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Chapter 1
PROCESSING OFFICER ADMINISTRATIVE DISCHARGE CASES

1.1. Responsibili tiesof Commanders and Supervisors. Continuel service & an officer is a privilege
that may be teninated for cause wheauch action s determined to be in the #ienterest of the AirForce.
The Air Force does ndiavea place for officers who show themselugsvorthy of officer status by fail-
ing to maintain high standards ofgbessional and personal conductwaino fail to meet andmaintain per-
formance standards consstent with their grade and experience. Inherert in the respasibility of
commanders ahsupervisors bofficersis therequirement o identify such dficersealy ard to take cor-
rective action promptly.,

1.2 Determining if Action is Proper:
1.21. Applies toall reasons for dharge:

1.2.1.1 When suffcient documentary information or facts ae not readily avadlable, a proper
investigation or fuher inquiry should ke conductedd gather necssary addtional information or
facts.

1.2.12. All avalabe information suggeding AFI 36-3206, Administrative Discharge Proce-
dures for Commissioned Officers, action mg be appropete shoutl be @arefully evaliated with
all fully documentd facts.

1.21.3. Initiating discharge action may be proper when an officer is pending ather action (for

example, promaion proprety (AFI 36-2501, Officer Promotions and 8lective Continuation);

medical evaluation (AFI 48-123, Medical Examination and Standards); disability evaluation

(AFI 36-3212 Physical Evaluation for Retentian, Retirementand Separdéon); or revocation of
aeronautical rating (AFI 11-402, Aviation and Parahutist Serice, Aeronautical Ratings and
Badge:). Conversly, even thougtaction unde AFl 36-3206is initiated, it may be nesgary to
pursue othe corsistent pesonnel actions.Thetest is, what is the apprapte dispaition of this

case, nd what will be the quickest or easiest method ¢ discharge.

1.2.2 Body Fat Discharge CaseBefore initiating action undeAFl 36-3206 Chapter 2, Para 2.3.8,
on an ovefiat officer, make sure the fiter's failure tomeet bodyfat standards habeen peviously
docunented in ae or more Officer Performancegports (OPRs) This is not to say, wait untithe
next rating periodto initiate acton. Rathermake apropriate comments n the officer's OPR as
progress in theveight management prograor lackthereof, dictates When &tion is initiated make
sure the dicer continues mathly weigh-ins while in Phse | or Phasél of the weight maragement
program. Makesure that the dicer's body fat mesurement and current weight are included in the
casefile befae it is sentto HQ AFSPC/DPPF. After the cae is forwarded ® HQ AFSPC/DPPF,
inform HQAFSPC/DPPPF of theofficer’ s subsequent wigh-ins.

1.23. Mental Disorders Which I nterfere Wit h Duty Performance.A psychiatric evaluation con-
firming the diagnasis of mentl disorders, which are riconditions varranting separatiofor disabil-
ity under AFI 36-3212, is necessgy prior to initiating adion. The psychiatric evduation will be
conducted byboard-certfied psychiatist or clinical psychologistand will not bedelegated ¢ a non-
psychiatricstaff membe. Makesure theeis evidence to estalti thatsuch mentl disadersinterfere
with the officer's performance ofduty. (Refer to AFI 36-3206 Para2.3.7.)
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1.2.4 Fear o Flying Case.Before initiating ation based on profesed fear of flyingersure all the
required actions, induding the suspension from flying, under AFI 11-402 have keen acomplished
and deumented.

1.3 Determining an Officer’ s Nonprobationary or Probationary Status:

1.31. Nonprobationary Officer. A Regular officer with 5 ormore years of etive commissoned
service computefrom the Total ActiveFederal Commesioneal Service DatédTAFCSD), or areserve
officer with 5 or more yeas of commissoned sevice omputed from the Total Federal Commis-

sioned Sevice Date (TFCSD). A nonpobationary &ficer may notbe dischargel without his o her
consent (resignation or application for discharge) except under an approved recommendation of a
Board of Inquiry (BO) (AFI 36-3206 Chap 7 and Atd 1).

1.32. Probationary Officer. A Regular officer with less than 5 yearsof active conmissioned ser-
vice computedromthe TAFCSD, or a Reerve officer with lessthan 5 years of commissioerd service
computed fom the TFCSD. Generally,a probationgy officer beirg considered for an honoraar a
generallunder honorable conditions) disalge may be discharged without his or her consent (resig-
nation @ applicationfor dischargd. A BOI is requred if the probationary officer is being cosidered

for a dscharge under other than heaale conditions orfithe basidor the dscharge action includes
homosexual conduct. When initiating action on a probationary officerand a BOI is not required,
make sve thereis suficient time fa the Secretaryfahe Air Force(SAF) to act on the case bedahe
officer becomesa nonprobationary affer (AFl 36-3206 Chap 5 and Atd 1).

1.4. Recommending Action Be Initiated:

1.4.1 Reassigning an Officer to a Command having Show-Caus Authority (SCA). AFI
36-3206requres that an fiicer be undethejurisdiction ofaMajor CommandMAJCOM) or a direct
reporting unit (DRU) having SCA. Only the MAJCOM commanders, he United Sétes Air Force
Academy (USAFA) superintendent, and the AirdeoDistrict & Washington (AFDW) commander
aredelegated SCA for officers assigned within their command. Threfore, an officer assigned b a
field operating agendf¥OA) or a DRU(otherthan USAFA @ AFDW) or an AF elemert will be reas-
signedand placel under the juisdiction d a MAJCOM (not USAFA or AFDW) bef@ action ca be
initiated. Officers will be assign@where theycanbestbe utilized. Note: Reasignmentaction isnot
necessary if the host/teant agreemendesignates dcharge authority oveemant oficers to AFSPC.

1.4.2 Accessto Sensitive Canpartmented Infor mation (SCI), Single Integrated Operational
Plan - Extremely Senstive Information (SIOP-ESI), or Other SpecialAccess Programs. Com-
ply with AFI 31-501,PersonnelSecurity Program Managemer, whenan dficer has, or had acess
to SCI, SIOP-ESI, or ather special access programsto make sure the proper @&ss grantig authority
in AFI 31-501concurs with th AFI 36-3206action. The initiating commandeéss notification memo-
randum will state that tk required ation uncer AFI 31-501hasbeen acomgished,; or, if sgh action
is not applicable, the nottfation memorandum wilstate that action undé\Fl 31-501is notrequired.
Include in the cse file copiesof ary inquiry and respoee generated undeAFl 31-501

1.4.3 BaseStaff Judge Advocate(SJA) and Militar y Persannel Flight (MPF) Personnel Staff
Assistance. Representatives of thbase S8 and MPF personnestaffsshould asist commanders
determining the spedfic AFI 36-3206, subparagraph(s) under paragraph 2.3 or 3.6 oboth, under
which the action shoudlbe initiated.
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1.4.4 Using AFI 36-3206 Attachmert 3. Attachment 3 is used to reommend initiation of AFI
36-3206action. Paragraph 1 of the recommendation memorandum will @teranore of the appli-
cablesubpaagraphs under paragphs 2.3, 3.6 or both. Do nainply cite paagraphs 2.3, 3.3, 3.4,
3.50r 3.6. Citein paragraph 2 thespecific substandard duty performance or misconduct (not the
result) asthebasis for the action.For exampleuse “becage d youruse d marijuana a 14 Feb 98”
instead of “. . . beause of the nonjudal punshment youeceived on 1 Ap98.” The attahments to
the recommendatiomemaandum will consist of the folowing:

1.44.1. All documentary evidnce tosubstntiate the dicharge action. Each piece of evidence
will be included undera seprate numbem@tab. Information o facts pertainingto a single inci-
dent mg beconsidereds one piee of evicence for the purposesof tabbing.

1.44.2 Air FarceOffice of Speciallinvestigation (AFOS) extract, if applicable.The extract will
includean approval for release fnothelocal AFOSI.

1.4.4.3 Base SJA leghreview.

1.4.5 When thelmmediate Commander is the Initiating Commander. If the officer’s immediate
commander is thmitiating commander (paragrajl.5), a memoandum recommendigaction is not
needed.

1.5 Initiating AFI 36-3206 Action. Make sure the officerand the commader initiatng theaction are
assigned to Air Force Space Command. Normally, the commande initiating action undeAF| 36-3206
will bethe appropriate wing o base commander orf there isno wing or baseommande in the com-
mand chaipacommandea serung in a grade aboueuterant colonel and dectly subadinate to AFSPC/
CCor AFSPC/CV.Make sue theletterhead a signatory elerant of thenotification memaandum iden-
tifiesthe appropate commander authaed to initiate the dscharge action The attachment® thenoti-
fication memaoandum will corsist o the following:

1.5.1 Two original memorandumaf acknowledgment.

1.5.2 The memorandunrecommending initiation of action (if applicable), with attachment| doc-
umentary evdence to subsantiate the discharge ation and the ABSI extrad, if applicable. Eah
piece of evidence will be included wrch separate numbered tab. Infilation orfacts pertaining to a
single incident mg beconsidered as one piece of eviderfor the purpose of tabbing.

1.5.3 Copiesof AFI 36-3206,and36-3207,Separathng Commissioed Oficers.

1.6. Flow Charts. The fow charts aFigure 1.1 andFigure 1.2 show the procesing ofactions b the
Office o the Secretary of the Air Force.

1.7. Expected Procasing Goabk. Table 11. through Table 1.5. and Table 2.1 contain theexpected
processing goals fo AFI 36-3206cases(resignation, Board of Inquiry, and sdorth).

1.8 AFI 36-3206 Cae Proaessing Worksheet. Attachment 2 contains a pocessing workshed for
tracking a casérom the timean officer isfirst identified for passibledischargdo the tme the cases sent
to HQ AFPC/DPPRS.

1.9, Presenting the Notification Memorandum to the Officer . The commander initiating the ation
or the commandexho recommended the actionrm@lly presents the daginal notfication memorandum
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and a copy bthe aiginal notification memorandum wh properattachments taheofficer concerned. On
presenting tle memorandum to the ti€er, male surethe oficer understands #ifollowing:

1.9.1 Upon receiving the ndication memorandum, the ocer will sign the two memorandums of
acknowledgmei and return one to theommande who initiated theaction and send the aghto HQ
AFSPC/DPP, 150/andenberg St., Seitl105,Peterson AFB CO 809144450.

1.9.2 Within 10 calenda daysafterreceiving the nafication memaeandum, the officer will endarse
the originalnatification memorandum andeturnit (nat the copy wih the attachmentso HQ AFSPC/
DPP. If the offter does nd have an origial notification menorandum to endorseto HQ AFSKC/
DPP, the intiating commander wlilfurnish a duplicate origal notification memeoandum fa proper
endorsementybthe dficer.

1.10 Officer's Endorsement to the Notification Memorandum. When endosing the notiication
memaandum © HQ AFSPC/DPP, the dficer will include:

1.10.1 A statement indicating whether he/she is or is not applyingetirement, if eligible, or ten-
dering resignationn lieu of furtheraction underAF| 36-3206 (If applying for retirement or tencer-
ing resignaton atthis tme, attab a coypy of the retiremert application or resignaton to the
endorsement.)

1.10.2 A statement indicating whether the officer is or is camhmenting on or providing a rebuttal
to the action initiated. (If applicable,attach comments or rebuttad theendasement.)

1.103. A statement indicatothe oficer wascourseled ly the Area Defense Cousel (ADC) or, if
the dficer declines prefuses legal cowsrl, astatement indicating the fi€er was counded by the
MPF commander.

1.10.4 A statement indicatmthe dficer is oris not requesting a delayin respondingo the notifica-
tion memorandum;however, a equest for delay will be submitted within 5 calendardays from he
date notified the actim initiated.

1.11 Separation Physical.AFI 36-3206, Para 4.17. redtes a gparaton physical as an attachmert to
the dischargease file. Do not, hoever, delay procssing the discarge pending receipt of the physical.
Obtan the wirg commaner’s endosemert and forward the daharge jackage withouthe physical, if
necesary. Ersure theseparation physat is compleéd assoon as pasble, andFax the AF Fom 422,
Physical Profile Serid Report, to HQ AFSPC/DPPPF, DSN 692-3904within 10 days.

1.12. Notifying the MAJCOM and HQ AFPC . On the dite the adion is nitiated and the officeris
notified, theMPF will:

1.12.1 Serd a mesage toHQ AFSPC/DIP/JA with the following infamation:
1.121.1 The dficer’s name, gade, amnl SSAN.
1.121.2 The dficer’s unt of assignment.
1.12.1.3 AFl 36-3206,provisionsunder whit theaction was initiated.
1.12.14. The date bcharge actimwasinitiated.

1.12.2 Send aransmittd memorandum wita copy of the notfication memaeandum without attach-
ments to HQ AFPCDPPRS 550 C St.,West Sute 12, Randolph AFB TX 78150-4714, Fax DSN:
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487-5084. Include in the transmittal memorandwamy aspectsof the case tlk commander caiders
may reflectadversely on the Air Force. Make sure copies of tle transmittal memorandum athnotifi-
cation memorandurare faxed b HQ AFSPC/DPPXPDSN 692-3904.

1.123. Eadth Thursday, until the ca% file reaches HQ AFSPC/DPPPF, the MPF commander will
notify HQ AFSPC/DPPR via email or fax of thestatus of each case currently pending.

1.13 Counseling the Officer. If the officer declines legal coursel, the MPF commaratd will counséthe
officer, and include in the case file sent to the MAJCOM the officer’s aknowledgment of havng
received counsding. When counsding the officer, do not advisethe dficer on which options to
choose--thas theresponsibility of the defenseounsel. As arule, counseling should include but is not
limited to:

1.13.1 Voluntaryretirementyesignation, orapplication for discharge in lieu bfurther action under
AFI 36-3206

1.13.2 Administrative case procesng.
1.133. Character of Discharge:

1.13.3.1 Unless an honorab¢ discharge isrequired uner AFl 36-3206, Chaper 2 or 3, an
officers seviceis characterized ashonorable, gereral (under honorable conditiong or under
otha than honorable conditiondJOTHC) as detemined ly the SAF.

1.133.2 The character of dischaegvill not in any @se be mee seere than recommendedyla
BOI.

1.133.3 Inform the oficer of theleast favawable characterfodischargeif the dficer electgo ten-
der their resignatiobefae the SCA acts o thecase.

1.133.4. Inform the oficer of theleast favorable claracter of dischargefithe oficer appliesfor
dischargesfter the S@ detemines the oficer should show cauder retention on &ive duty, or
that tre case should ke referred o aBOI.

1.13.3.5. Inform the officer of the least favorablehaicter of dischargeaf the officer is dis-
charged as aresult of board action (Air Force Persannel Board {AFPB}) under AFI 36-3206,
Chapter6 (probationary officersnly).

1.13.4 Separation Pay:
1.13.41. Not entitled if the officer tendergesignatio beforethe SCA acts mthe case.

1.13.42. May beentitled if the oficer appliedor discharge after the SCA derminesthe dficer
should showcause forretention on ative duy or is dscharged as eesult of board action (APB
underAFI 36-3206 Chapter6, a BOI underAF| 36-3206 Chapter Y. The oficer is entitled to
segration pay i the oficer receives an honmble or general discirge and has deast 6 years of
activemilitary senice as of the DOS.

1.13.4.3 Not entitled if discharge under othe than lonorable conditions.
1.13.5 BOI Entitlement:
1.13.5.1 Any nonprobationar officer required ¢ showcatse for retention on active duty.
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1.135.2. Any probationary officer and GA recommends dcharge uder other than honorable
conditions.

1.13.5.3 Any officer ard basis fa discharge includes homosexual conduct.

1.136. Member’s Travel and Transportation. Offi cers ae auhorized wll travel and transprta-
tion entitlement ifas of the datefeseparabn, they have completed at least 90 percénihe period
of seruce they intially agreed to swe. Officers nd completing 90 percent of theinitially agreed
upaon period d service are authized travel aml transportation allowanceso ther home & recordor
placefrom which called ¢r ordered)to active dug using the least expensive modd transportation.
Discharged officers amot authorzed traveltime.

1.13.7 Reimbursing Bonuses,Advanced Education Assistance or CGther Special Pay. Officers
may be ohbated, agequired under the tes d their ageementsto pay lack pat of any bonus, spe-
cial pay or advanced education assistance if discharged prior to mmpleting the a&tive duty service
commiment incured from receiving such pay. Advanced educatissistarce includes undegradu-
ate pre-commissioning programs (Serviaademies, Armed Forsdlealth Profesions Scholahip
Programs, he Uniformed Services Unversity of Health Sdernces, Reserve Officer Traning Corps,
AirmanEarly CommssioningProgran), graduate progras(such as legal educationAir Force Irsti-
tute of Technology masterand doctoral degree programs, tuitiosistancefor off-duty educatior),
ard other undggraduate ograduate pgrams.

1.13.8 Unused o Excesd eave.Refer toAFI 36-3003, Military Leave Progam, for clarification
or answers to qu&ions on unued leave or excss leave whileawaiting Secretarial determination on
the adminstrative discharge ca.

1.13.9 Dependents’ Travel and Shipnent ar Storage of Houghold Goods Refe to local Traffic
Management Gfice (TMO) for claification or answer questions regardig dependents’riavel and
shipment oistorage ohousehold goos.

1.14 Retirement, Resignation or Discharge inLieu of Further Action Under AFI 36-3206. The
officer may,as indicated below:

1.14.1 Apply for voluntary retirement, fi eligible, unde AFI 36-3203
1.14.2 Tender resignatiounderAFI 36-3207 Section 2B, if the SCA hasnot aced on the cae.

1.14.3 Apply for discharge undeAFI 36-3207,Sectbn 2B, if the SCA has deteiined oficer
should ke required 6 show @use or tha a cae should be refeaed to a BOI and the oficer has leen
notified.

1.14.4 Tender resignatioor apply for disharge undeAFI 36-3207 Section 2B as appropriate for
the pupose denlisting andetiring in enlisted stus if the dficer has20 years active militay servce
but lesghan 10 yearsactive commissiond service.

1.145. Pracess a raignation or an application fa discharge as qukly as possible at each level of
command.Table 1.2 and Table 1.3 show theorocessing timelines.

1.14.6 Tab and labéthe aiginal casefile as shownn Attachmernt 4. (Usethelndex SheetSetLL
Blank,CID A-A-898,11x 8 1/2)
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NOTE:

Do not include \ideo cassettes, audio cas<ttes or photographsin the retirement/resignation/discharge
case file, as thee should be deribed in the cee file. Make sureresignations and appktions for dis-
charge are submitted verbatwith the appropriate attachment providedFl 36-3207 There can be no
deviationsto theexample; if therarg the @sefile will not be processed.

1.15 Forwarding the Canpleted Case:

1.151. IAW AFI 36-3206, Para 436., expressraovernight celivery service isused wien forwarding
officer dischargecase filesto thenext levelto reducemail time.

1.152. Use atrarsmittal memorandm to send the aginal and three copies tiie cae file with the
officer’'sacknowledgmentda HQ AFSPC/DPPF 150 Van@nbeg St, Suite 1105, Petssn AFB CO
809144450,POC SSgt Black (719) 5545695, tlhough the NAF as soon #se dficer acknowledges
recipt of the notification memorardum. ne copy of the case file should be reaained in the MPF.
Use a manildolder labeled wh name and SSAN and use acco faseesa (We suggest using Paper
Fasteners, R10 3 Sets, I' capaciy with compresors 2 & 3/4” betwea prongs.)

NOTE:

The checkilsts atAttachment 2 and Attachment 3 will be compléed befoe sending a case HQ
AFSPC. When forwarding BOlcase fies, use hard cavs front and bak instead of manihk folders. Do
not incluck video @ssettes, audi cassettes or photograpinsthe case file, as thee should ke described in
the trarscript.

1.15.3 Tab and labéthe aiginal casefile as shownn Attachmernt 4. (Usethelndex SheetSetLL
Blank, CD A-A-898, 11x 8 1/2)

1.16 AFOSI Report. The MHA will send a copy bthe complete AFS report, if applicable, directly
to HQ AFSPC/DPPHF unde separate cover. RememberONLY an extracbf the AFOS repat is made
apart of the case file. Theextract wil showarelease appoval from AFCOS!.

1.17. Case Rocesing After ShowCause Authority Determination (when theof ficer does not
apply for retirement, tender resignation or apply for discharge):

1.17.1 A nonprdoationary officer case is praessed undcer AFI 36-32@, Chapter 7, when the SCA
detemines the oficer shout be requiredd shav cause foretenion onactive duty.

1.172. A probatiaary officercase is proessed underAFl 36-3206 Chapter6, when te basis for
discharge does nonhclude homesexual conduct and the SCAdetermires the officer should be pro-
cessdl for discharge recommendsan honorable dichargeand degrmines that a BOI is not odhwise
apprariate.

1.173. A probatiaary officercase is proessed underAFl 36-3206,Chapter5, when te basis for
discharge doesnot include lromosexual condwct and the SCA determines hat the officer should be
processd for discharge, recommends a gneral (under honorable conditions) discharge, and dbter-
mines that a BOI is not otlerwise appropriate.

1.174. A probatianary officercase is proessed underAFl 36-3206 Chapter7, when te basis for
discharge includes hommaial conduct and thSCA determines that theffocer should be mcessed
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for dicharge and recommendsdisclarge under other than honorableonditions a any other cse in
which the SCA deteninesit isappropriateto refer thecase © a BOI.

1.18 Statement Of Reasors. . HQ AFSPC/DPPPF wil draft the Statement of Reasos ard HQ AFSPC/
JA will review it before itis attached to the SCA notation memorandum to theféicer. The Statement
of Reasonswill outline each allegation againg the officer in separate numbered paragraphs, and will
include dites, placs, evens, and persons involved) the extehknown or redily asertainable.

1.19 Personnel Data Sgtem (PDS Update. Do not input PTI 970 if an officer tendrs resignation or
applies for discharge. HQ AFPC/DPPRS will inpusoasated PDSransactios. However, MPFsshould
input asignment availability code 21If a ratel officer has bee suspended fran flying duties asaresult
of the AFI 36-3206 action, ensure theaviation service @de 04 hasbeen updated n PDS by the office
respnsible for updaing aviation savice codes. MPFs will input appropriate PDS transctionsif an
officer applies for voluntary retirement.

1.2Q Officer’'s Requestfor Excess LeaveUnder AFI 36-3003 Para 10and Table4. When an
officer requests egess lave theapproval authority is HQ AFSPOPP. The request willansist d the
following:

1.201. The officer s completdeawe address (inatate if this is ao the officer's hone of record.
1.202. The ofiicers telephor number (includig area code).
1.203. The Air Fore base nease the officer’s leave addrss.

1.21 Discharge Date. An officer will be expeditiously tscharged witm 10 caenda daysafter receipt
of HQ AFPC/DPPRS meage announcing the Secretarial decision. Dischadngeéd not be effective on
Saturdays, Sundays, oholidays. It is nd properto establish a Date 6 Separatia (DOS)to be efective
on the 10th caénda day for the convenience of officer.

1.22 Terminal L eave.Terminal leave is not authorizedrfofficers being dicharged as a result of
action initiated unde AFI 36-3206

1.23. Helpful Hin ts For Expedient Processing. Everyone involved in AFI 36-3206, cases has the
responsibility b expedite the procesg of these cass.

1.231. Use asusperse system to keep thease moving. A local spense sstem ensurethe various
related actions ae processed within the expeted procesing ga@ls in Tablesl.1.through 1.5.

1.23.2 Useexpress mal or overnigh delivery to transmi cases, IAW AFI 36-3206 Para 4.36.

1.23.3 Provde coutesy copes of pertinent actions,d., delaysgranied and sdorth. Thiswill keep
the bae, HQ AFSPC,HQ AFPC/DPPRSandeveryone ese infarmed with minimal extra effort.

1.23.4 HQ AFSPC/DIPPF will publish Temporay Duty (TDY)/Invitationd Travel Qders for BOI
membes and witnesses.

1.23.5 The MA will provide the @ficer with copies & AFls 363206and36-3207 rathe than sim-
ply telling the dficer whee they ae available.
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1.236. The bae legal ofice will provide tre respondent an authentted copy of the BOI transcript
and have him ordr acknowledges receipt. €membe then has Q calendar dys o respond. Once
this time peiod hes elapseghe le@l office will forward the dginal and three copied theBOI tran-
script,the oficer’'sacknowledgment ashrespons, ard the digharge notfication case ile (leading to
the BA) to HQ AFSPC/DPPP.

1.23.7 It is impatant to note that ilFI 36-32@ cases, as with any adversection, the pimary con-
cerns are the best inést of the AirForce and the rightsf the officer whas the subject dhe aderse
adion. Each of thge concerns @an be resolved, expected praessing gals achieved, and case pro-
cessing timesreduced, all at ta same time, if all levels of command and offices involved Wi
36-3206actions wak togethe to inform all levels d commaudl of any pendig actionsand change®
these actions.
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Figure 1.1. Flowchart (Probationary Officers).
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Figure 1.2. Flowchart (Nonprobationary Officers).
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Table 1.1. Timeframes - Board of Inquiry (BOI) Case.

Action Days Cumulative
Allowed | Days
Wg/CC Notifies the Officer of Discharge Action 1 1
Officer’s Response to Memorandum of Notification 10 11
MPF Forwards Case File to NAF/DP 2 13
NAF/CC (GCM Convening Authority) Endorsement 10 23
AFSPC/CV Signs Show-Cause Memorandum 10 33
Officer Notified to Show Cause for Retention 3 36
Officer’s Response to Show-Cause Memorandum 5 41
Base JA Notifies Officer of BOI Date and Place 10 51
MAJCOM Convenes BOI (30 days from the date the officer is Not|fig@ 81
to Show Cause for Retention)
BOI Proceedings 3 84
BOI Proceedings Transcribed and Authenticated 30 114
BOI Report Copy Given to Officer 3 117
Officer’s Rebuttal of BOI Report 10 127
MAJCOM Response to Officer's Rebuttal 10 137
Case Sent to AFPC/DPPRS 5 142
AFPC Forwards Case to AF/JJAIM 5 147
AF/JAIM Forwards Case to SAFPC 5 152
SAF Decision 90 242
SAFPC Faxes Decision to AFPC/DPPRS 1 243
AFPC Sends Message to MPF 3 246
Officer Discharged 10 256
TOTAL PROCESSING TIME 256 DAYS

Table 1.2. Timeframes - Resignation in Lieu of Further Administrative Discharge Action.

Action Days Cumulative
Allowed Days

Wg/CC Notifies the Officer of Discharge Action 1 1

Officer Tenders Resignation 10 11

Wing/CC Endorsement 10 21

MPF Forwards Case File to NAF/DP 2 23

NAF/CC (GCM Convening Authority) Endorsement 10 33

AFSPC/CV Endorsement 10 43

Case Sent to AFPC/DPPRS 5 48

AFPC Forwards Case to SAFPC 5 53
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SAF Decision 90 143
SAFPC Faxes Decision to AFPC/DPPRS 1 144
AFPC Sends Message to MPF 3 147
Officer Discharged 10 157
TOTAL PROCESSING TIME : 157 DAYS

Table 1.3. Timeframes - Application for Discharge in Lieu of Further Administrative Discharge

Action.
Action Days Cumulative

Allowed Days
Wg/CC Notifies the Officer of Discharge Action 1 1
Officer Responds to Memorandum of Notification 10 11
MPF Forwards Case File to NAF/DP 2 13
NAF/CC (GCM Convening Authority) Endorsement 10 23
AFSPC/CV Signs Show-cause Memorandum 10 33
Show-cause Memorandum Given to Officer 3 36
Officer Applies for Discharge 5 41
Wing/CC Endorsement 10 51
MPF Forwards Case File to NAF/DP 2 53
NAF/CC (GCM Convening Authority) Endorsement 10 63
AFSPC/CV Endorsement 10 73
Case Sent to AFPC/DPPRS 5 78
AFPC Forwards Case to SAFPC 5 83
SAF Decision 90 173
SAFPC Faxes Decision to AFPC/DPPRS 1 174
AFPC Sends Message to MPF 3 177
Officer Discharged 10 187
TOTAL PROCESSING TIME: 187 DAYS
Table 1.4. Timeframes - Chapter 6 Processing (Probationary Officer).

Days Cumulative

Allowed Days
Wg/CC Notifies the Officer of Discharge Action 1 1
Officer Responds to Memorandum of Notification 10 11
MPF Forwards Case File to NAF/DP 2 13
NAF/CC (GCM Convening Authority) Endorsement 10 23
SCA Signs Memorandum Recommending Honorable Discharge 10 33
SCA Memorandum Given to Officer 3 36
Case Sent to AFPC/DPPRS 3 39
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AFPC Forwards Case to AF/JAIM 5 44
AF/JAIM Forwards Case to SAFPC 7 51
SAF Decision 90 141
SAFPC Faxes Decision to AFPC/DPPRS 1 142
AFPC Sends Message to MPF 3 145
Officer Discharged 10 155
TOTAL PROCESSING TIME: 155 DAYS

Table 1.5. Timeframes - Chapter 5 (Probationary Officer Discharge Board (PODB)) and Chapter
6 Processing (Probationary Officer).

Days Cumulative

Allowed Days
Wg/CC Notifies the Officer of Discharge Action 1 1
Officer Responds to Memorandum of Notification 10 11
MPF Forwards Case File to NAF/DP 2 13
NAF/CC (GCM Convening Authority) Endorsement 10 23
AFSPC/CV Recommends General Discharge and Refers Cadd to 33
PODB
Officer Notified of AFSPC/CV Recommendation 3 36
PODB Convenes 15 51
PODB Recommends General or Honorable Discharge 1 52
Officer Notified of PODB Recommendation 3 55
Case Sent to AFPC/DPPRS 3 58
AFPC Forwards Case to AF/JAIM 5 63
AF/JAIM Forwards Case to SAFPC 7 70
SAF Decision 90 160
SAFPC Faxes Decision to AFPC/DPPRS 1 161
AFPC Sends Message to MPF 3 164
Officer Discharged 10 174
TOTAL PROCESSING TIME: 174 DAYS
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Chapter 2
RESIGNATIONS FOR THE GOOD OF THE SERVICE (IN LIEU OF COURT MART IAL)

2.1. Submitting Resigation. Resgnations wil be submited verbatim wih the appropriateattachment
in AFI 36-3207, Section Z. There can k& no deviationgo the attahment if there are the paclge will
not ke processed.

2.2 Investigations. A comgdete copy of the Article 32Investigation(if onewas conducted), to include
the DD Fom 457,Investigating Officer's Report, with attachments, and a DD For458,Charge Sheet
(if charges have beemgberred), othe investigative reports(excluding AFOS repots), and statements of
witnesses wilbe includél in theresigration casdile.

2.3 Endorsements A sample of the wing or ammparable commander’s endorsement is found in AFI
36-3207, Attachment 10. Wherecommendig disapproval, the commanderviecommend the charac-
terization of service to be givanhtheresignation is acgpted by the SAF. Ragnations wil beendased
by thewing or compgable commande, through the General CouMartial (GCM) convening authority
(NAF/CC) to HQ AFSPC/DPPPF for AFSPC/® endosement.

2.4. Forwarding Resignatons. Send the origind and four copiesof the resgnation (including wing/

base commander’s endorsement and the omplete summary of all the facts on which the resignaion is
predicated to HQ AFSPC/DIPPF 150 \andenberg &, Suite 1105 PetersoAFB CO 80914-4450ROC:

SSg Black (719)554-%95, through tk NAF/CC. Use expresoverright mail service when forwarding
the case fle. Tab aml label the aiginal casefile accordirg to Attachment 4(We sugget using the Index
SheetSet LL 813nk,CID A-A-898-11 x81/2) HQ AFSPC/DPPXP will keep one copysend theoriginal
and two copiesto HQ USAF/JAJM, Bolling AFB DC 20332-6128, and send one copy to HQ AFPC/
DPPRS. IAW HQ USARA/DP 0715®Z Jan97 Msg, Metrics for Procedng Officer Resighations in
Lieu d Cout-Martial (RILOS), all officerresignatiosin lieu d cout-martid must take no morethan 30
days from the date thg are tender@to the @te theyare receivd at AFLSAJAIJM. NOTE: Do not send
video cassettes, audio cssettesor photographs as thee should be described in the case file.

2.5. Notifying HQ AF PC and HQ AFSPC. The MPF commaner, ora Quality Force Setion represen-
tative, will send amessageto HQAFPC/DPPRS and ifo HQAFSPC/DPPP whenan officer tendes his
or her resignation. Each Ttaday, until the caséle reaches HQ ASPC/DPPPF, the MPF commander
will notify HQ AFSPC/DPPF viaemai or fax, of the status of each case curently pending.

2.6. Updating PDS. Do not inpu PTI 970 when an oficer tendersesignationfor thegood d the service.
HQ AFPC/DPPRS will input associted PDS transactbns. Inpu appopriate PDS transactons if an
officer applies for voluntary retirement.

2.7. Discharge Date. An officer will be expeditiouy discharged within 10 calenda days dter receipt
of HQ AFPC/DPPRS meage announcing the Secretarial decisiarepting theirresignation. Dscharge
should no beeffective on aSaturday,Sunday or hiaday. It is not poper b establish a DOSatbe effec-
tive on the 10th calendaday fa the convenience 6 the officer.
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2.8. Terminal Leave. Terminal leave is not authorized for officers being discharged as a result of resig-
nations for the good of the service.

Table 2.1. Timeframes - Resignations for the Good of the Service (In Lieu of Court-Matrtial).

Days Cumulative

Allowed Days
Date Resignation Submitted 1 1
Wing/CC Endorsement 9 10
MPF Forwards Case File to NAF/DP 1 11
NAF/CC (GCM Convening Authority) Endorsement 9 20
AFSPC/CV Endorsement 9 29
AF/JAIJM Receives Case 1 30
SAFPC Receives Case 2 32
SAF Decision 10 42
SAFPC Faxes Decision to AFPC/DPPRS 1 43
AFPC Sends Message to MPF 2 45
Officer Discharged 10 55
TOTAL PROCESSING TIME: 55 DAYS
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Chapter 3
OFFICER PROMOTION PROPRIETY ACTIONS

3.1. Types Of Propriety Actions.Commanders should question a promotion when the preponderance

of evidence shows the officer is not mentally, physically, morally or professionally qualified to perform

the duties of the higher grade. Basically there are three avenues a commander may take to accomplish this
action. A commander may delay an officer's promotion in increments of up to 6 months, with no more
than 3 increments. Commander's may remove an officer from a promotion list only if the officer was
selected by a promotion board. If commanders wish to remove a promotion to first lieutenant they must
find an officer Not Qualified for Promotion. Extension of a delayed promotion is automatic upon initia-
tion of a promotion removal or not qualified for promotion action.

3.2. Promotion DelaysThe MAJCOM commander approves initial delays. The initial delay will not
exceed 6 months from the officer's original effective date of promotion. SAF must approve/disapprove
any extension beyond the original delay. If an additional delay is warranted, the package must arrive at
HQ AFSPC/DPPP no later than 60 days prior to expiration of the current delay. The commander initiates
the delay by notifying the member either verbally or in writing of the proposed action before the promo-
tion effective date. Once the commander initiates the delay action the MPF promotions section sends a
message to HQ AFPC/DPPRP, with info to HQ AFSPC/DPPP and HQ AFSPC/JAG, announcing the
delay and the reason for the delay action. All promotion delay packages will be processed from the unit
to the wing through the NAF to the MAJCOM. These packages will consist of the notification memoran-
dum, the message to HQ AFPC/DPPRP announcing the delay action, the member's acknowledgment and
rebuttal, base legal review and commander endorsements through the chain of command to the MAJ-
COM. Commanders may initiate action to end a delay at any time. Send the recommendation through the
same process as the delay, to HQ AFSPC/DPPP, for decision.

3.3. Promotion RemovalsA removal action can only be initiated to the grade of captain through colo-

nel. A commander initiates action to remove an officer's name from a promotion list by notifying the
member orally or in writing before the promotion effective date. A removal action automatically delays

an officer promotion until SAF makes a decision. Once the commander initiates the removal action the
MPF promotions section sends a message to HQ AFPC/DPPRP, with info to HQ AFSPC/DPPP and HQ
AFSPC/JAG, announcing the removal and the reason for the removal action. All promotion removal
packages will be processed from the unit to the wing through the NAF to the MAJCOM. These packages
will consist of the notification memorandum, the message to HQ AFPC/DPPRP announcing the removal
action, the member's acknowledgment and rebuttal, base legal review and commander endorsements
through the chain of command to the MAJCOM.

3.4. Not Qualified For Promotion (NQP) Actions.A NQP action may only be initiated against second
lieutenants assuming the grade of first lieutenant. A commander initiates NQP action by notifying the
member orally or in writing before the promotion effective date. A NQP action automatically delays an
officer’'s promotion until SAF makes a decision. Once the commander initiates the NQP action the MPF
promotions section sends a message to HQ AFPC/DPPRP, with info to HQ AFSPC/DPPP and HQ
AFSPC/JAG, announcing the NQP and the reason for the NQP. All NQP packages will be processed
from the unit to the wing through the NAF to the MAJCOM. These packages will consist of the notifica-
tion memorandum, the message to HQ AFPC/DPPRP announcing the NQP action, the member's
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acknowledgment and rebuttal, base legal review and commander endorsements through the chain of cor
mand to the MAJCOM. Since a NQP action can result in separaseparation physic must accom-

pany the NQP package. If involuntary separation or court-martial action is pending, the NQP action must
be flagged to permit SAF to hold decision until all other matters are resolved.

3.5. Notifying HQ AFPC and HQ AFSPC/DPPPOn each type of promotion propriety action AFPC

and MAJCOM must be notified, via message, of the start of the action and the reason for the action, an
when the member was notified. Both AFPC and the MAJCOM should be notified of any other changes
as the case progresses.
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Chapter 4

OFFICER GRADE DETERMINATION (OGD) HQ AFMPC/DPMAR 011700Z JUN 95
MESSAGE

4.1. Submitting An OGD. At the time an officer applies for retirement, the commander will review the
officer's record to determine if a grade determination requirement exists. A grade determination is
required if the member has a court-matrtial conviction, a civil court conviction for misconduct involving
moral turpitude or punishment pursuant to Article 15, Uniform Code of Military Justice (UCMJ), within

2 years of the date of the application for retirement, or in any other case where a commander believes an
OGD is appropriate. Any commander in the officer's chain of command may initiate an OGD. The mem-
ber's commander attaches a signed continuation sheet to the AF Form 1160 for processing to the servicing
MPF. An example of this continuation sheet can be foulAttachment 5. All OGDs must be com-

pleted prior to the member's retirement date. Processing of an OGD will not suspend a mandatory regular
officer retirement. If the officer applies for voluntary retirement, and it appears the OGD will not be final-
ized prior to the requested retirement date, HQ AFPC will place the officer’s retirement on hold pending
final action on the OGD by the Secretary of the Air Force.

4.2. Documentation.The MPF Retirements Section, upon receipt of a retirement application with an
OGD identified, will attach all required documentation to the AF Form 1Military Retirement

Actions, for forwarding to HQ AFSPC/DPPPF, through the member’s wing commander and NAF/CC for
MAJCOM recommendation. The required documentation consists of, but is not limited to, commander's
recommendation, copies of all OPRs in the current grade, officer's response and documentation to support
the OGD, i.e., court-martial package to include order, Article 32, UCMJ investigation; and record of trial;
Article-15, UCMJ; action to include report of investigation, documents used by commander in deciding to
administer punishment, documentation submitted by the officer, summary of any oral presentation, and
copy of any appeal; or any documents applicable to a civil court conviction, base legal review, and
endorsements from all commanders in the chain of command through the NAF/CC including but not lim-
ited to the wing/CC. The MPF Retirements Section/MPF Commander will notify HQ AFPC/DPPRS and
HQ AFSPC/DPPPF of the pending OGD by message. This notification must be done prior to the retire-
ment effective date to allow for an extension to the DOS to be made (if necessary).

4.3. Forwarding RecommendationsOGD cases will be forwarded (original and two copies) from the
wing to the NAF to HQ AFSPC/DPPPF. Express/overnight mail service will be used by all levels for
transmitting the OGD case file. Each OGD case should be forwarded to HQ AFSPC/DPPPF 150 Vanden-
berg St., Suite 1105, Peterson AFB CO 80914-4450, POC SSgt Black (719)554-5695, NLT 45 days after
it was initiated.

4.4. Notifying HQ AFPC and HQ AFSPC.It is imperative that HQ AFPC/DPPRS receive notification

by each level of the process when a case is forwarded to the next level. Every effort will be made by each
level to notify HQ AFPC/DPPRS, HQ AFSPC/DPPPF and HQ AFSPC/JAG of any changes to the pro-
cessing of an OGD case or it's whereabouts at any given point of time. Each Thursday, until the case file
reaches HQ AFSPC/DPPPF, the MPF commander will notify HQ AFSPC/DPPPF via email or fax, of the
status of each case currently pending.
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Chapter 5
UNFAVORABLE INFORMATION FILE (UIF) PROGRAM

5.1. Commander ResponsibilitiesCommanders will establish mandatory UIFs on officers who receive

an Letter of Reprimand (LOR) via AF Form 10Unfavorable Information File Actions. Article-15s,
court-martial or civilian court convictions are mandatory UIF documents but are not referred via AF Form
1058. Members will have 3 duty days to acknowledge establishment of the mandatory UIF. The wing
commander may remove documents from an officer's UIF early, unless the document was placed in the
UIF by a commander above wing level, in which case, the same level commander may remove the docu
ment early.

5.2. UIF Disposition DatesDisposition dates for items filed in a UIF on or after 1 May 98 are as fol-
lows:

5.2.1. Court-Martial Order. UIF is mandatory - Disposition date is 4 years or PCS plus 1 year from
the date sentence was adjudged, whichever is later.

5.2.2. Article-15.UIF is mandatory. Final disposition date is 2 years from the date the commander
signed items 6, 7 and 8 of the AF Form 30Record of Nonjudicial Punishment Proceedings
(Instructions).

5.2.3. LOR.UIF is mandatory. Disposition date is 2 years from the date the commander signed Sec-
tion V of the AF Form 1058.

5.2.4. Letter of Counseling (LOC) and Letter of Admonishment (LOA).UIF is optional. If filed

in the UIF, disposition date is 2 years from the date the commander signed section V of the AF Form
1058. If not filed in the UIF, the LOC/LOA will be filed in the member’s Personnel Information File
(PIF).

5.2.5. Control Roster PlacemeniUIF is mandatory. Final disposition date is 1 year from the date
the commander signed Section V of the AF Form 1058.

5.3. TDY/Deployed Unit Commander ResponsibilitiesTransfer of adverse information for TDY or
deployed officers from the TDY or deployment locations to the parent commander is mandatory. The
officer's TDY or deployed commander must notify the officer's immediate home station commander by
message (info copy to HQ AFSPC/DPPPF) immediately when any adverse action occurs. The messag
must include appropriate details of the offense(s) which led to the action(s) and list the adverse action:
taken. Since the home station immediate commander will use this message to notify the affected officer"
senior rater of the circumstances, the message information must be complete. The TDY/deployed com
mander should make every attempt to pre-coordinate this message with the officer's immediate home ste
tion commander. TDY/deployment location commanders taking adverse actions will immediately
establish a UIF/PIF as required by the type of action they take. They will also immediately forward copies
of the adverse actions to the officer's home station immediate commander who will also establish/add tc
the UIF/PIF as required by these policy changes. TDY/deployed commanders will ensure the UIF/PIF is
transmitted back to the officer's immediate home station commander when the officer departs enroute
back to the home station. UIF/PIF information will not be transported from the TDY/Deployed location
to the home station (or vice versa) by the affected officer. AFSPC commanders receiving UIFs from TDY
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or deployment locationsill immediatelyreview them certify theirreview (as well as their servicing JA's
and MHAF's review)and forward copiesto HQ AFSPC/DPPPF.

5.4. Commander’s Support Staff (CSS) UIF Monitor R esponsbilities. UIF Monitors in reeipt of
documents from commanders enscing JA activities that must dded in theUIF will completean AF
Form 1137 ,UIF Summary, as shown itFigure 5.2. and update the sem wih the propedisposition
date (either intém or final) as indiated in AFI 36-2907, Unfavorable Information File (UIF) Program,
Table 21. When the intém date (f applicabé) expires, update #final dispaition date. Conduct and
document th annu& UIF review ty the commandeaindJA, aswell as the initial Outboud Assignments
review onthe AF Form 1137 A copy of all AFForms 1137 will be fovarded to HQ AFSPC/DPHR
150 Vandenberg St., Sai1105, PetersoFB CO 80914-4450 dfax 692-3904 upon initial entry and as
changes occur. CSS UIF Monitors, MPF Career Enhancemerts and Outbound Assignments personrel
mugt coordinate all officer UIF entrieson the AF Form 1137 and al assgnment actons manually to
ensure te UIF disposition date doesn't expigrematurely.

5.5, MPF Responsibilities. MPFs wil furnish CSSs a listing of the UIFs for use in da@wumenting the
amual UIF audit. Use the rosters avable from PC-IIl orhave you systems personel create a lod

Direct English Statement formation RetrievalDESRE) using local DINS A local DESIRE may allow
you to cusomize this information to your commanders needs. Carea Enhaacements and Otbound
Assigmmerts must nanually coordnae on all UIF actions pdated by the CSS UF Monitor to ensure
UIFs d not expire prematurely.

5.6. HQ AFSPC/DP Regonsibilities. HQ AFPC sipulates that comments on the UIF summgarust be
speific, as the MACOM will furnish copiesto them fa useby their assignment persain HQ AFSPC/
DPPPF will review all summaries upaeceip and, if they aren't specifichey will bereturned tdheini-
tiating commandkr for immediate corretion. If the type of imident on the AF Form 1B7 is "conduct
unbecoming aofficer" which is tsed b describeaverything from shoplifting to attemptedsexual @sault,
do notsimply state “‘conduct unbecomingeofficer” in the summary If the offense isshopliting, sy so,
and if it'ssexual asault, say sexud assault.
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Figure 5.1. Flowchart - TDY/Deployed UIF Transfer Procedures.

TD_\(/DeponmerEt cc Forwards annotated
notifies member’'s home AF Form 1137 to

station CC of UIF by msg [‘» appropriate offices

TDY/Deployment CC
Home station CC forwards copies of
notifies senior rater Art 15s, LORs, LOAs, Info HQ AFSPC/DPPXP
LOCs to home
of UIF _
station CC
CCs and JA will Forwards to AFPC

certify review

Immediate CC will
establish UIF or 1
file in PIF
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Figure 5.2. Example of AF Form 1137.

FOR OFFICIAL USE ONLY (WHEN FILLED IN PAGEL aF
NAME (LAST, FIRST,, MIDDLE INITIAL) GRADE (PENCIL) SSAN ORGANIZATION STATION
BBEIYOHN E. CAPT 123-45-6789 1TRANS $Q SCHRIEVER AFB
TYPE OF INCIDENT|  DATE OF INCIDENT| SUMMARY OF INCIDENT REVIEWER'S REMARKS

SIGNATURE AND DATE

Fraternization 1 May 98 Received Art 15, 4 May 98, forfeiture of $750.0Q
pay per month for two months for fraternization.
He dated an enlisted female who worked for him | MARY C. BROWN, Sgt, USAF
between 1 Oct 97 and 1 May 98. NCOIC, Unit Orderly Room
Member submitted a rebuttal on 3 May 98.

Interim Disp Date:: 3 Jul 98

UIF Disp Date: 3 May 00 TOM JONES, Major, USAF

Commander
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Chapter 6

OFFICER EVALUA TIONS/OFFICER PERFORMANC E REPORTS (OPRS), TRAINING
REPORTS (TRS),LETTER OF EVALU ATIONS (LOES)

6.1. CSS Regongbilities.CSSs obtain slells for OPRsand LOEsand suspnseraters to ®meto the
CSS and review the Bland Personnel Infmation File (PF). CSSs will doument the rate's review of
the UIF ard PIF on the @PR/LOE shell (In theabsence ofsystem generated shglmanuéshells may be
usedand will beprocessed in the same ay assystem generated shellS§SSanay use the sample trans-
mittal memorandumtaAttachmen 8. CSSsreceive thereportfrom therater.The CSS attachdbe UIF
and PIF to the OPRapkage for he commander's review. When the CSSreceives a competed report
packa@ back fran thesenia rater, theCSS removes the UIFIP from the packge and ten forwardsthe
OPR and s#ll to theservicing MPF for further pocessing. When Ws and PFs ae beingrouted, they
must be affoded sersitive handing procedure When not actually in usiaey should besecured under
lock and key and tramitted insealed envelogs so only prsonnel with a valid need to know the contents
have acces to these fles. Local procedures will be developed to ensure UIFs ad PIFs are prperly
secured and trasmitted in such a manneas to prevent dsclosure ofsersitive information.

6.2 CSS Responsibilities For Members TDY/Deployed Wth Ul F/Derogatory PIF Info. The home
station CSS will traamit copies 6 the exsting UIF (if applicable) and the PF files (containing deroga-
tory information) to the TDY squadron commander NLT the menter's aparture for TDY. CSSswill
certify trarsmisgon of these documents onthe MPF'sFormal Training Outprocessng Chedklist. The
TDY location must estadish UIF (as aplicable) and PIF files for TDY memlers with this traansmitted
information. UF/PIF irformation will be atiched to the TR shell and furnished to the TDY mersb
rater. Once theeportis competed CSS thenremove the UF ard PIF dataand brward therepot to the
servicirg MPF for furtherprocessing.

6.3. MPF Responsibilities. MPFs mut include in theifTDY departue checklists that deging officers
have hed their UIF/PIFsscreened and whether or na records must ke forwarded to the TDY/deployed
location MPFswill verify this item has ks certfied by theCSS on the @parture checklist, prio to fil-

ing in the merber's folder. MPFsshould halt outprocessing and cortact tre departing memtber's com-
manderfor resolution if this requirement has not been nPFs pocessreports when receiwvein final.
They must review thshells to ensure thUIF/PIF review has been done and documented. Reports not
documenteavill be returnedd the appropriatecommande for resolution.

6.4 Rater Responsiblities:

6.4.1 Ratersgo to the CSS andreview the UIF/PIF, documenting theireview a the slell furnished
by the CSS Raters complete the OPR and themard the OPRand shell to the CSSRaters d per-
sonnelat the TDY/deployment location reviewdlJIF and/or PIF and document #ir review on the
TR shell. Evaluators are no longer restricted from including comments on OPRs, TR&nd LOEs
abou Article-15s(previously profbited). Raters must commenn cout-martid convictionsin the
next OPRand this OPRnust be areferral. It is strongly recommended raterska OPRcomments
and/a refaral reportsfor Control Roster actions taken officers duing thereporting peiod. Raters
will document their consideration onthe report shell. Raters must consider making comments on
OPRs, TRs ahLOEs when Article-15s, LORS, LOAs, or LOCs are preent n UIFs and/or PIFs, as
applicable.Whenraters certify their UIF ard PIF review o thereport shell theywill also certfy they



30 AFSPCPAM365 1 MARCH 1999

have cosidered commentd the UIF and PF contin any of the degatory information listed above.
When making desions about report comments, andfeferral actions, we recommendiag thefol-
lowing guidelines, which aresimilar to those usd in AFDP Msg 07140Z Feb 96 (Accountbility
and tre Air Force System) for filing documentsn the Officer SelectionBrief:

6.4.1.1 Theimpact of the misconadion the AF mgsion.

6.4.1.2 Theimpact of the misconadion the AFasan institution.
6.4.1.3 Therelationship of the miscondat to the dficer's duties.
6.41.4 The gade,rank, asignment and experiencefdhe officer.

6.4.1.5 The numbepf separate violationf,equency 6the msconductand the existase of any
previousacts d misconduct.

6.4.1.6. The conseqgencesof the misconductuch as death, injy, or loss of or damage prop-
erty.

6.4.1.7. The existerte ofany other aggravatnfactors.

6.4.1.8 Therehabilitative intent of the action, if any.

6.4.2 We ako recomnend corsidering pasible futureaction underAFl 36-3206if HQ AFPC
receives a recommendatiérom a promotian board thathe oficer should beequired to show cease
for retentim in the Air Forceand cites OPRcomments as justification.

6.5. Commander Responsibilities. Commandes will document heir review d the UIF and PF on the
OPRsghell. Commandesthen forward the complete OPpackage (OPRshell, UIF/PIF at a minmum)

to theseniar raterfor final endasement. Mmbers TDY for training less than D weeks TDY training of
20 weeks ormoreis a PCS) are subject to special rules or the processing of TRs. Commandersare

responsible fo ensurig these TRs ak coordinated between therne station CSS ad the TDY location.

Memberswith UIFs and/or derogaty information should not b seleced for TDY for training or deploy-
mert unless unusal circumstances dictate.In all such ca&es,the member'ssommanddr must irform the
TDY or deployed locationrcommander d the derogatory iiormation. When taTDY member outpro-

cesses and TR is completed, the TDY location will transmit the UIF and PIF data eeed (along with
data ergred in files atthe TDY location) backo the home station CSSAnytime acommander isnade

aware of a court-martial conviction; héshe wil direct or render a referral evéuaion. Commanders,
MPFsand JAoffices mustnsure timely notification of counhartial convictions isnade toseniar raters

and b HQ AFSPC/DPPF. Formal ndtification should const of a cover letter fom the commané and
acopy of the courmartial order. Administrative lag time should nad delay natification of thesenior rater
and HQ AF®C/DPPPF.

6.6. Senior Rater Responsibilties Seniar ratersreview the reprt and the UIF/PIF, cetify UIF/PIF
review, endorsehe reportand forward te completed OPR paefe kack to the CSS. CSSsandMPFs
will ensure albhells (OPR;TR, LOE, and BRFs) are annotated with thetandard review andertification
statement shown iAttachment €.
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Figure 6.1. Flowchart - UIF/PIF Review for Evaluation Procedures.
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Figure 6.2. Flowchart - UIF/PIF Review for Training Reports (TDY).
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Chapter 7
OFFICER EVALUA TIONS/PROMOTION RECOMM ENDATION FORMS (PRFS)

7.1 MPF Responsibilities. Servicing MPF Career Enhancement Elemealtgain Management Egjibil-
ity Listings(MELs) and PRF shellsom the pesonnel datasystem fo current pomotion boards. Career
Enharcementforwards PRF shell Recordsof Paformance (ROPsSMELSs, and UIFs/PIFs ¢ the appro-
priate €nior rater.

7.2. Senior Rater Responsibilities:

7.2.1 Ensure UIFs/FFs are reviewed prido completing PRFs. Semicaters certfy the review on
the PRF shetl Senior ratesreturn UIFS/PIFs to theMPFE. NOTE: Senior rates mg obtain irforma-
tionand advicefrom a subordinate rater whereparing a PRF.If a subordinate commander i@ater
Is askedto provide inpit on a PRF, &she must also review the officer's UIF/PIF bfore provding
their input. Senior raters complete the PRFsand carefully consider making comments concerning
derogatory information. Wd4m makingdecisions concernig PRF commenrd, we r&eommend sing
the following guidelines, wieh aresimilar to those usal in AF/DP Msg 071400Z Fé 96 (Account-
ability andthe Air ForceSysten) for filing documentsin the Officer Selection Bri€&

7.2.1.1 Theimpact of the miscondion the Air ForceMission.
7.2.1.2 Theimpact of the misconaduion the Air Forcess an irstitution.
7.2.1.3 Therelationshp of the miscondat to the dficer’s duies.
7.21.4 The gade,rank, asignment and experiencefdhe officer.

7.2.1.5 The number ofseparate violations, thegguency of the miscondt) and the existence of
any previousacts of msconduct.

7.21.6. The existerte ofany other aggravatfactors.
7.2.17. Therehabilitative intent of the action, if any.

7.2.2 We ako recomnend corsidering pasible futureaction underAFl 36-3206if HQ AFPC
receives a recommendatidrom a promotian board thathe oficer should beequired to show case
for retentian in the Air Force and cites thé®RFcomments as justification. The senior rater thefor-
wards the ertified shels, MEL andPRFs to the M\JCOM for further procesing. Thesenia rater
returns RQPs to the MPFE. Evauators areno longer restricted from including comments on PRFs
about Article-15s (previouglprohibited). If an officer has beeconvictal by courtmartial,comment
on that fact is mandatorgn the oficer'snext PRFor sulsequent Below th&romotion Zone (BPZ)
andln the Pomotion Zone (PZ) corsideratian to the next highegrade. If acourt-matial occurs after
an oficer isnonselecteal in the promotion zone, comment on the PRF is mandataryhfe rext pro-
mation consideration.Note The above petains to captans ard above. PRFs are only proposed
on 1st Ltsif the senior rater does not recommend individual for promotion to captain.
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Figure 7.1. Flowchart - UIF/PIF Review for PRFs.
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NOTE:

Senior raters may obtain information and advice from a subordinate rater when preparing a PRF. If a sub

ordinate commander or rater is asked to provide an input on a PRF, they must also review the officer’s
UIF/PIF before providing their input.
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Chapter 8
AWARDS AND DECORATIONS

8.1. Commander ResponsibilitiesCommanders (this authority will not be delegated within AFSPC)
must review the UIF (if applicable) and PIF and document this review by signing Item 8 of the DECOR 6
Report on Individual Personnel (RIP) on all officers when recommending/nonrecommending the officer
for a decoration.

8.2. CSS Decorations Monitor Responsibilitiesin all cases, ensure the commander reviews the UIF (if
applicable) and PIF and certifies by signing the DECOR 6.

8.3. MPF Career Enhancements ResponsibilitieReview DECOR 6 to ensure UIF (if applicable) and
PIF review was done and documented prior to processing decoration. If review was not done or docu-
mented, return package to CSS.
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Figure 8.1. Flowchart - Awards and Decorations Procedures.
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Chapter 9
ASS GNMENTS

9.1. CSS Regonghbilities.If an dficer with a curent UF receives an asgnmert voluntarily or invol-
untaily, do nd allow the UF to expire premattely. CSS UF Monitors,MPF CareeEnhanements and
Outbound Asignments prsonnel musicoadinat on all officer UF actions. Coordination will&done
on the AF Fom 1137. Asignment actions must be wked manually to ensure UlIFidposition dates do
not expre pematuely. Re-update the dispstion date to reflect repbno later than date (RNLT)blus
1 year (court-martl only). Thegaining CSSUIF monitor will make theapproprate date adjustments
when theofficer arrives on station. New dispositioatel will be 4 years from the date theommander
signed the AF Forni058 or Date Arrived Staton (DAS) plus lyear, whechever is later (caurt-martial

only).

9.2. HQ AFSPC/DP Regonshbilities . HQ AFSC/DPA will be AFPC'sprimary Point of Contact
(POC) for assgnments-related isges. If an officer with aUIF is placed on assgnmert, HQ AFSPC/
DPAO will forward anatification memorandum ® HQ AFSPC/DPPP requesting thefficer'sUIF sum-
may beforwarded to HQ AFSPC/DPAOCHQ AFSPC/DPPPF wilendase the memorandum with the
date the actions wemmpletedand retun to HQ AFSPC/DPAO.

9.3 AFPC Responsibilities. Within 5 duty days d an assignment being finalized by HQ AFPC that
involves an officer with a UIF, HQ AFPC wil notify the gaining commandehroudh HQ AFSPC/DPA.

9.4. Gaining Unit Commander Respnsibilitie s. The gaining unit commander may initiate an appeal
of the asignment dé an oficer with a UF unde RECLAMA procedures found iAFI 36-2110,Assgn-
merts. Commanders contemplatisgch actions mustotify HQ AFSPC/DPFA immediately for coordi-
nation aml assistancelf the gainingcommander initiates RECLAMA action, HQ AFPC will review the
commander's comments and ather proceed with theassgnment or discontinue theassgnment action.
HQ AFPCwill notify HQ AFSPC/DPA, wlo then notifieghe affectedcommander of thdecison.

9.5. Losing Unit Commander Responsibilities. Losing unit commanders must review both the UIF and
PIF prior to makinga Commander'snvolvement Program (€) recommendationroany officer's asign-
ment. UIF review will be accomplished and documented on the AF Form 1137. Commanders add a
statement to th€IP stating thet they have reviewed the UIF (if applicable) and PIF for e@tth recom-
mendatiom they make.

9.6. MPF Outbound Assignments Respasibilities. HQ AFPCplans to modify the agynment notifi-
cation RIP to includeareminderto commandes to review the UIF/PIF. In theinterim. MPF Outbound
Assignnments personrel ensure CSS personnel manualy add acertification statemert to all assignment
notification RIPS socommanders mg docunent their review of the UIF/PIF orell officer assignnent
actions.
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Figure 9.1. Flowchart - Assignment Procedures.
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Chapter 10
FILING ADVERSE ACTIONS IN OFFICER SELECTION RECORDS (OSR)

10.1. HQ AFSPC/DP Regonsibilities. Courtmartial orders date 1 Feb 96 a later will be permanently
retained in the OSR and Oficer CommandSelection Record(OCSRGp)for al officer personnel.Effec-
tive 1 Fd 96, senior ratersdve the option to file Article-15 and LORactionsin the member'© SR/OCS-
RGp. Officers may requed removal after one IPZ/Above the Promotion Zone (APZ) promotion
consideration.

10.2 Affected Offica Responsibilties. After one IPZ/APZ consideration the officer may apped via

memaandum for removal to th review authorty (seniorrater) who placed tle Article-15 or LR in the
OSRand OCSRGp (orto the succesor in command of equal or higher grade). If an officer does rot

appeal to have Article-160OR removed frmmn the OR/OCSRGp the Article-15L.OR will remain on file
untl the officer reties, separates, or dies.

10.3 Immediate Commander Responsibiities. Notify officer by memorandmn that the officer's senior
rater will decice whether or notto file the Article-15 a LOR in the OSR/AGCSRGp. Allow officer 3 duty

days b respnd with written commerts regarding why it shauld not be filed. Commande forwards

response ad docunents with recommendiion to senior rater for deision. When docunents are tobe

filed in the OSR/OCSRGp, commanders povide a copy of the decision memorandum to officer. The

original decision memeoandum and documentation to be filed goedM®F CareerEnharcement. If the
decision is not tdile, the commander gives the ginal decision memorandum to thefiokr and povides
written notfication b MPF CareelEnhancement.

10.4. Senior Rater Responsibilities. Reviews packge aml decices whether or not to file Article 15 or
LOR in OSR/OCSRGp. The senar rater returns he decsion memorandum to the individual's @m-
mander, who provides a copy to théiadr. The decision to file onct to file made by the senioater is
not subject to reviewlf the senia rater is not ai\ir Force officer (whether in a joint command other-
wise), the oficer'ssenia rate will make thedecision to file or nat to file after review by the Ar Force
Advisor. Senior ratershouldconsider tle following when makiig a decision on whether onat to file:

10.41. Theimpact d themiscondud on the Air Force mision.

10.42. Theimpact d themiscondud on the Air Force asan instituton.
10.4.3 The relationshp of the msconduct o the officer's dutie
10.44. The grade, rank,sasignmentand experience of thofficer.

10.45. The number of separate vitations, thefrequery of the misconduct, and the existenokany
previousacts d misconduct.

10.46. Theexistence & any dher aggravatig factors.

10.4.7. Therehabilitative intent ¢ the Article-15/LOR  if any. We also recommend considering pos-

sible actionsinderAFI 36-3206f HQ AFPC receivearecommenetion from a promabn board that
the officershould slow case for retention in the Air Forcand cites derogatory information the
OSRasjustification.
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10.5. MPF ResponsibilitiesWhen senior raters decide to file documents in the OSR and OCSRGp,
Career Enhancement reviews the documentation and forwards original copies of the notification and deci:
sion memorandums, Article-15/LOR, and the officer's written comments to HQ AFPC/DPPBR1 and cop-
ies of these documents to HQ AFSPC/DPPPR. When the decision is not to file, Career Enhancement
ensures HQ AFSPC/DPPP is notified. When Career Enhancement receives an approved appeal, they fc

ward the original to HQ AFPC/DPPBR1 and a copy to HQ AFSPC/DPPPR who then removes the docu-
mentation from the OSR.
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Figure 10.1. Flowchart - Filing Adverse Action in OSRs.

Member receives
adverse action

Responds to CC

v

CC sends response to
the Senior Rater with a
recommendation

Y

Not to File

Senior Rater
Decision

Informs CC to notify member Informs CC to notify member of
of decision to file decision not to file

* A
Copies are fumished to MPF Copies are fumished to MPF

Y Y

HQ AFSPC/DPPPR AFPC/DPPBR1
files in OCSRG files in OSR

HQ AFSPC/DPPPR

is notified
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BOBBIE GERVAIS, Col, USAF
Director of Personnel
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Attachment 1
GLOSSARY OF REFERENCES, ABBREVIATIONS AND ACRONYMS

References

AFI 11-402,Aviation and Parachutist Service, Aeronautical Ratings and Badges
AFI 31-501,Personnel Security Program Management

AFPD 36-32 Military Retirements and Separations

AFI 36-2110,Assignments

AFI 36-2402,0Officer Evaluation System

AFI 36-2501,0Officer Promotions and Selective Continuation

AFI 36-2608 Military Personnel Records System

AFI 36-2907,Unfavorable Information File (UIF) Program

AFI 36-3003 Military Leave Program

AFI 36-3203,Service Retirements

AFI 36-3206 Administrative Discharge Procedures for Commissioned Officers
AFI 36-3207 Separating Commissioned Officers

AFI 36-3212 Physical Evaluation for Retention, Retirement and Separation
AFI 37-132,Air Force Privacy Act Program

AFI 48-123 Medical Examination and Standards

AFI 90-301 Inspector General Complaints

Abbreviations and Acronyms
ADC—Area Defense Counsel

AF—Air Force

AFDW—Air Force District of Washington
AFI— Air Force Instruction

AFOSI—AIr Force Office of Special Investigation
AFPB—AIr Force Personnel Board
AFPC—AIr Force Personnel Center
AFSPC—AIr Force Space Command
APZ—Above the Promotion Zone
BOIl—Board of Inquiry

BPZ—Below the Promotion Zone
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CC—Commander

CIP—Commander’s Involvement Program
CSAF—Chief of Staff, Air Force
CSS—Commander’s Support Staff
DAS—Date Arrived Station
DD—Department of Defense
DESIRE—Direct English Statement Information Retrieval
DIN—Data Identification Number
DOS—Date of Separation

DRU—Direct Reporting Unit
DSN—Defense Switched Network
FOA—Field Operating Agency
GCM—General Court Martial

IPZ—In the Promotion Zone

LOA— Letter of Admonishment
LOC—Letter of Counseling

LOE—Letter of Evaluation

LOR—Letter of Reprimand

MAJCOM— Major Command

MEL— Management Eligibility Listing
MPF—Military Personnel Flight
MPRGP—Master Personnel Record Group
NAF—Numbered Air Force

NOTAM— Notice to Airmen

NQP—Not Qualified for Promotion
OGD—Officer Grade Determination
OPR—Officer Performance Report
OCSRGp—Officer Command Selection Record Group
OSR—Officer Selection Record
PCS—Permanent Change of Station
PDS—Personnel Data System
PIF—Personnel Information File
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PRF—Promotion Recommendation Form

POC—Point of Contact

PODB—Probationary Officer Discharge Board
RILO— Resignation in Lieu of

RIP—Report on Individual Personnel

RNLTD— Report Not Later Than Date

ROP—Record of Performance

SAF—Secretary of the Air Force

SAFPC—Secretary of the Air Force Personnel Council
SCA—Show Cause Authority

SCl—Sensitive Compartmented Information
SF—Standard Form

SIOP-ESI—Single Integrated Operational Plan-Extremely Sensitive Information
SJA—Staff Judge Advocate

SOUIF—Senior Officer Unfavorable Information File
TAFCSD—Total Active Federal Commissioned Service Date
TDY—Temporary Duty

TFCSD—Total Federal Commissioned Service Date
TMO— Traffic Management Office

TR—Training Report

UCMJ—Uniform Code of Military Justice
UIF—Unfavorable Information File

UOTHC—Under Other Than Honorable Conditions
USAFA—United States Air Force Academy
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Attachment 2

AFI 36-3206, ADMINISTRATIVE DISCHARGE PROCEDURES FOR COMMISSIONED
OFFICERS PROCESSING WORKSHEET

(With Expected Processing Time (Days Allowed) Objectives)
GRADE/NAME/SSAN:

PROBATIONARY NONPROBATIONARY

47
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Table A2.1. Worksheet.

Action Days Date Date of | Days Explana-
Allowed | Required | Action | Taken tion
For Delay
A. Recommendation, Initiation, Ac- | N/A N/A N/A N/A N/A
knowledgment, and Response:
.Personnel and SJA staffs and N/A N/A N/A
Consulted commander
2. Commander recommended actioiN/A N/A N/A
3. Action initiated N/A N/A N/A
4. Officer acknowledged receipt 1
5. Officer requested delay 5
6. MAJCOM granted delay 5

Officer's Response:

Intends to resign or apply to retire:| 10
GOTOB

.Does not intend to resign or apply | 10
To retire: GOTO C

B. Resignation/Retirement:

9. Date submitted 10
10. Wing commander’s endorsemgrl0
11. NAF/CC endorsement 10
12. AFSPC/CV endorsement 10
13. Case sent to HQ AFPC 5
14. Case sent to SAFPC 5

C.Show-Cause AuthorityNotifica-
tion And Officer’s Reply:

Notified officer to show cause for |3
retention on active duty: GO TO D

.Notified probationary officer; 3
Recommended honorable discharge:
GOTOE

.Notified probationary officer; 3

Recommended general discharge:
GOTOG
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Table A2.2. Worksheet Continued.

Action Days Date Date of | Days Explanation
Allowed | Required | Action | Taken For Delay

D. Officer’s response: N/A N/A N/A N/A N/A

Intends to apply for discharge/ 5

Retirement: GOTO F

.Does not intend to apply for 5

Discharge/retirement: GO TO H

E. Chapter 6: N/A N/A N/A N/A N/A

20. Officer acknowledgement 1

21. MAJCOM endorsement 5

22. Case sent to HQ AFPC/DPPR$ 5

.Case sent to SAFPC thru 5

HQ USAF/JAIM

F. Discharge or Retirement: N/A N/A N/A N/A N/A

24. Date applied 10

25. Wing Commander’s endorsement 10

26. NAF/CC endorsement 10

27. MAJCOM endorsement 10

28. Case sent to HQ AFPC 5

29. Case sent to SAFPC 5

G. PODB N/A N/A N/A N/A N/A

30. PODB convened 1

31. MAJCOM receives PODB repoyt 5

32. Officer notified of PODB report| N/A

.PODB recommended honorable or] N/A N/A N/A N/A N/A

General discharge: GO TO E

.PODB recommended referring caseN/A N/A N/A N/A N/A

To BOIl: GOTOH

H. BOI N/A N/A N/A N/A N/A

.BOI convening date set (as a rulé&

BOI date is

30 days from date officer is notified {o

show cause)

.Officer notified of BOI place/date | 10

(at least 10 days before BOI date)

37. Officer requested delay 5

38. MAJCOM granted delay 5
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Action Days Date Date of | Days Explanation-
Allowed | Required | Action | Taken For Delay

39. BOI convened 35

40. BOI report transcribed 30

.Officer received BOI copy 3

(Provide copy and get officer’s
acknowledgment before forwardin
BOI

case to MAJCOM)

g

42. Officer rebutted BOI report 10
.MAJCOM response to officer’s 10
Rebuttal

43. Case sent to HQ AFPC/DPPR$ 5
.Case sent to SAFPC thru 5

HQ USAF/JAIM
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Attachment 3
BOARD OF INQUIRY CHECKLIST

Officer’s Grade, Name, SSAN (MAJCOM) (Date)

Table A3.1. Checklist.

Yes

Is there a Memorandum of Notification?

Was AFI 31-501 applicable, (AFI 36-3206, para 4.10)?

Is there a base legal review (AFI 36-3206, para 4.14.2.1)?

Is there an SF 88/93 or AF Form 422 (separation physical)?

Is there a SCA Memorandum and Statement of Reasons

ol MW E

Is there a copy of the order convening the BOI under the authority of the| SAF?

7. Did at least 30 days elapse between show cause notification and convening of
BOI?

8. Was the officer furnished military counsel?

9. If the respondent is a Regular officer, are all BOI members Regular Offigers in
a grade above Lt Col and senior in grade to the respondent?

10. If the respondent is a Reserve officer, was at least one BOl member a Reserve
officer and were all members in a grade above Lt Col and senior to the respagndent?
The Reserve member does not have to be on the active-duty list and can{be in a
grade above Capt and senior to the respondent if a Reserve officer in grade above
Lt Col is not available.

11. Were all appointed members present or accounted for?

12. Was respondent advised of his/her rights?

13. Is there a specific finding for each allegation?

14. Did BOI members recommend the character of discharge?

15. Did all members sign the findings and recommendation?

16. Did the legal advisor sign the BOI proceedings report?

17. Was a statement indicating date respondent received authenticated BOI
proceedings attached to the report?

18. Is there a rebuttal or corrections to the BOI report?
If not, was the officer or ADC contacted to make sure none is being submitted be-
fore sending case to AFPC?
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Figure A4.1.

AFSPCPAM36-5 1 MARCH 1999
Attachment 4

CASES

Tabbing and Labeling of Cases.

[ |

RESIGNATION OR DISCHARGE APPLICATION

RESIGNATION

[Recommendation Ltr

Base SJA Review
\Wing or Base Cmdr

Notification Ltr

36-3206 Action
Sep Physical
Resional
\Wing or Base Cmdr |
Indorsement |

MAJCOM Transmittal Letter

DISCHARGE APPLICATION

Recommendation Ltr
Base SJA Review
ing Cmdr

otification Ltr

Acknowledgment to
36-3206 Action

CA ification Ltr
ith Stmt of Rsns

cknowledgment to
CA Notification Ltr

Eep Physical |:

ischarge Application
ing Cmdr

MAJCOM Transmittal Letter to HQ AFPC
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Figure A4.2. Example.

TABBING AND LABELING AFI 36-3206, ADMINISTRATIVE DISCHARGE

PROCEDURES FOR COMMISSIONED OFFICERS, CHAPTER 6 CASE FILES

Recommendation Ltr

Base SJA Review

Include if SCA \Wing Cmdr
recommends General Notification Ltr
Discharge and case is Acknowledgment to
referred to PODB 36-3206 Action

Sep Physical

SCA Notification Ltr

with Stmt of Rsns
lJAcknowledgment to

SCA Notification Ltr

PODB Report

SCA Letter with

PODB Determination

JAcknowledgment of
PODB Determination

MAJCOM Transmittal Letter to HQ AFPC
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Figure A4.3. BOI Case Sample.

TABBING AND LABELING OF BOI CASE

Recommendation Ltr

Base SJA Review

ing Cmdr
Notification Ltr

cknowledgment to
6-3206 Action
Sep Physical

SCA Notification Ltr
ith Stmt of Rsns
IAcknowledgment to
ISCA Notification Ltr
IOrder Convening

BOI

BOI Findings and
Recom signed by
Board Members
Legal Advisor
Signature
IJAcknowledgment of
BOI Report
Respondent’s
Rebuttal

SCA Reply to Resp’s
Rebuttal

MAJCOM Transmittal Letter to HQ AFPC
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Figure A4.4. Good of Service Sample.

TABBING AND LABELING
RESIGNATION FOR THE GOOD OF THE SERVICE

JArt 32 Investigation

Charge Sheet

[Officer's Response

Sep Physical

Resignation

ing Cmdr

Indorsement
GCM Transmittal Ltr

MAJCOM Transmittal Letter to HQ USAF/JAJM
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Attachment 5

OFFICER GRADE DETERMINATION RECOMMENDATION MEMORANDUM SAMPLE
1. | have reviewed the member's military record and have answered the following:
a. Officer has/has not had a court-martial conviction
b. Officer has/has not had a civil court conviction for misconduct involving moral turpitude.

c. Officer has/has not been punished pursuant to Article 15, UCMJ, within 2 years of this retirement
application.

d. I have considered all the other factors regarding an OGD in this officer's case and | do/do not find
another basis for an officer grade determination.

2.1 understand if any item in 1a through 1d are answered affirmatively an OGD is required.

/lcommander's signature element//
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Table A6.1. Matrix.

Attachment 6

COMMANDER’S ACTION MATRIX

EVALUATION PROMOTION UIF PIF
Com- Referral OPR PRF OSR Filing | Dispo- | Filing | Dispo-
mander’ OPR Com- Com- Filing sition sition
s Action ments ments
Court-Ma | Mandato-| Mandato-| Mandato-| Manda- | Man- |4 yrs/| N/A N/A
rtial ry ry ry to- datory | PCS
ry-Perm +1*
anent
Article 15| Consider | Must Must Consid- | Man- | 2yrs N/A N/A
Consider | Consider | er - | datory
IPZ+Ap
peal
Letter of| Consider | Must Must Option- | Man- |2 yrs N/A N/A
Repri- Consider | Consider | al - | datory
mand IPZ+Ap
peal
Letter of| Consider | Must Must N/A Op- 2 yrs Man- | De-
Admon- Consider | Consider tional datory | stroy
ishment if not | upon
in UIF | PCS
Letter of| Consider | Must Must N/A Op- 2 yrs Man- | De-
Counsel- Consider | Consider tional datory | stroy
ing if not | upon
in UIF | PCS
Control | Strongly | Strongly | Strongly | N/A Man- | 1yr N/A N/A
Roster Recom- | Recom- | Encour- datory
mended | mended | aged
*Which-
ever is

later
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Attachment 7

CSS MEMORANDUM TO SENIOR RATER SAMPLE
MEMORANDUM FOR: (Rater or Senior Rater, as applicable)
FROM: Unit Personnel Office
SUBJECT: Memorandum of Transmittal

The attached (Officer Performance Report, Officer Training Report, Promotion Recommendation Form)
notice is forwarded for your action.

(For Rater and Rater’s Rater) You are reminded that you’'ll need to visit the Unit Personnel Office and
review the individual's UIF (if applicable) and PIF prior to completing the evaluation of recommendation.
Document your review of the UIF/PIF on the attached shell by completing the statement found on the
shell.

(For Senior Rater) Attached you'll find the (draft OPR/TR/PRF) on . We've also
included in a sealed envelope, the UIF (if applicable) and PIF on this officer. Document your review of
the UIF/PIF on the report shell prior to completing this report. Forward the UIF/PIF information back to
the CSS in a sealed envelope and the report to the CSS/MPF as appropriate.

SIGNATURE ELEMENT

Attachments:

1. OPR/TR/PRF Shell
2. UIF (if applicable)
3. PIF
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Attachment 8

SAMPLE CERTIFICATION STATEMENT

(ADD TO OPR/TR/PRF SHELLS PIF/UIF REVIEW CERTIFICATION. OPTIONAL ADVERSE
COMMENTS WERE CONSIDERED.)

(RATER) (DATE)
(ADDITIONAL RATER) (DATE)
(UNIT COMMANDER) (DATE)

(SENIOR RATER) (DATE)



60 AFSPCPAM36-5 1 MARCH 1999
Attachment 9
ACCOUNTABILITY CHANGES

A9.1. General.Provide comprehensive review of the content of CSAF, AF/DP, and HQ AFPC Account-
ability, Personnel Policy Review, Air Force Personnel System and Implementation Instructions for the
Accountability and Personnel Policy Review messages.

A9.2. Methodology.Use CSAF message as basic document to establish four areas of concern (DOCU-
MENTATION, ASSIGNMENTS, AWARDS AND DECORATIONS, and TRANSFER OF ADVERSE
INFORMATION) common to all three references. Next step was to capture each message OPR's com-
ments about these specific subjects.

A9.3. ReferencesCSAF NOTAM 98-2; AFPC/CC Msg, 121300Z May 98, Implementation Instructions
for Accountability Enhancements

A9.4. Background.In February 1996, enhanced accountability procedures were implemented for officer
personnel. At Corona South in 1998, CSAF and each of the other four-star generals in the Air Force dis-
cussed making some minor adjustments to the Officer UIF and Accountability Program. These adjust-
ments were meant to enhance commander prerogative in disciplinary matters, while encouraging prudent
consultation from a broad range of experienced advisors (legal, personnel, fellow commanders, superiors
and others), taking care to protect individual privacy rights and avoid inappropriate command influence,
and to also introduce more commander options in the personnel process as it regards accountability. The
CSAF announced these changes in his Notice to Airmen (NOTAM) 98-2 in April, 1998. The changes are
effective 1 May 1998. These changes do not affect Senior Officer Unfavorable Information File (SOUIF)
procedures prescribed in AFI 36-24(Officer Evaluation Syster, and AFI 90-301Inspector General
Complaints.

A9.5. Documentation:
A9.5.1. UIF/Control Roster Effect on Evaluations:

A9.5.1.1. Documentation changes affect OPRs, PRFs, OSRs, UIFs and PIFs.

A9.5.1.2. Commanders, raters and senior raters are required to review the UIF and PIF prior to
completing an officer's performance report (OPR, TR, or LOE) or PRF.

A9.5.1.3. Raters must consider making comments on PRFs, OPRs and TRs when an officer
receives adverse actions such as an Article-15, LOR, LOA or LOC.

A9.5.1.4. OPR and PRF comments are strongly recommended if the officer is placed on the Con-
trol Roster during the reporting period. If OPR comments are made, the report must be referred.

A9.6. UIF Filing/Disposition:

A9.6.1. Court-martial orders, Article-15 documents and LORs are mandated for file in UIFs.
Court-martial orders will remain on file for a period of 4 years or a PCS move plus one year, which-
ever occurs later. Article-15 documents and LORs remain on file for 2 years. The wing commander
may remove a UIF document early, unless the document was filed by a commander above wing level,
in which case the same level commander may remove it early. LOAs and LOCs are optional for file
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in UIF. If not filed in the UIF, they are mandatory for file in the PIF and remain until the officer's next
PCS move or separation. No change in UIF filing requirement for Control Roster action.

A9.7. UIF System Updates:

A9.7.1. Unit commanders and JA are required to review all officer UIFs annually. UIF monitors must
ensure the unit commander and JA officer indorse an officer UIF roster (obtain via PC-11l) after they
review the files.

A9.7.2. UIF Monitors conduct an audit of their officer UIF files to capture any UIF data received on
or after 1 Feb 96 in order to readjust PDS/PC-IlI to reflect the new disposition date.

A9.7.3. All AF Forms 1137 on officers must be forwarded to the MAJCOM/DPP IAW AFI 36-2907,
Table 2.3. Comments on the UIF summary must be specific as they will be used by AFPC assignmen
personnel who will obtain copies from the MAJCOM as needed.

A9.8. Court-Martial/Article-15 - Effect on Evaluations:

A9.8.1. Comments on the officer’'s behavior/conduct are mandatory in the next OPR when the officer
is convicted by a court-martial conviction and the report must be referred.

A9.8.2. Raters must consider OPR comments when the officer receives an Article-15, LOR, LOA or
LOC.

A9.8.3. Comments on court-matrtial conviction are mandatory on next PRF for BPZ and IPZ and if
conviction is after the nonselection, comment on next PRF is mandatory.

A9.8.4. Commanders consider PRF comments when officers get Article-15s, LOR, LOA, and LOCs.

A9.8.5. Evaluators are not restricted from including comments about Article-15s on OPRs, TRs,
LOEs or PRFs.

A9.9. Court-Martial/Article-15 - Filing/Disposition:

A9.9.1. Disposition of information being filed in the OSR also changes. Court-martial orders are per-
manently filed in the OSR. Article-15s and LORs may be filed in the OSR. In making the decision to
file an Article-15 in the OSR, commanders are provided with the following guidelines. Commanders
must hold people accountable for their actions and take appropriate actions when standards are nc
met. Commanders must document misconduct which reflects departure from the core values of the
Air Force (integrity, service before self, and excellence in all we do) and conduct which reflects an
intentional disregard of the law, whether civil law or the Uniform Code of Military Justice. Failure to
take appropriate disciplinary action and document misconduct does a disservice to all officers com-
peting for promotion. In making the decision to place an Article-15 in the OSR, commanders should
consider:

A9.9.1.1. Impact of misconduct on AF mission.

A9.9.1.2. Impact of misconduct on AF as institution.
A9.9.1.3. Relationship of misconduct to officer's duties.
A9.9.1.4. Grade, rank, assignment, and experience of officer
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A9.9.1.5. Number of separate violations, frequency of misconduct, and existence of previous acts
of misconduct.

A9.9.1.6. Consequences of misconduct such as death, injury or damage to property.
A9.9.1.7. Existence of aggravating factors.
A9.9.1.8. Rehabilitative intent of Article-15, if any.

A9.9.1.9. All Article-15s and LORs filed in OSR will remain for one in-the-promotion zone con-
sideration. After CSB, officer may request removal through appeal process.

A9.9.1.10. Article-15s and LORs will remain for one IPZ or APZ consideration. After consider-
ation officer may appeal to review authority who placed the Article-15 or LOR in OSR or from
successors in command of equal or higher grade for its removal. Appeal made via memorandum.
After appeal authority takes action, MPF forwards approved appeals to AFPC and MAJCOM. If
officer doesn't appeal, Article-15 will remain in OSR until officer retires, separates or dies.

A9.10. LORS - Filing/Disposition:

A9.10.1. LORs. Senior Raters have the option to place an LOR in the OSR. A Senior Rater who
elects this course must advise the officer of the decision in writing. Those LORs placed in the OSR
will remain until the officer is afforded one IPZ or APZ consideration. After the IPZ or APZ consid-
eration, the officer may appeal to have the LOR removed from the OSR.

A9.10.2. LOR Filing Procedures. The immediate commander of the officer receiving the LOR will

notify the officer by memorandum that the officer's senior rater will decide whether to file the LOR in

the OSR. The memorandum will provide the officer 3 duty days in which to submit written comments
as to why the LOR should not be filed in the OSR. The memorandum will also direct the officer to
return the comments to the notifying commander, who will forward them, with recommendation to
the senior rater.

A9.10.3. The decision to file or not to file the LOR in the OSR is made by the officer's senior rater
(the decision authority) and is not subject to review. The senior rater returns the decision memoran-
dum to the individual's immediate commander. When the decision is to file, the commander provides
the officer with an information copy of the memorandum and forwards the documents to the servicing
MPF Career Enhancement Element. Career Enhancement reviews and forwards the original to HQ
AFPC/DPPBR1 and a copy to the MAJCOM/FOA records custodian (AFI 36-Military Person-

nel Records Syste, Table A3.2, note 1). When the decision is not to file, the commander gives the
memorandum to the officer.

A9.10.4. The MAJCOM/FOA records custodian will file a copy in the OCSRGp. HQ AFPC/
DPPBR1 will file the LOR and decision memorandum in the OSR and forward a copy to HQ AFPC/
DPSRL1 for file in the Master Personnel Record Group (MPRGP). The LOR may not be removed
from the MPRGP once it is filed.

A9.10.5. If the officer's senior rater is not an AF officer (whether in a joint command or otherwise);
the officer's senior rater will decide to file or not file the LOR in the OSR after review by the AF advi-
sor (see AFI 36-2608, Para 2.6.5).

A9.10.6. LOR retention period in the OSR. LORs filed in the OSR will remain until the officer is
afforded one IPZ or APZ consideration. After this IPZ or APZ consideration the officer may appeal
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to his/her senior rater for its removal. The appeal is made via memorandum. The senior rater return:
the approved appeal memorandum to the officer's immediate commander, who furnishes the officer ar
information copy of the memorandum and forwards the original to the servicing MPF Career
Enhancement Element. Career Enhancement forwards the original of the approval decision to HQ
AFPC/DPPRB1 and a copy to the MAJCOM/FOA records custodian. If this officer does not appeal
for removal of the LOR after an IPZ or APZ consideration, it will remain in the OSR until the officer
retires, separates or dies.

A9.11. Assignments:

A9.11.1. AFPC will be furnished with copies of officer AF Form 1137 for use in the assignment pro-
cess. Gaining commanders will now be notified through their respective MAJCOMSs of officers with
active UIFs within 5 days of assignments being finalized. This change will allow gaining command-
ers time to initiate an appeal of the assignment. Losing commanders will review both the PIF and UIF
prior to making a Commander's Involvement Program (CIP) recommendation on an officer's assign-
ment.

A9.11.2. In the area of assignments, AFPC will provide gaining commanders, through the MAJ-
COMs, with notification of gains with UIFs within 5 duty days of the assignment being finalized. In
addition, assignment notification RIP will be changed to include a reminder of the requirement for
losing commanders to review UIF and PIF information. Lastly, a reminder of the requirement for the
losing commander to review the UIF and PIF will be included in the Commander's Involvement pro-
cess.

A9.11.3. When an officer is under assignment consideration, whether voluntarily or involuntarily,
and the officer has a UIF, AFPC will obtain the AF Form 1137 from the MAJCOM/DPA staff and
review it as part of the "BEST MATCH" selection process. If the assignment is to be finalized, then
AFPC will notify the gaining commander, through the MAJCOM, of a projected inbound with a UIF,
within 5 days of consummating that assignment. The gaining commander may initiate an appeal of
the assignment under the RECLAMA procedures found in AFI 36-2110. If the gaining commander
reclama s the assignment, AFPC reviews the commander's comments and either finalizes the assig!
ment or cancels the assignment action. UIF review will be incorporated into the commander's pro-
cess, to include the old process, and will be reflected as such in associated AFI directives. The
notification of selection for assignment RIP will be modified to include a reminder for the losing com-
mander to review all UIF and PIF information.

A9.11.4. If an officer receives an assignment prior to the UIF expiring, do not allow the UIF to
expire. The UIF remains on file (regardless of when the member is due to depart) until PCS (date
arrived station) for a total of 4 years or PCS plus 1 year, whichever is later.

A9.11.5. The UIF monitor and Outbound Assignments personnel must coordinate on all officer UIF
entries on the AF Form 1137 and all assignment actions manually to ensure the UIF disposition date
does not expire. If an officer has a UIF and an assignment, re-update the disposition date to reflect th:
RNLTD plus 1 year. The gaining UIF Monitor will make the appropriate date adjustments when the
officer arrives on station (date will be 4 years or date arrived station plus 1 year, whichever is later).

A9.12. Awards and Decorations:
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A9.12.1. DECOR 6 RIPs are flagged in item 6 to show if an officer has an active UIF. Additionally,
commanders will review the UIF and PIF, then certify the review of the UIF on the DECOR 6 when
making a decoration nhomination.

A9.12.2. Awards and decorations changes include a requirement for UIF and PIF review as well as
adding commander certification of the review on the decoration RIP.

A9.13. Transfer of Adverse Information:

A9.13.1. Transfer of adverse information (Article-15s, LORs, LOAs, LOCs) is mandated from TDY
locations to the parent commander for file in the OSR, UIF or PIF.

A9.13.2. The transfer of adverse information from TDY locations to the parent unit commander is
mandated. AFI 36-2907, will be updated to provide specific details.

A9.13.3. Officers receiving adverse administrative action while in TDY or deployed status will have
the documentation forwarded to their respective unit commander for file in the UIF, and/or OSR as
applicable. In addition, the senior rater will be advised of the action. Adverse actions for officers
assigned to a joint command will be forwarded to the respective Air Force element commander.

A9.13.4. Decisions to file/not file Article-15s or court-martial convictions administered prior to 1 Feb
96 in the OSR will not be changed as a result of these policy changes.

A9.13.5. LORs issued prior to 1 Feb 96 may not be filed in the OSR.
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	This pamphlet is a guide to help in the processing...
	This pamphlet has been substantially revised. It c...
	Chapter 1 PROCESSING OFFICER ADMINISTRATIVE DISCHA...
	1.1.� Responsibilities of Commanders and Superviso...
	. Continued service as an officer is a privilege t...

	1.2.� Determining if Action is Proper:
	1.2.1.� Applies to all reasons for discharge:
	1.2.1.1.� When sufficient documentary information ...
	1.2.1.2.� All available information suggesting AFI...
	1.2.1.3.� Initiating discharge action may be prope...

	1.2.2.� Body Fat Discharge Case.
	Before initiating action under AFI 36-3206, Chapte...

	1.2.3.� Mental Disorders Which Interfere With Duty...
	A psychiatric evaluation confirming the diagnosis ...

	1.2.4.� Fear of Flying Case.
	Before initiating action based on professed fear o...


	1.3.� Determining an Officer’s Nonprobationary or ...
	1.3.1.� Nonprobationary Officer.
	A Regular officer with 5 or more years of active c...

	1.3.2.� Probationary Officer.
	A Regular officer with less than 5 years of active...


	1.4.� Recommending Action Be Initiated:
	1.4.1.� Reassigning an Officer to a Command having...
	(SCA). AFI 36-3206 requires that an officer be und...

	1.4.2.� Access to Sensitive Compartmented Informat...
	Operational Plan - Extremely Sensitive Information...

	1.4.3.� Base Staff Judge Advocate (SJA) and Milita...
	Personnel Staff Assistance. Representatives of the...

	1.4.4.� Using AFI 36-3206, Attachment 3.
	Attachment 3 is used to recommend initiation of AF...
	1.4.4.1.� All documentary evidence to substantiate...
	1.4.4.2.� Air Force Office of Special Investigatio...
	1.4.4.3.� Base SJA legal review.

	1.4.5.� When the Immediate Commander is the Initia...
	If the officer’s immediate commander is the initia...


	1.5.� Initiating AFI 36-3206 Action.
	Make sure the officer and the commander initiating...
	1.5.1.� Two original memorandums of acknowledgment...
	1.5.2.� The memorandum recommending initiation of ...
	1.5.3.� Copies of AFI 36-3206, and 36-3207, Separa...

	1.6.� Flow Charts.
	The flow charts at Figure 1.1. and Figure 1.2. sho...

	1.7.� Expected Processing Goals.
	Table 1.1. through Table 1.5. and Table 2.1. conta...

	1.8.� AFI 36-3206 Case Processing Worksheet
	. Attachment 2 contains a processing worksheet for...

	1.9.� Presenting the Notification Memorandum to th...
	. The commander initiating the action or the comma...
	1.9.1.� Upon receiving the notification memorandum...
	1.9.2.� Within 10 calendar days after receiving th...

	1.10.� Officer’s Endorsement to the Notification M...
	When endorsing the notification memorandum to HQ A...
	1.10.1.� A statement indicating whether he/she is ...
	1.10.2.� A statement indicating whether the office...
	1.10.3.� A statement indicating the officer was co...
	1.10.4.� A statement indicating the officer is or ...

	1.11.� Separation Physical.
	AFI 36-3206, Para 4.17. requires a separation phys...

	1.12.� Notifying the MAJCOM and HQ AFPC
	. On the date the action is initiated and the offi...
	1.12.1.� Send a message to HQ AFSPC/DPP/JA with th...
	1.12.1.1.� The officer’s name, grade, and SSAN.
	1.12.1.2.� The officer’s unit of assignment.
	1.12.1.3.� AFI 36-3206, provisions under which the...
	1.12.1.4.� The date discharge action was initiated...

	1.12.2.� Send a transmittal memorandum with a copy...
	1.12.3.� Each Thursday, until the case file reache...

	1.13.� Counseling the Officer.
	If the officer declines legal counsel, the MPF com...
	1.13.1.� Voluntary retirement, resignation, or app...
	1.13.2.� Administrative case processing.
	1.13.3.� Character of Discharge:
	1.13.3.1.� Unless an honorable discharge is requir...
	1.13.3.2.� The character of discharge will not in ...
	1.13.3.3.� Inform the officer of the least favorab...
	1.13.3.4.� Inform the officer of the least favorab...
	1.13.3.5.� Inform the officer of the least favorab...

	1.13.4.� Separation Pay:
	1.13.4.1.� Not entitled if the officer tenders res...
	1.13.4.2.� May be entitled if the officer applies ...
	1.13.4.3.� Not entitled if discharged under other ...

	1.13.5.� BOI Entitlement:
	1.13.5.1.� Any nonprobationary officer required to...
	1.13.5.2.� Any probationary officer and SCA recomm...
	1.13.5.3.� Any officer and basis for discharge inc...

	1.13.6.� Member’s Travel and Transportation.
	Officers are authorized full travel and transporta...

	1.13.7.� Reimbursing Bonuses, Advanced Education A...
	Pay. Officers may be obligated, as required under ...

	1.13.8.� Unused or Excess Leave.
	Refer to AFI 36-3003, Military Leave Program, for ...

	1.13.9.� Dependents’ Travel and Shipment or Storag...
	Refer to local Traffic Management Office (TMO) for...


	1.14.� Retirement, Resignation or Discharge in Lie...
	36-3206. The officer may, as indicated below:
	1.14.1.� Apply for voluntary retirement, if eligib...
	1.14.2.� Tender resignation under AFI 36-3207, Sec...
	1.14.3.� Apply for discharge under AFI 36-3207, Se...
	1.14.4.� Tender resignation or apply for discharge...
	1.14.5.� Process a resignation or an application f...
	1.14.6.� Tab and label the original case file as s...
	Do not include video cassettes, audio cassettes or...


	1.15.� Forwarding the Completed Case:
	1.15.1.� IAW AFI 36-3206, Para 4.36., express or o...
	1.15.2.� Use a transmittal memorandum to send the ...
	The checklists at Attachment 2 and Attachment 3 wi...

	1.15.3.� Tab and label the original case file as s...

	1.16.� AFOSI Report
	. The MPF will send a copy of the complete AFOSI r...

	1.17.� Case Processing After Show-Cause Authority ...
	ficer does not apply for retirement, tender resign...
	1.17.1.� A nonprobationary officer case is process...
	1.17.2.� A probationary officer case is processed ...
	1.17.3.� A probationary officer case is processed ...
	1.17.4.� A probationary officer case is processed ...

	1.18.� Statement Of Reasons.
	. HQ AFSPC/DPPPF will draft the Statement of Reaso...

	1.19.� Personnel Data System (PDS) Update.
	Do not input PTI 970 if an officer tenders resigna...

	1.20.� Officer’s Request for Excess Leave Under AF...
	4. When an officer requests excess leave the appro...
	1.20.1.� The officer’s complete leave address (ind...
	1.20.2.� The officer’s telephone number (including...
	1.20.3.� The Air Force base nearest the officer’s ...

	1.21.� Discharge Date
	. An officer will be expeditiously discharged with...

	1.22.� Terminal Leave.
	Terminal leave is not authorized for officers bein...

	1.23.� Helpful Hints For Expedient Processing
	. Everyone involved in AFI 36-3206, cases has the ...
	1.23.1.� Use a suspense system to keep the case mo...
	1.23.2.� Use express mail or overnight delivery to...
	1.23.3.� Provide courtesy copies of pertinent acti...
	1.23.4.� HQ AFSPC/DPPPF will publish Temporary Dut...
	1.23.5.� The MPF will provide the officer with cop...
	1.23.6.� The base legal office will provide the re...
	1.23.7.� It is important to note that in AFI 36-32...
	Figure 1.1.� Flowchart (Probationary Officers).
	Figure 1.2.� Flowchart (Nonprobationary Officers).
	Table 1.1.� Timeframes - Board of Inquiry (BOI) Ca...
	Table 1.2.� Timeframes - Resignation in Lieu of Fu...
	Table 1.3.� Timeframes - Application for Discharge...
	Table 1.4.� Timeframes - Chapter 6 Processing (Pro...
	Table 1.5.� Timeframes - Chapter 5 (Probationary O...



	Chapter 2 RESIGNATIONS FOR THE GOOD OF THE SERVICE...
	2.1.� Submitting Resignation.
	Resignations will be submitted verbatim with the a...

	2.2.� Investigations.
	A complete copy of the Article 32 Investigation (i...

	2.3.� Endorsements.
	A sample of the wing or comparable commander’s end...

	2.4.� Forwarding Resignations.
	Send the original and four copies of the resignati...

	2.5.� Notifying HQ AFPC and HQ AFSPC.
	The MPF commander, or a Quality Force Section repr...

	2.6.� Updating PDS.
	Do not input PTI 970 when an officer tenders resig...

	2.7.� Discharge Date
	. An officer will be expeditiously discharged with...

	2.8.� Terminal Leave
	. Terminal leave is not authorized for officers be...
	Table 2.1.� Timeframes - Resignations for the Good...


	Chapter 3 OFFICER PROMOTION PROPRIETY ACTIONS
	3.1.� Types Of Propriety Actions.
	Commanders should question a promotion when the pr...

	3.2.� Promotion Delays.
	The MAJCOM commander approves initial delays. The ...

	3.3.� Promotion Removals.
	A removal action can only be initiated to the grad...

	3.4.� Not Qualified For Promotion (NQP) Actions.
	A NQP action may only be initiated against second ...

	3.5.� Notifying HQ AFPC and HQ AFSPC/DPPP.
	On each type of promotion propriety action AFPC an...


	Chapter 4 OFFICER GRADE DETERMINATION (OGD) HQ AFM...
	4.1.� Submitting An OGD.
	At the time an officer applies for retirement, the...

	4.2.� Documentation.
	The MPF Retirements Section, upon receipt of a ret...

	4.3.� Forwarding Recommendations.
	OGD cases will be forwarded (original and two copi...

	4.4.� Notifying HQ AFPC and HQ AFSPC.
	It is imperative that HQ AFPC/DPPRS receive notifi...


	Chapter 5 UNFAVORABLE INFORMATION FILE (UIF) PROGR...
	5.1.� Commander Responsibilities.
	Commanders will establish mandatory UIFs on office...

	5.2.� UIF Disposition Dates.
	Disposition dates for items filed in a UIF on or a...
	5.2.1.� Court-Martial Order.
	UIF is mandatory - Disposition date is 4 years or ...

	5.2.2.� Article-15.
	UIF is mandatory. Final disposition date is 2 year...

	5.2.3.� LOR.
	UIF is mandatory. Disposition date is 2 years from...

	5.2.4.� Letter of Counseling (LOC) and Letter of A...
	UIF is optional. If filed in the UIF, disposition ...

	5.2.5.� Control Roster Placement.
	UIF is mandatory. Final disposition date is 1 year...


	5.3.� TDY/Deployed Unit Commander Responsibilities...
	Transfer of adverse information for TDY or deploye...

	5.4.� Commander’s Support Staff (CSS) UIF Monitor ...
	UIF Monitors in receipt of documents from commande...

	5.5.� MPF Responsibilities.
	MPFs will furnish CSSs a listing of their UIFs for...

	5.6.� HQ AFSPC/DP Responsibilities.
	HQ AFPC stipulates that comments on the UIF summar...
	Figure 5.1.� Flowchart - TDY/Deployed UIF Transfer...
	Figure 5.2.� Example of AF Form 1137.


	Chapter 6 OFFICER EVALUATIONS/Officer Performance ...
	6.1.� CSS Responsibilities.
	CSSs obtain shells for OPRs and LOEs and suspense ...

	6.2.� CSS Responsibilities For Members TDY/Deploye...
	PIF Info. The home station CSS will transmit copie...

	6.3.� MPF Responsibilities.
	MPFs must include in their TDY departure checklist...

	6.4.� Rater Responsibilities:
	6.4.1.� Raters go to the CSS and review the UIF/PI...
	6.4.1.1.� The impact of the misconduct on the AF m...
	6.4.1.2.� The impact of the misconduct on the AF a...
	6.4.1.3.� The relationship of the misconduct to th...
	6.4.1.4.� The grade, rank, assignment and experien...
	6.4.1.5.� The number of separate violations, frequ...
	6.4.1.6.� The consequences of the misconduct such ...
	6.4.1.7.� The existence of any other aggravating f...
	6.4.1.8.� The rehabilitative intent of the action,...

	6.4.2.� We also recommend considering possible fut...

	6.5.� Commander Responsibilities.
	Commanders will document their review of the UIF a...

	6.6.� Senior Rater Responsibilities.
	Senior raters review the report and the UIF/PIF, c...
	Figure 6.1.� Flowchart - UIF/PIF Review for Evalua...
	Figure 6.2.� Flowchart - UIF/PIF Review for Traini...


	Chapter 7 OFFICER EVALUATIONS/PROMOTION RECOMMENDA...
	7.1.� MPF Responsibilities.
	Servicing MPF Career Enhancement Elements obtain M...

	7.2.� Senior Rater Responsibilities:
	7.2.1.� Ensure UIFs/PIFs are reviewed prior to com...
	7.2.1.1.� The impact of the misconduct on the Air ...
	7.2.1.2.� The impact of the misconduct on the Air ...
	7.2.1.3.� The relationship of the misconduct to th...
	7.2.1.4.� The grade, rank, assignment and experien...
	7.2.1.5.� The number of separate violations, the f...
	7.2.1.6.� The existence of any other aggravating f...
	7.2.1.7.� The rehabilitative intent of the action,...

	7.2.2.� We also recommend considering possible fut...
	Figure 7.1.� Flowchart - UIF/PIF Review for PRFs.
	Senior raters may obtain information and advice fr...




	Chapter 8 AWARDS AND DECORATIONS
	8.1.� Commander Responsibilities.
	Commanders (this authority will not be delegated w...

	8.2.� CSS Decorations Monitor Responsibilities.
	In all cases, ensure the commander reviews the UIF...

	8.3.� MPF Career Enhancements Responsibilities.
	Review DECOR 6 to ensure UIF (if applicable) and P...
	Figure 8.1.� Flowchart - Awards and Decorations Pr...


	Chapter 9 ASSIGNMENTS
	9.1.� CSS Responsibilities.
	If an officer with a current UIF receives an assig...

	9.2.� HQ AFSPC/DP Responsibilities
	. HQ AFSPC/DPA will be AFPC's primary Point of Con...

	9.3.� AFPC Responsibilities.
	Within 5 duty days of an assignment being finalize...

	9.4.� Gaining Unit Commander Responsibilities.
	The gaining unit commander may initiate an appeal ...

	9.5.� Losing Unit Commander Responsibilities.
	Losing unit commanders must review both the UIF an...

	9.6.� MPF Outbound Assignments Responsibilities.
	HQ AFPC plans to modify the assignment notificatio...
	Figure 9.1.� Flowchart - Assignment Procedures.


	Chapter 10 FILING ADVERSE ACTIONS IN OFFICER SELEC...
	10.1.� HQ AFSPC/DP Responsibilities.
	Court-martial orders dated 1 Feb 96 or later will ...

	10.2.� Affected Officer Responsibilities.
	After one IPZ/APZ consideration the officer may ap...

	10.3.� Immediate Commander Responsibilities.
	Notify officer by memorandum that the officer's se...

	10.4.� Senior Rater Responsibilities.
	Reviews package and decides whether or not to file...
	10.4.1.� The impact of the misconduct on the Air F...
	10.4.2.� The impact of the misconduct on the Air F...
	10.4.3.� The relationship of the misconduct to the...
	10.4.4.� The grade, rank, assignment and experienc...
	10.4.5.� The number of separate violations, the fr...
	10.4.6.� The existence of any other aggravating fa...
	10.4.7.� The rehabilitative intent of the Article-...

	10.5.� MPF Responsibilities.
	When senior raters decide to file documents in the...
	Figure 10.1.� Flowchart - Filing Adverse Action in...
	BOBBIE GERVAIS,
	Col, USAF
	Director of Personnel



	Attachment 1 GLOSSARY OF REFERENCES, ABBREVIATIONS...
	References
	AFI 11-402, Aviation and Parachutist Service, Aero...
	AFI 31-501, Personnel Security Program Management
	AFPD 36-32, Military Retirements and Separations
	AFI 36-2110, Assignments
	AFI 36-2402, Officer Evaluation System
	AFI 36-2501, Officer Promotions and Selective Cont...
	AFI 36-2608, Military Personnel Records System
	AFI 36-2907, Unfavorable Information File (UIF) Pr...
	AFI 36-3003, Military Leave Program
	AFI 36-3203, Service Retirements
	AFI 36-3206, Administrative Discharge Procedures f...
	AFI 36-3207, Separating Commissioned Officers
	AFI 36-3212, Physical Evaluation for Retention, Re...
	AFI 37-132, Air Force Privacy Act Program
	AFI 48-123, Medical Examination and Standards
	AFI 90-301, Inspector General Complaints

	Abbreviations and Acronyms
	ADC
	Area Defense Counsel
	AF

	Air Force
	AFDW

	Air Force District of Washington
	AFI

	Air Force Instruction
	AFOSI

	Air Force Office of Special Investigation
	AFPB

	Air Force Personnel Board
	AFPC

	Air Force Personnel Center
	AFSPC

	Air Force Space Command
	APZ

	Above the Promotion Zone
	BOI

	Board of Inquiry
	BPZ

	Below the Promotion Zone
	CC

	Commander
	CIP

	Commander’s Involvement Program
	CSAF

	Chief of Staff, Air Force
	CSS

	Commander’s Support Staff
	DAS

	Date Arrived Station
	DD

	Department of Defense
	DESIRE

	Direct English Statement Information Retrieval
	DIN

	Data Identification Number
	DOS

	Date of Separation
	DRU

	Direct Reporting Unit
	DSN

	Defense Switched Network
	FOA

	Field Operating Agency
	GCM

	General Court Martial
	IPZ

	In the Promotion Zone
	LOA

	Letter of Admonishment
	LOC

	Letter of Counseling
	LOE

	Letter of Evaluation
	LOR

	Letter of Reprimand
	MAJCOM

	Major Command
	MEL

	Management Eligibility Listing
	MPF

	Military Personnel Flight
	MPRGP

	Master Personnel Record Group
	NAF

	Numbered Air Force
	NOTAM

	Notice to Airmen
	NQP

	Not Qualified for Promotion
	OGD

	Officer Grade Determination
	OPR

	Officer Performance Report
	OCSRGp

	Officer Command Selection Record Group
	OSR

	Officer Selection Record
	PCS

	Permanent Change of Station
	PDS

	Personnel Data System
	PIF

	Personnel Information File
	PRF

	Promotion Recommendation Form
	POC

	Point of Contact
	PODB

	Probationary Officer Discharge Board
	RILO

	Resignation in Lieu of
	RIP

	Report on Individual Personnel
	RNLTD

	Report Not Later Than Date
	ROP

	Record of Performance
	SAF

	Secretary of the Air Force
	SAFPC

	Secretary of the Air Force Personnel Council
	SCA

	Show Cause Authority
	SCI

	Sensitive Compartmented Information
	SF

	Standard Form
	SIOP-ESI

	Single Integrated Operational Plan-Extremely Sensi...
	SJA

	Staff Judge Advocate
	SOUIF

	Senior Officer Unfavorable Information File
	TAFCSD

	Total Active Federal Commissioned Service Date
	TDY

	Temporary Duty
	TFCSD

	Total Federal Commissioned Service Date
	TMO

	Traffic Management Office
	TR

	Training Report
	UCMJ

	Uniform Code of Military Justice
	UIF

	Unfavorable Information File
	UOTHC

	Under Other Than Honorable Conditions
	USAFA

	United States Air Force Academy


	Attachment 2 AFI 36-3206, ADMINISTRATIVE DISCHARGE...
	(With Expected Processing Time (Days Allowed) Obje...
	GRADE/NAME/SSAN: _________________________
	PROBATIONARY_____ NONPROBATIONARY _____
	Table A2.1.� Worksheet.
	Table A2.2.� Worksheet Continued.
	Table A2.3.� Worksheet Continued.

	Attachment 3 BOARD OF INQUIRY CHECKLIST
	______________________________ __________ ________...
	Officer’s Grade, Name, SSAN (MAJCOM) (Date)
	Table A3.1.� Checklist.

	Attachment 4 CASES
	Figure A4.1.� Tabbing and Labeling of Cases.
	Figure A4.2.� Example.
	Figure A4.3.� BOI Case Sample.
	Figure A4.4.� Good of Service Sample.

	Attachment 5 OFFICER GRADE DETERMINATION RECOMMEND...
	1. I have reviewed the member's military record an...
	a. Officer has/has not had a court-martial convict...
	b. Officer has/has not had a civil court convictio...
	c. Officer has/has not been punished pursuant to A...
	d. I have considered all the other factors regardi...
	2. I understand if any item in 1a through 1d are a...
	//commander's signature element//

	Attachment 6 COMMANDER’S ACTION MATRIX
	Table A6.1.� Matrix.

	Attachment 7 CSS MEMORANDUM TO SENIOR RATER SAMPLE
	MEMORANDUM FOR: (Rater or Senior Rater, as applica...
	FROM: Unit Personnel Office
	SUBJECT: Memorandum of Transmittal
	The attached (Officer Performance Report, Officer ...
	(For Rater and Rater’s Rater) You are reminded tha...
	(For Senior Rater) Attached you’ll find the (draft...
	SIGNATURE ELEMENT
	Attachments:
	1. OPR/TR/PRF Shell
	2. UIF (if applicable)
	3. PIF


	Attachment 8 SAMPLE CERTIFICATION STATEMENT
	(ADD TO OPR/TR/PRF SHELLS PIF/UIF REVIEW CERTIFICA...
	____________________________ _____________________...
	(RATER) (DATE)
	____________________________ _____________________...
	(ADDITIONAL RATER) (DATE)
	____________________________ _____________________...
	(UNIT COMMANDER) (DATE)
	____________________________ _____________________...
	(SENIOR RATER) (DATE)

	Attachment 9 ACCOUNTABILITY CHANGES
	A9.1.� General.
	Provide comprehensive review of the content of CSA...

	A9.2.� Methodology.
	Use CSAF message as basic document to establish fo...

	A9.3.� References.
	CSAF NOTAM 98-2; AFPC/CC Msg, 121300Z May 98, Impl...

	A9.4.� Background.
	In February 1996, enhanced accountability procedur...

	A9.5.� Documentation:
	A9.5.1.� UIF/Control Roster Effect on Evaluations:
	A9.5.1.1.� Documentation changes affect OPRs, PRFs...
	A9.5.1.2.� Commanders, raters and senior raters ar...
	A9.5.1.3.� Raters must consider making comments on...
	A9.5.1.4.� OPR and PRF comments are strongly recom...


	A9.6.� UIF Filing/Disposition:
	A9.6.1.� Court-martial orders, Article-15 document...

	A9.7.� UIF System Updates:
	A9.7.1.� Unit commanders and JA are required to re...
	A9.7.2.� UIF Monitors conduct an audit of their of...
	A9.7.3.� All AF Forms 1137 on officers must be for...

	A9.8.� Court-Martial/Article-15 - Effect on Evalua...
	A9.8.1.� Comments on the officer’s behavior/conduc...
	A9.8.2.� Raters must consider OPR comments when th...
	A9.8.3.� Comments on court-martial conviction are ...
	A9.8.4.� Commanders consider PRF comments when off...
	A9.8.5.� Evaluators are not restricted from includ...

	A9.9.� Court-Martial/Article-15 - Filing/Dispositi...
	A9.9.1.� Disposition of information being filed in...
	A9.9.1.1.� Impact of misconduct on AF mission.
	A9.9.1.2.� Impact of misconduct on AF as instituti...
	A9.9.1.3.� Relationship of misconduct to officer's...
	A9.9.1.4.� Grade, rank, assignment, and experience...
	A9.9.1.5.� Number of separate violations, frequenc...
	A9.9.1.6.� Consequences of misconduct such as deat...
	A9.9.1.7.� Existence of aggravating factors.
	A9.9.1.8.� Rehabilitative intent of Article-15, if...
	A9.9.1.9.� All Article-15s and LORs filed in OSR w...
	A9.9.1.10.� Article-15s and LORs will remain for o...


	A9.10.� LORS - Filing/Disposition:
	A9.10.1.� LORs. Senior Raters have the option to p...
	A9.10.2.� LOR Filing Procedures. The immediate com...
	A9.10.3.� The decision to file or not to file the ...
	A9.10.4.� The MAJCOM/FOA records custodian will fi...
	A9.10.5.� If the officer's senior rater is not an ...
	A9.10.6.� LOR retention period in the OSR. LORs fi...

	A9.11.� Assignments:
	A9.11.1.� AFPC will be furnished with copies of of...
	A9.11.2.� In the area of assignments, AFPC will pr...
	A9.11.3.� When an officer is under assignment cons...
	A9.11.4.� If an officer receives an assignment pri...
	A9.11.5.� The UIF monitor and Outbound Assignments...

	A9.12.� Awards and Decorations:
	A9.12.1.� DECOR 6 RIPs are flagged in item 6 to sh...
	A9.12.2.� Awards and decorations changes include a...

	A9.13.� Transfer of Adverse Information:
	A9.13.1.� Transfer of adverse information (Article...
	A9.13.2.� The transfer of adverse information from...
	A9.13.3.� Officers receiving adverse administrativ...
	A9.13.4.� Decisions to file/not file Article-15s o...
	A9.13.5.� LORs issued prior to 1 Feb 96 may not be...



