education Office.

5.10. The Promotion Board . The promotion board is an essential element in The USAF Band
promotion process. Selection records are evaluated based on the whole person concept with a
maximum board score of 450 points. All eligible members will have their selection record
reviewed and scored by the promotion board.

5.10.1. The promotion board will be chaired by a General Officer or Brigadier General
Select (if a General Officer is unavailable, a colonel may chair the promotion board). The
three voting members of the protion board will be a colonel from a non band AFSC, a
CMSgt from a non band AFSC and a CMSgt band manager who is not and has not been
assigned as a member of The USAF Band. The promotion board members will be nhominated
by the AFDW Al staff and appointed bhe promotion authority. No board members will
serve on consecutive boards and no member assigned to The USAF Band will be appointed
to the promotion board.

5.11. Determining Selects, Promotion Sequence Numbers and Establishing Dates of
Rank. Promotio selections are based on the promotion quota (see paragrgphAFDW/Al

will release promotion sequence numbers. Selects are promoted in sequence to the first available
vacancies at the appropriate grade until all $glase promoted. Unfilled vacancies are carried

over to the next promotion cycle.

5.11.1. Promotion Dates of Rank. When vacancies occur on the first day of the month,
promotions are made on that day. When vacancies occur after the first day of the mont
promotions are made on the first day of the following month.
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5.12. Selection List. The promotion selection list is prepared by the AFDW staff and routed to
the promotion authority for final approval.

5.13. Supplemental Promotions. Current Air Force policy will be used when determining
supplemental consideration. Each individual must submit a request for supplemental
consideration in writing to AFDW Al.

5.13.1. The three voting members of the supplemental promotion board willstafsihe
Chief Enlisted Force Policy (HQ USAF/A1PPE), a Colonel and another CMSgt. The AFDW
Al will appoint and convene the panel.

5.14. Promotion Propriety Review. As stated in paragrapb.2, members of The USAF Band

are fully qualified professional musicians and are granted the privilege of promotion under the
authority of this instruction while assigned to The USAF Band. In order to be assigned to The
USAF Band, each member underwent an extensive audition and intgroeess. Should the
member fail to continue to meet these high standards, they may be involuntarily removed from
the organization. Any member determined by the commander to have failed to maintain The
UASF Band standards can voluntarily apply for retireg into a different Air Force Specialty.

Any member may also request a voluntary reassignment. A grade determination will be
conducted through the Promotion Propriety Review Board (see para@ragtd) for members

being reassigned voluntarily or involuntarily from The USAF Band. Members voluntarily or
involuntarily released from the band will be reclassified in accordance with ARI1GS,
Classifying Military Personnel (Officers and Enlisted).

5.14.1. Statement of dderstanding. Members will be required to sign the Statement of
Understanding (see Attachment 2) as part of thepratessing when first assigned to The
USAF Band. This will be filed in the member's Automated Records Management System
(ARMS).

5.14.2. Promotion Propriety Review Board. The function of the Promotion Propriety
Review Board is to perform a grade propriety review (GPR) on enlisted members of The
USAF Band who will be reassigned to a new career field or to a regional band. Members
assignedo a new career field will be assigned in accordance with AR21ZA, Classifying
Military Personnel (Officers and Enlisted)The assessment process seeks to determine the
grade and/or date of rank (DOR) appropriate to the member upon entry into tlvaneew

field or change of assignment.

5.14.2.1.Promotion Propriety Review Board Members. For The USAF Band, the
AFDW/CV (or their appointed colonel designate), The USAF Band Commander and
AFDW/CCC (or their appointed CMSgt designate) will comprise thhemBtion

Propriety Review Board. A representative from the AFDW/AL staff will serve as the
facilitator and a member from The USAF Band will serve as the technical representative.

5.14.2.2.Review Package. AFDW/AL staff will prepare a review packagee tosked by

the Promotion Propriety Review Board, as the basis for its assessment. As a minimum,
the review package should contain data comparing the member under review to the
USAF at large and the new career field (average Air Force-itirgeade and timén-

service phase points), Individual Data Review RIP, Security Clearance Eligibility
Record, Assignment Notification, PCS orders to The USAF Band, copies of all
performance reports, copies of alll award

c
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Undag st a n élOTiE:g The member under review may submit, in writing, their own
assessment to the AFDW/AL staff for inclusion in the review package. This written

assessment should address the factors in t
5.14.2.3.The senior board membr wi || forward the boardods
AFDW/ALl, who will forward it to the band career field manager (SAF/PAR) for

coordination no | ater t han 90 days prior

assignment. In turn, SAF/PAR will forward the boar s recommendati on
USAF/A1PPE for final determination and approval. HQ USAF/A1PPE will inform the
AFDW/AL of its decision. The USAF Band Commander may verbally inform the
member of the boardds recommendati on upon

5.14.3. The AFDW/AL will notify The USAF Band Commander of the final determination

made by HQ USAF/A1PPE. The commander will immediately notify the member in writing

of the GPR determination by memorandum. The commander will forward a copy of the

notii cati on memorandum to the AFDW Al staff fc
AFDW/AL staff will ensure demotion/date of rank adjustment orders are completed and
distributed appropriately (i.e., gaining MPS, member, AFPC/DPSOE). Grade and DOR
changesdke effect on the day the member arrives at their new duty station (Date Arrived
Station).

5.14.4. GPR Objective. The GPR will be based on the whole person concept. As a
minimum, the Promotion Propriety Review Board should consider the following factors

5.14.4.1.Has the member received the proper training to serve in the new career field at
the rank which they presently hold?

5.14.4.2.Does the member have the kinds of duty experiences at the grade level
commensurate with the new career field position?

5.14.4.3.Has the member demonstrated the leadership and management skills required
in the new career field?

5.14.4.4.Has the memberchieved the average TIS and TIG, both in the new career
field and in the Air Force at large, to avoid creating an unfair promotion competition
advantage over their new career field peeNOTE: Members being assigned to a new
career field will not retaimny grade for which they do not meet the minimum Air Force
TIS requirements imable 2.1 or be given DOR earlier than possible under those TIS
requirements.

5.14.5. GPR Board Recommendations. The Promotion PropRetyiew Board may make
any of the following recommendations:

5.14.5.1. Allow the member to retain their current rank and time in grade.

5.14.5.2. Allow the member to retain their current rank, but have their DOR adjusted in
accordance with determinatiomsade with respect to paragraph.14.4 NOTE: A

me mb er 6 s -adpsted @R nthy extend to any period including present date of
rank.

5.14.5.3.Demote to a rank and DOR commensurate to members with similar TIS in the
new career field or the Air Force at large. The DOR for the grade to which demoted may
be either the average date of rank held by other Airmen in that grade in the new career
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field or the DOR actually held if previously promoted to the grade under oth&orfce
promotion systems.NOTE: A member cannot be demoted below a grade previously
earned under the Air Force promotion system governing the gaining career field.

5.14.6. GPR Resulting Administrative Actions. AFDW/AL staff notifies the local FSS to
publish any required demotion/DOR adjustment guidance for the gaining MPS, and
AFPC/DPSOE to project DOR.

Table 5.1. Minimum Eligibility Requirements for The USAF Band Promotion

R If and the time in and the TAFMS date then
U promotion | current grade on the first day of the
L IS to the computed on the first | last month of the
E grade of day of the month promotion cycle
before the month
promotions are made
1 TSgt N/A DAS the Airman is eligible for
2 MSgt 24 months 6 years promotion if recommended
3 | smsgt 20 months 10 years in writing by the promotion
(see note) authority
4 CMSgt 21 months 14 years
(see note)
NOTE:

SNCO Academy (correspondence or@sidence) and Associates Degree from Community Colle
of the Air Force (CCAF) must be completed prior to PECD for promotion eligibility.

Table 5.2. Determining Ineligibility for PFE/USAFSE Testing

The Airman is ineligible to test for promotion during a particular cycle when he or she:

A Does not meet minimum Time In Service requirement by the first day of the last month o
promotion cycle.

B Does not meet minimum Time In Grade requirement by the first day of the month before
month promotions are made.

C Has a mandatory date of separation (DOS), high year of tenure (HYT), or an approved
retirement before the first day of the month thanpotons are incremented in that cycle (1
August).

D Has declined promotion consideration/testing and has an AF Form 1566, WAPS Test
Verification, on file to that effect.

E Is denied or not selected for reenlistment.

F Has declined to attend appropriate resident PME.

G Non-recommended by commander or has other quality factor rendering them ineligible.
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Chapter 6
ADMINISTRATIVE DEMOT ION OF ACTIVE DUTY A IRMEN

6.1. Demotions. Do not use administrative demotions whenisitmore appropriate to take
actions specified by the Uniform Code of Military Justice (UCMJ).

6.1.1. The home station unit commander recommends demotion action to the demotion authority
(paragraph 6.2). Deployed commanders must send demotion actibashtante station unit
commander for action. The home station unit commander will complete coordination with the
appropriate demotion authority. ().

6.1.2. Do not demote Airmen who have separated.

6.1.3. Begin administrative demotion for action duritige term of enlistment when the
reason for the action occurred, except when the commander is not aware of the facts and
circumstances until after that term of enlistment expires.

6.1.4. If the commander has sufficient reason to initiate demotion action, use the entire
military record in deciding whether demotion is appropriate.

6.1.5. When appropriate, give Airmen an opportunity to overcome their deficiencies before
demotion action is miated. Commanders should maintain supporting documentation of all
rehabilitation and probationary actions.

6.1.6. Do not suspend administrative demotions. The demotion authority, with
administrative jurisdicti on, ade.afnthe der®tion r e

A

t

f

authority restores the Airmandés original gr

sometime between 3 months and 6 months after the effective date of the demotion.

6.1.6.1. Restoring grade should be an uncommon occurreneeeiféctive date and the
date of rank (DOR) are the date on which the demotion authority approves restoration in
writing.

6.1.6.2.Do not revoke demotion orders. Fil e
record along with the memorandum approving the restoration. Create a CMS case and
include restoration package/memorandum and refer the case to AFPC/DPSQE. (T

6.1.6.3. Initiating restoration beyond 6 months after the effective date of demotion will
require an exception to policy. This exception is not intended for use as a rehabilitative
tool for improved behavior. Requests should be limited to those extreme cases that
warrant restoration. MPS forward fully documented exception to policy requests initiated
by the demotion authority through the Ai
JA (if they are not the demotion authority) to AFPC/DPSOE for final decision by
AF/AL1P. All levels of command may disapprove these requests and discontinue further
processing.(T-1).

6.2. Who Can Demote.

6.2.1. The group commander, or equivalent level commander, may demote MSgts and
below. Equivalent level commander is defined as @osékir Force officer in the grade of
colonel. EXAMPLE: An Air Force officer in charge of an Air Force Element or a

r

t

g

m
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commander above the squadron leWdDTE: Higher levels of command may also demote,
but group commander is the lowest level of authority.

6.2.2. The MAJCOM commander, FOA commander and DRU commander, may demote
those in the grades of SMSgt and CMSgt. This demotion authority may be delegated to the
MAJCOM vice commander, Deputy Chief of Staff for Manpower, Personnel and Services,
Numbered A Force (NAF), or equivalent level commanders, but may not be further
delegated.

6.2.3. The appellate authority is the next higher level commander and handles demotion
appeals.

6.2.4. The Secretary of the Air Force (SECAF) may demote to significandlyces strength,
grade levels, or both.

6.3. Reasons to Demote.

6.3.1. Student Status Termination. Airmen are demoted to their former grade when their
student status ends if they were promoted in anticipation of completing additional training, or
to obtaina commission.

6.3.1.1. Demote officer trainees or pipeline students to their former grade if they are
eliminated from training.

6.3.1.2. Delay the demotion when an Airman would lose authorization to ship household
goods, move dependents, or both, uh#l or she arrives at the new duty location
(permanent change of station [PCS]). The gaining commander completes demotion
action using the effective date as the date when the Airman arrives at the new duty
location.

6.3.1.3. Demote Airmen attending temm@oy duty (TDY) Air Force schools to their
former grade when the school commandant informs the base that their student status is
terminated.

6.3.2. If a member is promoted to SSgt, TSgt, or SMSgt with an approved EPME waiver and
later is dismissed for ca@sdeclines DL or in residence PME.

6.3.3. Demotion Based on Skill Levels. Demote Airmen, when appropriate, to a grade that
corresponds to their skill level.

6.3.3.1. Demote Airmen, including Airmen promoted with a Primary Air Force Specialty
Code (PAFSCwaiver, if they cannot achieve a skill level appropriate to their grade.

6.3.3.2. Demote Airmen to the highest possible grade allowed for the skills they have if
their Air Force specialty (AFS) skill level is downgraded for substandard performance.
Usethe date their skill level was reduced as the effective date of demotion.

6.3.4. Failure to fulfill Responsibilities. Airmen may be demoted for failing to fulfill
Airman, noncommissioned officer (NCO), or senior noncommissioned officer (SNCO)
responsibiliies under AFI 36618, The Enlisted Force Structur€hapters 3 through 5.

6.3.5. Failure to Keep Fit. Airmen may be demoted for failing to maintain or demonstrate
the ability and willingness to attain physical stawdaraccording to AFl 32905, Fitness
Program.
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6.3.6. Failure to Perform. Demote Airmen under the policies of the Personnel Support
Division (AFDW/A1K), and this instruction, if they do not perform at USAF or USAF Space
Command bands standards (applieAE&SC 3N2X1).

6.3.7. Voluntary Reassignment or Reclassification. Demote Airmen under the policies and
procedures established by AFDW/ALP if they volunteer for reassignment or reclassification
out of AFSC 3N2X1.

6.4. How to Process a Demotion.
6.4.1. The Unit Commander:
6.4.1.1. Signs the notification memorandum informing the Airman of intent to demote.

6.4.1.2. Cites this instruction, the specific paragraph, demotion authority if other than
initiating commander, the recommended grade for demotion, the specific reasons for
demotion, and provides a summary of the facts.

6.4.1.3. Ensures the following information is included in the notification memorandum:

6.4.1.3.1.71 | (concur) (do not <concur) with the
(will not or have not) (submit or submitted) written materials on my behalf. |
(request)(waivk a personal hearing before the initiating commander. | (have)(have
not) consulted with counsel . 0

6.4.1.4. Advises the Airman that he or she may seek legal counsel. The unit commander
provides the name and number of the local Area Defense Counsel wiagsisinwith
written and oral statements.

6.4.1.5. Informs the Airman (if eligible) of the right to apply for retirement in lieu of a
demotion, effective no later than the 1st day of the 4th month following the initial
notification of demotion, as follows:

6.4.1.5.1.Wi t hin 3 working days of Ai rmanos
memorandum, if eligible to retire, indicate the member understands the option to
apply for retirement in lieu of demotion. Also indicate whether Airman is applying

for retirementm lieu of demotion.

6.4.1.5.2.Member must have completed at least 20 years of active duty service by
the 1st day of the 4th month after the initial notification date of demotion.

6.4.1.5.3.Member must apply for retirement within 3 working days of receif
demotion notification memorandum, or the demotion will take effect as the date the
demotion authority approved the demotion. The unit commander may approve, in
writing, an extension of time to submit the retirement application. See parag@aph

and contact AFPC/DPSOR for additional instructions on applying for and processing
an application for retirement in lieu of demotion.

6.4.1.6. Makes sure the Airman endorses the demotion when he or she receives it. The
Airman must agree or disagree within 3 working days.

6.4.1.7. Informs the Airman that if he or she does not agree, statements may be
presented, orally or written, within 3 work days after receiving this. The unit commander
may approve extensions, in writing.
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6.4.2. The Initiating Commander:

6.4.2.1. After receiving the Airman's acknowledgment, the commander decides whether
or not to terminate the demotion action or continue processing it.

6.4.2.2.If the commander terminates the demotion process, he or gus oaly to
inform the Airman.

6.4.2.3. If the commander decides to continue processing the demotion action, he or she
notifies the affected Airman of the decision in writing. The commander summarizes the
written or oral statements, and sends the entase dile to the servicing MPS for
processing.

6.4.3. Demotion Authority:

6.4.3.1. The demotion authority can take additional grade reductions other than the
initiating commander's recommendation. Request a written legal review from the
servicing staff jdge advocate (SJA) before deciding the demotion. Return the entire case
file to the Airman's servicing MPS.

6.4.4. MPS:

6.4.4.1. The MPS informs the Airman's unit commander, in writing, of the demotion
decision and gets the Airman's written acknowledgmé€n 3)

6.4.5. The Commander:

6.4.5.1. Informs the Airman that his or her current grade is retained if the demotion is not
approved. (13)

6.4.5.2. Informs the Airman of the grade to which he or she is demoted, including the
DOR and the effective da (T-3)

6.4.5.3. Informs the Airman that he or she must acknowledge the decision within 3
working days. (13)
6.4.5.4. Informs the Airman that he or she can appeal the demotion to the appellate
authority within 3 working days. ¢B)
6.4.6. The Airman:
6.4.6.1. Acknowledges receipt by endorsing the document.
6.4.6.2. Includes the date.
6.4.6.3. Indicates if he or she will appeal the decision.

6.5. How to Process an AppealThe MPS forwards the case to the demotion authority for
review. The dembi on authority can reverse the previ
original grade, or forward the case to the appellate authority without comment. If the appellate
authority approves the appeal, the appellate authority directs the MPS to restAre thena n 0 s
previous grade and revoke demotion orders.

6.6. How to Apply for Retirement. An Airman eligible for voluntary retirement as set out in
paragraph 6.4.1.5.2 can el ect to Aretire in
retirement will be no later than the 1st day of the 4th month following the date the Airman
received e initial demotion notification. An application to retire in lieu of demotion must be
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processed to Secretary of the Air Force Personnel Council (SAFPC) for final
approval/disapproval.

6.6.1. An application to retire in lieu of demotion is not submittecbugh vVMPF. Airmen
apply to retire in lieu of demotion using a hardcopy AF 1160. When an Airman submits an
AF Form 1160 to retire in lieu of demotion, all demotion action stops until SAFPC acts on
the retirement application. Contact AFPC/DPSOR foitamdl instructions on applying for

and processing retirement in lieu of demotion application..

6.6.2. The demotion process is terminated if SAFPC approves the retirement in lieu of
application. If SAFPC disapproves the retirement in lieu of applicatto® demotion
process continues.

6.7. Grades to Demote Airmen.

6.7.1. Demote a SrA or higher no lower than Airman First Class (ALEXCEPTION:
Airmen under paragraph.3.1 can be demoted to the grade of AB.

6.7.2. Demote an A1C no lower than Amn.
6.7.3. Demote an Amn to AB.

6.7.4. Demote by three or more grades only when no reasonable hope exists that the Airman
will ever show the proficiency, leadership, or fitness that earned the initial promotion.

6.8. How to Determine the DOR.

6.8.1. DOR for Airmen demoted under paragragh3.l is the first date served in reduced
grade (i.e., original date of rank).

6.8.2. DOR for Airmen who are demoted under paragrdpB.2is the original date of rank
and the effective date is the date the commander approves the demotion.

6.8.3. DOR for Airmen demoted under paragraphi8.3 through 6.3.5 is the effective date
of the demotion action (i.e., the date the demotion authority approves the demotion).

6.8.4. AFDW/A1P determines the DOR for Airmen demoted under paragr&pB$ and
6.3.7

6.9. When to Announce and Revoke Demotions.

6.9.1. Publishing Orders. The MPS publishes orders after the demotion authority (not the
appellate authority) approves the demotion, but not earlier than 4 working days after the
Airman acknowledges it. Forward one copy of each demotion order under this iosttact
AFPC/DPSOE.

6.9.2. What to do if the Airman is Eligible to Retire in Lieu of Demotion. Publish orders
only if the Airman does not submit an application for retirement within 3 working days
following acknowledgment (not including the date of ackremiginent).

6.9.2.1. Stop demotion proceedings for an Airman who applies for retirement pending
the outcome of the application.

6.9.2.2. If SAFPC turns down the application for retirement in lieu of demotion, publish
the demotion orders after the demotauthority approves the demotion. The effective
date and DOR of the demotion are the approval date of the demaotion.
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6.9.3.Revoking Demoti on Order s. Revoke demoti c
original grade, DOR and effective date if the demotiorhanitly determines that the order
was published without basis of authority.

6.10. How to Publish Demotion Orders. The speci al order series is
demotions.

6.10.1. The MPS:
6.10.1.1. Gets written confirmation of verbal order as sagrpossible.
6.10.1.2. Publishes the administrative demotion special order. Include:
6.10.1.2.1.Grade, name, SSN, unit, major command, and address of unit.

6.10.1.2.2.Grade from which he or she was demoted, showing that the grade was
permanent.

6.101.2.3. Grade to which he or she is demoted, showing that the grade is
permanent.

6.10.1.2.4.Effective date and DOR of the grade demoted to.

6.10.1.2.5.Paragraph under which the Airman was demditAMPLE: Demotion

of An Airman: SSGT OZZIE R. TOOLE123456789, 56th Logistics Support
Squadron ACC, Langley AFB VA, is demoted from permanent grade of SSgt to
permanent grade of SrA effective and with date of rank 15 August 1992. Authority:
AFI 36-2502, paragrapl®.3. (Reference sulparagraph referring to specific demotion
reason).

6.10.1.2.6.Why orders were not requested in advarE¥AMPLE: The verbal
orders of the commander on (date) are confirmed; circumstances prevented written
orders in advance.

6.10.1.3. Distributes the demotion order to the individuals and organizations on the
order.

6.10.1.4.Forwards one copy of the demotion order to AFPC/DPSIRR, 550 C Street
West, Suite 21, Randolph AFB TX 7818@23 for ARMS.

6.11. The Demotion Authority:

6.11.1. Directs revoked demotion orders published under this instruction if the appellate
authority determines that demotion action is inappropri&@&AMPLE: Paragraph 4.10. of
Special Order AA141, this HQ, 10 August 1992, purporting to demote SSGT EARL
TRAVER, 123456789, this HQ, to grade of SrA, which has been determined by
Commander, AETC, to be without original basis and null and void, is revoked. Authority:
AFI 36-2502, paragraph 6.3. (reference-gavagraph referring to specific demotion reason).

6.11.2.Ret ai ns demoti on order s i f t he Ai rmanos
6.1.6

6.12. Documenting Demotion Actions. The MPS:
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6.12.1. Updates the demotion in the personnel data system (MilPDS) according to the
Enlisted Promotions PSD guide immediately after the demotion authority (not appellate
authority) approves the demotion.-8J

6.12.2. Sends a copy of the entire case file to AHPESIRR, 550 C Street West Ste 21,
Randolph AFB TX 7815@723 to have documents scanned into ARMS3)T

6.13. Dual Status Airmen. Airmen can also hold a commission as an officer in the Air Force
Reserve. If demoted, the MPS forwards the completeddamon r eport with t he
recommendation regarding termination of appointment (AFF33®@9, Separation and

Retirement Procedures for Air National Guard and Air Force Reserve Membeesitly to HQ

Air Reserve Personnel Center (ARPC), Separatio@mdh (DPTTS), 18420 E. Silver Creek

Avenue, Bldg 390 MS68, Buckley AFB, CO 80011.
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Chapter 7
TOTAL FORCE SPECIAL PROMOTION PROGRAMS

7.1. Promoting RegAF Airmen in Missing Status . For Airmen decl ared
( Ml A) or Apr i s onthe MPS fforwards rtiie un(it R@nwipnder's promotion
recommendati on or nonrecommendation to ARMS
forwards a copy to AFPC/DPSOE, determines promotion eligibility uBaige 2.1, and waives

all other requirements. The AFPC Commander (Executive Director in the Commander's
absence) determines promotion for these Airmen. AF/A1PP determines promotion for other
categories of Airmen declared in a missing status.

7.1.1. AFPC/DPSOE:

7.11.1. Promotes recommended Airmen in the grades of A1C and below when they
meet TIG and TIS requirements in paragraghts and 2.2 (T-0)

7.1.1.2. Considers SrA through SMSgt for promotidaring the first or next normally
scheduled cycle based on the TIG and TIS eligibility requirements. The Airman's TIG
and TIS must meet or exceed the average TIG and TIS phase points for those selected in
their AFSC or CEM code. Selects those meetingexteeding TIG and TIS for
promotion, if recommended by the unit commander, and assigns a PS). (T

7.2. Promoting RegAF Medal of Honor Recipients. AFPC/DPSOE automatically promotes
Medal of Honor recipients one grade unless they currently serve grdde of CMSgt. The
effective date is the 1st day of the month following the date of the order. If the Airman is on a
promotion selection list, the effective date of the additional promotion is the 1st day of the month
following the normal selection ligromotion.

7.3. Promoting RegAF Prior-Service Airmen and Former Officers . AFPC/DPSOA (Skills
Management Branch) initially classifies Airmen and identifies their-Bkil on entry to active

duty. NOTE: Initial classification and later skilevel ypgrade are the only basis for satisfying

the skill level requirement imable 2.1 However, those personnel in the grades of SrA through
TSgt returned to duty in an AFSC skill level that does not make them eligiblesttdote
promotion (SrA =5 level, SSgt = 5 level, and TSgt = 7 level) are authorized a DIERT date equal
to their EAD. The DIERT date will expire 24 months from their EAD.

7.4. Promoting RegAF Airmen During Declared National Emergency or War. The Air
Force uses Title 37, U.S.C., Section 201; DoDD 1304v28r and Mobilization Plan, Volume 1
(WMP-1), Annex G; Deputy Chief of Staff for Manpower and Personnel (DCS/P) Emergency
Actions Book (EAB) to determine enlisted promotions under emergency or war conditions.

7.4.1. The Air Force Combat Operations Staff/Contingency Support Staff, Military
PersonneReadiness Center (AFCOS/CSS MPRC), with AFPC Personnel Readiness Center
(PRC), implement instructions by priority message. Use the staff guidance and preformatted
messages outlined in the DCS/P EAB whenever possible.

7.4.2. AF/A1PP may:

7.4.2.1.Suspad existing promotion programs and accelerate existing promotion
increments to meet emergency wartime grade requirements.
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7.4.2.2. Initiate a decentralized system of temporary promotions. The selection authority
is the MAJCOM commander, who may furthelebate this authority. S@able 2.1 for
minimum TIG and TIS at the time of promotion to determine eligibility.

7.4.2.3. Select Airmen on a besualified basis subject to limitations or requirements
specified by theAJCOM commander. HQ USAF specifies any changes from current
eligibility requirements. Make promotions to fill vacancies (unit, wing commander, or
MAJCOM, depending on the level promotion authority delegated) in approved wartime
grade requirements. Regists mobilized from the inactive status list and recalled
retirees must serve a minimum of 6 months continuous active duty following recall to be
eligible for promotion. The DOR for promotion will equal the effective date.

7.5. RegAF Wounded Warrior (AFW2) Program.
7.5.1. Promotion to SSgt, TSgt and MSgt will use the following procedures:

7.5.1.1. Once awarded RI 9W200 IAW 35101, AFPC/DPSOE will consider AFW2s

for promotion provided they are promotion eligible and they WAPS test. The status of RI
9W200 will be verified by AFPC/DPSOE through AFPC/DPF prior to the testing
window for each cycle. The AFW2s will compete for promotion with other Air Force
wide Specialty Knowledge Test (SKT) exempt Airmen; testing only on the Promotion
Fitness ExaminatiogPFE). At any time an AFW2 may decline their SKT exemption,
they will be required to take the SKT commensurate within their most recent Control Air
Force Specialty Code (CAFSC); SKT exemption elections will be annotated on AF Form
1566.

7.5.1.1.1.For Promotion to MSqgt, regardless of testing status, the AFW2 selection
record will meet the central evaluation board and compete for promotion among other
AFW?2s. In the event an AFW2 is selected for promotion, AF/A1 must approve the
promotion action prioto public release.

7512.The MPS/ TCO must provi de a copy of
AFPC/DPSOE for them to make appropriate changes in WAPS/WIRE. Once the
promotion test has been administered, the decision (to elect PFE only, or PFE and SKT
testing) cannot be reversedNOTE: When there is not an SKT for the specialty, then all
Airmen in that AFSC compete for promotion together, regardless of their status, testing
on the Promotion Fitness Examination.

7513 AFPC/ DPSOE wi | | e@estiMP$ to schedule AeBtiRaddshelm

meet the AFW26s testing needs, | E. , i f phy

desiring to test. MPS will contact AFPC/DPSOE for additional guidance and approval.
| 7.5.1.4. DELETED
7.5.2. Special promotioronsiderations to SSgt and TSgt.

7.5.2.1.To ensure AFW2s are considered for promotion and are promoted along with
their peers, the following promotion procedures will apply if the AFW2 is promotion
eligible, but cannot WAPS test as documented by a mlealithority due to catastrophic
injuries. A catastrophic injury is defined as a permanent, severely disabling injury,
di sorder , or di sease that compromi ses t
activities of daily living to such a degree that tBervice Member or Veteran (SM/V)
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requires personal or mechanical assistance to leave home, bed, and/or requires constant

supervision to avoid physical harm to the

documentation identifying a SM/V with a catastrapimjury must be processed through
AFPC/DPF to AFPC/DPSOE. Additionally, unit commander promotion
recommendation with wing commander approval must accompany the medical
authorityds documentati on.

7.5.2.1.1. AFPC/DPSOE considers each AFW?2 (if unabledst tas documented by
competent medical authority) for promotion based on Rl 9W200 and select them for
promotion upon reaching the average TIG of selectees in their CAFSC. The AFW2
must be eligible for promotion and meet minimum eligibility requirementsidmed

in Table 2.1 to be considered for promotion

7.5.2.1.2.AFPC/DPSOE verifies AFW2 promotion eligibility and ensures

i ndi vidual s meet the minimum TI G and TI S

the most recent PECD, meets or exceeds that ottseke in their most recent
CAFSC, the AFW?2 is eligible for promotion consideration by AF/Al. If approved
for promotion, the DOR and effective date will be the first day of the month
following AF/A1 written promotion approval. AFPC/DPSOE will make proiooti
approval notification to the AFW206s wi

| 7.5.2.1.3.DELETED
7.5.3. Promotion to MSgt, SMSgt, and CMSgt will use the following procedures:

7.5.3.1.0nce awarded RI 9W200, AFPC/DPSOE will consider the AFW2 for
promotion. Regardless testing status, if the AFW2 is promotion eligible their selection
record will meet the promotion evaluation board and compete for promotion among other
AFW2 personnel in their respective grade
are declared fito test and meet the promotion evaluation board will be considered for

who are declared unfit to test. If the member is the only promotion eligible, the
promotion evalugon board will determine if the member is fully qualified. AF/Al1 and
AF/CCC through AF/A1P, will approve promotion results for AFW2 MSgt, SMSqgt, and
CMSgt selects prior to public release.

7.5.4. Rare and exceptional cases may be considered as an erdetis policy by AF/Al
with AF/CCC coordination.

7.5.5. Eligible Airmen may receive promotion consideration in multiple grades while they
are participating in the AFW2 Program.

7.5.6. Active Duty Service Commitment requirements for promotion of anN&Fare
automatically waived.

7.6. RegAF, USAF Reserve and Air National Guard Posthumous Promotions.

7.6.1. Reg AF Airmen due for promotion to grades Amn through SrA who die within 30
days of their originally projected promotion date are eligible for mosbus promotion.
RegAF Airmen selected for promotion to grades SSgt through CMSgt who die before their
projected promotion date, are eligible for posthumous promotion. Any circumstance outside
of this guidance will require considered under an exceptiopoticy. Submit requests to

evaluation board separately from those AFW
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AFPC/DPSOE through AF/A1P to AF/A1 for final approval. The MPS will publish special

orders, following unit commander posthumous promotion recommendation with wing
commander 6s approval . T h e n afpc.basualtid®uS.af.mili | | en
immediately upon notification of posthumous promotion approval from wing commander.

The actual date the Airman is declared deceased becomes the effective date cited in the
promotion order. No financial benefits accrue as a result of a posthumous promoti

7.6.1.1. WAPS tests will not be scored for Airmen in the grades of SrA through SMSgt
who die prior to promotion release. WAPS scores are only releasable once considered a
matter of record, which is after the promotion release date.

7.6.2. USAF Resere Airmen who become deceased before being promoted and have been
officially recommended for promotion are eligible for posthumous promotion. Such
promotion is authorized only if it is known they would have been promoted under normal
circumstances. The MPPor ARPC publishes special orders and forwards five copies to Air
Force Reserve Center/A1KP (AFRC/A1KP) immediately upon notification.

7.6.2.1. The actual date the Airman is declared deceased becomes the effective date cited
in the promotion order. Noirfancial benefits accrue as a result of a posthumous
promotion.

7.6.3. Air National Guard Eligibility. Airmen are authorized such promotion when all
criteria in Table 10.1 have been met prior to death.

7.6.3.1. This promotion requires approval by TAGurther delegation to the State AAG

for Air is not authorized for posthumous promotions. The effective Date of Rank (DOR)

cited in the order is the date the airman died. The State Headquarters will publish
promotion orders in accordance with ANGI-B@1. The following statement is a
mandatory entry on t he speci al order s
post humous promotion. O

7.6.3.2. The commander or Casualty Assistance Representative (CAR) must counsel the
Next of Kin (NOK) in writing that no financial benefits accrue as a result of a
posthumous promotion.

7.6.3.3. Under no circumstances will a posthumous promotion be updated in the military
personnel data system.

7.7. USAF Reserve and Air National Guard Missing in Action (MIA) Promotion during
War or National Emergencies. These provisions apply to Airmen captured or kidnapped while
performing duties overseas.

7.7.1. AF Reserve. For Airmen declared MIA or captured, the immediate commander's
promotion recommendation ornoec o mmendati on is filed in th
copy is forwarded to AFRC and ARPC. AFRC/A1KP verifies promotion eligibility using

Table 8.2 and identifies and forwards waiver requirements as needed. The AFRC commander

or designated representative is ffromotion authority for these Airmen. -Q)

7.7.2. Air National Guard (ANG). Immediate commanders may recommend Airman
declared MIA or captured for promotion to the next higher grade provided they meet all
promotion eligibility criteria identified in Table 10.1. Request for promotion must be
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endorsed byNGB/AL1P prior to the airman being promoted by the appropriate approval
authority.

7.7.3. Guard and Reserve Commanders or Program Managers will ensure that Airmen, who
are returned to their units after being in an MIA or captured status, retain therasan
overage, or by assignment to another position in the higher grades.

7.8. Promoting USAF Reserve and Air National Guard Medal of Honor
Recipients. AFRC/CC and NGB/CF may automatically promote Medal of Honor recipients one
grade unless they currénserve in the grade of CMSgt. The effective date is theay of the
month. If the Airman is on a promotion selection list, the effective date of the additional
promotion is the % day of the month following the normal selection list promotion.

7.9. USAF Reserve and Air National Guard Wounded Warrior (AFW2) Program .
Members who have been awarded the appropriate Reporting Identifiers (RIs) of 9W200, 9W300,
or 9W400 as secondary or tertiary AFSC (IAW-ZBL0) are eligible for promotion unless yhe
currently serve in the grade of CMSgt. AFW2 must meet all component specific eligibility
criteria and requirements. Approval authority for an AFR member is AFRC/CC. Approval
authority for ANG members is identified in paragraph 10.1.2., but must berseud by
NGB/AL1P. Reserve service commitment, fit for duty determination and fithess requirements for
promotion of an AFW2 are automatically waived.
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Chapter 8

*USAF RESERVE AIRMEN PROGRAM ELEMENTS (ON LY APPLIES TO AFRNO T
EAD)

8.1. Program Objectives. A promotion is advancement to a higher grade based on past
performance and future potential. There are four enlisted promotion categories: Unit Vacancy,
Stripes for Exceptional Performers | (STEP 1), Stripes for exceptional Performers Il (STEP 1),
and Othe (e.g. Medal of Honor, Missing in Action (MIA), AFW2, and Posthumous).

8.2. Responsibilities. Promotion responsibilities will be identified throughout this chapter.

Table 8.1 identifies the appropriate promotion aotity. Only the Promotion Authority may
approve a promotion. However, any commander
disapprove a promotion.

8.3. Eligibility Requirements. (SeeTable 8.2) Airmen in grades 5 and above must meet
eligibility requirements as of the last day of the month prior to the promotion cycle. The Airman
must also be the incumbent in a higher graded position.

8.3.1. The Airman must be performing satisfactorily béhse his or her assigned position
and not have any unexcused absences within the previousordth period from the
promotion effective date. Additionally, the most recently completed R/R year must be
satisfactory (AFI 3&254VI, Reserve Personnel Particifyan).

8.3.2. Individuals awaiting technical school after Basic Military Training graduation will
remain eligible for promotion and must meet the requirements in Table 8.2.

8.3.3. The Promotion Authority makes the final determination on promotion dltgilmf

any member. Only AF/RE can approve requests for waivers to establish promotion
eligibility. Process all waiver requests through the appropriate command channels to AF/RE.
(T-0)

8.4. Ineligibility for Promotion. AFRC will suspend promotion to anygrade or grades if
AFRC determine that the assigned strength in a particular grade or grades will exceed the
number authorized. HQ Individual Reservist Readiness and Integration Organization (IR/RIO)
Program Managers will provide input through IR/RIO promotion suspensions within the
command they service. {I). The following circumstances preclude promotion:

8.4.1. Grades E6 and above within 12 months of BRAC, unit deactivation or other
programmatic actions. (Note: Enlisted promotions througlgthde of E5 will be allowed
to continue until final closure of the losing organization).

8.4.2. Airmen projected for reassignment to an inactive status, separation, or retirement
within six months of promotion date.

8.4.3. Airmen in Training Status Code T 0 , Failure to Progress.

8.4.4. Airmen who are within one year of the date of a conattial order or the end of the
longest period of punishment, whichever is later.
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8.4.5. Airmen within one year of a referral Enlisted Performance Report (EPR)ating of
A20 or | ess, unl ess a new EPR is rendered
occurs first.

8.4.6. Airmen above the grade of SSgt in an overage/overgrade code for their position.

8.4.7. Airmen (E6 through E9) in retraining stats; ineligible until after attaining the- 3

level in the new Air Force Specialty Code (AFSC). A member must also hold the required
skill level listed in Table 8.2 in his or her Primary AFSC (PAFSC). Promote retrainees only
once while in retraining status.Subsequent promotion eligibility is authorized once a
member is no longer in a retraining status until either the member has been fully upgraded in
the retraining AFSC, or has returned to perform duty in the awarded PAFSC.

8.4.8. Airmen with UIF Code 2 03.

8.4.9. Airmen whose Reserve Component Physical Health Assessment (RCPHA) or Dental
exam is not current.

8.4.10. Airmen with unexcused absences within the previousmtéth period.

8.4.11. Airmen (E6 through E8) that are within 24 months of HY{Note: Members must
have 24 months retainability before being considered for promotiofvtthEbugh E9).

8.5. Unit Vacancy Promotion. A vacancy exists within an AFSC for unit/IR(Individual
Reservist) (excluding prefix and suffix) if the number asstgm the next higher grade in that
AFSC is less than the number authorized and the member is moved into the position and is the
incumbent.

8.5.1. An Airman assigned as an overage to a position projected for vacancy (due to
retirement, separation, or reggnment of the incumbent) becomes eligible for promotion in
the promotion cycle after the incumbent physically retires, separates or is reassigned and
member drops off files, provided all other promotion eligibility criteria are met. Do not
change incumént position number or move current incumbent as an overage in another or
current position for the purpose of promoting the new Airman assigned.

8.5.2. United States Air Force Reserve (USAFR) Unit Assigned. The Numbered Air Force
will compute their own veancies. Consider geographically separated units separately when
determining vacancies. Compute authorized and assigned for Air Reserve Technicians
(ART) separately.

8.5.3. ARPC/DPAA must verify that grade ceilings are not exceeded for Active Guard and
Reserve (AGR) promotions to SMSgt and CMSgt.

8.5.4. Promotion to the grades of Amn through SSgt does not depend on vacancies. The
Airman is eligible for promotion if he or shmeets the eligibility requirements Tdble 8.2

855.Do not <count oV e-regquigreacticeautyemertiRrs)( in thet assigred
strength for promotion purposes, for a period of 2 years from date the Asraecessed.

8.6. Air Force Reserve Stripes for Exceptional Performers | (STEP 1).

8.6.1. This program authorizes promotion to the rank of TSgt (AFRC unit members, IR and
Participating Individual Ready Reserve (PIRR) for a member who meets the anitEailble
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8.2 (except a vacant positioandto whom the following criteria apply: (Note: STEP | does
not apply to AGR members.)

8.6.1.1. Completed 16 years of satisfactory service for retirement as of the last day of the
month prior to the promotion cycle.

8.6.1.2. Blocked from promotion under the unit vacancy program. For PIRR members,
unit vacancy promotion is not an option; STEP |vaikable. Note: SSgts assigned to
SSgt or SrA positions are eligible for consideration.

8.6.1.3. Meets all other eligibility criteria specified in this chapter drable 8.2 and
have the approval of the Promotion Autitypspecified inTable 8.1

8.6.2. For unit assigned members, the MPS updates overgrade code L and grade status
reason code A7Go to all STEP | selectees.
IMAs and PIRR.

8.6.3. All personnel promoted under this program must be leveled to an equal or higher
graded position when a vacancy exists in accordance with ABIL36, Assignments within

the Reserve Components The overgrade code fALdderiss r emc
reassigned/leveled to a position of equal or higher grade.

8.7. Processing Vacancy and STEP | Promotions.

8.7.1. AERC Units Promote un#ssigned Airmen selected for ART positions to SrA or the
Unit Manpower Document (UMD) grade, whichever iswéw, concurrent with their
assignment to the Air Reserve Technician positions. If they are serving in a higher grade and
the UMD ART position reflects a grade equal to or higher than the grade in which currently
serving, retain the current grade. The MR8 verify the information on the promotion
roster and the AF Form 22BRecommendation and Authorization for Promotion of Airman as
Reserve of the Air ForcéNote: This paragraph does not apply to NPS enlistees attending
BMT or technical training schdo Seeparagraph 8.8for AGRS).

8.7.1.1. Identify Airmen eligible for promotion by using a monthly promotion eligibility
product/tool. Usdable 8.2to determine promaotion eligibility.

8.7.1.2. The unit commander lines through the name(s) of Airmen not recommended for
promotion, annotates the reason for mecommendation on the roster, and notifies the
Airmen in writing.

8.7.1.3. The unit commander will forward the roster and the Af¥224 to the MPS as
established by unit procedures.

8.7.1.4. The MPS:

8.7.1.4.1.Identifies Airmen eligible for promotion each month by using a promotion
eligibility product to determine eligibility. (-B)

8.7.1.4.2.Certifies the information on thergmotion eligibility product and the AF
Form 224. (13)

8.7.1.4.3.Forwards the promotion eligibility product and AF Form 224, as
applicable, to the Promotion Authority for approval -3)T
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8.7.1.4.4.Authenticates Section IV following the Promotion Authority signature. (T
3)

8.7.1.4.5.Processes Reserve Service Commitment (RSC) contracts for promotions to
the rank of MSgt through CMSgt. Q)

8.7.1.4.6.Processes the monthly promotion eligibilityoduct and AF Form 224
prior to the first day of the promotion month.-3)

8.7.1.4.7.Updates MilPDS. Open Case Management System case for Unit AGRs.
(T-3)

8.7.2. IRs and Patrticipating IRR (PIRR)The listing of all individuals eligible for promotio

is based on the data available in the Military Personnel Data System (MilPDS) file. ARPC
will provide and suspense the promotion eligibility EOM products to IR/RIO for distribution
to the appropriate Detachment Commanders identifying Airmen eligiblepri@motion
monthly. The detachment commander will validate the eligibility of the Reservists included
on the product. The Detachment commander will line through the names of any members
who are not eligible for consideration based upon applicable Alicitathe reason(s) the
member(s) is/are ineligible and the duration of their ineligibility. The detachment
commander forwards a copy to the appropriate detachment staff for forwarding to the unit of
assignment/attachment commander to notify the Airmerwiiting the reason of nen
recommendation. ¢B).

8.7.2.1. The IR/RIO will suspense the product to the appropriate detachment staff to
meet | R/ RI O/1-Q6s suspense. (T

8722.The supervisor of assigned | ROxnd and
recommends or nerecommends their members to their unit commander. If MilPDS
does not accurately reflect any items, the supervisor will contact the appropriate
detachment staff to ensure update of items in MilPDS and will provide source documents
with the returned product, unless the member does not meet the basic eligibility
requirements of this instruction. ().

8.7.2.2.1.The unit commander lines through the name of the IR or PIRR member not
approved for promotion, and briefly states the reasons feapproval. (T0).

8.7.2.2.2.If the supervisor wants to promote a member not on the eligibility product
and the member reés all requirements, the unit commander will add the
individual(s) NAME, SSN, promoteo GRADE, and identify any missing criteria and
the date it was met above the certification statement and provide source documents.

8.7.2.2.3.The unit commander sigrtee product and forwards it and any required
source documents and the RSC contract, if required, to the appropriate detachment
staff to ensure the document arrives by the suspense date.

8.7.2.2.4.The IC verifies eligibility of those approved for prometidy the unit
commander. If the detachment commander finds any member ineligible, the
detachment staff will return the product to the unit commander for removal from the
list or resolution of criteria. (D).

8.7.2.2.5.The detachment staff sends thetud-signed roster to ARPC/DPTTRA
by the 25th of each month. Q).
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8.7.2.3. ARPC/DPTSC verifies the master promotion eligibility product, updates the
personnel data system as indicated on the product, and publishes and distributes orders.
(T-0).

8724. The 1 C provides a copy to the member 0:¢
distribute to the member and assigned RegAF unit command&)). (T

8.7.3. Non Prior Service (NPS) enlistees. The Promotion Authority may promote NPS
enlistees ordered to initiactive duty training (IADT) after completion of basic military
training to the next higher grade, provided the members meets the requirenieiikeid.2

The Time in Service (TIS) calculation for promotion begingtandate the enlistee entered
IADT. The effective date of promotion is the date member met eligibility conditions in
Table 8.2, unless the order specifies a different date.

8.8. Title 10, U.S.C.Section12310, Active Guard and Reserve (AGRS).

8.8.1. AFRC Assigned AGRs. AFRC Directors approves or disapproves all promotion
recommendations for all TSgts and below assigned to AFRC. AFRC/Al approves or
disapproves all promotion recomnuations for MSgt and above assigned to AFRC. The
immediate supervisor recommends promotion on an AF Form 224 for Airmen who meet
eligibility requirements in Table 8.2 and sends to AFRC/A1KP, no later than the 10th day of
the month proceeding the monthetipromotion is effective. Promotion to the grade of
SMSgt and CMSgt must be coordinated with ARPC/DPAA for grade ceiling and strength
limitations. (TF0). For the Airmen not recommended for promotion: The respective
Director annotates the reason for frecommendation on the AF Form 224 and notifies the
Airmen in writing.

8.8.1.1. AFRC/A1KP verifies the AF Form 224, ensures AFRC assigned AGR Airmen
meet all eligibility requirements, ensures packages were forwarded through command
channels to the commamdfor quality force review and forwards it to AFRC/AL for
promotion approval/disapproval. Promotions to the grade of MSgt through CMSgt
require an RSC contract and must be signed prior to promotion. Upon
approval/disapproval, AFRC/A1KP will update MilPD$en publish and distribute
orders.

8.8.2. ARPC assigned AGRs. ARPC/CC approves or disapproves all promotion
recommendations for personnel assigned to ARPC. ARPC/DPTSC obtains the list of
assigned ARPC enlisted AGRs from ARPC/DPX monthly and verihigibiity. (T-1).

8.8.2.1. DELETED

8.8.2.2. Directorate prepares and signs the AF Form 224 with desired promotion date in
blank Section IV, and coordinates the form for all required signatures. The Director
submits the completed and signed AF Form 82ARPC/DPTSC for processing. RSC
contracts for MSgt through CMSgt promotions will accompany the AF Form 224.
Promotions to the grades of SMSgt and CMSgt must be coordinated with ARPC/DPAA
for grade ceiling and strength limitations at least one montr pripromotion effective

dat e. ARPC/ DPTSC will wupdate Mil-®.DS, and

8.8.3. AFRCRS (Recruiters). Coordinate with AFRC/RSO on individual recruiter
production.
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8.8.3.1. Retrieve the promotion list and verify eligiiby.
8.8.3.2. Receive recommendations from Senior Recruiters and NAF Flight Commanders.

8.8.3.3. AFRCRS (Recruiters). AFRCRS/CC approves or disapproves all promotions for
personnel assigned to the recruiting Service. AFRCRS Commander Support Staff will
accomplish the following:

8.8.3.4. Coordinate recommendation/noecommendation with AFRCRS/CCFno
quality force issues.

8.8.3.5. Coordinate recommendations of promotions to the ranks of SMSgt and CMSgt
with ARPC/DPAA for grade ceiling and/or strength limitations.

8.8.3.6.Complete the AF Form 224, sign the MPS verification, and forward to
immediatesupervisor for signature and return. Promotions to the grade of MSgt through
CMSqgt require an RSC contract and must be signed prior to promotion.

8.8.3.7.Provide all recommendations/noecommendations to AFRCRS/CC for
approval/ disapproval. For Airmemot recommended for promotion: The AFRCRS/CC
annotates the reason for Aa@tommendation on the AF Form 224 and notifies the
Airman in writing.

8.8.3.8. Update MIIPDS, publish and distribute promotion orders.

8.8.4.HQ IR/RIO AGRs. IR/RIO/CC approves ro disapproves all promotion
recommendations for enlisted personnel assigned to IR/RIO. The immediate supervisor
recommends promotion on an AF Form 224 for an Airman who meets eligibility
requirements in Table 8.2 and forwards through his or her chainpnomand for quality

force review prior to the desired promotion month. Promotion to the rank of SMSgt and
CMSgt must be coordinated with ARPC/DPAA for grade ceiling and strength limitations.
(T-0).

8.8.4.1.IR/RIO verifies the AF Form 224, ensures IR/R#Ssigned AGR Airmen meet

all eligibility requirements, and forwards the form through command channels to
IR/RIO/CC for promotion approval/disapproval. Promotions to the grade of MSgt
through CMSgt require an RSC contract and must be signed prior to tmomdpon
approval/disapproval, IR/RIO will forward all required documents to ARPC/DPQA for
MilPDS updates.

8.8.5. AGR Airmen not assigned to AFRC, Recruiting, ARPC or IR/RIO . The
MAJCOM/FOA/DRU A1 sends promotion recommendations to ARPC/DPAA for staffing to
AF/RE for approval/disapproval. Promotion recommendations for AF/RE Promotion
Authority must arrive at ARPC/DPAA not later than the 10th day of the month proceeding
the month the promotion is effective. ARPC/DPAA verifies grade ceilings for SMSgt and
CMSgt promotions, processes RSC contracts for MSgt through CMSgt promotions, updates
MIlPDS, and prepares and distributes promotion orders. For those Airmen not recdmen
the AF/RE lines through the name(s) of Airmen not recommended for promotion, and
annotates the reason for a@tommendation on the form/roster, and notifies the Airmen in
writing.

8.9. Air Force Reserve Stripes for Exceptional Performers Il (STEP 1) STEP Il authorizes
promotion of outstanding, wetleserving Airmen one grade over the Unit Manning Document
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(UMD) position grade to which assigned; or members in a higher graded position who are being
blocked for promotion who are otherwise eligible cenconsidered for STEP IINote: PIRR
while not assigned to a position are eligible for STEP 1.

8.9.1. Members must meet the following criteria for STEP Il consideration:

8.9.1.1. Meet eligibility requirements as outlined rable 8.2, with the exception of
being in a higher graded position. This requirement does not apply to PIRR. However, a
member in a higher graded position blocked for promotion who is otherwise eligible for
promotion is also eligible to be cadered for STEP II.

8.9.1.2. Have no unexcused absences within the preceding 12 month period.

8.9.1.3. Be nominated by the immediate supervisor and have first endorsement by the
unit commander or designated representative.

8.9.1.4. Not be an AGR.

8.9.2. A member may be promoted no more than one grade over the authorized position
grade. Since PIRR do not occupy a position with an authorized grade, only one STEP I
promotion is allowed while in the PIRR.

8.9.3. STEP Il promotion boards will be held aratly, with a promotion effective date of 1
October.

8.9.4. STEP Il promotees will be assigned overgrade code L, and will be leveled by the
squadron, group, wing commander, or PM as soon as possible. PIRR members, while not in
a UMD position, require theode to identify a STEP Il promotee.

8.9.4.1. When a STEP Il promotee is reassigned to a position of equal or higher grade,
remove overgrade code L from the system.

8.9.5. Do not use STEP Il promotions when computing vacancies for unit vacancy
promotions

8.9.6. A central board process at ARPC/DPA determines promotions to the grades of TSgt
through CMSgqt.

8.9.7. AFRC/AL1 establishes yearly promotion quotas as approved by AFRC/CC or designee.

8.10. Airmen mobilized under Title 10, U. S.C. Section 1230&residential Reserve Call Up)
or Section 12302 (Partial Mobilization compete for promotion within the normal Reserve
promotion program.

8.11. Reserve Service CommitmentPromotion to the ranks of MSgt, SMSgt, and CMSgt
require 2years of retainability. If the Airman is unable to obtain the fulear retainability, he

or she is not authorized the promotion to the next higher grade. This is not waiverable. The unit
forwards the RSC contract to the MPS, if applicable for Unit Reservists, or IR/RIO for
IMASs/IRRs for updating and distribution. {{d).

8.12. Publishing Promotion Orders. MPS or ARPC publishes and distributes all orders. MPS
or ARPC prepares composed or guter generated orders on an AF Form 224 or AF Form
2096, Classification/Orthe Job Training Actioiffor unit assigned Reservists).
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8.12.1. Computer generated order will include grade, name, SSN, Date of Rank, Effective
Date, Personnel Accounting SymbBIAS), and the authority. Appropriate blocks on the AF
Form 224, must be completed.

8.12.2. Use AF Form 224 for promotions made under Title 10, U.S.C. Section 12310, and
for AFRC unit assigned Reservists promoted to SMSgt and CMSqt.

8.13. Missing Data. The commander may ask ARPC/DPTSC to provide information from the
master personnel record group or the Automated Records Management System (ARMS) system
for promotion eligibility information not reflected in MILPDS. MPS or ARPC enters
information into MilFDS.

8.14. Revoking Promotions. When the Promotion Authority requests to revoke promotions,
the request must include the following:

8.14.1. The effective date of promotion and the reason the promotion was not halted prior to
the effective date.

8.14.2. Identification of the training periods the Airman was paid in the higher grade, if
applicable. To allow Reservists to retain pay already received, add the date the Airman was
told of the erroneous promotion action and statement to show that the Aictailya

di scharged the higher gradeés function 1in
error in the promotion. Refer to DFASEM 70733, Air Reserve Forces Pay and
Allowance [ARPAS] and DoD Military Pay and Allowances Entitlement for further
information.

8.14.3. Copy of the MilPDS Report on Individual Person (RIP) and a copy of the promotion
order.

8.14.4. Unit Assigned Airman and AGRs. Send requests for revocation to AFRC/A1KP for
approval/disapproval. AFRC/A1 sends the revocation to the /dP&ocessing. The MPF
publishes and distributes AF Form 97Request and Authorization for Change of
Administrative Orders The unit advises the member of the revocation request approval or
disapproval. Wing commander recommendation on requests focation and submits
them to HQ AFRC/A1KP for approval/disapproval. HQ AFRC/A1KP sends the revocation
to the MPS for processing. The MPS published and distributes AF ForniR6@8est and
Authorization for Change of Administrative Order§he unit advies the member of the
revocation request approval or disapproval.

8.14.5. IMA and PIRR Airmen. The unit commander initiates the request for revocation and
forwards it to the PM. The PM endorses it and forwards it to IR/RIO for coordination and to
AFRC/A1KP for approval/disapproval. Approved revocations are forwarded to IR/RIO/DPP
for processing. IR/RIO publishes and distributes the AF Form 973. The Promotion Authority
will notify and provide a copy of the AF Form 973 to the memberO)(T

Table 8.1. USAFR Promotion Authorities.

RULE Assignment Affected Individuals Authority

SMSgtandCMSgt Wing or detachedyroup
1 USAFRUnit Members Commander

g
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(Note1) Amn throughMSgt Commandeof unit of assignmentiMay
delegatepromotionauthorityto
detachmentinit commander
2 Title 10 U.S.C.Section AFRC RSAssigned AFRC RS/CC(Notes1,3)
12310AGR personnel
(Note2) Amn assignedo AFRC, AFRC/A1, MSgts and abov@otes1, 3)
exceptRecruiters AFRC, TSgts and above (Notes 1, 3)
Amn assignedo ARPC ARPC/CC(Note3)
Unit Level AGR Groupor SquadrorCommander
Amn throughMSgt
Unit Level AGR Wing or detachedsroup
SMSgtandCMSgt Commander
(Note3)
Amn assignedo IR/RIO IR/RIO/CC(Note 3)
Others USAF/RE(Note3)
3 IMAs andPIRR Amn throughCMSgt Unit Commander
4 STEPII TSgtandMSgt Wing/NAF/IR/RIO Commander
SMSgtandCMSgt AFRC/CC
Notes:

1. NAF commandemaydelegateromotionauthorityto Vice commandeor Directorof Stafffor unit personnel

reportingdirectlyto theNAF. Designate alauthoritydelegations imwriting and providethemto theservicing

MPS Chief. Commanders/Directoif MAJCOM, FOA, DRU may delegateheauthorityto approvea promotion,

in writing. AFRC/Alwill retaina copyof delegations.
2. Individualsassigneds Title 10U.S.C.Section12310areReservists on Aandremainunderthe AFR
promotionsystemfor AGRs.
3. Promotion to thgradeof SMSgtandCMSgtmust becoordinatedvith AFRC/DPAA forgradeceiling and
strengthimitations.

Table 8.2. Promotion Eligibility (Notes 1, 2, 3, 10).

R A B C D E F

U If promotion is | andthe andTIG and and and

L to thegrade PAFSCis | is (Note enlisted | satisfactory | following

E (Note2) 3) serviceis | yearsfor mandatory

(Note4) | retirement | educationis

are (Note completed
5) (Note6)

1 Amn (Note 1, N/A 6 months N/A N/A

7, 10)
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A1C (Notel, 6 months N/A
7, 10)
SrA (Notel, 3 skill vl 8 months 1year
10)
SSgt(Notel, 5 skill Ivl 12 months | N/A 4 years
10) (3 Ivlif (Note 8)
AFSC
doesnot
have5 Ivl)
TSgt(Notel, 7 skill Ivl | 24 months 6 years N/A
10)
MSgt (Note1, 7 skill vl 24 months | 8 years 8 years (Note
10) 9)
SMSgt(Note 7 or 9skill 10years | 1lyears SNCO
1,10) vl Academy
and
Associates
Degrees
from CCAF
(Notes6,11,
12,
13, 14)
CMSgt(Note 9 skill Ivl 14 years COC or
1, 10) AFRCCO
and
Associates
Degreefrom
CCAF

(Notes11, 12,
13, 14)
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Notes:

1. All eligibility requirements stated in paragraph 8.3 Eligibility Requirements, apply ¢
well as the information listed in this Table. Local promotion boards are not authorizeo
select enlisted members for unit vacancy promotions. The PromotionrAythay solicit
input from supervisors/chain of command officials. The Promotion Authority makes f
decision on the promotion approval. For Airmen not recommended for promotion, the
commander annotates the reason forremommendation and notifielse individual in
writing. Promotion effective date is the first day of the month except for promotion2 to
through E4. The effective date for those grades is the date in which all eligibility
conditions are met. (This note applies to all Rules, e BT 8 of Table 8.2.)

2. The Promotion Authority may waive the PAFSC skill level requirement for Airmen
performing in a Special Duty Identifier (SDI, for example: SDI 8R000 Recruiter). On
reassignment from duty in SDI, Airmen must qualify for thdl &wel required in Column
B, within the time limits specified in AFI 38201, Volume 3Air Force Training Program,
On-the-Job Training Administration(T-0).

3. Airmen must complete basic military training. TIG for Airmen enlisted in the grade
AB, Amn, or A1C begins on the date the Airman entered IADT0).

4. This includes AD and nefiD enlisted service. Do not credit service in a commissiof
warrant, or flight officer status. This does not count for enlisted promotions.

5. Includes AD andion-AD service. Credit service in a commissioned, warrant, or fligh
officer status. PIRR must accrue 50 retirement points in the preceding R/R year to bg
recommended for promotion, under STEP | or STEP II.

6. All PME may be completed-residence or bgorrespondence. Completion of the
United States Army Sergeants Major Academy, the United States Navy Senior Enlist
Academy, the United States Coast Guard Chief Petty Officers Academy, or United St
Marine Corps Staff NCO Academy is equivalentto SMCBIIE-8 6 s meet i n(
requirements for placement into a vali@Bposition must complete COC (Chief Orientat
Course) prior to being promoted te%E

7. Promotion Authority may promote an AB on IADT to Amn or Amn to A1C. The
Airman must maitain a satisfactory scholastic record in the course and be otherwise
eligible for promotion.(T-3).

8. SSgt. The NCO Preparatory Course (MilPDS code X), the NCO Leadership Scho
(MIIPDS code U), the Airman Leadership School (MilPDS code O), or the NCO
Orientation Course (MilPDS code 8).

9. MSgt. The NCO Academy (residence or correspondenc&xception: The Airman
was promoted when the PME was not required, satisfactorily served in the higher grg
and completed the SNCO Academy course.

10. Mambers are required to comply with Air Force Fitness standards IAW AEBG6.
Commanders should use AFI-2605, Attachment 14 (Tables A14.1. and A14.2.), for
administrative and Personnel Actions for Failing to Attain Physical Fitness Standards
note applies to all Rules, i.e. Rulg B of Table 8.2.)(T-0).

11. Effective date of this publication, any personnel selected to fill SMSgt/CMSgt
authorizations are required to have completed the SNCOvregidence or by
correspondence) prior to assigemb to the higher graded position. This policy is to be
implemented without exceptior{T-0).

12. Effective date of this publication, any enlisted member of the AFR currently holdi
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the grade of & or E8 will not be promoted to the next higher grade (E8 and E9
respectively), without successful completion of a CCAF degree. The CCAF credit/de
can be in any discipline and must be updated in MilPDS for promotion eligibilig).(
13. Effective the date of this publication, any enlisted member of the AFR currently
holding the grades of-gB, E7 or E8 or E9 will not be MOVED/PLACED into or gainst
positions graded of E8 and E9 without prior successful completion of a CCAF degree
CCAF degree can be in any discipline must be updated in MilPDS prior to placement|
higher graded positioffT-0). Waiver authority for this policy is AF/R or AF/RE
designated authority.

14. E8 or B9 in a valid position commensurate with their current grade prior to the d:
this publication, are not required to have a completed CCAF degree and are deemed
met requirements in their current iaposition, to retain their current grade. However,
current E8's and E9's will not be PLACED into or against any positions gradeide E9
other than the position they are currently assigned without prior successful completio
CCAF degree. Thesmembers are highly encouraged to complete their CCAF degreeg
enabling them to be promoted frorr8Ho E9 and compete for higher leadership positio
Any E-8 who does not complete their CCAF degree will not be authorized promotion
grade of E9. (T-0).
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Chapter 9
*USAF RESERVE AIRMEN DEMOTIONS (ONLY APPL IES TO AFR NOT EAD)

9.1. Demotion. Demotions are administrative and apply to Reserve Airmen in the ranks of Amn
through CMSgt. Do not use demotions actions when action under the Uniform CodéanfyMil
Justice (UCMJ) is jurisdictionally authorized and when punitive action is more appropriate.

9.1.1. Do not demote Airmen who have separated.

9.1.2. Initiate administrative demotion action during the term of enlistment in which the
reason(s) for thaction first occurred, unless the facts and circumstances are not discovered
until the next enlistment period.

913.1f the commander has sufficient reason t
entire military record in deciding whether demotaartion is appropriate.

9.1.4. When appropriate, give an Airman an opportunity to overcome his or her deficiencies
before demotion action is initiated. Commanders should maintain supporting documentation
of all rehabilitation and probationary actions.

9.15. Do not suspend administrative demotions. However, for those Airmen who have been
recalled to Active duty under 10 U.S.C. 12310, if the demotion authority decides to restore
the Airmands original grade f ol l obatwean3de mot
and 6 months after the effective date of t he
grade should be an uncommon occurrence. The effective date and the date of rank in such
cases are the date on which the demotion authority apprestesaten in writing.

9.1.6. Do not reassign an Airman for whom a demotion is in process until after completing
the demoti on. | f an Airmandés participatio
reassigning or separating the Airman. Demote Airmen to grades in accordance with
paragraph 9.10

9.2. Demotion Authority. For Airmen serving in the ranks of Amn through MSgt, the
commander in the chain of command succeeding the initiating commander is the demotion
authority.

9.2.1. For voluntary demotiominder paragraph 9.3., the Wing commander is the Demotion
Authority. For IR/RIO personnel, the demotion authority is the IR/RIO commander.

9.2.2. For Airmen in the ranks of SMSgt and CMSgt, AFRC/CC is the demotion authority.
The demotion authority mayetldelegated to NAF or equivalent level commanders in writing
but may not be further delegated except for demotion cases that falljpamdgraph 9.2.1

9.2.3. For Airmen serving on 10 U.S.C. 12310 tours (except recrudacs Air Guard
Reserve (AGR), the AFRC/AL is the demotion authority.

9.2.4. For AFRC Recruiters, AFRCRS/CC is the demotion authority.

9.2.5. For Airmen assigned to the following categories, the demotion authority is ARPC/CC:
PAS S7 Personnel including Non Participating IRR, Inactive Status List Reserve Section,
Ready Reinforcement Personnel Section (RRPS) and-Affdiated Reserve Section
(NARS) (Key Federal Employees). This may be delegated to ARPC/DPTSC.
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9.2.6. For Individual Mobilization Augmentees (IMAs) and Participating Individual Ready
Reservists (Pl RRs) who are in the rank of
commander initiatedemotion action, and the demotion authority lies with IR/RIO/CC.

9.2.7. For IR/RIO assigned staff members including AGRs, ARTs, IMAs and PIRRs
assigned to IR/RIO, its detachments and OLs, the IR/RIO/CC is the demotion authority.

9.3. Reasons for Voluntay Demotion.

9.3.1. Demote Airmen when they volunteer for reassignment to a position with an authorized
grade below what they currently hold. If the Airman accepts reassignment to a lower grade,

the Airman confirms such acceptance in writing as follolisT he | ower gr ade [ ¢
with DOR of [list DOR in accordance with AFI 38604 Service Dates and Dates of Rhnk
is accepted. o Advise the Airman that the de

Chapter 8 of this instruction.

9.3.2. For Airmen who apply for an Air Reserve Technician (ART) position that has a lower
grade, the following process applies:

9.3.21.The initiating commander forwards a (
memorandum to the serviciDdPS directing the demotion.

93.22.The MPS publishes a demotion order aft
statement.

9.3.2.3.The losing MPS ensures that the Airman receives and signs the voluntary
demotion statement before issuing orders or updaflilPDS.

9.3.3. For Airmen who apply for positions other than ART positions, including submitting
any applications for voluntary recall to extended active duty, the losing MPS publishes
demotion orders.

9.3.4. For an Airman assigned to AGR positions 1PS forwards the signed statement and
the last two promotion orders to ARPC/DPAA. ARPC/DPAA forwards the package to
ARPC/PBO for update and publication of the demotion order.

9.3.5. For an Airman reassigned from a nonparticipating Reserve sectionABR@G unit
position, the gaining MPF forwards the signed statement to ARPC/DPSRA, 6760 E.
Irvington PL, Denver CO 80288200.

9.3.6. Reorganization or Mission ChangeWhen an Airmandés positio
unfunded or eliminated because of a commandiloForce organization or mission change,

the overgrade Airman will receive a waiver, take a voluntary demotion, retrain, or accept
reassignment to a nonparticipating reserve section. Ensure that these actions comply with
this instruction and AFI 3@115 Assignments Within the Reserve Components

9.4. Reasons for Involuntary Demotion.

9.4.1. Unsatisfactory Participation in Reserve Training. Demote unsatisfactory participants

hol ding a grade higher than Amn. ( NOTE: A
uni t program) or one unsatisfactory fpEorti ci
PIRR), the commander sends the Airman a certified memorandum, return receipt requested,
stressing the seriousness of the situation and advising the demotion action is being initiated.

The demotions will be effected as soon as practicable after threAihas been provided the
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opportunity to exercise his or her rights as defined in the memorandum advising of the intent
to demote. The demotion action must be completed prior to separating the Airman). For
demotion purposes only:

9.4.1.1.For Categorsi A0 reservi st s, unsatisfactory
five or more unexcused periods from scheduled Unit Training Assemblies (UTAs) (4
hours per UTA period) within any continuous-a®nth period. Prior to demotion, the

unit must have complie with the provisions of AFI 3@254VI, Reserve Personnel
Participation, paragraph 4.14.2, by making every reasonable effort to locate the absent
Airman during each scheduled UTA period in which the Airman has been absent.

9412.For CategorwndBdat ¥Mdorsy AEO PIRR re
participation is based on their FY obligation as defined in AFR23&4VI ,Table 1.1. and
paragraph 1.3.2.1and 1.3.2.2 (one unsatisfaory participation year). After confirmed
unsatisfactory year, initiate notification procedures as definpdrimgraph 9.4.1

9.4.2. Failing to Fulfil NCO Responsibilities. Demote Airmen who do not fulfill
noncommissined officer (NCO) responsibilities under AFI-2618, The Enlisted Force
Structure In the demotion memorandum, site the specific reasons regarding how the Airman
did not fulfill NCO responsibilities and the applicable paragraphs of ARGIB.

9.4.3. Failing to Complete Training. Demote an Airman to the previous grade if the Airman
was promoted as an officer trainee under ARR261,Air Force Training Programor AFI
36-2013, Officer Training School (OTS) and Enlisted Commissioning Programs(EGPS)
because the Airman was expected, and failed, to complete other training. DemdReidion
Service Airman to the rank of A1C prior to reclassification or separation.

9.4.3.1. The commander of the relevant Armed Forces school demotes officer trainees or
pipeline students eliminated from training to the grade previously held.

9.4.3.2.For an Airman attending Armed Forces schools in a TDY status, the school
commandant i nforms AFRC if hi s or her
commander takes approgie action to demote the Airman to the grade previously held.
NOTE: Delay the demotion when an Airman would lose authorization to ship household
goods, move dependents, or both, until he or she arrives at the new duty location or TDY
station. The losingPS includes a cover memorandum or notes on PCS orders that a
demotion is pending against the Airman. The gaining commander completes demotion
action using the effective date as the date when the Airman arrives at the new duty
location.

9.4.4. Failing toAchieve or Maintain Skill Levels. Demote Airman if he or she:
9.4.4.1. Does not achieve or maintain a current skill level appropriate to his or her grade.

9.4.4.2.Was promoted or enlisted with a PAFSC waiver and does not qualify for the
PAFSC award ahe indicated skill level.

9.4.4.3. Was reclassified to a skill level below the awarded AFSC. See ARILGH,
Classifying Military Personnel (Officer and Enlistedpemote the Airman to the highest
possible grade for the reduced skill level.

9.4.4.4. Failed to qualify in the specialty for which he or she was trained or is being
trained. Prior to demoting an Airman for failure to qualify (e.g.,-tine Career

p e

S e

st
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Development Course failure), unit leadership must have complied with the rehabilitative
prowvisions of AFI 362201.

9.4.5. Failure to Keep Fit.

9.4.5.1. Airmen may be demoted when, after entry into the fithess program, they do not
maintain fitness standards as outlined in AF23®5,Fitness Program Specifically, an

Airman may be demoted if he or she fails to attain or maintain Air Force fitness standards
after three unsatisfactory tests. If an Airman has been administratively demoted in grade,

and is still failing to make satisfactory progredse wnit commander must make a
recommendation to the wing commander to retain or initiate separation action of a

member on his or her fourth fitness failure and each subsequent unsatisfactory fitness

test.

9.4.5.2. Airmen may be demoted for failing to mtéam or demonstrate the ability and
willingness to attain physical standards.

9.5. Who Notifies the Airman of Demotion Action. The initiating commander consults with
the servicing SJA and informs the Airman in person or by certified mail, return resgiegsted,
of the intention to recommend demotion, or to demote.

9.5.1. The memorandunwill (see Attachment 13 for example demotion letter without
prejudice, see Attachment 14 for example demotion letter with prejudiCe)).

9.5.1.1. Contain specific reasons and a complete summary of the supporting facts.

9.5.1.2. Contain instructions for acknowledging receipt of the notification memorandum
within 30 calendar days.

9.5.1.3. Notify the Airman that, if he or she disagrees with the psep action, he or she

may submit a statement, and can request a personal hearing before the initiating
commander. Advise the Airman that he or she must pay all travel and other expenses for

a personal hearing.

9.5.1.4. Advises the Airman that he or sheaynseek legal counsel, military or civilian
(civilian at the Airmanés own expense).
Area Defense Counsel, who can assist with written and oral statements.

9.5.1.5. Inform the Airman (if eligible) of the rightotapply for retirement uieu of the
demotion. If retirement is approved, the Airman must retire not later than the 1st day of
the 4th month after the first demotion notification.

9.6. Processing Demotions.The Airman acknowledges receipt of the demmotnotification
memorandum within 30 calendar days of receipt. The Airman should indicate if he or she
concurs or noftoncurs, and may submit an application to retirkein-of the demotion, if he or

she gualifies.

9.6.1. At the end of the 30 calendaaylperiod (or sooner if the Airman responds before the
end of the 30 calendar days), the following actions occur.

96.1.1.Ai rman Concur s. After receiving the
commander forwards the entire case file to the seyitMPS (IR/RIO/DP for IMAs or
PIRRs) for processing by the demotion authority.
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9.6.1.2. Airman Norconcurs. The Airman can submit materials, or request a personal
hearing, or both. The initiating commander considers all materials presented by the
Airman before recommending further action to the demotion authority. The initiating
commander notifies the Airman, in writing, of the decision to continue or terminate the
demotion.

9.6.1.3. Airman Applies for Retirement. If the Airman elects to apply foreatent, the
effective date of retirement will be the 1st day of the 4th month after the first demotion
notification. The Airman must submit the retirement application no later than 30
calendar days after the demotion action was initiated to avoid plidntic# the demotion
orders. The retirement application is processed in compliance with AB2&8 Service
Retirements The demotion process terminates if the retirement application is approved.
The demotion process continues if the retirement apjaicé disapproved.

9.6.1.4.No Response. If the Airman does not respond, process the demotion as if he or
she concurs; the demotion action goes to the demotion authority. The demotion package
will state that the Airman was provided the opportunityubnsit statements, but that he

or she has not done so.

9.6.2. Demotion Action Continues The initiating commander writes a summary of the
personal hearing (if any), which becomes a part of the case file. He or she forwards the
entire case file to the secing MPS (or IR/RIO for IMAs/PIRRS) for processing by the
appropriate demotion authority. The demotion authority obtains a written legal review from
the servicing SJA before making a final demotion decision.

9.6.3. Demotion Authority Approves the Demobh. The demotion authority notifies the
Ai rmands servicing MPS by letter. The MPS
demotion authoritydés memorandum and sends it

9.6.3.1. The initiating commander informs the Airman initivrg by certified mail or in
person of the grade to which he or she is demoted, to include the date of rank (DOR) and
effective date.

9.6.3.2. The initiating commander informs the Airman that he or she must acknowledge
receipt of the demotion decisionthin 30 calendar days and indicate to the MPS/CC (or
IR/RIO/CC for IMAS/PIRR) whether he or she intends to appeal the final decision, or, if
eligible, submit an application to retire in lieu of the demotion to avoid publication of
demotion orders. (D).

9.6.3.3. The Airman acknowledges receipt of the memorandum within 30 calendar days

by endorsing the memorandum to include the date he or she acknowledges receipt,
indicating he or she will appeal the decision and, if he or she intends to submit an

applicaion, to retire in lieu of demotion as applicable.

9.6.4. Demotion Authority Disapproves the Demotiohhe demotion authority writes to the

Ai rmandés servicing MPS or to |IR/RIO, as apf
through the initiating comander by endorsing the document. For IMAS/PIRRSs, the
demotion authority notifies the Airman thro
and/ or Airmands active duty commander .

9.7. How to Appeal .
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9.7.1. Demoted Airmen. A demoted Airman must state drisher intention to appeal in
writing.

9.7.2. USAFR Unit Assigned. Members will submit any written appeals to the servicing
MPS commander within 30 calendar days after acknowledging the final demotion decision,
unless the initiating commander authosizs extension.

9.7.2.1. The servicing MPS commander sends the case file to the demotion appellate
authority. The demotion appellate authority obtains a written legal review before acting
on the appeals.

9.7.2.1.1.For USAFR enlisted members in grades Amn through MSgt, AFRC/CV is
the demotion appellate authority (unless AFRC/CV has delegated demotion authority
to someone subordinate to their position of AFRC/CV).

9.7.2.1.2.For USAFR enlisted members in the ranksSiISgt and CMSqgt, the
AFRC/CC is the demotion appellate authority (unless AFRC/CC has delegated
demotion authority to someone subordinate to their position of AFRC/CC).

9.7.3. IMAs and Participating Individual Ready reserve (PIRR) will submit an appeal
through the initiating commander to the Program Manager. This action must be sent by the
member to the demotion authority within 30 calendar days after acknowledging the final
demotion decision, unless there is an authorized delay from the initiating coemmarhe
demotion authority sends the case file to the appellate authority.

974 Noti fication procedures. When the appel
appeal, the servicing MPS or IR/RIO notifies the Airman in writing, via command channels,
and the initiating commander endorses the notice.

9.7.5. Appeal Approval When the appellate authority approves the appeal, he or she directs

the servicing MPS or I R/ RIO to restore the
Through the initiating commander, the MPS or IR/RIO sends a memorandum notifying the
Airmanthat he appell ate authority approved the arg

was restored.

9.8. How to Apply for Retirement. An Airman eligible to retire may elect to apply for
Aretir-bememtdemoti on. O The ef fobemtlatevtlean tealste o f
day of the 4th month after initial notification of demotion action. The retirement application is
processed in compliance with AFI-3209.

9.8.1. When an Airman submits an application to retirdien-of demotion, all demotion
action stops until the authorities act on the retirement application.

9.8.2. The retirement application is processed in compliance with ARR2R%3.
9.8.2.1. The demotion process terminates if the retirement application is approved.
9.8.2.2. The demoton process continues if the retirement application is disapproved.

9.9. Determining Date of Rank (DOR). MPS are required to ensure they comply with AH 36
2604 when completing an adjusted DOR for members who are voluntarily demoted. Use the
adjusted DORfor Airmen demoted voluntarily under paragraph 9.3. Determine the DOR of
Airmen demoted involuntarily under paragraph 9.4 in accordance with AE634. (F3)



94 AFI36-2502 12 DECEMBER 2014

9.10. Grades to Demote Airmen.

9.10.1. Demote SrA or higher no lower than A1C. EXCEPTIONirmen demoted under
paragraph 8.10.4. may be demoted to AB.

9.10.2. Demote an A1C no lower than Amn.
9.10.3. Demote an Amn to AB.

9.10.4. Demote by three or more grades only when no reasonable hope exists that the
Airman will ever show the proficiencyleadership, or fithess that earned the initial
promotion.

9.11. Announcing and Revoking Demotions.

9.11.1. The applicable organization announces demotions in Reserve orders. Use the day
prior to reassignment to a lower grade position as the effeciteeodl voluntary demotion.

9.11.2. The applicable organization revokes demotion orders only when the demotion
authority determines orders were published without a proper basis as well as when the
demotion authority has granted an Airmanods a

9.11.2.1 The MPS of a unit requests authority to revoke a demotion order through
command channels to AFRC/AL1KP for Airmen assigned to that unit.

9.11.2.2.For IMAs/PIRRs, IR/RIO/CC requests authority to revoke a demotion order to
AFRC/A1KP.

9.11.2.3.The requst will include:
9.11.2.3.1.Effective date of the demotion.
9.11.2.3.2.Reason for demotion.

9.11.2.3.3.Training periods during which the Airman was paid in the lower grade, if
applicable, to allow Reservists to recoup pay not received, at the apfropay
grade.

9.11.2.3.4.Date the Airman was told of the erroneous demotion action.

9.11.2.3.5.Copies of the report of individual personnel and the demotion order for
Airmen assigned to AFRC units.

9.12. Documenting Demotion Actions. The MPS or ARPC:
9.12.1. Updates the grade data in MilPDS:-3Y

9122.Fi l es a copy of the demotion order in th
36-2608,Military Personnel Records Systemd-3)

9.12.3. Forwards the completed demotion case file (including AF Form 2096, with
appropriate AFSCs and training data after demotion) to ARPC/DPTAR for filing in the
automated records management system3) (T
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Chapter 10
AIR NATIONAL GUARD ( ANG) PROMOTION PROGR AM

10.1. General Promotion Information and Eligibility Criteria
10.1.1. Program Objectives.

10.1.1.1.The fact a member meets each of the eligibility criteria outlined in this
instruction does not automatically guarantee promotion to the next higher ifadéng

minimum eligibility criteria only indicates that a member can be considered eligible for
promotion. Promotion is not a reward for past performance, but recognition of the
member 6s potential to successfully serve i

10.1.1.2. A promotion recommendation must be based upon a period of time sufficient to
permit a substantive evaluation of the airman's total performance. An essential part of
this evaluation includes the airman's attendance at Unit Training Assemblies (UTA) and
Annual Training (AT). Before recommending promotion, the commander must also
ensure that the airman's duty performance and training progress clearly indicate the
member 6s potential to serve at the higher

10.1.1.3.In the Noncommissioned Officer (NCO) gess, particular emphasis must be
placed on demonstrated technical skills, present and future supervisory skills, willingness
to accept more responsibility and leadership potential.

10.1.1.4.Each promotion to TSgt and above must be considered in ligtst iofipact on
the unit and state force management plans in addition to the immediate and long range
potential of the member to serve in the higher grade.

10.1.2.5When assessing a member 0s potenti al
commanders should reféo AFI 362618, Enlisted Force Structutefor responsibilities
of the specific enlisted tier and grade.

10.1.2. Authority.

10.1.2.1. The authority to promote ANG airmen as Reserves of the Air Force is
delegated to The Adjutant General (TAG) of the &tat Territory in accordance with
policies and procedures established by this instruction.

10.1.2.2. The authority to promote through the grade of TSgt may be delegated to wing
or equivalent commanders.

10.1.3. Wing or equivalent commanders may furtheglegjate this authority to each
individual group, unit or squadron commander.

10.1.3.1. The authority to approve promotions to the grades of MSgt, SMSgt, and CMSgt
is TAG. TAG may delegate authority to promote airmen in these grades to the State
Assistant Adjutant General for Air (AAG for Air). However, the AAG for Airman
delegate this authority to the State Director of Staff (DoS). This authority cannot be
delegated below the DoS. There will be no exceptions to this policy.

10.1.4. First Sergeants onmimediate supervisors will not have promotion authority.
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10.1.5. The authority to promote airmen serving on a Statutory Tour in accordance with
ANGI 36-6, The ANG Statutory Tour Programests with the Air National Guard Readiness
Center Commander (ANGRC@}and may be further delegated, in conjunction with state
approval.

10.1.6. Disapproval Authority. Any command level may deny promotion for their assigned
members.

10.1.7. Responsibilities.

10.1.8. NGB/A1l. The National Guard Bureau (NGB), Directord#gnpower, Personnel
and Services NGB/A1 has overall responsibility for providing guidance on this instruction
and for monitoring overall promotion statistics and data.

10.1.9. The Adjutant General (TAG):

10.1.9.1.TAG is responsible for implementing thmolicies and procedures within the
state as outlined in this instruction.-QJ

10.1.9.2. TAG may establish additional eligibility criteria to provide an additional basis
for comparison and evaluation. Criteria may not be added that would resulthiayeor

the appearance of resulting in, a promotion based upon favoritism rather than upon
performance.

10.1.10. State Headquarters:

10.1.10.1.Will monitor and effectively manage promotions to the grades of Technical
Sergeant (TSgt) through Chief Mastesr§eant (CMSgt) using Attachment 4, ensuring

that each unit within their State does not exceed the manning percentages prescribed in
ANGI 36-2101,Assignments Within the Air National Guar(r-0)

10.1.10.2.Will review the promotion eligibility on all mmotion requests to the grades

of Master Sergeant (MSgt), Senior Master Sergeant (SMSgt) and Chief Master Sergeant
(CMSqt) prior to their submission to TAG, AAG for Air or DoS for approval. Promotion
requests to these grades not meeting the promotiariaributlined in this instruction

will be disapproved and returned with explanation to the appropriate Wing Commander.
(T-0)

10.1.10.3.Will ensure each unit within the state is within strict compliance with the
requirements of this instruction. -()

10.1.11. Commanders:
10.1.11.1.Will serve as the recommendation authority for all enlisted promotion8) (T

10.1.11.2.Will ensure their personnel meet all promotion criteria as outlined in this
instruction prior to promotion. ¢B)

10.1.11.3.Will execute a weltonceived, viable personnel force management to
equitably distribute the progressive development and upward mobility of their assigned
personnel. (3)

10.1.12. The Force Support Squadron (FSS).
10.1.12.1.Will ensure each unit assigned is complying with this instructior3)(T
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10.1.12.2.Will ensure all airmen recommended for promotion meet eligibility
requirements. (-B)

10.1.12.3.Will processes and monitor all enlisted promotion actions submitted by
commander. ()

10.1.12.4.Will ensure members are counseled regarding Air National Guard (ANG)
Service Agreements/Commitments in accordance with appropriate instruction for Air
National Guard Assignments. The personnel or administrative techmisi@arcounsels
members assigned to Geographically Separated Units (GSUS8). (T

10.1.12.5.Files a copy of the promotion order or AF IMT 20@3assification OAThe

Job Training Action and Air National Guard Service Agreemienthe Automated
Records Maagement System (ARMS) viewed by the Personnel Records Display
Application (PRDA). (F3)

10.1.13. Commander Support Staff (CSS):

10.1.13.1.Assists FSSs with eligibility requirements and commander recommendations.
(T-3)

10.1.13.2.Advises airmen not tassume the grade until final approval is received or as
required in paragraph 1.7. -Q)

10.1.14. Human Resource Office (HRO). The state HRO is responsible for monitoring the
promotions of Active Guard/Reserve (AGR) members in accordance with the neeuise
of ANGI 36-101, The Active Guard/Reserve (AGR) Program-3|T

10.1.15. Eligibility Requirements.

10.1.15.1.Must be the sole occupant to the valid UMD position for promotion to TSgt
and above.

10.1.15.2.Must be assigned to a valid UMD positionthwan authorized grade greater
than or equal to the grade for which the member is being recommended, except as
indicated in paragraph 10.5, ANG STEP | Promotion Program and 10.9, ANG STEP I
Promotion Program.

10.1.15.3.Must not be assigned excess oemrade, or dual status as outlined in ANGI
36-2101, with the exception as noted in Table 1.1., Rule 11, Note 2.

10.1.15.4.Airmen may not be promoted more than one grade at a time, except if
promoted to Staff Sergeant (SSgt) to attend a commissionimggapnoor as authorized
upon graduation from high school in accordance with appropriate Air National Guard
enlistment instruction.

10.1.15.5.In each state, promotions are limited to the grade ceilings specified in the
appropriate instruction for Air Nati@h Guard assignments. A promotion that will cause

a state to exceed the grade ceiling is not authorized. No waivers or exceptions will be
permitted.

10.1.15.6.A force management plan must be in place so that promotions under the STEP
| Promotions (see gragraph 10.5.) do not prevent the promotion of eligible NCOs,
occupying valid vacancies, under the unit vacancy promotion program.
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10.1.15.7.Airman must be eligible and willing to enter ANG service commitment for
retainability requirement for promotisrio the ranks of MSgt thru CMSgt in accordance
with the appropriate ANG assignments instruction.

10.1.15.8.Promotion of the replacement SMSgt or CMSgt is authorized providing the
following requirements are met.

10.1.15.8.1.All promotion criteria has d&en met.
10.1.15.8.2.The promotion will not cause the state to exceed their authorized grade
10.1.15.8.3.Traditional guard members may be assigned as replacement of the

10.1.15.8.4.Promotions to the grades of SMSgt and CMSgt will be accomplished
unde the position vacancy promotion program and percentages calculated in
accordance with (IAW) Attachment 4. -()

10.1.15.8.5.AGR personnel may not be promoted above the maximum UMD
authorized grade or the military duty grade authorized except as indicated in
paragraph 10.5, ANG STEP | Promotion Program-O)T

10.1.15.8.6.No enlisted member (regardless of their grade) willdsssigned as an
excess or overgrade to create a position vacancy in order to promote another ANG
member. (F0)

10.1.15.8.7.No enlisted member (regardless of their grade) will be reassigned to a
higher UMD position vacancy for promotion purposes ana tteturned back to a
lower UMD position creating an overgrade or excess conditiof) (T

10.1.15.8.8.Airmen promoted to a grade of TSgt or below do not incur ANG service
commitments.

10.1.15.9.DELETED

10.1.15.10.DELETED
10.1.15.11.DELETED
10.1.1512. DELETED
10.1.15.13.DELETED
10.1.15.14.DELETED
10.1.15.15.DELETED
10.1.15.16.DELETED

10.1.16. Wounded Warrior (WW2) Promotions. Those members classified as WW2 are
eligible for promotion provided they meet all other mandatory requirements other than
worldwide qualification and fitness.

10.1.17. An airman must hold a PAFSC at the skill level appiadp for the grade to which
being promoted (See Table 10.1. Column B) with the following exceptions:

10.1.18. TAG or AAG for Air may grant a grade/ skill level waiver or delegate this authority
for an Airman (Amn), or Airman First Class (A1C) or Seniorndan (SrA) when all
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requirements for award of askill level AFSC have been met, with the exception of the
appropriate security clearance.

10.1.19.This requirement does not apply to members whose preceding assignment was
considered a Special Duty witn appropriate Special Duty Identifier (SDI) such as 8B00O0,
Military Training Instructor; 8B100, Military Training Leader; 8F000, First Sergeant; 8R000,
Enlisted Accessions Recruiter; 8R200, Secdred Recruiter; 8T000, Professional Military
Educational mstructor; or Reporting Identifiers (RI) 9W200, Wounded Warrior; 95100,
Scientific Applications Specialist

10.1.20. First Sergeants. TSgts selected as First Sergeants will be promoted to MSgt under
the provisions of paragraph 10.2.5, Retraining Promd8@mygram (RPP), before attending

the First Sergeant Academy. They must attend and successfully complete the First Sergeant
Academy within one year of appointment as First Sergeant. Failure to meet this requirement
will result in demotion in accordancetwiChapter 10 of this instruction.

10.1.21. Security Clearance. The necessary request for an investigation must have been

initiated at the Defense Investigative Agency (DIA), as evidenced by the SecuigsFor
Squadron using the appropriate Automated Security Clearance Accounting System notice.

Table 10.1. Eligibility Criteria for ANG Enlisted Promotions.

A B C D E F
R [Promotion [Required Time in Time in Mandatory Promoti
u [To PAFSC Service Grade (TIG) |education on
L (TIS) ofat  |of at least requirements retainab
E least (Note  |(Note5) ility
5) require
ment
1 [E2 3-skill level |6 months 6 months Initial Active Duty  [None
(Amn) for Training (IADT)
(Note4) (Note)
2 [E-3 12 months 6 months
(A1C) (1 year)
(Note4) (Note4)
3 [E-4 24 months (12 months
(SrA) (2 years) (1 year)
(Notes2 and 4)(Notes2 and 4
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4 [E-5 5-skill level 48 months {12 months  |ALS (Note6)
(SSat) (or 3-level (4 years) (1 year)
whenno 5
level existsin
theAFsC)  [Note3)
5 |[E-6 7-skill level |72 months 24 months
(TSat) (6 years) (2 years)
(Note3)
6 [E-7 108 months 24 months  |[NCOA AGR T
(MSqgt) (9 years) (2 years) 24 months
(2 years)
(Note3) All
othersi
12
months
7 [E-8 7-skill level (132 months 24 months  [SNCOAand 24 months
(SMSqt) (Note 1) (11 years) (2 years) AssociateDegree | (2 years)
from CCAF (Notes
(Note3) 7,and8, and 10)
STEP STEPILI:
36 months
Il: (3 years)
204 months
(17 years)
8 [E-9 O-skill level (168 months 24 months  |AssociateDegree 24 months
(CMSqt) (Notel) (14 years) (2 years) from CCAF (Note8 |(2 years)
and 10)
(Note3)
STEP STEPII:
36 months
II: (3 years)
204 Months
(17 years)
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Notes

1. Promotion ofhe StateRecruiting andRetentionSuperintendentRRS)requires9-skill level
certificationby thecommander. ().

2. Effective 1April 2006, anymemberaccessed into thtNG musthavel2 monthsTIG asan
A1C (E-3) and24 monthsTIS to bepromotedo SrA(E-4). (T-0).

3. TIScomputationgor all promotions will bebasedon sdisfactoryyearsof servicefor
retirement.

4. TIS/TIG iscomputedrom thedatethememberenterslADT status. The sourcedocument for
determininglADT is thelADT orderor acompletedDD Form 214. For memberdavinga
break in-training,their TIS/TIG will continueduringthe periodof break.

5. Only satisfactoryearsof servicefor retirementwill be usedto meetTIS/TIG requirements.
(T-0).

6. Thisrequirementpplies to ANGmembersnlistedfrom otherbranche®f the ArmedForces,
regardles®f thelevel of PME attainedduringtheir prior service.

7. Completion othe United StatesArmy Sergeant#lajor Academythe United StatesNavy
Senior EnlistedAcademythe UnitedStateCoastGuardChief PettyOfficers Academy,or
United StatesMarine CorpsStaff NCO Academyis equivalent t&SNCOA.

8. Effectivel Oct 2015CCAF degreds requiredfor promotions tdSMSgtandCMSgt.
CCAFdegreanaybein anyareaof study. (FO).

9. Completionof IADT is notapplicablefor promotionauthorizedunderparagraptiO.4.

10. Effective 1 October 2015, exceptions to policy for CCAF requirements may be submitt
through NGB/A1PP for NGB/CF for approval. Exceptions will not be permitted for membe
who do not possess a mini munedinfPDR ExcepBoasant
be coordinated through Wing/State/Territory CCMs and have the endorsement of TAG. N
without a CCAF may not be promoted without an approved ETR).(T

10.2. ANG Promotion Ineligibility Factors. The following take will be used to determine
ineligibility for promotion.

Table 10.2. ANG Promotion Ineligibility Factors.

RULE |An airmanis noteligible for promotionif he/she:

1 Is pendinga fitnessdeterminatiorthroughthe DisabilityEvaluationSystem(DES), Medical
EvaluationBoard (MEB),or PhysicalEvaluationBoard (PEB)(Note 1)
2 Failsto completemedical/dentatequirements

Is currentlywaitingto attendBasicMilitary Training(BMT)

4 Is currentlyin abreakin-training. CompletedBMT, returnedo their unit andarecurrently
waiting to attenda 3-skill level awardingTechnicalTrainingSchool.

5 Failsto meetpassinditnessrequirement.
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Is notrecommendedbor retentionby theirimmediatecommander.

Is recommendedbr promotion and isinableor unwilling to reenlistor extend taneet
retainabilityrequirementisdefinedin Table9.1. andasoutlinedin ANGI 36-2101,for
promotionto MSgt, SMSgtor CMSgtprior to separatioror retirement.

Hasanyunexcusedbsence folast 12 months.

Is undergoingadministrativedemotionactionunderChapterl1 ofthisinstruction.

10

Hasrequestedoluntaryretirementor separatior(includingjoining anothemilitary
componenandStateto-StateTransfers).

11

Isin anexcess oover gradestatus. (Note2)

12

Hasanapprovedapplication forseparatiorasa conscientiousbjector.

13

Is beingconsiderear processedor aninvoluntarydischargeor separatiorunderAFI
36-3209,Separatiorand RetiremenProceduredor ANG andAFR Members

14

Hasbeenconvictedby courtmartial(CM), andis undergoingounishmentsuspended
punishment imposeiy CM.

15

Is absent withouteave(AWOL)/ in desertestatus.

16

Is underinvestigationthe subjectof amilitary or civil law inquiry (formal or informal)
which mayresultin actionunderUCMJ or prosecutiorby civil authorities. Thecommande
may continueto withhold thepromotionwhentheinvestigationor inquiry is completebut
no determinatiorhasbeen madasto theaction the militaryor civil authoritieswill take.

17

Is pendingamilitary or civil conviction.

18

Hasbeenconvictedby a civilian court(excludingminor traffic violations)or undergoing
punishmentsuspende@unishment/sentencprobationwork releaseprogram adverse
adjudicationpr anycombination otheseor similarcourtorderedconditions.Include
periodof time theAirman is onprobationafterservingpart ofa sentencer hashadthe
sentencavithheldfor a period oftime. Theineligibility periodwill equalthe maximum
confinemenfor thesame or most closetglatedoffenseunder themanual forCM. (Notesl
and4)
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19 Is undergoinga punishmentmposedoy UCMJ
Article 15 or StateCodeandwill remainineligible for atleastoneyearfrom datepunishment
wasimposed.

20 Is disqualifiedfrom a previouslyawardedAFSCfor cause.

21 Is notrecommendetbr entryinto upgraddrainingor is withdrawnfrom upgraderainingfor
failing to progresdo thenexthigherlevel.

22 Hasareferral(ratingof i 2 onYheircurrentEnlistedPerformanc&eport(EPR).

23 \Will becomeseniorin gradeto theirimmediatesupervisoor causea gradeinversionby being
promoted.

24 Is ineligible for a securityclearancer clearancdasbeenrescindedr revoked.

25 Doesnot meettherequirementfistedin Paragrap®.1.4.or Table9.1. of thisinstructionfor

thegradeto whichbeingconsideredor promotion.

26 Is notassignedo avalid Unit ManpowerDocumen{UMD) position.
27 Is notrecommendetbr promotionby Unit CC.
Notes:

1. Commanders should udiscretionwhenpromotingmemberswith physicalprofilesor members
who havebeen convictedcivilian or military).

2. Membersn anexcessstatus will not bgeromotedabovethe gradeof SSgt(E-5) unlessauthorized
by currentfiscal yearANG Recruiting anRetentioninitiatives. (T3).

3. Individualspendingseparationdischargeawaitingretraining,or disqualified foreasonsvithin
their controlremainineligible for promotion. Membersdisqualifiedfrom previouslyawardedAFSC
remainineligible until awardeda PAFSCat a skill level commensurateith currentgrade.

4. Membersare ineligible fopromotionfor oneyearfrom dateof conviction(civilian or military).

10.3. ANG Position Vacancy Promotions Program.

10.3.1. Position Vacancy Promotion (PVP). For the purpose of this instruction, a position
vacancy is a personnel assignment condition in which the total number of valid manpower
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positions in a unit (bAFSC and grade) does not exceed the number of personnel assigned to
a unit in the same AFSC and grade (to include overgrade assignments in a higher grade in the
same AFSC).

10.3.1.1. Eligibility
10.3.1.2. Airman must meet all eligibility requiremerds defined in Table 10.1.

10.3.1.3.For promotions above the grade of SSgt, a position vacancy must exist in the
specific AFSC in the grade to which promotion is contemplated, and the individual must
be the sole occupant of that valid manpower position.

10.3.2. Process.

10.3.2.1.Unit commanders will forward their recommendation through their servicing
FSS no earlier than 30 days prior to the requested effective date. This allows sufficient
leadtime for administrative processing for promotion recomadagion.

10.4. Mandatory Promotion Requirements for promotion to Amn, A1C and SrA while
attending a lengthy Technical Training School (TTS).

10.4.1. Eligibility.

10.4.2. An AB, Amn or A1C attending a lengthy technical training school in excess of 139
days (BMT length not included) who has not had sufficient time or training to upgrade to the
appropriate 3kill level may be promoted while at technical training school provided all
other criteria in Table 10.1 has been met.

10.4.3. Their military and techical training school scholastic record must be at least
satisfactory and the Airman must demonstrate leadership potential by being an Airman leader
or in a signified leadership position by the wearing of an Airman rope (chapel assistant, drill
team, banar special activities team).

10.4.4. Their military and TTS scholastic record must be verified in writing by the technical
training center using the Lengthy Technical Training SchodPromotion Checklist in
Attachment 9 which is forwarded to the ANG Liaison.

10.4.5. Process.

10.4.5.1.To verify military and TTS scholastic records, the promotion approving
authority at the unit will contact the Base Education Training Manager (BETM) within

the servicing FSS. The BETM must contact the ANG Liaison at the appropriate TTS
center approximately® days prior to the member 6s elig

10.4.5.2. The promotion recommendation will not be processed by the unit until receipt
of the approved promotion checklist.

10.4.5.3.Under no circumstances will a member be promoted prior to completion of
each of the requirements above. In the event a member is erroneously promoted prior to
arrival at TTS, the state will revoke the erroneous promotion action. No waivers or
exceptiongo this policy will be authorized.

10.5. ANG Stripes for Exceptional Performers Promotions Program (TSgi MSgt) [STEP
[]. This program was developed to provide a promotion opportunity only for those highly
gualified and most deserving based aemdnstrated potential. ANG STEP | promotions
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must be reserved for a very limited number of truly outstanding and deserving members
who have demonstrated potential for positions of increased responsibility. A deserving airman
promotion isn ot

attainment of the minimum eligibility requirements.

a

reward for

past ser vi

c e, n

This program allows members to be

promoted to TSgt or MSgt without regard to the UMD authorized grade. A forcageaent

plan must be in place so that promotions under the STEP | do not prevent the promotion of
eligible NCOs, occupying valid vacancies, under the unit vacancy promotion program. This
program does not apply to members serving on difa# StatutoryTour.

10.5.1. Eligibility. (All of the non-waiverable criteria must be met)

10.5.2. The airman must be the sole occupant of a UMD position with an authorized grade
identical to their current grade (e.g., a TSgt being considered for deserving airmatiggromo

to MSgt must be the sole occupant of the TSgt position, no waivers or exceptions). The
airman must be immediately assigned to the first available compatible UMD position (must
be equal to or higher to their STEP | grade) that will resolve the odergtatus.

10.5.3. The airman must be fully qualified in the Duty Air Force Specialty Code (DAFSC)

to which assigned.

10.5.4. The promotion must not result in the airman becoming senior in grade to their

immediate supervisor.

10.5.5. The airman must net the requirements listed in Table 10.1. in addition to those
listed in Table 10.3 (STEP I) This also applies to AGR promotions under this program.

10.5.6. Airmen previously involuntarily demoted from the grade of TSgt or MSgt are not

eligible for promaion under the STEP | promotion program.

10.5.7. Airmen previously promoted under this program may not be deserving airmen

promoted to the same grade.

10.5.8. Promotions resulting from this program must be within the manning constraints of
ANGI 36-2101.

10.6. Process.

10.6.1. The ANG STEP I promotion will not to be used as a substitute for position vacancy
promotions. As this promotion action will cause an overgrade assignment, commanders must
have a force management plan in effect to resolve thistcandin by t he

months, whichever is less.

me mber 06

10.6.2. Commanders must objectively evaluate and rank order all ANG STEP | nominees so
that only truly deserving airmen are promoted.

Table 10.3. Supplemental Mandatory Requirements for ANG STEP IPromotions

Promotion to
the grade of

Status

Theminimum T TISis

and must haveaved in
the ANG for aminimum
time of
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TSgt Mil itary Technician or {144 morhs 24 morths
Traditional Guard (12 years) (2 years)

of Satisfadory Service
for retirement

AGR 144 mornhs
(12 years)

of Total Active Federal
Mil itary Service
(TAFMS)

M Sgt Military Technician or [216 morths 36 morths
Traditional Guard (18 years) (3 years)

of Satisfadory Service
for retirement.

AGR 216 morths
(18 years)
TAFMS

10.7. Officer Training Promotion Program (OTPP).

10.7.1. Promote airmen in grades SrA and below accepted for the Academy of Military
Science (AMS) or the Flight Screening Program (FSP) to SSgt without regard to the
requirements listed in Table 10.1 or UMD authation. Such promotions will be effective 1

day before departure, but no earlier than the 11th day before the established report no later
than date to training.

10.7.2. Airmen who eliminated or not commissioned will be demoted to their previously
heldgrade concurrent with termination of their student status in accordanc€hwier 11

of this instruction. The DOR will be the former DOR. The effective DOR will be the date of
the demotion action.

10.8. Retraining Promotion Program (RPP). This program was developed to provide
commanders the ability to recommend promotion for airman who are new to the career field but
have demonstrated the ability to serve in the next higher grade

10.8.1. Eligibility.

10.8.2. The airman must be the sole occupant of the position. In addition, the overall unit
manning, including the airman, must not exceed the authorized grade ceiling.

10.8.3. Airman must meet all eligibility requirements as defined in Table 10.1.

10.8.4 Any airman who is retraining may be promoted on the basis of his or her currently
held PAFSC, subject to the following:



AFI36-2502 12 DECEMBER 2014 107

10.8.5. The airman must be fully qualified in the previous AFSC, be approved by the
commander for retraining, and obtain askll level in their current DAFSC prior to
promotion recommendation.

10.8.6. Process.

10.8.6.1. Airman must be accepted by the unit commander into a valid UMD position
vacancy.

10.8.6.2. Airman must sign the statement of understanding (Attachment 5).

10.8.6.3.Uni t commanders wil |l forward their re
completed statement of understanding through their servicing FSS no earlier than 30 days
prior to the requested effective date. This allows sufficient-timael for administative

processing for promotion recommendation.

10.8.6.4.Failure to Meet Requirement of RPP.

10.8.6.5. Airmen promoted under RPP will retain the grade if, for reasons beyond their
control, the AFSC into which they have retrained is deleted (e.g., NG&tBir Unit
Realignment or Reorganization, not a commander directed reassignment).

10.8.6.6. Airmen promoted under this provision will be demoted to the previously held
grade in accordance witbhapter 11 of this instru¢cion under the following conditions:

10.8.6.7.Voluntarily leave the AFSC in which being retrained.

10.8.6.8. Involuntarily reassigned by a commander for documented and/or substantiated
performance related reasons.

10.8.6.9.Voluntarily separate or rie¢ before attaining the required grade/skill level.

10.8.6.10.Fails to obtain the required skill level by the time limit approved by the
commander.

10.9. RPP Due to Unit Conversion.
10.9.1. Eligibility.
10.9.1.1. The Airman must be the sole occupahthe position.
10.9.1.2. Airman must meet all eligibility requirements as defined in Table 10.1.

10.9.1.3.The overall unit manning, including the Airman, must not exceed the
authorized grade ceiling.

10.9.1.4. Airman may be promoted on the basis o or her currently held PAFSC and
be approved by the commander for retraining prior to promotion recommendation.

10.9.2. Process.
10.9.2.1. The unit must have a new Unit Manning Document for conversion in place

10.9.2.2. Airman must be accepted by the unit commander into a valid UMD position
vacancy.

10.9.2.3. The member must have a request for a 3 level Technical Training School (TSS)
on file.
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10.9.2.4. Airman must sign the statement of understanding (Attachment 5).

109.25.Uni t commanders wil |l forward their re
completed statement of understanding and a copy of the 3 level TSS request through
their servicing FSS no earlier than 30 days prior to the requested effective date of
promotion This allows sufficient leatime for administrative processing for promotion
recommendation.

10.9.2.6. Failure to Meet Requirement of RPP Due to Unit Conversion

10.9.2.7. Airmen promoted under RPP due to unit conversion will retain the grade if, for
reasons beyond their control, the AFSC into which they have retrained is deleted (e.qg.,
NGB Directed Unit Realignment or Reorganization, not a commander directed
reassignment).

10.9.2.8. Airmen promoted under this provision will be demoted to the prewdusid
grade in accordance witbhapter 11 of this instruction under the following conditions:

10.9.2.9.Voluntarily leave the AFSC in which being retrained.

10.9.2.10.Involuntarily reassigned by a commander for doeated and/or substantiated
performance related reasons.

10.9.2.11.Voluntarily separate or retire before attaining the required grade/ skill level.

10.9.2.12.Fails to obtain the requiredskill level in the AFSC for which the Airman is
being retrainedvithin 36 months.

10.10. ANG Stripes for Exceptional Performers Promotion Program (SMSgt- CMSqt)

[STEP Il]. This program was developed to provide promotion opportunity to SMSgt and
CMSagt for truly exceptional traditional guard enlisted leaders wher@v&dVID authorizations

do not exist (All of the nofwaiverable criteria must be met). This program is based on calendar
year and each STEP Il promotion must be executed in the current calendar year in accordance
with figure 10.1. This program does not Bpiw members serving on fulime Statutory Tour.

10.10.1. Authorization. The following categories are provided regarding the authorizations
for STEP Il promotions per state or territory and apply to authorized positions only. Under
no circumstances will the STEP Il authorizations be increased based on ssggsnants.

Figure 10.1. ANG STEP Il Authorizations Based on Allocations

Category Total Military Authorizations  |[STEP Il Allocations

A Up to 2,200 OneE8and OneE9

B 2,201 to 4,000 Two E8G andTwo E96 s

C Over 4,000 Three E86 and Three E90 s

10.10.2.States are authorized to substitute at® Ellocation for an BB allocation.
Substitution of an B allocation for an B allocation is not authorized.

10.10.3. Eligibility. All eligible nominees must meet the following criteria in addition to the
eligibility requirements set in Table 10.1. State JFHQ is responsible for ensuring all member
nominated and selected for promotion under STEP Il are eligible.
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10.10.4.. STEP Il promotion program is a state controlled program and allocations do not
countag@ i nst e a-8 énd @ Bauwtiwrizad bilets.

10.10.5. The following assignment criteria are naaiverable and will be used to determine
eligibility for this promotion program:

10.10.6. Nominees must be the sole occupant of the position.

10.10.7 This promotion program applies to traditional guard members only. Military
technicians (including Temporary Technicians) and AGR (including Occasional AGR)
personnel are not eligible for promotion under STEP II.

10.10.8.Nominees must meet the minimumG and TIS requirements, and be fully
qualified in their DAFSC at submission.

10.10.9. Nominees must have completed the SNCOA.

10.10.10.The nominees will not be excess to unit requirements or become excess within the
subsequent three years following promotion.

10.10.11.Nominees selected under STEP Il cannot be promoted to a position two grades
above the UMD authorization.

10.10.12.Nominees must be within three years of qualifying for a reserve retirement at the
time of submission with 17 years of satisfactory service.

10.10.13.Nominee must have three years of retainability prior to reaching age 60 and must
agree to remain in the AN@ifthree years subsequent to the promotion.

10.10.14.Nominees must complete a statement of understanding prior to processing the
promotion recommendation (see Attachment 5).

10.10.15.The nominees must acknowledge that they must transfer to the retired reserve or
be discharged on the third anniversary of the promotion, unless assigned to a valid UMD
vacancy commensurate with8darBE® member s curre

10.10.16.A demotio action at the completion of the thygears is not an option. A waiver
or exception to policy is not authorized.

10.10.17.Nominees serving in an assignment requiring a Special Duty Identifier (SDI ex.
8F000) may not be promoted more than once undemptiogram while serving in the same
SDI.

10.11. Process: Each State Command Chief or equivalent will develop STEP Il promotion
program competitive selection process that is executable and accountaB)e. (T

10.11.1.The STEP Il submission package mustlude the following (plus any additional
state requirements):

10.11.2.The categories to be addressed in the competitive process are outlined in
Attachment 6. Each of the categories will be addressed in writing by the recommending
authority using AF Fon 1206,Nomination for Award (T-0).

10.11.3. A biography on the nominee in the format at Attachment 7.
10.11.4. A Virtual Military Personnel Flight (vMPF) Record Review on the nominee.
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10.11.5. 1t is recommended that a state use a selection pargkting of, at a minimum, the
Wing Command Chief Master Sergeants (CCMs). States may conduct their boards at any
time during the calendar year.

10.11.6. Upon approval by TAG of the board recommendations, the promotion order may be
published.

10.117. States must provide a copy of approved orders through Case Management System
(CMS) for all STEP Il promotions to NGB/A1PP within 20 days of the promotion effective

date. (FO)

10.11.7.1.NGB/A1PP will update the MILPDS with the proper overgrade cooteto
exceed three years from promotion effective dateO)(T

10.12. Administrative Procedures. As a minimum, these procedures will include verification

of eligibility by the CSS and servicing FSS, review of Unit Personnel Management Roster

(UPMR) to dentify positions being downgraded or deleted, and verification of adjusted

effective manning percentage as prescribed in Attachment 10. Administrative procedures for
effecting the promotion of ANG airmen will be as prescribed by TAG.

10.12.1. Dates. Promotions are effective the date of the promotion order or AF IMT 2096
and will not be retroactively granted. Every caution must be taken to prevent administrative
errors. If an error / oversight occurs, MPS will submit a request for correaao@ase
Management System to NGB/A1PP. All requests must contain the appropriate source
document to support the request for correction.

10.12.1.1.The (DOR) of an airman promoted to a grade not previously held is the
effective date of the promotion.

1012.1.2. The DOR of airmen previously demoted as a result of a voluntary change of
assignment will be adjusted upon promotion to give credit for previous time satisfactorily
served in that grade. For example, a prior Master Sergeant who voluntarilyedccep
demotion to Staff Sergeant would have his or her date of rank adjusted to give credit for
previous time upon promotion again to Technical Sergeant and Master Sergeant.

10.13. Orders. Promotions are announced using an AF IMT 2096, or composed speetzes
(examples in figure 10.2) published by the FSS or other orders issuing authority in accordance
with ANGI 33-101,Air National Guard Administrative Orders

Figure 10.2. Promotion Order Examples

Promotion Order for Multiple Airmen

The following ramed airmen, 162 FW, AZ ANG, Tucson IAP, AZ 8671128, are
promoted in the AZ ANG as a Reserve of the Air Force to the grade indicated, effectiv
as indicated and DOR as indicated. Authority: ANGI2582.

TO CMSGT (E9)
SMSGT JOHN E. JONES, 0680-0000, HQ AZ ANG,
EFFECTIVE DATE: 1 JUN 09, DOR: 1 JUN 09.
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TO TSGT (E6)
SSGT SALLY E. SLATE, 0000-0000, 162 CF,
EFFECTIVE DATE: 1 JUN 09, DOR: 1 JAN 07.

Promotion of One Enlisted Airman

TSGT VINCENT A. PEREZ, 00@0-0000, 162 CF, AZ ANG, Tucson IAP, AZ 86706
6028, is promoted to MSGT {E) in the AZ ANG as a Reserve of the Air Force effective
and with DOR 1 Jun 09. Authority: AFI 38502.

Posthumous Promotion

SSGT GLENN B. CARTER, 0000-0000, 162 CF, AZ ANG, Tucson IAP, AZ ANG,
Tucson IAP, AZ 8670028 is posthumously promoted to TSGFgHEN the AZ ANG
effective 1 Jun 09, without monetary benefit. Authority: AFHZE0?2.

10.14. Ceremonies. Commandershould hold ceremonies appropriate to the grade to which

the airman has been promoted. Commanders may conduct ceremonies on the last duty day
before the promotion effective date and inform the member that ceremonies do not affect pay,
seniority, or entiements.

10.15. Revocation . Promotion orders authorized by a commander without promotion authority
or for a member who is later found to be ineligible for the promotion will be revoked only upon
specific approval by TAG or AAG for Air.

10.15.1.In swch cases, determination must be made that the facts clearly and
unmistakably show the AF IMT 2096 or original promotion order was without basis of
authority.

Figure 10.3. Revocation Orders. The revocation order will be composed as follows

Pamagraph Special Order , this headquarters , da|
approving the promotion of [(name, Social Security Number (SSN), Unit (of the

airman concerned)] has been determined by the Adjutant General of or AAG for Air

(State/®rritory) to be without original basis of authority, is null and void, and is hereby rev
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Chapter 11
AIR NATIONAL GUARD E NLISTED DEMOTIONS

11.1. General.
11.1.1. Program Objective.

11.1.1.1.Do not use administrative demotions when it is more appropriate to take
actions specified under the applicable state military code or the Uniform Code of Military
Justice (UCMJ), when applicable.

11.1.1.2.Do not demote airmen who have separated. Aimiaistrative demotion
action cannot be initiated unless the reason for the action occurred during the current
enlistment (including extensionsEXCEPTION : The facts and circumstances were not
known by the commander until after reenlistment. If the camder has sufficient
reason to initiate the demotion action, consider the entire military record in deciding
whether demotion is appropriate.

11.1.1.3.When appropriate, airmen will be given an opportunity to overcome their
deficiencies before demotiontam is initiated. Commanders will maintain supporting
documentation of all rehabilitation and probationary actions

11.1.1.4.Suspended demotions are not authorized under this instruction. Once
demot ed, t hat action r efdeamtmay notbesuspeadad er 6 s
conditioned on future conduct.

11.1.1.5.0ther than demotion under paragraphs 11.1.4.1.1., 11.1.4.1.2., 11.1.4.2.1,
11.1.4.2.2., to authorize demotion of an enlisted ANG member, the demotion authority
must be convinced by a prenderance of the evidence that such action is warranted. The
demotion authority may consider all matters in the case that, in their judgment, have
probative value and need not be influenced by the possibility that some of those matters
may not be admigsie in a judicial proceeding.

11.1.2. Authority. The unit commander may recommend the demotion of an enlisted ANG
member under his’/her command.

11.1.2.1.Unit Level Airmen. The authority to demote enlisted ANG members as
Reserves of the Air Force is vested in The Adjutant General (TAG) of the State according
to the policies and procedures stated herein. TAG will exercise demotion authority for
enlisted menbers serving in the ranks of Master Sergeant (MSgt), Senior Master
Sergeant (SMSgt), and Chief Master Sergeant (CMSgt). This authority may be delegated
to the Assistant Adjutant General (AAG) for Air. -Q)

11.1.2.1.1.Demotion authority for enlisted MG members serving in the ranks of
Technical Sergeant (TSgt) and below may be further delegated to the Wing/ Group/
Base commander or the commander of a geographically separated unit (GSU), and
may not be further delegated. -3

11.1.2.2. Statutory Tar Airmen. The authority to demote enlisted Statutory Tour
members serving on extended active duty (Title 10 United States Code (USC) 12310)



AFI36-2502 12 DECEMBER 2014 113

with the National Guard Bureau (NGB) will be the Director, Air National Guard, with the
concurrence of the approate State TAG. ()

11.1.23.Depending on an ANG enlisted member 6s
grade by court martial, judicial or nguadicial punishment under the UCMJ or State
Military Code, is demoted to the same grade as a Reserve @élirtl@rce in the Air

National Guard of the United States (ANGUS).

11.1.2.4.Demotion Reasons
11.1.2.4.1.Voluntary Demotions.
11.1.2.4.1.1.Voluntary Change of Assignment.

11.1.2.4.1.1.1 A voluntary change of assignment to a UMD position which

has a éwer grade authorization than that currently held by the airman will

result in demotion to the lower UMD grade. Demotions IAW this paragraph

is affected by the publication of demotion orders by appropriate authority.
Orders affecting voluntary demotionsi | | contain t he phr
prejudice. 0 There wild/ be no waivers

11.1.2.4.1.1.2Demotion to a lower grade resulting from a voluntary change
of assignment. An airman must acknowledge in writing that the lower
military grade (state specific grade) is accepted. The demotion will not
preclude subsequent promotion un@éapter 10 of this instruction.

11.1.2.4.1.2.Completion of First Sergeant Tour for Full-Time Airmen.

11.1.2.4.1.2.1.The maximum tour length for futime personnel serving as a
first sergeant is outlined in the appropriate Air Naglo@uard assignments
instruction. Upon completion of the tour as a first sergeant, the member must
be reassigned to a compatible military position. When such a reassignment
(either prior to or at the completion of the maximum tour) results in a
demotion that demotion will be considered voluntary.

11.1.2.4.1.2.2The demotion order will cite this paragraph as the authority for
the demotion. Orders effecting voluntary demotions will contain the phrase
Awithout prejudice. 0

11.1.2.4.1.2.3If such reassigment is based on substandard performance,
demotion would then be effected under 11.1.2.4.2. of this instruction.
11.1.2.4.2.Involuntary Demotions.
11.1.2.4.2.1 Failure to Complete Training.

11.1.2.4.2.1.1Enlisted ANG members attending the Flight r&ming
Program (FSP), the ANG Academy of Military Science (AMS), or the Air
Force Reserve Officer Training Course (AFROTC), who fail to complete such
training for any reason will be demoted to the last grade satisfactorily held.

11.1.2.4.2.1.2 Airmen piomoted under Retraining Promotion Program (RPP)
in accordance witlChapter 10 of this instruction, must qualify for the new
Air Force Specialty Code (AFSC) within the time limits specified by the
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commander or be demotealthe last grade satisfactorily held.

11.1.2.4.2.1.3 Airmen promoted to grade-& while on initial active duty for
training (IADT) must qualify for the AFSC within the time limits specified or
be demoted to the last grade satisfactorily held.

11.1.2.4.22. Failure to Attain Grade/ Skill Relationship.

11.1.2.4.2.2.1 Demote an airman who fails to qualify, within the time limits
specified by the commander, for the award of the AFSC that corresponds to
the grade in which enlisted. Demote the airmen to Highest grade that
corresponds to the skill level awarded at the time of enlistment.

11.1.2.4.2.2.2 Reclassification to a lower skill level. Demote airmen to the
highest possible grade allowed for the skills they have if, under Air Force
Instruction (AFl) 36-2101, Classifying Military Personnel (Officers and
Airmen) Chapter 4, their Air Force Specialty is downgraded for
substandard performance. As the effective date of demotion, use the date on
which their skill level was downgraded.

11.1.2.42.3. Unsatisfactory Participation.

11.1.2.4.2.3.1For demotion purposes only, unsatisfactory participation is
defined as having six or more unexcused absences from scheduled unit
training assembly [UTA] periods [4 hours per UTA period] in any contisuou
12-month period.

11.1.2.4.2.3.2 After six unexcused absences, the commander may send the
airman a certified memorandum (Attachment 12), return receipt requested,
stressing the seriousness of the situation and advising that demotion action is
being initated.

11.1.2.4.2.3.3The demotion will be effected as soon as practicable after the
airman has been given the opportunity to exercise his or her rights as defined
in the memorandum advising of the intent to demote. Pending demotion
actions will be comieted prior to the administrative separation of Airman.

11.1.2.4.2.4 Active Guard Reserve (AGR) Priority Placement Program
Position Declination.

11.1.2.4.2.4.1In accordance with (IAW) ANGI 3401, The Active
Guard/Reserve (AGR) Program, an overgradetiioié military duty member

who declines a position offered under the priority placement program must be
reduced in grade to that authorized by his or her Unmpdaver Document
(UMD) no later than 30 days after declination position.

11.1.2.4.2.4.20rders effecting this reduction will contain the statement
Awithout prejudice. 0

11.1.2.4.2.5.0vergrade Assignment Expiration.

11.1.2.4.2.5.1When an authorized pged of overgrade assignment expires in
accordance with the Assignments instruction for the Air National Guard and
no other assignment option is available, the airman must be demoted.
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11.1.2.4.2.5.20rders effecting this demotion will contain the statemen
Awi t hout prejudiceo.

11.1.2.4.2.6.Failure to Fulfill Responsibilities.

11.1.2.4.2.6.1An airman may be demoted if he or she fails to fulfill
responsibilities prescribed in AFI 3618, The Enlisted Force Structure

11.1.2.4.2.6.1.1Substandard (Umagisfactory) Performance.
11.1.2.4.2.6.1.2Failure to perform assigned duties properly.

11.1.2.4.2.6.1.3A progressively downward trend in performance. Failure
to make the effort necessary to meet ANG standards of conduct and duty
performance.

11.1.2.4.2.6.1.4Standards. Failure to maintain standards of dress and
personal appearance or military deportment see ARRIEX3, Dress and
Personal Appearance of Personnel

11.1.2.4.2.6.1.5Personal Finances. Irresponsibility in the management of
personal finances.

11.1.2.4.2.7 Failure to attain and maintain fithess standards.

11.1.2.4.2.7.1 Failure to meet the requirements of AFF3805. An airman
may be demoted after unsatisfactory fitness assessments within a 36 month
period as prescribed lWFI 36-2905.

11.1.3. Process.
11.1.3.1. Notifying Airman of Impending Action. (See Attachment 11 and 12)

11.1.3.1.1.After consulting with the servicing Staff Judge Advocate (SJA), the
immediate commander will inform the airman in writing to the airtnan | ast knov
address, either by personal delivery (with written receipt acknowledged) or by
certified mail (return receipt requested), of the intent to recommend demotion, or to
demote if the unit commander is also the demotion authority. If the aircemnrobt
acknowledge receipt within the specified time or if the memorandum is returned as
undeliverable, the unit commander may proceed to process the demotion action. The
memorandums will contain the following information:

11.1.3.1.1.1.Specific reason$or the proposed action and applicable paragraphs
of this instruction. (13)

11.1.3.1.1.2.A complete summary of the supporting facts:3§T

11.1.3.1.1.3.Instructions that the airman will acknowledge (in writing) the
notification memorandum within fascalendar days of receipt by certified mail or
immediately upon receipt if personally delivered by the commander or his
designated representative.-y

11.1.3.1.1.4.Instructions that the airman will either concur or +wamcur, in
writing, with the poposed action no later than the esfelay roll call following
the second UTA (hour period) after acknowledgment of the memorandum.
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11.1.3.1.1.5.An explanation that the airman may consult with counsel before
electing to concur or neoaoncur with a reammendation for demotion. Counsel

wi || be provided by the SJA, appointed
and identified by name in the initial notification memorandum. Counsel may also
assist in preparing a written response by the individual iinieenber so elects.
Expenses incurred in connection with the appearance or assistance of civilian
counsel on behalf of the airman is the responsibility of the airman and will not be

paid by the government. Airmen being considered for demotion will beedffer
representation by counsel who is either:

11.1.3.1.1.5.1 A military lawyer (within the meaning of article 27(b)(1) of
the UCMJ or designated Judge Advocate (JA) under Title 10 USC 8067(Q),
different from the military counsel advising the commandeagyvdilable; or
(T-3)

11.1.3.1.1.5.2If a military lawyer is not available, a disinterested officer
from the unit ot her than the ai rmant¢
commander 6s judgment, possess the kno
provide comprlensive and accurate advice to the airman on the procedures

and alternate courses of action available. If possible, the officer should be

well versed in personnel matters-1J

11.1.3.1.2.If the airman nofrconcurs with the proposed demotion action then

must decide whether or not to submit documentation on his or her behalf. If the
decision is to submit documentation, it must be received within 20 calendar days
after the date the airman responds indicating his or her decision-tmmam with

the demotion action.

11.1.3.1.3.An explanation that the airman may request a personal interview with the
immediate commander. If the airman chooses to make an oral presentation, counsel
may be present during the interview.

11.1.3.1.4.Explandion that a lack of response will be construed as concurrence by
the individual. Failure to respond will be construed as a waiver to both the right to
appear before the airmands i mmedi ate comn

11.1.3.1.5.An explanationthat the airman, if eligible, may request resignation or
retirement IAW AFI 363209,Separation Procedures for Air National Guard and Air

Force Reserve Memberin lieu of demotion at any time before publication of

demotion orders. Obligors or airmen wiave incurred service commitments are not
eligible to resign or retire.

11132 Action by the | mmedi ate Commander afte
if the Airman Fails to Respond to the Notification of Intent to Demote.(See Table
11.1)

11.1.3.2.1.If the airman concurs with the demotion action or fails to respond to the
notification of intent to demote, and if the immediate commander is the demotion
authority, the commander will obtain a legal review of the case file from the servicing
SJA. (F3)
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11.1.3.2.1.1.If it is determined that the case file is legally sufficient for demotion
the immediate commander will proceed with the demotion actiot8) (T

11.1.3.2.1.2.1f the immediate commander is not the demotion authority, forward
the package andedhotion recommendation through channels to the appropriate
demotion authority. (13)

11.1.3.2.1.3.If the airman norconcurs with the demotion action and submits
matters on his or her behalf, or requests a personal interview, or both, the
immediate commader will consider all matters presented by the airman.

11.1.3.2.2.An immediate commander who is also the demotion authority will
consider each and all of the matters presented and then:

11.1.3.2.2.1.Terminate the demotion action; or -8)

11.1.3.2.2. Request SJA review for legal sufficiency prior to effecting the
If the SJA determines there is legal sufficiency to support a

demotion.

finding for
demotion action.

demotion,

airman advised in writing by certified mail or by personal delivery3)T

11.1.3.2.3.An immediate commander who is not the demotion authority will
consider each and all of the matters presented and then:

11.1.3.2.3.1.Terminate the demotion action, or -8

11.1.3.2.3.2.Prepare a written summary of that personal interview (if any),
include that summary in the case file, and forward the case file to the demotion
authority with an appropriate recommendation. The immediate commander will
immediately notify the airman in writing by certified mail or by personal delivery
of the decision t@ontinue processing the demotion action or to terminate #. (T

3)

Tablel1ll.l.Commander 6 s Act i

on Upon Receipt of

Commander:

R | If commander and commander| then commander

U | determines airman | is the demotion

L | should authority

E

1. | not be demoted yes notifies the airman in writing of decision,
thus closing the case

2. no endorses case through channels to the
demotion authority

3. | be demoted yes acts IAW paragraph 11.1.5

4. no endorses correspondence through chann
the demotion authority recommending low
grade that commander believes approprig
for the airmands sk

11133, Action by the Demotion Authority

the immediate commander may proceed with the
If the case ladkgal sufficiency, it will be terminated and the

Air ma

Wh o
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11.1.3.3.1.The demotion authority will obtain a legal review from the
servicing SJA before rendering a final
demotion recommendation. -@)

11.1.3.3.2.The demotion authority will notify the airman arskrvicing Force
Support Squadron (FSS) in writing of the decision to concur ofcoanur with the
i mmedi ate commander 6s demotion recommend
airman of the decision by endorsement th

(T-3)

11.1.4. Administrative Actions.

11.1.4.1. Announcing and Revoking Demotions:

11.1.4.1.1.Demotions are announced in special orders published by the appropriate
headquarters in IAW ANGI 3301, Air National Guard Administrative Orders. The
effective date for the demotion is the date specified by the demotion authority.

11.1.4.1.2.Demotion orders may be revoked only with the approval of TAG when it
has been determined that the order was published without the proper authority.
Revocation orders are published in accordance with ANGIQ33

11.1.4.1.3.Instructions regarding volurm@a demotions are found in paragraph
11.1.4.1.

11.1.4.2.Notifying the Airman of an Approved Demotion Action. The demotion

authority (who is not the airmandés | mmed:i
immediate commander in writing through the FSShef decision to effect the demotion.
The airmandés commander wi || then notify t

personal delivery of the decision. A copy of the demotion order will be included with the
notification. If the immediate commandemist available, the next higher commander
in the chain of command (up to and including the demotion authority) will notify
the airman.

11.1.4.3.Grades to Which Airman May be Demoted. See Table 11.2.

Table 11.2. Grades to Which Airmen May be Demoted

R

U If airman is then demotion will be to a grade ng
L lower than

E

1 E-4 or higher E-2

2 E-3 E-1

11.1.4.3.1.A reduction of three or more grades should only be used in an
extraordinarily unique case when there appears to be no reasonable hope that the
airman will again exhibit the proficiency, leadership, or fithess previously possessed.
In this case, commandemay consider separation or discharge action under AFI 36
3209.

11.1.4.4. Date of Rank DOR will be determined in accordance with Attachment 10.
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DANIEL R. SITTERLY, SES
Principal Deputy Assistant Secretary
(Manpower and Reserve Affairs)
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Attachment 1
GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION

References

Title 10, United States CodArmed ForcesSection 517Authorized Daily Average: members in
pay grades BB and E9

Title 10, United States CodArmed ForcesSection 12310Reserves: for organizing,
administering, etc., reserve components

Title 37, United States CodRay and Allowances of the Uniformed ServiGegtion 201Pay
Grades: assignment tgeneral rules

DoD Directive 1304.20Enlisted Personnel Management Sygstduly 28, 2005
DoD Directive 1304.30 IEnlisted Personnel Management Plan Procedukéasrch 14, 2006

DoD Regulation 5400-R/AFMAN 33-302,DoD Freedom of Information Act (FOIA) Program,
October 21, 2010

DFAS-DEM 70733, Air Reserve Forces Pay and Allomce

AFI 33-328, Administrative Ordersl6 January 2007

AFI 33-332,Air Force Privacy and Civil Liberties Programi2 January 2015
AFI 33-360,Publications and Forms ManagemefhtDecember 2015

AFPD 3625, Military Promotion and Demotign7 May 2014

AFI 36-2013 Officer Training Skills (OTS) and Enlisted Commissioning Programs (E@BS),
October 2008

AFI 36-2014,Commissioning Education Program6é February 2011

AFI 36-2101,Classifying Military Personnel (Officer and Enlisjed8 November 2013
AFI 36-2115,Assignments within the Reserve Compor&Aipril 2005

AFI 36-2132,Full-Time Support (FTS) Active Guard Reserve (AGR) Progt@mpril 2005
AFI 36-2201,Air Force Training Program15 September 2010

AFI 36-2254, VI,Reserve Personnel Participatio26 May 2010

AFI 36-2406,0fficer and Enlisted Evaluation Systerti§ April 2005

AFI 36-2603,Air Force Board for Correction of Military RecordS March 2012

AFI| 36-2604,Service Dates and Dates of Ra@kDecember 2004

AFI 36-2605,Air Force Military Personnel Testing Syste@% September 2008

AFI 36-2606,Reenlistment in the United States ARViay 2011

AFI 36-2618,The Enlisted Force Structur2y February 2009

AFI 36-2626,Airman Retraining Progran June 2013

AFI 36-2905,Fitness Program, 2 Octobe 2013
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AFI 36-2907,Unfavorable Information File (UIF) Progran,7 June 2005

AFI 36-3203,Service Retirement8,September 2006

AFI 36-3204,Procedures for Applying as a Conscientious ObjectbrJuly 1994
AFI 36-3208,Administrative Separation of Airme@ July 2004

AFI 36-3209,Separation and Retirement Procedures for Air National Guard and Air Force
Reserve Memberd4 April 2005

AFI 51-604, Appointment and Assumption of Commahdpril 2006
AFMAN 33-363,Management of Record$ March 2008

Air ForceRecords Disposition Schedule (RDS) at
https://www.my.af.mil/afrims/afrims/afrims/rims.cfm

Prescribed Form

AF Form 224 Recommendation &uthorization for Promotion of Airman as Reserve of the AF
Adopted Forms

AF Form 847Recommendation for Change of Publication

AF Form 948 Application for Correction/Removal of Evaluation Reports

AF Form 1566 WAPS Test Verification

AF Form 2096 Classification/Orthe-Job Training Action

AF Form 63 Active Duty Service Commitment (ADSC) Acknowledgement Statement

Abbreviations and Acronyms

ABOJ Airman Basic

AAGO Assistant Adjutant General

A1Cd Airman First Class

AECPd Airman Education and Commissioningogram

AFCSMd Air Force Communication System Manual

AFBCMR & Air Force Board for Correction of Military Records
AF19 Air Force Instruction

AFMAN 8 Air Force Manual

AFPCO Air Force Personnel Center

AFRA& Air Force Reserve

AFRCOd Air Force Reserve Command

AFRC COCd Air Force Reserve Command Chief Orientation Course
AFRIMS & Air Force Records Information Management System
AFROTCd Air Force Reserve Officer Training Corps


https://www.my.af.mil/afrims/afrims/afrims/rims.cfm

122 AFI36-2502 12 DECEMBER 2014

AFSCd Air Force Specialty Code

AFTAC & Air Force Technical Applications Center
AFW24d Air Force Wounded Waior

AGRO Active Guard Reserve

ALSd Airman Leadership School

AMN A Airman

ANGO Air National Guard

ANGI & Air National Guard Instruction

ANGUSOH Air National Guard of the United States
ARMSd Automated Records Management System
ASCP3 Airman Scholarship and Commissioning Program
ATd Annual Training

AWOL d Absent Without Leave

BIT 8 Break in Training

BMT & Basic Military Training

BP3 Board President

BPZd Below-the-PromotionZone

BTZd Below-theZo

CAFSCa Control Air Force Specialty Code

CARQ CasualtyAssistance Representative

CCo Commander

CCMd Command Chief Master Sergeants

CCSd Chronic Critical Shortage Skill

CEM@ Chief Enlisted Manager

CMSgtd Chief Master Sergeant

COCd Chief Orientation Course
CS®¥Commander 6s Support Staff
DCS/Po Deputy Chief of Staff for Personnel

DIA 6 Defense Investigative Agency

DIERT @ Date Initially Entered Retraining

DoDd Department of Defense

DoDDd Department of Defense Directive
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DORG& Date of Rank

DPSOES Enlisted Promotions
DRUGA Direct Reporting Unit

DVR@ Data Verification Record
EABO Emergency Action Book
EADO Extended Active Duty

EPRGJ Enlisted Performance Report
ESOSd Equal Selection Opportunity
FOAOJ Field Operating Agency
FSPS Flight Screening Program
FSSY Force Support Squadron
GPAJ Grade Point Average

GSO General Schedule

GSUd Geographically Separated Unit
HROO Human Resource Office
HYTd High Year Tenure

IAW & In Accordance With

IADT & Inactive Duty for Training
ICd Integration Cell

IDT & Inactive Duty For Training
IMT & Information Management Tool
IR® Individual Reservist

HQ RIO & HQ Individual Reservist Readiness and Integration Organization

MAJCOM & Major Command
MEB & Medical Evaluation Board

MPerRGpd Military Personnel Records Group

MPSd Military Personnel Section
MSgtd Master Sergeant
NCOd& Noncommissioned Officer

NCOAGJ Noncommissioned fiicer Academy

NFQO Not Fully Qualified
NGBO& National Guard Bureau
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NOKO3 Next of Kin

NSR3 Noncommissioned Officer Selection Record
0OJTd OntheJob Training

OTSa Officer Training School

OTPPA Officer Training Promotion Program
PAO Physician Assistant

PAFSC3 Primary Ar Force Specialty Code
PASSO Personnel Accounting Symbol

PCS3 Permanent Change of Station

PDS3 Personnel Data System

PEBJ Physical Evaluation Board

PECD& Promotion Eligibility Cutoff Date

PESS Promotion Eligibility Status

PFES Promotion Fitness Examination

PIRR& Participating Individual Ready Reserve
PMEOJ Professional Military Education

PSN3 Promotion Sequence Number

PVPJ Position Vacancy Promotion

RSCd Reserve Service Commitment

RDPd Recommendation for Decoration Printout
RDSAd Records Disposition Schedule

RId Reporting Identifier

RRSO Recruiting and Retention Superintendent
SDId Special Duty Identifier

SKTd Specialty Knowledge Test

SMSgid Senior Master Sergeant

SNCOd Senior Noncommissioned Officer
SNCOAJ Senior Noncommissioned Officer Academy
SrAd Senior Airman

SSgb Staff Sergeant

STEPGS Stripes For Exceptional Performers
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STEP 16 Stripes For Exceptional Performers (T8&d1ISgt)(ANG ONLY)



AFI36-2502 12 DECEMBER 2014 125

STEP 118 Stripes For Exceptional Performers (SMB@MSgt)(ANG ONLY)
SSNY Social Security Number

TAFMS @ Total Active Federal Military Serge
TAFMSD & Total Active Federal Military Service Date
TAGO The Adjutant General

TEMSD® Total Enlisted Military Service Date
TDSPA Technical Degree Scholarship Program
TDYd Temporary Duty

TIGJd Time-in-Grade

TISO Time-in-Service

TSCd Training Status Code

TSgtd Technical Sergeant

TTSO Technical Training School

UCMJO Uniform Code of Military Justice

U.S.G3 United States Code

UIFd Unfavorable Information File

UMD®& Unit Manpower Document

USAFd United States Air Force

USAFRG United States Air Force Reserve

USAFSES Unites States Air Force Supervisory Exam
UPMRG& Unit Personnel Management Roster

v MPFd Virtual Military Personnel Flight

WAPSS Weighted Airman Promotion System

WMP@ 1 - War and Mobilization Plan, Volume 1
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Attachment 2
STATEMENT OF UNDERSTANDING i PREMIER BAND

Figure A2.1. Statement of Understanding

1. Because my rank upon entry into The United States Air Force Band is governed by AH
2502,Airman Promotion/Demotion Programd, understand that if | no longer meet the

performance standards of The USAF Bam if | voluntarily request transfer from AFSC 3N2)
(3N200), I will be considered for administrative demotion or date of rank (DOR) adjustmer

2. If demoted, | may be demoted to the average grade held by other Airmen with simiiar t
service (TB) in the new AFSC, but not below an enlisted grade previously earned under re
promotion programs. If demoted, my DOR in the grade to which demoted will be determit
the recommendation of the Promotion Propriety Review Board with the concuofdrdGe
USAF/A1PP.

3. lunderstand that | may not be permitted to retain any grade for which | do not meet th¢
minimum Air Force TIS requirements for consideration under general promotion programs
These TIS requirements (contained in AFHZE2, Table 2) are Total Active Federal Military
Service of 1 year for SrA, 3 years for SSgt, 5 years for TSgt, 8 years for MSgt, 11 years fg
SMSgt, and 14 years for CMSqgt.

Member 6s Printed Name ( LSigeatute Fi r st |, MDate

Witness' Printed Name (Last, First, Ml) Signature Date
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Attachment 3
ENLISTED PME ATTENDA NCE WAIVER FOR PROMO TION

Figure A3.1. Sample Request for PME Attendance Waiver for Promotion

(Letterhead Required)
MEMORANDUM FOR AFPC/DPSOE
DATE
FROM: ( Member 6s Uni t)

SUBJECT: Enlisted PME Attendance Waiver for Promotion, MSgt Xxxxx X. XXxxx;428789

1. Irequest an Enlisted PME (EPME) promotion waiver for MSgt Xxxxx X. Xxxxx who is una
to attend the Senior NCO Academy (SNCOA) prior to his/her projected Sdaster Sergeant
(SMSgt) promotion. In accordance with Headquarters Air Force message dated 1919157 D¢
AAI rmen must not be penalized with a prom
fault of their own. o

2. MSgt Xxxxx was notified dfiis promotion selection to SMSgt on X March XX. He/She wa
deferred from SNCOA class xx(x Xxx T X Xxx XX) to support INSERT REASON that required
his/her involvement. MSgt Xxxxx was deferred from the next class (@Xxx- x Xxx XX) by the
AFSNCOA due to his/her medical limitations. He/She is currently scheduled to attend AFSN(
Class xxx (x Xxx - xx Xxx xxX). The following information is provided:

CURRENT
NAME SSAN AEFSC RANK/DOR PROJ GRADE/DOR
XXXXX X, XXXXX 123456789  XXXXX MSgt/1 Xxx XX SMSg/1 Xxx XX

3. I have reviewed MSgt Xxxxx0s records
promotion. Please contact me with any questions at DSN-XXXX or commercial at (123)
XXX -XXXX.

XXX X. XXXX, Col, USAF
Chief, Xxxxxxxx Division

1st Ind, AF/AXXX
MEMORANDUM FOR OL-P, 11 MSS/A1PS
Recommend approval.

XXX X. XXXX, Brigadier General, USAF
Director of XXxXxXxxxx
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Attachment 4

ANG 17 INSTRUCTIONS FOR COM PUTING PROMOTIONS TO TSGT THROUGH
CMSGT

A4.1. Use the following sample matrix table to compute the promotion opportunities for your
State. The authorized/ assigned figures below are for example only and simply demonstrate the
arithmetic process. Replace these figures with current authorigigmh@ad strengths by grade in

your State, Wing or Unit including all over grades and excesses. Do not count those members
promoted under ANG STEP | and ANG STEP II.

Table A4.1. Sample Matrix Table to Compute the Promotion Opportunities.

Grade Authorized | Assigned Allowable Adjusted Effective
Percentage Manning
(ANGI 36-2101) | Percentages
CMSgt 10(a) 8(b) 100 80% (b divided by a
SMSqgt 17(c) 18(d) 100 96% total of

b+d(26)divided by
total of a+c (27)

MSgt 25(e) 30(f) 120 108% total of atc+e
(52)

TSgt 40(9g) 56(h) 125 122% total of
b+d+f+h+(112)

divided by total of
a+c+e+g (92)

A4.2. To determine if the State in this example can promote a member to MSgt, divide the total
number assigned in grades MSgt, SMSgt, and CMSgt by the total authorized in grades MSaqt,
SMSgt, and CMSgt. In the above example, 56 divided by 52 equals 108%. Since this is below
the 120% maximum allowable for MSgt, this member may be promoted. To determine if this
State can promote a member to TSgt, we total the authorized and assignesl fiiguf Sgt

through CMSgt and then divide the total assigned (112) by the total authorized (92). The
adjusted effective manning percentage is 122%. Since this is below the 125% maximum
allowable for TSgt, this member may be promoted. These percentagesemasbmputed with

each promotion or demotion, each change in assigned strength, and each change in authorized
strength.
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Attachment 5

ANG - STATEMENT OF UNDERST ANDING --RETRAINING PROMOTION
PROGRAM

Figure A5.1. Sample Statement of Understanding

I acknowledge I must qualify for award of the AFSC skill level, which 1s necessary to support
my grade in the career field into which I am retraining. If I fail to qualify for award of the
AFSC within the time limits established by the commander, I will be demoted to my
previously held grade. (Initials)

I acknowledge if I voluntarily leave the AFSC in which I am being retrained or reassigned by
my commander for performance related reasons, or separated or retired before attaining the
required grade/ skill relationship, I will be demoted before separation to the previously held
grade in accordance with Chapter 10 of this istruction (Initials)

For First Sergeant Assignments SDI 8F000

I acknowledge I am being selected to fill a First Sergeant position and I am being promoted
under the provisions of Chapter 9, AFI 36-2502 paragraph 9.2.5. Retraining Promotion
Program, before attending the First Sergeant Academy. I understand I must attend and
successfully complete the First Sergeant Academy within one year of appointment as First
Sergeant. My failure to meet this requirement will result in a demotion in accordance with
Chapter 9, AFI 36-2502, Airman Promotions / Demotions Program. (Initials)

Typed Name, Grade, Signature, and Date

Suspense set by Commander: (Date)

Unit Commander’s Signature and Date
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Attachment 6
ANG i STRIPES FOR EXCEPTIONAL PERFORMERS (SMSGT i CMSGT) [STEP 1]

Figure A6.1. 1206 STEP Il Compentecies

The following list of competencies for promotion under STEP 1l will be addressed on each
nominee using the AF IMT 1206.

LEADERSHIP ANDJOB PERFORMANCE IN PRIMARY DUTY: Describe significant
leadership accomplishments and how well the member performed assigned primary and
additional duties. Define the scope and level of responsibilities and the impact on the wol
center, subordinates, ssion and unit. Include any new initiatives or supervisory technique
developed by the member that positively impacted the \weriter, subordinates, unit and/ or {
mission. Include results of Air Force, MAJCOM, Numbered Air Féesel inspections arar
evaluations. Include awards received, e.g., NCO of the Quarter, Maintenance Profession
Year, etc.

SIGNIFICANT SELFIMPROVEMENT: Show how the member developed or improved sk
related to primary duties, e.g., formal training, certifiaagicoffduty education related to
primary duties, etc. Include completion of any PME as well as awards earned during in
residence attendance. Include anydity education not directly related to primary duties, e,
class, course, degree enrollmemt/aor completion, grade point average. Cite any other rele
training or activity that significantly
military awards earned during the period.

BASE OR COMMUNITY INVOLVEMENT: Definethescap and i mpact o]
positive leadership and involvement in both the military and civilian community. Include
leadership, membership, or participation in unit advisory councils, professional military
organizations, associations, and events, Brgsident of Top 3, enlisted dinhogit committee,
member of the Air Force Sergeants Association, Sunday school teacher, youth soccer co
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Attachment 7
ANG 7 SAMPLE BIOGRAPHY

Figure A7.1. Sample Biography

MASTER SERGEANT JOHN Q. DOE
AFSC: 2E171, Satellite, Wideband, and Telemetry Systems Craftsman

Master Sergeant John Q. Doe has been in the military for over 17 years starting-wéara 4
tour of Active Duty in the United States Air Force in which he served in Saudi Arabia durir
Desert Storm. After active duty, Sergeant Doe joined the Mississippi Air National Guard,
Air Control Squadron, in Gulfport Mississippi where he currently serves as a Satellite,
Wideband, and Telemetry Systems Craftsman. Sergeant Doe was bornubn1964 in
Geraldine, Alabama. He is 41 years old. He attended Geraldine High School, graduating
class salutatorian in May 1982. He lettered each year in football, basketball, and basebal
served as student body president and was a membex it and science club. Sergeant D
serves as a church council officer for Woolmarket Baptist Church in Biloxi Mississippi.
Sergeant Doe is an active member of the
Thanksgiving dinner to feed the homs$ this past year. His military awards include the Air
Force Achievement Medal with 3 devices, Air Force Outstanding Unit Award with 1 device
Good Conduct Medal with 1 device, Air Reserve Forces Meritorious Service Medal with 3
devices, National Defese Service Medal with 1 device, Armed Forces Expeditionary Meda
Southwest Asia Service Medal, Global War on Terrorism Medal, AF Overseas Ribbon Sh
Tour, AF Longevity with 2 devices, Armed Forces Reserve Medal with 1 device, USAF N(
PME Graduation Ribon with 1 device, AF Training Ribbon, Kuwait Liberation Medal Kingd
of Saudi Arabia, Kuwaiti Liberation Medal Government of Kuwait, Mississippi Medal of
Efficiency, Mississippi War Medal, and the Mississippi Longevity Ribbon with 1 device.
Sergeant De has his Community College of the Air Force degree in Electronic Systems
Technol ogy and is currently working towsg
from the University of Southern Mississippi in Gulfport MS.

NOTE: Singlespace the narnae portion of the biography. Double space between name, §
and AFSC.
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Attachment 8

ANG - STATEMENT OF UNDERSTANDING 1 STRIPES FOR EXPCEPTION
PERFORMERS (STEP II)

A8.1. The nominee prior to processing the promotion recommendation must complete this
statement.

Figure A8.1. Sample Statement of Understanding

Date

MEMORANDUM FOR Unit Commander, FSS, Promotion Approving Authority, In Turn
FROM: Nominee’s Grade, Name, and Unit

SUBJECT: Stripes for Exceptional Performers (STEP II) Promotion Agreement

I hereby agree that if I am selected for promotion to the next higher grade under the STEP II
Promotion Program that I will remain a member of the (State/ Territory) Air National Guard
for 3 vears subsequent to the date of promotion.

I hereby agree and understand that I must be transferred to the Retired Reserves or be
discharged from the Air National Guard on the third anniversary of the promotion unless I am
assigned to a valid UMD vacancy equal to my promotion grade. I understand that demotion at
the end of the three-year promotion period 1s not an option and a waiver or exception to policy
1s not authorized.

Name, Signature
1st Ind, FSS Date
TO: The Promotion Authority

Member was briefed on this date and understands the requirements of this STEP II promotion.
(Signature of FSS Representative)
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Attachment 9
ANG T PROMOTION CHECKLIST --LENGTHY TECHNICAL TR AINING SCHOOL

Figure A9.1. Sample Promotion Checklist

This checklist will constitute the process of submitting a recommendation from the ANG L
for promotion. You must have this checklist completed by your Instructor (or Instructor
Supervisor) and the Military Training Flight for a records check. Whisnchecklist is
completed return it directly back to the ANG Liaison office.
1. Information on Air National Guard member to be considered for promotion: Name, Re
Course Number:

Course Title: Class Start Date:
Class Graduation Date: BMT Class Startd®at

2. Member 6s St atement of Understanding
| understand as part of my promotion recommendation, | will not sew on my

new grade until | receive official notification from the Air National Guard Liaison

Office.

| understand that | will not contact my Air National Guard Unit Comman
Supervisor regarding possible promotion to the next higher grade.

| understand that my failure to follow the above instruction could result in
my non recommendation for promotion.

ANG Member 6s Name, Rank, Signature, and

3. Instructor (Instructor Supervisor): This Airman has a Grade Point Average (GPA)
of over blocks of instruction.

I nstructorés Name, Rank, Signature, and
4. Force Support Squadrofraining Squadron
This member IS /IS NOT a Student Leader:

This Airman has no behavioral problems documented or pending.

This Airman has behavioral problems documented dingen(Please
contact Liaison)
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Military Training Leader Name, Rank, Signature, and Date

5. Air National Guard Liaison (Initials):

This Airman MEETS all requirements.
This Airman DOES NOT MEET all requirements.

| RECOMMEND this airman for promotion to
| DO NOT RECOMMEND this airman for promotion to

ANG Liaison Name, Rank, Signature, and Date

Frekx LIAISON USE ONLY #**x*

Date of Records Check: Eligibility Date:
Personnel Accounting Symbol (PAS): Date ANG unit was notified:
Unit Point of Contact: Phone Number: Remarks:
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Attachment 10
ANG i NOTIFICATION AND DAT E OF RANK ADJUSTMENT REQUIREMENTS

Table A10.1. Notification and DOR Adjustment Requirements. (TO0).

R | If thedemotion Thea i r m@mn@asde| andif andif affected,

U | is to beeffectedunder| mustformally advisethe | affected,the theai r ma |

L | paragraph airman ofthe airmano|DORis

E recommendatioto DORis the adjustedsee
demotelAW paragraph | dateof the Note 1 and?2)
11.1.3 thisinstruction. | order

1. 11.1.2.4.1.1 N X

2. 11.1.24.1.2 N X

3. 11.1.2.4.2.1. Y X

4. 111.1.2.4.2.2 Y X

5. 11.1.2.4.2.3. Y X

6. 11.1.2.4.2.4 N X

7. 11.1.2.4.2.5 N X

8. 11.1.2.4.2.6 Y X

9. 11.1.24.2.7 Y X

Notes:

1. TheDOR will be adjusted tancludeanybreaks inservice.

2. If demotionis to a gradeot previouslyheldby theairman,the DOR will be thedatethe

memberlastbeganactiveservice(couldbe initial entryon IADT).
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Attachment 11

ANG i NOTIFICATION MEMORAN DUM i DEMOTION ACTION WITH OUT
PREJUDICE

All.1. Commander may use this attachment to make notification if required under the Table in
Attachment 10 in paragraphs.1.2.4.1.1, 11.1.2.4.1.2,11.1.2.4.2.4, and 11.1.2.4.2.5.

Figure A11.1. Sample Demotion Action Notification Memorandum without Prejudice.

(AppropriateLetterhead)

MEMORANDUM FOR (Individual Concerned) Date
FROM: CC /(Unit DesignationUnit Address)

SUBJECT: Naotification of Intentionto Demote(Without Prejudice)

1. Youareherebyadvised thatinderthe provisions ofChapterl1 of AFl 36-2502,paragraph

_, lintendto recommend to theommande(OrganizatiorandStation of demotingauthority)
thatyou bedemoted to thgradeof(or) | intendto demoteyouto thegradeof. This demotion
actionis not to banterpretedasderogatoryn nature. This demotionactionis withoutprejudice.

2. The specific reason for this proposed action follows:
3. Documentshatsupportthis actionareavalable for your reviewshouldyou desire.

4. Idirectthatupon receipt of thismemorandunyou acknowledgesuchreceipt on thattached
preparecendorsementithin five calendadays. | will alsointerpretanyfailure to meetthis
suspensdateasconcurrenceavith my demotionrecommendation. You must alsalecide
whetheryou concuror non-concurwith the proposediemotion. Whenyou havemadeyour
decision|nitial theappropriate paragrapgmn theenclosedndorsemerdccordingly. You may
defermaking adecision taconcuror nonrconcuruntil thenextscheduledJTA onwhenyou may
consultwith legalcounsel as igourright. However, ifyou seekcounselyour decisionto
concuror nortconcurmust bereceivedoy me no latethan theendof-dayroll call following the
secondJTA (4 hourperiod)-

5. Uponreceiptof your acknowledgmenbr expirationof your suspenséo respondhis
demotionactionwill continueuntil complete. Timdérame forcompletionis within 30calendar
daysfrom receiptor suspensexpirationdate.

Unit Commandefignature Block
Attachments:

1. ReceipEndorsement
2. PrivacyAct Statement
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Attachment 12
ANG 7 NOTIFICATION MEMORAN DUM i DEMOTION ACTION WITH PREJUDICE

A12.1. This attachment applies to the following reasons for demotion paragraphs 11.1.2.4.2.2.,
11.1.2.4.2.3.,11.1.2.4.2.6., and 11.1.2.4.2.7 that is a result of an involuntary action.

Figure A12.1. Sample Demotion Action Notification Memorandum with Prejudice.

(Appropriate Letterhead)

MEMORANDUM FOR (Individual Concerned)-ROM: CC/(Unit Designation)Unit Address
SUBJECT: Notification of InvoluntaryDemotionAction
Date

1. Youareherely advised thatindertheprovisionsChapter 11 of AFI 3@502 paragraphl
intend torecommend to th€ommander(OrganizatiorandStation ofdemoting authorityj)hatyou
bedemoted to thgrade

of (or) I intendto demoteyou to thegradeof

2. Thespecificreasorfor this proposedactionfollows:
3. Documentshatsupportthis actionareavailablefor your reviewshouldyou desire.

4. ldirectthatupon receipt of thismemorandunyou acknowledgesuchreceipt on thattached
preparecendorsementithin five calendadays. | will alsointerpretanyfailure to meetthis
suspensdateasconcurrencevith my demotionrecommendationYou must alsodecide
whetheryou concuror non-concurwith theproposediemotion. Whenyou havemadeyour
decision,nitial theappropriatgparagraplon theenclosecendorsemerdccordingly. You may
defermaking adecision taconcuror norrconcur until thenextscheduledJTA on when
you mayconsultwith legalcounselas isyourright. However,if you seekcounselyourdecision
to concuror non-concurmust bereceivedoy meno laterthanthe endof-dayroll call following
thesecondJTA (4 hourperiod)on

5. If youconcurwith the proposediemotion,you will be notified in writing of thedemotion

a u t h odedisibry Ibtlsereis no responstrom you, | amauthorizedo processyour case a#
you hadconcurred.If you non-concurwith the proposediemotion,you maypresenstatements
on your own behalf. Written statement$o supportyour position will be submittedwithin 20
calendaidaysafteryou respondndicatingyour decision. If youdesireto presenbral statements,
your requesto do so will accompanthe nonoccurrencegnda personalinterview with mewill be
scheduled.You mayseek militaryor civilian legalcounsel(civilian counselwill beatyourown
expense) ipreparingyour oral or written presentationandcounseimaybe presentduringthe
personainterview. If travelto the personalnterviewis required all costsof your civilian counsel
will be at yourown expense.

Unit CommandeignatureBlock
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Attachment 13

AFR T NOTIFICATION MEMORAN DUM -- DEMOTION ACTION WITH OUT
PREJUDICE

Al13.1. Commander may use this attachment to make notification if required under paragraph
9.3 through paragraph 9.3.6 inclusive, which is a result of a voluntary action.

Figure A13.1. Sample Demotion Action Notification Memorandum without Prejudice.

(Appropriate Letterhead)

MEMORANDUM FOR (Individual Concerned) Date
FROM: CC / (Unit Designation, Unit Address)
SUBJECT: Notification of Intention to Demote (Without Prejudice)

1. You are hereby advised that under the provisions of Chapter 9 of AH03 paragraph , lintend to
recommend to the Commander (Organization and Station of demoting authority) that you be demoted to the

(or) I intend to demoyeu to the grade of . This demotion action is not to be interpreted as
derogatory in nature. This demotion action is without prejudice.

2. The specific reason for this proposed action follows.
3. Documents that support this action are available for your review should you desire.

4. | direct that upon receipt of this memorandum you acknowledge such receipt on the attached prepared
endorsement within five calendar days. 1 will also interprgtfaiture to meet this suspense date as concurrenc
with my demotion recommendation. You must also decide whether you concur-comzur with the proposed
demotion. When you have made your decision, initial the appropriate paragraph on the enclosedend
accordingly. You may defer making a decision to concur oraumrcur until the next scheduled UTA on

when you may consult with legal counsel, as is your right. However, if you seek counsel, your decision to ¢
non-concur must beeceived by me no later than the esfeday roll call following the second UTA (4 hour period
on.

5. Upon receipt of your acknowledgment or expiration of your suspense to respond this demotion action wi
continue until complete. Time frame for conte is within 30 calendar days from receipt or suspense expirat
date.

Unit Commander Signature Block
Attachments:

1. Receipt Endorsement

2. Privacy Act Statement
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Attachment 14
AFR - NOTIFICATION MEMORAN DUM -- DEMOTION ACTION WITH PREJUDICE

Al4.1. This attachment applies to the following reasons for demotion paragraph 9.4.1. through
paragraph 9.4.5.2. inclusive, that is a result of an involuntary action.

Figure A14.1. Sample Demotion Action Notification Memorandum with Prejudice.

(Appropri ate Letterhead)

MEMORANDUM FOR (Individual Concerned)

FROM: CC/(Unit Designation), Unit Address

SUBJECT: Notification of Involuntary Demotion Action Date

1. You are hereby advised that under the provisions of AR2582,Enlisted Airman Promotion/@motion

Programs paragraph , | intend to recommend to the Commander (Organization and §
demoting authority) that you be demoted to the grade of (or) I intend to demote you t
grade of .

2. The specific reason for this proposed action follows:
3. Documents that support this action are available for your review should you desire.

4. | direct that upon receipt of this memorandum you acknowledge such receipt on the attached prepared
endorsemerwithin five calendar days. | will also interpret any failure to meet this suspense date as concurre
with my demotion recommendation. You must also decide whether you concur-comzur with the proposed
demotion. When you have made your decisioitiginthe appropriate paragraph on the enclosed endorsement
accordingly. You may defer making a decision to concur orguorcur until the next scheduled UTA ,0
when you may consult with legal counsel, as is your right. However, if you seek tgansalecision to concur or,
nortconcur must be received by me no later than theoéty roll call following the second UTA (4 hour period
on

5. If you concur with the proposed demotion, you will be notified in writing of the dematwrt hor i t y 6
there is no response from you, | am authorized to process your case as if you had concurred. {€goaunanith
the proposed demotion, you may present statements on your own behalf. Written statements to support yoy
will be submitted within 20 calendar days after you respond indicating your decision. If you desire to presen
statements, your request to do so will accompany the nonoccurrence, and a personal interview with me will
scheduled. You may seek miliyaor civilian legal counsel (civilian counsel will be at your own expense) in
preparing your oral or written presentation, and counsel may be present during the personal interview. If tra
personal interview is required, all costs of your civileaunsel will be at your own expense.

Unit Commander Signature Block




