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This instruction implements AFPD 38), Accession of Air Force Military Personnelnd will

be used with AFI 3&2002,Regular Air Force and Spedi&ategory Accession#Fl 36-2005,
Appointment in Commissioned Grades and Designation and Assignment in Professional
Categorie® Reserve of the Air Force and United States Air Foaied AFI 362013, Officer
Training School (OTS) and Enlisted Commissiorifnggrams (ECP)This instruction provides
guidance and procedures necessary for AFRS personnel to recruit and select, from civilian
sources, a sufficient number of qualified persons to meet Air Force manning requirements
without regard to race, color, igion, sex, or national origin. It does not apply to Air National
Guard (ANG) or Air Force Reserve Command (AFRC) units or members. Refer questions or
suggested changes to Headquarters, Air Force Recruiting Service, Enlisted Programs
Management Branch (HRFRS/RSOP), 550 D Street West, Suite 1, Randolph AFB TX 78150
4527.

Failure to observe the prohibitions and mandatory provisions in paragtapttsough1.8.4
may result in punishment under ArgcB2 or other articles of the Uniform Code of Military
Justice (UCMJ).

This instruction replaces or revises guidance previously found in AETCI 32002, 18 April

2000. It requires the collection and maintenance of information protected by the Privaocy Act
1974. The authority to collect and maintain the records prescribed in this instruction is Title 10,
United States Code (U.S.C.) 503, 837, 839, 716, 672(d), 689 and Title 50, U.S.C. 456. System of
records notices FO36 AETC A,ead Management SysterR036 AF PC H, Air Force
Enlistment/Commissioning Records Systamd F036 AF PC PApplication for Appointment
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and Extended Active Duty Fileapply. Before asking for the information, the requester will
show and, upon request, give the affected individuatiea& Act Statement for each IMT,
form, format, or form letter used to collect personal data.

See Attachment 1 for a glossary of references and supporting information used in this
publication. Ensure all records createsla result of processes prescribed in this publication are
maintained in accordance with AFMAN 3863, Management of Recordand disposed of in
accordance with the Air Force Records Disposition Schedule (RDS) Ilocated at
https://afrims.amc.af.mil/rims.cfm. The use of the name or mark of any specific manufacturer,
commercial product, commaodity, or service in this publication does not imply endorsement by
the Air Force.
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Chapter 1
PROFESSIONAL CONDUCT STANDARDS AND MANAGE MENT GUIDANCE
Section 148 Standards

1.1. Overview:

1.1.1. The standards in this section serve as the foundation for professionalism and integrity
in the conduct of dayo-day AFRS busings.

1.1.2. Recruiting personnel who violate any standard in this section are subject to

di sciplinary action under the UCMJ, Articl e
persons assigned to AFRS, including its groups and squadrons, regardtess ity Air
Force specialty code (AFSC) . ARecruitero i

noncommissioned officer (NCO), or Airman whose primary duty is to recruit Air Force
enlisted members, officers, or officer candidates.

1.1.3. All members ofAFRS should be familiar with and discuss their understanding of this
section while iaprocessing, during training meetings, or whenever necessary to emphasize
the importance of Air Force Core Values.

1.1.4. Malpractice (paragraph.2), misconduct (paragraph3), and irregularities (paragraph
1.4) will not be condoned.

1.2. Malpractice. Malpractice is defined as:

1.2.1. Concealing, advising an applicant or other pertm conceal, or conspiring with an
applicant or other person to conceal disqualifying factors.

1.2.2. Any action to qualify an ineligible applicant in violation of directives.

1.2.3. Any intentional action to mislead or misinform a prospect or apgptiregarding any
aspect of recruiting policy, procedures, entitlements, or benefits.

1.2.4. Any intentional misinformation designed to induce an applicant to apply for or accept
enlistment, commissioning, or appointment.

1.2.5. Any other intentionkaviolation of recruiting policy or procedure that results in the
processing or enlistment, commissioning, or appointment of an ineligible applicant.
Recruiters will not advise applicants regarding the transfer of dependent custody or changing
marital statis for the purpose of entry into the Air Force.

1.2.6. Initiating or participating in any action to influence lawyers, attorneys, law
enforcement officials, or judicial authorities to release, dismiss, drop charges, or otherwise
mitigate dispositions tgualify an individual for Air Force enlistment, commissioning, or
appointment. Recruiting personnel will not accompany applicants to court.

1.2.7. Purchasing or using any type of drug testing product to attempt to predetermine an
applicantians qualificat
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1.3. Misconduct. Misconduct is defined as any willful or intentional conduct contrary to this
instruction or any other applicable publication that is prejudicial to the good order and discipline
of the Armed Forces, or of a nature that couldddrscredit upon the Air Force.

1.3.1. Recruiting personnel will not release any applicant information to agencies or persons
outside of the Department of Defense (DoD). Instead, they will refer all inquiries or requests
for such information to the lotcaommander.

1.3.2. Applicants who enlist in the Delayed Entry Program (DEP) or take a commissioning
oath in the Air Force Reserve will not be ordered or otherwise forced to report for active duty
(AD) or extended active duty (EADRecruiting personnelwill not make statements that

imply the Air Force will take legal action against an applicant who refuses to go AD or
EAD.

1.3.3. Recruiting personnel will not become involved or otherwise assist in general
educational development (GED) testing of induals beyond advising them to contact the
nearest state education official authorized to administer the GED test.

1.3.4. Recruiting personnel will maintain high standards of conduct and be totally
professional in their relationships with applicantappropriate conduct and unprofessional
relationships include, but are not limited to, the following:

1.3.4.1. Developing or attempting to develop or maintain an intimate personal
relationship with an applicant.

1.3.4.2. Making sexual advances towampplicants or seeking or accepting sexual
advances from applicants.

1.3.4.3. Dating or attempting to date any applicant whose processing has begun, but has

not been terminated due to the applicanté
unacceptabilit outlined elsewhere in this instructionNdte: For purposes of this

paragraph, an applicantds processing IS no
until the withdrawal and termination is ap

chief or a higher authority.) Each recruiter will ensure he or she signs AFRS Form 6,
Discrimination and Sexual Harassment Briefingth the applicant. The recruiter will

then put the form in the applicantés case
Air Force Recruiting Information Support System [AFRISS].) MEPS personnel keep the
form in the case file package. They send t

EAD and keep a copy in the residual file.

1.3.4.4.Using grade or position, threatpressure, or return of favors or favorable
treatment in an attempt to gain sexual favors from applicants.

1.3.4.5. Engaging in any verbal or physical conduct of a sexual nature that creates an
intimidating, hostile, or offensive environment.

1.3.4.6 Using personal resources to provide applicants with lodging or transportation.

1347.Accepting an applicantos per sonal bel
reason.
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1.3.5. Recruiting personnel will not sponsor an alien for permanent residertbe United
States by citing the Air Force as a prospective employer. In addition, they will not recruit in a
foreign country unless invited by the government (specifically Canada and Mexico).

1.4. Irregularity. Irregularity is defined as any othercraiting infraction not covered under the
purview of malpractice or misconduct. This includes an unintentional action that causes a
prospect or applicant to be misinformed about any aspect of the recruiting or enlistment process,
policies, procedures, etidments, and benefits.

1.5. Referring Complaints. Persons with policy and procedure complaints will not be advised,
instructed, or otherwise assisted by recruiting personnel in contacting congressional
representatives, HQ AFRS at Randolph AFB TX, Reicrg Service Inspector General liaison
(HQ AFRS/IGQL) at Lackland AFB TX, or 319th Personnel Processing Squadron at Lackland
AFB TX. Recruiting personnel will refer all complaints that cannot be resolved and questions
that cannot be answered to their isulfate supervisor. If the immediate supervisor is not
available, recruiting personnel will elevate the complaints through the chain of conifieyd.

will not release names, addressespal addresses, or phone numbers of personnel or offices
above the sqadronrcommander level.

1.6. Referring Inquiries. Recruiting personnel will not respond to official inquiries,
allegations, or complaints received directly from Air Force members, parents, legal officials, or
legislative representatives from any levelgoflvernment, except as authorized by HQ AFRS/IG.
Instead, recruiting personnel will refer all such inquiries to the squadron commander, who will
address them directly or forward them to the appropriate office or agency for further action. For
congressionainquiries, squadron commanders will submit a draft response to HQ AFRS/IGQ
who will prepare the official response through SAF/LL to the congressional representative.

1.7. Recruiting Service Investigations.Recruiting personnel will provide any and all
pertinent, available information to investigating officers or other representatives duly appointed
to conduct investigations and will otherwise fully cooperate with them.

1.8. Reporting and Investigating Recruiting Malpractice, Misconduct, and Irregulaities:

1.8.1. Recruiting personnel must report actual or suspected recruiting malpractice,
misconduct, or irregularities to their immediate commander. Recruiting group and squadron
commanders will ensure all allegations or complaints of suspectguiatiate, misconduct,

or irregularities (including allegations forwarded from the US Military Entrance Processing
Command [USMEPCOM] and military entrance processing stations [MEPS]) are
investigated. The decision to conduct a formal investigation redts tve individual
commander. However, he or she should only make this decision after consulting with the
servicing base legal office or HQ AFRS/JA.

1.8.2. The group or squadron commander initiating an investigation (or his or her designated
representatie) must notify HQ AFRS/JA that an investigation has been initiated, provide the
name of the appointed investigating officer, and obtain guidance concerning the proper
procedures for conducting and documenting the investigation. Commanders will also ensure
investigating officers obtain legal advice and guidance from HQ AFRS/JA or their servicing
base legal office before conducting the investigation. Any completed investigation must
comply with either the SAF/IGQ or HQ AFRS/JA report of investigation (Roinats. In
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all cases, commanders must keep HQ AFRS/JA informed on all aspects of each investigation
or command action.

1.8.3. Prior to a determination on the merits of the investigative findings and an
administrative or disciplinary command action, coamalers will obtain a written legal
review of the ROI from their servicing base legal office or HQ AFRS/JA.

1.8.4. On completion of any commandeirected investigation, commanders will ensure HQ
AFRS/JA is notified of summarized results of their invgaiive findings and any resultant
command action. If the HQ AFRS/IG referred the investigation to the commander, the
commander will ensure the HQ AFRS/IG is also notified by a similar summarized result of
findings and command action. This notification nraglude a copy of the ROl itself.

Section 1B Management Guidelines

1.9. Returning Persons in Absent Without Leave (AWOL) or Deserter Status to Military
Control. If a person claiming to be in AWOL or deserter status telephones a recruiting office,
the recruiter will ask the caller for his or her name, branch of service, last unit assigned, and
social security number (SSN)o suggestions or advice will be giverhe recruiter will then

cal l the member s squadr on a gehnt, guperietendert,eor i nf o
commander. The first sergeant will then cont a
base | aw enforcement desk for further gui da

unavailable, the same first sergeant will conthe nearest military installation security police
unit for instructionsNote: The same procedures apply if the person walks into a recruiting office
and claims to be AWOL or a deserter.

1.10. Handling Personnel Who Become Disqualified or Refuse To §hAfter Taking the

Oath of Enlistment. If a person swears in and is subsequently disqualified or voluntarily
refuses to ship to his or her initial training destination, the recruiting squadron responsible for
accessing the Airman will ask the USMEPCOMatoend the orders assigning the Airman to the
recruiting squadron. The recruiting squadron will then ask the servicing military personnel flight
(MPF) to issue discharge orders in accordance with ARB2ZB, Administrative Separation of
Airmen.MEPS liai®n personnel will not Aunconfirmo and
sworn into AD. An applicant refusing to ship after swearing into AD will not be forced to travel

to the initial training destination.

1.11. Air Force Recruiting Information Su pport System (AFRISS). AFRISS will be used to
conduct all processing activities to include leads, applicant tracking, processing, and applicant or
DEP followup. When used properly, this system gives squadron managers access to production
data that previaly had to be gathered manually. Squadron commanders will ensure manual
tracking is reduced to the absolute minimum and make maximum use of ARRI®SIn the

event AFRISS becomes unavailable for an extended period of time, AFRS FormP&3bdal
Interview Record,1319A, Personal Interview Record (Continue@nd 1340 ead Refinement
Recordwill be manually accomplished to ensure uninterrupted applicant processing.

1.12. Interservice Recruitment Committee (IRC):

1.12.1. Squadron commandersearvoting members and are responsible for resolving all
problems related to MEPS processing (mental testing, physical examinations, processing
schedules, applicant transportation, meals, lodging, etc.) at the local level.
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1.12.2. Squadron commanders shtaattend all IRC meetings. If they cannot attend due to
emergency leave, higher headquarters TDY, or some higher priority schedule conflict (that
cannot be resolved) a designated squadron representative will attend. Squadron
superintendents, MEPS liaisosupervisors (MLS), and other squadron personnel are
encouraged to attend. Squadron commanders will ensure a copy of the IRC minutes is sent to
their operations flight.

1.12.3. Squadron commanders will take immediate action to resolve problems at #st low
level. Problems that cannot be resolved locally will be elevated through the chain of
command.

1.12.4. Group commanders will elevate issues to HQ AFRS/RSOPA when necessary. They
will ensure a copy of their mitivel interservice recruitment commit¢MIRC) minutes is
sent to HQ AFRS/RSOPA.

1.13. Test Control Officer (TCO). Squadron commanders will appoint, by memorandum, their
operations flight commander or support flight commander as the unit TCO.

1.14. Recruiter Zone Map (RZM):

1.14.1. HQ AFRS/RSOAM is the OPR for the RZM and will provide specific procedural
guidelines for updating and maintaining the RZM.

1.14.2. HQ AFRS/RSOA will maintain anelectronic RZM designed to reflect the
boundaries of each r eckeyelement id distributng eads ahth e R Z
Armed Services Vocational Aptitude Battery (ASVAB) High School Testing Program data to
recruiters in a timely fashion. Because the RZM is also the cornerstone for flight and
recruiter zondevel market analysis activas, it must accurately reflect the geographic
boundaries of each recruiterds zone.

1.14.3. Squadrons are responsible for ensuring the accuracy of the zone boundaries within
their squadron. They must submit zone modification information in the fornpaper map

(Rand McNally’ or any other original map) to HQ AFRS/RSOAM whenever recruiter zones
are changed or realigned or when authorizations are added or dé\etied Rhotocopies or

faxed copies of maps are not acceptable.) Squadrons will providedeRZMs to HQ
AFRS/RSOAM as part of the AFRS Form 1399 Recruiting Service Authorization
Change Requegprocesr when other zone boundary changes not requiring an AFRS Form
1399 are to be implemented. (AFRS Form 1399 is prescribed in AFRE)13&ir Force
Recruiting Service Operational OrganizatioRefer to that publication for guidance on
filling out this form.)

1.15. Market Surveys:

1.15.1. Recruiters and flight commanders or chiefs are responsible for conducting and
maintaining a marketurvey for their areas of geographic responsibility. Flight commanders

or chiefs wi | | compl ete the mar ket survey
demographic information on all schools into AFRISS. Recruiters will complete the market
survey (AFRS Form 13680fficer Accessions Market Survey, AFRS Form 1389Market

Survey Informatio)y appropriate for their assigned zone.
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1.152.FIl i ght commanders or chiefs wil/| mai nt ai |
They will consolidate the formation on an appropriate market survey form and forward a

copy to squadron operations. Market surveys will be completed annually and sent to
squadron operations no later than (NLT) 30 December of each year or when significant
changes occur.

1.15.3. New recruiters and supervisors will review and update the market surveys with their
supervisor within 90 days after arrival. The flight commander or chief will establish
procedures to validate at least 50 percent of the market data in each flight and office
program. They will attach a record of the validation to the market surveys and send the
package to squadron operations. (I'n this <ca
formulas such as high school seniors or net reservation goaling or residari@t used in

physician goaling.) Fully qualified markets need not be validated.

1.15.4. Squadron operations will review the market surveys for accuracy and provide written
feedback to flights for corrective action. They will suspense the correctivensador
followup to ensure compliance. In addition, squadrons will determine how to use the results
to ensure fair and equitable goaling.

1.15.5. Squadron operations will validate at least 10 percent of the market for goaling
purposes for each flightiocumenting and filing the validation with the market surveys. Fully
gualified officer accession (OA) markets need not be validated unless they are used as a
factor for goaling.

1.16. Goal Allocation, Competition System, and Incentive Awards ProgramsHQ AFRS

will publish policies and procedures in support of these programs. The AFRS Commander is the
final approving authority. Based on policy guidance issued before each fiscal year (FY), groups
will publish instructions that reflect the current FY pram priorities after receipt of HQ AFRS
publications. Squadrons will publish operating instructions (Ol) that recognize and address
AFRS needs after publication from their respective groups. Each flight commander or chief will
maintain Ol on goal allocatip competition, and incentive award programs as a minimum. Ols
must be written in an understandable manner and reviewed at least annually for accuracy and
currency. Unless otherwise specified, the goal will be allocated to the recruiter level. Do not
withhold the goal. Goaling authorities will not goal more goal cumulatively than goal allocated.
Nonprior service (NPS) enlisted accession (EA) net reservation goals will be distributed
monthly. Squadron commanders have discretion regarding allocation ofgoihlerto the EA

level.

1.16.1. Factors Used To Goal SquadronsHQ AFRS will develop and distribute all goals
for the group with suggested goals to the squadrons. When goaling squadrons, marketing,
manning, and past production are factors to be uskelpoensure fair and equitable goaling.

1.16.2. Factors Used To Goal Flights and RecruitersSquadrons and flights should use

market and manning as primary factors when breaking out goals. EA net reservation goals

will be distributed monthly. When ragters take leave, go TDY, or are absent due to a bona

fide medical illness, their goals may be adjusted. Production flight chiefs will publish flight
goal s. FI'i ght commanders or chiefs wild|l al | c
is not authazed. The publishing timing will depend on the specific recruiting program.
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1.17. Planning. To ensure proper time management and productivity, recruiters must plan their
activities in advance to include daily, weekly, monthly, and annual planninéarhipg guide

must be used (may be AFRISS). Include all activities in the activity plan. -@fessnce all

areas (planning guide, AFRS Form 138ghool Program Foldetead lists, annual and monthly
plans, etc.). Mai nt ai romaléted pl@nairggtguidé onrfile.nt hs 6 wor

1.18. Expectations:
1.18.1. EA Program. EA flight chiefs:

1.18.1.1. Will set written applicargenerating activity expectations for their recruiters in

training and recruiters who are ydardate, notacrosstheboard (NATB) on net
reservation goal. Using the flow trend and production analysis data, base the expectations
on the recruiterdés goal and success and | o

1.18.1.2. Will review performance against these expectations, provide written feedback

on a weekly basi s, and ma k e adjust ments
requirementsNote: In the event AFRISS becomes unavailable for an extended period of

time, flight chiefs may use AFRS Form 148ecruiter Daily Activity Logto track a

recrute 6s daily activity.

1.18.1.3. Are responsible for directing the use of recruiting tools in sufficient volume and
frequency to ensure applicagenerating activities and a consistent flow to the MEPS is
generated to achieve assigned godete: A written copy o f t he fli
expectations and recruiterds performance
accordance with the Air Force RDS, Table 36.10, Rule 10.

1.18.2. OA Program. OA flight chiefs:

1.18.2.1. Will set written monthly recrtigenerating activity expectations and quarterly
application flow expectations for their recruiters. Using the flow trend and production
anal ysis dat a, base the expectations on tl
critical timing of flow. (Corsult program announcements and board schedules.)

1.18.2.2. Will review performance against established expectations on a weekly basis for
ALL recruiters and make adjustments based

1.18.2.3. Are responsibldor directing the use of all recruiting tools in sufficient volume
and frequency to ensure a consistent application flow to HQ AFRS is generated to
achieve assigned goalNote: A written copy of the flight chief's expectations and the
recr ui t e ncé=view &ill be &aptromfile for 1 year.

1.19. Office Visits. EA and OA flight chiefs will:

1.19.1. Conduct and document an office visit with each recruiter monthly unless otherwise
directed by the squadron superintendent. Assess the effecivehdhe seven missien
critical tasks: lead generation, leads prospecting, applicant sales, applicant processing,
planning, marketing, and DEP management.

1.19.2. Validate accomplishment of suspenses and other activities as directed by squadron
managemt. A written copy of the office visit will be kept on file by both the recruiter and
flight chief for 6 months.
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1.19.3. Provide written guidance and suspense the recruiter to correct any deficiencies.
Follow up on guidance provided to ensure deficiesnevere corrected.

1.20. An Overview of Customer Service StandardsRecruiting personnel will render the
highest level of courtesy, professionalism, and customer service at all times when dealing with
applicants, influencers, and the American publionsistently high levels of customer service
provide a competitive advantage and are essential to continued Air Force recruiting success in an
increasingly aggressive marketplace.

1.21. Elements of Successful Squadron Customer Service ProgramSustomerservice
programs serve as a powerful foroeiltiplier for recruiters. Squadrons will employ all (but are
not limited to) the following tools and techniques:

1.21.1. Customer Feedback MechanismsSquadron leadership or designated
representatives will aintain customer feedback mechanisms and augment them with random
phone surveys. It is important to regularly receive customer input on successes and failures
of recruiting operations.

1.21.2. Metrics. Squadron commanders will track key customer sentiend data to
identify areas for improvement. They will review and discuss metrics during quarterly
management meetings and performance feedback sessions for appropriate personnel involved
with direct customer service. Metrics will change to analyzetiifileth trends and processes.
Metrics might include, but are not limited to measuridote: Squadron commanders will
compile the results of their metric reviews and report process improvements [where
indicated] to group commanders, who will, in turn, esvieach squadron in their respective

group.)
1.21.2.1.Internal customer satisfaction (MEPS, marketing, support personnel).
1.21.2.2. Overall applicant satisfaction with individual recruiter performance.

1.21.2.3.Inspector general (IG), basic mary training (BMT), and congressional
complaint history.

1.21.2.4. Applicant MEPS processing satisfaction.
1.21.2.5.Recruiter avoidable losses (RAL).
1.21.2.6. Waiver processing satisfaction.
1.21.2.7.DEP customer satisfaction.
1.21.2.8.Refusals and declinations.

1.21.2.9. Application errors.

1.21.2.10.Leads contact.

1.21.3.Cust omer Ser vi c e |demtByeasd adoptrusetult customesr sedvice

best practices. Many individual recruiters and flights have developed higldyative and
successful approaches to enhance their customer service. Commanders are highly encouraged
to promote the sharing of these best practices so overall levels of squadron customer service
are raised.
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1.21.4. Education and Training. Regular customer service training for all assigned
personnel is a command responsibility. Local commanders will ensure all assigned personnel
receive this training tailored to their local markets. While not required, such training is
normally documented on an AMT 623A, On-the-Job Training RecordContinuation Sheet.
Specific elements of the training should include, but are not limitetNaie( AF IMT 623A

is prescribed in AFI 32201, Volume 3Air Force Training Program on the Job Training
Administration.Refe to that publication for guidance in filling out this IMT.)

1.21.4.1. Obtaining applicant and recruiter feedback and handling complaints.
1.21.4.2. Accurate and timely communication with applicants and inquirers.
1.21.4.3.Review of general custeer service concepts.

1.21.4.4. Techniques for tactfully dismissing applicants.

1.21.4.5. Applicant followup.

1.21.5. Accountability. Accountability iIis key to the prog
ensure commitment to consistently deliver exarglicustomer service during every recruiting
encounter. They must also ensure those who fall short are properly educated, trained, and
held accountable for results in this area.

1.22. Group and Squadron Commander Responsibilities.Group and squadron monanders
will implement and ensure maintenance of effective customer service programs in their units.
The following items are the minimal elements for a functional program:

1.22.1. No less than quarterly, clearly and regularly emphasizing to assignemhpel the
importance of customer service. Additionally, incorporating customer service and customer
orientation as a factor considered in performance evaluations and award nominations. (Refer
to the discussion of metrics in paragrdp®l.)

1.22.2. Conducting prompt fadinding regarding all customer service complaints and
initiating managerial or training sessions or adjustments as needed. Using complaints and
feedback about customer service failures as opportunitieBpimve processes and ensure
accountability.

1.22.3. Regularly reviewing customer service metrics with key unit leadership during normal
feedback sessions and management meetings and appropriately recognizing and/or
intervening to adjust local performee, as needed, to achieve positive reswiste:
Squadrons commanders will accomplish quarterly reports of results and improvements,
where identified, to group commanders, who will ensure the reports are evaluated,
consolidated, and have appropriate dallup. Group commanders will maintain actions
taken, thereby establishing a database for quarterly and annual review.

1.22.4. Establishing appropriate managerial controls to gauge the effectiveness of customer
service provided in each production and supglight and staff agency. These controls
should provide regular, direct feedback for customer service metrics.

1.22.5. Ensuring all personnel receive customer service training tailored to their function and
to local conditions or the market.
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1.23. AFRS Staff Responsibilities:
1.23.1. HQ AFRS/RSOT will:

1.23.1.1.Research, implement, and maintain standardized customer service training
curricula for recruiter initial qualification training, flight chief training, staff training,
executive taining, and other training workshops at HQ AFRS.

1.23.1.2.Publish training packages and curricula for local personalization and use as
necessary.

1.23.2.HQ AFRS/IG will provide group commanders will complaint analysis at least
guarterly and task gup commanders to report complaint resolution as needed.

1.23.3. HQ AFRS/FM will staff and provide cost estimates and fund staff support for
customer service training and evaluation materials and other associated costs as needed.

1.23.4. HQ AFRS/RSIwill provide technical support to create wiesed customer service
feedback mechanisms.

1.24. Flow Trend and Production Analysis:

1.24.1. Flight chiefs will analyze recruiter flow trend, squadrons will review flight flow
trends, and groups will veew squadron flow trends. HQ AFRS/RSO will review group flow
trend reports as deemed necessary.

1.24.2. Flight chiefs will use production management reports available in AFRISS to track
and monitor productiogenerating activities. They will review mioction flow trend data
monthly and quarterly, using the management reports available in AFRISS.

1.24.3. At least quarterly, flight chiefs will provide written flow trend feedback, highlighting
areas of concern with proposed solutions, to all recruketiining and recruiters who are
yearto-date NATB. They will forward a copy of the quarterly flow trend analysis to
squadron operations by the 10th workday after each quarteroigs.A copy of the flow
trend feedback will remain on file in both trexruiting office and flight office for 1 year.

1.24.4. At least quarterly, squadron operations flights will provide written flow trend
feedback, highlighting areas of concern, to the superintendent of all EA and OA flights by
the 10th workday of the amth following the end of a quarter. The squadron superintendent

wi || review the operations flightés recomme

flight chiefs. A copy of each flightos i
flight for review, action, and filingNote: The flow trend feedback will remain on file for 1

year.

1.24.5. Groups will establish policies and requirements for flow trend from the squadron to
the group.

1.25. Production Indicators:

1.25.1. EA flight chiefs will track the following: leads, active personal interview records
(PIR) not tested, test qualifigtbt processed, MEPS activity, qualified and waiting (QW),
out of DEP, DEP or EAD bank, cancellations, waivers, MEPS recoverable losses, and
suspenses.
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1.25.2. OA flight chiefs will track the following: leads, working PIRs, working applications,
selects not commissioned, commissioned or EAD, declinations, waivers, and suspenses.

1.25.3. To drive production, all flight chiefs should use available pradnaiata to evaluate
and provide feedback to their recruiters.

1.26. Other Analysis. Squadron operations will provide additional reports and analysis as
requested by squadron management. The superintendent will provide feedback to flight chiefs as
appopriate. Other reports (bgounty accession reports, BMT and technical training attrition
reports, etc.), will be reviewed when received, and written analysis and feedback will be
provided as necessary or as requested by squadron management.

1.27. Group Operations Flight Management. In addition to other duties outlined in this
instruction, group operations flights will assist management in produdtiated issues by
providing products and assessment of programs. As a minimum, group operationsvilights

1.27.1. Establish tracking procedures for EA and OA programs to at least flight level,
making maximum use of AFRISS products.

1.27.2. As directed by group management, publish and distribute standings for all EA and
OA by recruiter and flight. iack and publish eligibility for HQ AFRS competition programs.

1.27.3. Publish group goaling and incentive award Ols within 30 days after receipt of HQ
AFRS Instructions. Forward a copy of approved group goaling, competition, and incentive
awards instrations to HQ AFRS/RSOA no later than 45 days after receipt.

1.27.4. Review and approve squadron goaling, competition, and incentive awards Ols.
Provide written feedback within 30 days of receipt on discrepancies. Provide suggested
corrections, suspensge corrective actions for fix, and follow up to ensure compliance.

1.27.5. Monitor waivers and eligibility determinations from receipt to final disposition and
provide group management with a consolidated squadron waiver analysis quarterly, using
AFRISS reports.

1.27.6. Review squadroiproduced analyses and provide recommendations as directed by
group management.

1.27.7. Serve as the liaison between squadron operations and higher headquarters concerning
productionrelated issues.

1.28. Group OA Program Manager Responsibilities. The group OA program manager will:

1.28.1. Monitor all squadron OA programs production, except the Air Force Reserve Officer
Training Corps (AFROTC) scholarship program.

1.28.2. Assist group management on OA protioic-related issues and assessment of those
programs.

1.28.3. Provide training to OA flight commanders and flight chiefs as necessary or as
requested by squadrons.
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1.29. Squadron Operations Flight Management.In addition to other duties outlined this
instruction, squadron operations flights will assist management in produelstad issues by
providing products and assessment of programs. As a minimum, squadron operations flights will:

1.29.1. In coordination with the superintendent, estiblprocedures for monthly DEP bank
validation.

1.29.2. Establish tracking procedures for productiefated issues. These include daily
MEPS activities, EADs, cancellations, net reservations, prior service (PS), OA production,
MEPS losses, testers, aoithers as required.

1.29.3. Track all applicants applying for OA and EA program credit concurrently. This
applies to any program leading to a commission in the Air Force.

1.29.4. Publish, maintain, and distribute a daily recruiter activity repatieéaecruiter level.

1.29.5. Review suspenses at least weekly, identify concerns (overdue enlistment agreements
[AF Form 300Xseries], source documents, out of DEPs, etc.), and take appropriate action.
Note: A" AF FormeBDOXO0 i s a olowirfgdormsnAFeForriso300b he f
Guaranteed Aptitude Area Enlistment Agreer@dwon-Prior Servicd United States Air

Force; 3006, Enlistment AgreemeditPrior Service/Active AFRES/ANGUnited States Air

Force; 3007, Guaranteed Training Enlistment Agreem@&ion-Prior Servicéd United

States Air Forceand 3008 Supplement to Enlistment Agreen@ebinited States Air Force;

as applicable. (AF Forms 3005, 2006, 3007, and 3008 are prescribed in-26036Refer

to that publication for guidance on filling out the forms.)

1.29.6. Help develop squadron competition programs and maintain tracking products for
both EA and OA programs. Publish and distribute monthly, quarterly, and yearly standings
for all programs by recruiter and flight. Track eligibility and standingsH@QrAFRS, group,

and squadron incentive award programs (silver badges, Olympiads, etc.).

1.29.7. Publish squadron goaling instructions NLT 30 days after receiving the annual FY
goal and immediately forward the goal to the group for approval. As a gemdeal
operations will be using goaling methodology approved by squadron management for the
month of October. Thereafter, adjustments may be made once firm goals are released from
HQ AFRS to groups.

1.29.8. Help develop and review flight competition grams and tracking products.

1.29.9. Publish squadron competition Ols NLT 30 days from receipt of HQ AFRS
instructions.

1.29.10. Review and approve flight goaling, competition, and incentive awards Ols. Within
30 days of receipt, provide written fdetk on discrepancies. Provide suggested corrections,
suspense the corrective actions for fix, and follow up to ensure compliance.

1.29.11.Process and track waivers and eligibility determinations from receipt to final
disposition and provide squadronanagement with a waiver analysis quarterly, using
AFRISS reports. Send a copy of the quarterly waiver analysis to group operations.

1.29.12. Monitor USMEPCOM student testing programs and assist when needed.
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1.29.13. Process requests for #8ated isues, Defense Manpower Data Center (DMDC)
checks, and Military Personnel Data System (MilPDS) singie retrieval format (SURF),
and maintain the PS skills list.

1.29.14. Process credit checks and make a financial eligibility determination (FED) twased
this instruction (paragrapd.26), procedural guidance messages (PGM), and squadron
commander policy.

1.29.15. Compile flight National Voter Registration Act (NVRA) data and forward it to
group operations.

1.30. Recruiter Identification Code (RIC) Management in AFRISS:
1.30.1. To change recruiter rules in AFRISS:

1.30.1.1. Squadron operations must maintain a roster of all RICs. This roster must be
validated quarterly for accuracy.

1.30.1.2.For reasons suchsathe temporary assignment of a flight chief or other
manager, send the change request viaa# through the squadron superintendent,
operations flight commander, or operations flight chief to the AFRS Customer Support
Center (help desk). This approvaltlaerity will not be delegatedNote: Squadron
operations will maintain a log of change requests and ensure role changes are kept up to
date to include reversing the process when the temporary assignment is terminated.

1.302.To change asignadRCtlNote:®ntcés aasapplicantds a:
been entered in AFRISS, it will not be changed unless there are extenuating circumstances.)

1.30.2.1.An active record with both recruiters assigned to the same squadron will be
coordinated throughthe squadron operations flight chief. Records involving two
squadrons in the same group will be coordinated through the group operations flight
chief. Records involving squadrons from different groups will be coordinated between
the respective group op¢ians flight chiefs.

1.30.2.2.An active AFRISS record on an applicant in DEP, holding a reservation, or
with a projected basic officer training (BOT) or commissioned officer training (COT)
date will be coordinated with the squadron commander who gao\apthe change. This
approval authority will not be delegated. Using AFRISS, squadron operations will make
the change. When the requested change is from a different squadron, the request will be
sent to the group operations for approval. When the charfgem a different group, the
request will be sent to HQ AFRS/RSOPB for approval.

1.31. Personnel Information Files (PIF). Supervisors will maintain PIFs on all subordinate
personnel as follows:

1.31.1. Keep the PIFs current and correct in content.

1.31.2. Include such documents as copies of personnel actions, favorable and unfavorable
correspondence, and AF IMTs 17Record of Individual CounselindAF IMT 174 is
prescribed in AFl 3@907, Unfavorable Information File (UIF) ProgramRefer to tkat
publication for guidance on filling out this IMT.)

1.31.3.Keep PIFs in a locked area accessible only to supervisors, first sergeants, and
commanderdNote: The individual of record is allowed access.
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1.31.4. Dispose of these records when supegdedio longer needed, upon separation, or
upon reassignment of the individual to either a PCA or a &@8deof recruiting. In the
case of reassignmewithin recruiting, forward the PIF to the gaining supervisor.

1.32. Prospectingd Lead Generation. Flight chiefs will direct recruiter activities to obtain
names and addresses of -agad progranqualified persons in their zone to meet mission
requirements. As these leads are worked, they will be loaded in AFRISS for refinement.

1.33. Prospectingd Lead Refinement. Lead refinement will be completed as determined by
the flight chief. The following three priorities have been established:

1.33.1. Priority 1. Priority 1 leads are those received through the recrgéaerated
program, the national leafiilfillment system, prospective applicant centers of influence
(COl), caltins, school visits, career days, and referrals from any other source. Students who
have passed the high school ASVAB test and
leads. Hight chiefs are authorized to assign any other lead into the Priority 1 category.
Recruiters will attempt to contact all Priority 1 leads within 5 workdays of receipt.

1.33.2. Priority 2:

1.33.2.1.For EAs, Priority 2 leads consist of all qualifieijh school ASVAB test leads
other than Amilitary interested. o0 Recruite

chief instructions.

1.33.2.2.For OAs, Priority 2 leads consist of a list of individuals enrolled in an
accredited college, univergjtor institution reflecting basic educational qualifications for
any current OA program (residency list, college seniors, etc.). Recruiters will contact
these leads according to flight chief instructions.

1.33.3. Priority 3. Priority 3 leads consistfaschool, state license, or American Medical
Association lists and all other leads not assigned to Priority 1 or 2. Recruiters with these
leads according to flight chief instructions.

1.34. Prospecting School Programs:

1.34.1. For EA, recruiters Wi | use AFRISS to establish next
high schools, vocational schools, and tyear junior colleges in their zone NLT the end of
the current school year.

1.34.2. For OA, establish an AFRISS school program for all accreditedegesl
universities, or institutions in their zone of responsibility. This includes assigiyedr4
colleges and universities, nursing schools, and residency programs. Flight chiefs will
establish suspense dates for accomplishing new AFRISS school programs.

1.35. Prospectingd School Visitation:

1.35.1. Flight chiefs will help their recruiters assign priorities for each school (or institution)

is their zone. Schools will be assigned one of three priorities based on productivity (actual or
potential). ®me of the factors to be considered when determining priorities are size of the
student population, distance from the recruiting office, and number of schools assigned to an
individual recruiter. Priority 1 schools are the most productive schools andosmially be

visited monthly. Priority 2 schools are fairly productive and will normally be visited every
other month. Priority 3 schools are the least productive and should be visited once every 3 to
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4 months. If a school is nonproductive, the flight clsiebuld complete a memorandum for
record (MFR) in AFRISS, establishing what visitation schedule, if any, is expected.

1.35.2. EA flight chiefs will periodically accompany their recruiters on school visits to
ensure these visits are student centeredpandiuctive. They will visit schools that refuse to
give the ASVAB (Air Force responsible only), release lead lists, or allow recruiter
visitations. They will treat ¥ear colleges as Priority 1 schools and document these actions
in AFRISS.

1.35.3. OA flight chiefs will establish criteria for school and institution priorities and
visitation in their standards memorandum. The flight commander will visit Priority 1 and 2
schools and institutions that refuse to release lead lists or allow recruiter visitatio
recruitable programs only. Additionally, OA flight chiefs will periodically accompany their
recruiters on school and institution visits to ensure these visits are productive. Flight
commanders will document their actions in AFRISS.

1.36. Production Evaluations (PE): (Note: When necessary, ensure the first sergeant assesses
any nonproduction detractors.)

1.36.1. A PE will be conducted when the operations flight identifies one of the following
conditions or the squadron commander or superinterdiegcts a PE based on production
deficiencies:

1.36.1.1.A certified EA recruiter misses goal for three consecutive months or two
consecutive quarters.

1.36.1.2. A certified EA flight chief misses goal for three consecutive months or two
consecutie quarters.

1.36.1.3. A certified OA flight chief or OA recruiter fails to achieve assigned program
application expectations for a quarter.

1.36.2. When a PE is required, one or more of the following procedures must be employed:
(Note: Tracking of PE and waiver requests will be accomplished and maintained by the
squadron superintendent for a period of 2 years.)

1.36.2.1.For EA and OA recruiters, the squadron superintendent:

1.36.2.1.1.Will review office visit checklists, feedback, suspenssgectations, and
AFRS Form 1484 Recruiter Daily Activity Logfeedback levied on a deficient
recruiter and provide guidance and feedback to the flight chief and flight commander.

1.36.2.1.2.If necessary, will conduct an office visit to the deficieatruiter and
document findings and corrective actions on the office visit suspense sheet.

1.36.2.1.3.May designate another evaluator (other than the flight chief) to conduct
an office visit. The evaluator must be a previously certified flight chref,lee or she

will document his or her findings and corrective actions on the office visit suspense
sheet.

1.36.2.1.4.Will request assistance from the group RST to conduct the evaluation
when necessary. The group RST member will document his or hengégndnd
corrective actions on the office visit suspense sheet.



30 AFRSI36-2001 1 APRIL 2005

1.36.2.1.5.May waive the PE requirement with the approval of the squadron
commander.

1.36.2.2.For EA and OA flight chiefs:

1.36.2.2.1.The superintendent will review flight chief fiermance by evaluating job
gualification standards critical task items, flow trend products, expectations, AFRS
Form 1484 feedback (or electronic equivalent), etc. He or she will also review office
visit checklists and feedback, review suspenses leviedefioient recruiters, and
provide guidance and feedback to the flight chief.

1.36.2.2.2.If the superintendent deems it necessary, he or she will conduct office
visits on deficient recruiters and document findings and corrective actions on an
office visit suspense sheet.

1.36.2.2.3.The superintendent may designate another evaluator to conduct the office
visits. The evaluator must be a previously certified flight chief, and he or she will
document findings and corrective actions on the office wsipense sheet.

1.36.2.2.4.The superintendent will request assistance from the group RST to conduct
the evaluation when necessary. The group RST member will document findings and
corrective actions on the office visit suspense sheet.

1.36.2.2.5.1If a flight misses three consecutive months, the PE may be waived with
approval of the squadron commander. If a flight misses two consecutive quarters, the
PE will not be waived.

1.36.2.2.6.If a flight chief misses two consecutive quarters, the superietenalill
submit a written game plan to the group superintendent on what actions are being
taken to improve production. (This will not be waived.)

1.37. Mutual Superintendent Assistance Program Management:
1.37.1. Officer Training Program Examining Centers (OTPEC):

1.37.1.1.Squadron commanders and operations officers are authorized direct
communications with their support OTPECs concerning individual applicants and
examination schedules (AFI 3801, Officer Training Program Examining Centers
[OTPEC]). Groups and squadrons will coordinate the use of OTPECs to the maximum
extent possible in support of the BOT mission.

1.37.1.2.0OTPECs are required to return physical examination reports and, when
appropriate, results of the Air Force Officerdlification Test (AFOQT) to the squadron
within 10 workdays of the examination, or they must send a memorandum to the
recruiting squadron explaining the delay (AFF3@01).

1.37.1.3.Squadrons will immediately refer unsolved problems to the appropriate
recruiting group. If additional assistance is required, send a memorandum to HQ
AFRS/RSOC, 550 D Street West, Suite 1, Randolph AFB TX 788&7. Include the
applicantés name, OTPEC performing the exa
receivedby the squadron, and summary of the problem. This information will be used to
document requests for increased OTPEC support.
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1.37.2. Air Force Reserve Officer Training Corps (AFROTC). Recruiters should
maintain a liaison with the professor of aerogpatudies at colleges and universities with
AFROTC units to coordinate campus recruiting activities. Recruiters will refer any problems
that cannot be resolved at the local level to the squadron operations officer.

1.37.3. Air Reserve Component (ARC) Urts. Recruiters should maintain a program of
cooperation and assistance with local ARC units and encourage qualified persons who do not
wish to enlist in the Regular Air Force (RegAF) to enlist in an ARC.

1.37.4. Civil Air Patrol (CAP). Recruiters shald maintain a program of cooperation and
assistance with local CAP units to develop common understanding of mission and
consolidate efforts in aerospace education.

1.37.5. Junior Reserve Officer Training Corps (JROTC). Recruiters should maintain a
program of cooperation and assistance with JROTC units within their zone of responsibility.
The Congressman Hebert Advanced Placement Award (CHAPA) is designed to give special
job reservation consideration for JROTC cadets qualifying for this award. Refaragraph
2.14for more information.

1.38. Disposition of Recruiting Records. For disposition instructions, refer to Table-B® of
the Air Force RDS, and destroy manual records as indicated in the table. Electroniedited cr
and maintained in AFRISS will be purged according to internal programming.

1.39. Basic Eligibility. Applicants must meet all eligibility requirements in this instruction,
including specific program requirement$able 1.1 lists conditions that make applicants
ineligible for enlistment or appointment. Recruiters should question applicants to determine
whether they meet any of the conditionsTiable 1.1 If so, they should dismiss ungjified
applicants or consider them for a waiver if appropriate. The quality standards in the PS and
reserve reservation (Res Res) programs will be announced through AFRISS as the programs
open.

Table 1.1. General Conditions Making Applicants Ineligible for Enlistment or
Appointment.

I A B C
E Condition Applies to
M | An applicant is ineligible when he or she ENL | BOT | COT [Notes
1 |Is intoxicated or under the influence of alcohol or dr{ X X X 1,2
at any time during processing, has been involved wi
narcotics or dangerous drugs, diagnosed as an alcg
or alcohol abuser, sefdmits to alcoholism or alcohol
abuse, or has had a positive drug and alcohol test
(DAT).
*2 |Has questionable moral character; a history of antis| X X X
behavior (including a history of psychosis); frequent
difficulties with law enforcement agencies;
transsexualism and/or other genddantity disorders;
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A B C
Condition Applies to
An applicant is ineligible when he or she ENL | BOT | COT [Notes

EmH-—

exhibitionism, transvestitism, voyeurism, and other
paraphilias.

3 |Has an enlistment or appointment not clearly consis X X X
with national security interests according to AFt 31
501. For OAs, this will be determined by the appoint
authority after completion dhe minimum
investigation.

4 |Is not in the best interest of the Air Force to enlistonl X X X 1
grant a commission.

5 |Has personal beliefs or convictions that prevent X X X
unrestricted duties or assignments, has reservations
regardingthe Oath of Office, or is a conscientious
objector.

6 |Is under restraint (as defined in paragréah?) X X X 4
imposed by civil or criminal court or is the subject of
subpoena ordering attendance on some future date
(specified or unspecified)

7 |lIs released from restraint (as defined in paragéaply) | X X X
on the condition of entering military service where
restraint would be imposed again if applicant did no
enter military service.

8 |Is released from civil stior criminal charges on the X X X
condition of entering military service when the suit o
charges would be reinstated if the applicant did not
enter military service.

9 [Has civil suit or criminal charges filed or pending. X X X 4
Exception:In civil suits only, a person may enlist or {
commissioned provided he or she obtains an
unqualified, definitive statement of nonappearance f
legal or court officials. (This requires an eligibility
determination from HQ AFRS/RSOP or RSOC.)

10 |Has an obscene or offensive tattoo (or tattoos) that | X X X 5
advocate sexual, racial, ethnic, or religious slurs or
excessivéattoos. See Table 2.5 of AFI-2003 for a
definition of tattoos and brands. Also refer to any
current procedural guidance on this essu
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EmH-—

A

B

Condition

Applies to

An applicant is ineligible when he or she

ENL

BOT

COoT

Notes

Has a body alteration or modification. See AFZ393,
Table 2.5, for a definition of body alteration or
modification. Also refer to any current procedural
guidance on this issue.

X

X

12

Is receiving disability copensation from any federal
other agency.

13

Is @ norUS citizen or US national who separated wil
24 or more months AD in a Regular component of g
branch of the Armed ForceNote: Treat a person borr|
in American Samoa or Swains Islanas a US nationa
who does not have to hold lawful permanent resider
status and will not possess an alien registration carg

14

Has ever held a commission as an officer in any red
or reserve component of the Armed Forces.

15

Has ever held a commission as an officer or warran
officer in any regular or reserve component or is on
or active duty for training (ADT) as an enlisted mem
with any branch or component of the Armed Forces

16

Has been discharged @parated from any branch of
service with a reenlistment eligibility (RE) code or a
separation program designator (SPD) or numbers
barring enlistment. An applicant with a general

di scharge whose RE code
exception and may be codsred for enlistment or
appointment if not otherwise ineligible by other
conditions in this table. (HQ AFRS/RSOP or RSOC
must verify eligibility.)

17

Is retired, eligible for retired pay under any provisior
of law, or retired and servwinon EAD in a reserve
status.

18

Cannot qualify for AD retirement under Title 10,
U.S.C., Sections 8911, 8848, and 8853, or Title 10,
U.S.C., Section 1331, before or on removal from an
active status, unless he or she acknowledges, in gyr
that retention for retirement is not possible.

19

Has received severance pay, separation pay, or

readjustment pay when released from AD or discha
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EmH-—

A

B

Condition

Applies to

An applicant is ineligible when he or she

ENL

BOT

COoT

Notes

from any uniformed service.

Is a regular officer who resigned withore than 18
years of AD.

21

Was not selected for promotion and was deferred fg
second time, regardless of selection for continuatior|

22

Was separated and charged with 5 or more days log
time. (This is waiverable by HQ AFRS/RSO.)

23

Was separated due to a physical condition during B
or technical training.

10

24

Was discharged with an other than honorable disch
certificate or with oth
214, and NGB Form 22.

25

Was deferred as defined in Title 10, U.S.C., Section
8368, or whose name has been removed from the
recommended list under Title 10, U.S.C., Section 83

26

Was separated from a regular component in pay gré
E-3 or lower after 24 or moreaonths (36 or more
months for PS Air Force) of AD (waiverable by HQ
AFRS/RSO if no other disqualifying factors exigt)
separated from the RegAF for a period of less than
months.

27

Has previously served i
Forces.

11

28

Is not a citizen of the United States.

29

Has a moral, drug, or dependency disqualification.
(Refer toChapter 4.)

30

Is currently in the DEP of any service branch.

31

Is a member of an ANG or reserforce of the US and
has not obtained approval or conditional release (DI
Form 368 [with expiration date]), from the reserve
guard component.

32

Has been disenrolled from an officer training progra
as defined in AFI 32012. See paragra@y6of this
instruction.

12, 13
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EmH-—

A

B

Condition

Applies to

An applicant is ineligible when he or she

ENL

BOT

COoT

Notes

Holds a certificate of completion of a course leading
a commission in any of the Armed Forces, and the
commission is to be granted at a later date. In this ¢
to be eligible, the applicant musttam a letter of
release from the program.

X

X

34

Is currently enrolled in a program leading to a
commission in any of the uniformed services, includ
the Merchant Marine. (Refer to Item 30 of this table,

35

Is an USAFA or AFROC disenrollee who is pending
call to AD or has received orders for call to AD.

12, 13

36

If younger than age 18 or older than age 27.

14, 15

37

Is younger than age 18 at time of application (BOT)
appointment (OA).

38

Will reach age 30 by the boaobnvening date
(nonflying candidate only). This restriction may be
waived for an applicant who can complete all
requirements and be commissioned before reaching
35. (See paragragh3for age waiver criteria.)

39

Will be unable to be commissioned and entered intg
undergraduate flying training (UFT) before age 30.
paragrapl8.3for age waiver criteria.)

40

Is a high school graduate (HSG) with an ASVAB
Armed Forces Qualification Test (AFQT)wme of less
than 36 (may be waived down to 31 under special
circumstances)r a GED holder with an AFQT score
less than 65. (Refer to the term AFQTAlachment 1
for a more detailed explanation.)

16

41

Does not meet minimum program eligityilcriteria
(that is, AFOQT, grade point average [GPA], and/or
pilot candidate scores). (Refer to paragrayih

42

12 calendar months have not passed since notified
nonselection or applicant declines.

43

Has ever been convicted @courtmartial or punished
under Article 15 of the UCMJT@ble 4.3 Item 3).

17
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I A B C
-lE- Condition Applies to

M | An applicant is ineligible when he or she ENL | BOT | COT [Notes
44 |Has been separated from a regular component of th X 18

Armed Forces for 6 or more years. (Adjust date of
separation [DOS] for satisfactory service with the Al
or AFRC.) Seé\ttachment 2.

45 Was discharged from any| X X X 19
branch before completing 24 months of Allbte:
National calito-service (NCS) enlistees are exempt.

46 |Was separated with 12 or more yeaf total active X
federal military service (TAFMS).
47 |Was separated as aMBvith more than 6 years X
TAFMS.
48 |180 calendar days have not passed since final X 20

disposition of a previous application or has ever beg
selected to attend BOdr COT and declined select
status.

49 |Was convicted of a felony or misdemeanor crime of] X X X 21
domestic violence. Members in the DEP will not be
grandfathered.

LEGEND:

ENLO enlisted

BOTA basic officer training

COT0o commissioned officer training
NOTES:

*1. In questionable cases, contact HQ AFRS/RSOPA (for enlisted programs) or RSOC (1
officer programs).

*2. Forward waiver of preservice alcohol abuse and alcoholism or drug use or involveme
otherthan use or possession of marijuana) through HQ AFRS/RSOP or RSOC, as appro
to AFRS/CC. Waivers are only considered on a chyecase basis. (S@&able 4.1)

*3, (DELETED).

*4. This includes any disposition, civil or criminal, with a pending conditionrtags not been
met or a disposition held in undetermined status awaiting further information or judgment
Health care practitioners with pending malpractice charges should submit complete copi
complaint, other statements of allegations, andtegg@®@ nsi bl e i nsur anc
each allegation.
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I A B C
; Condition Applies to
M | An applicant is ineligible when he or she ENL | BOT | COT [Notes

5. Applicants or DEP members who intentitip alter or modify any part of their bodies in
order to achieve a visible, physical effect that disfigures, deforms, or otherwise detracts f
professional military image (including unauthorized tattoos) are subject to disqualificatior|
involuntaryseparation from the DEP. Examples of prohibited body modifications include
are not | imited to) tongue Asplittingo

skin implants. In questionable cases, send photographs through thefat@muand to HQ

AFRS/RSOPA or RSOPC, as appropriate, for an EEO by HQ AFRS/RSO. Recruiting pe
should have a third party present when taking photos. Common sense and good judgme
prevail when taking photos of tattoos or body modifications.

6. Regular and reserve (nonrated) officers on AD without statutory entitlement (eliminate
flying or technical training) with less than 2 years of AD may apply for EA enlistment thro
AFRS. These individuals will not attend BMT.

7. Waiver considation is not authorized for (1) an interservice retirement eligibility (IRE) ¢
or an interservice separation code (ISC) of 60 through 87, and (2) discharges under auth
AFI 36-3212,Physical Evaluation for Retention, Retirement, and Separatidigentified on
DD Form 214 Certificate of Release or Discharge From Active Dutiyh an SPD code of JFN
or a RE code of 2Q. (An ISC of 87 will be considered on a-bgsmse basis.) For Air Force
RE code 3 or 4, HQ AFRS/RSOPA will contact HQ AFPC/DPBA& guidance in
guestionable cases. Convert another ser
code. (DD Form 214 is prescribed in DoDI 133&#rtificate of Release or Discharge From
Active Duty (DD Form 214/5 Series}efer to that polication for guidance on filling out the
form.)

8. Current law requires the termination of active status of reserve officers who reach age
(Title 10, U.S.C., Sections 8843 and 8855) and those in the grades of lieutenant colonel
below who are nodn a recommended list for promotion to colonel after 28 years and 1 m¢
of total federal commissioned service (TFCS) (Title 10, U.S.C., Section 8848).

9. Voluntary separation incentive (VSI) and special separations benefit (SSB) program
recipients ad members involuntary separated from AD due to reduction in force are eligil
the PS or OA program or appointment in the AFRC it they separated from AD effective 1
February 1992 through 30 September 1999 and are otherwise eligible.

10. Waiverablefithe applicant furnishes proof the physical defect responsible for the sepé
no longer exists and he or she is physically certified acceptable for enlistment or appoint
HQ AETC/SGPS (Physical Standards Branch). Refé@atde 4.3for further waiver
instructions.

11. If the applicant is otherwise qualified and at his or her request, send the request for g
HQ AFRS/RSOP. The request must contain a handwritten statement from the applicant,
attesting to duties performed, character of servand other relevant information.
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12. For OA applicants, send a waiver request with the application to HQ AFRS/RSOC ar
forward it in AFRISS. The request shoul
circumstances leading to the disenrollment amompleted copy of DD Form 783gcord of
Disenroliment From Officer CandidafBype Training AFROTC and USAFA cadets required
fulfill an AD service obligation must have an approved DD Form B&juest for Conditional
Releasefrom HQ AFPC/DPPAEQ, 55C Street West, Suite 10, Randolph AFB, TX 78150
4712. The fax number is (210) 58452 (DSN 6653152). (DD Form 368 is prescribed in Do
1304.2. Refer to that publication for guidance on filling out the form.) EA applicants need
submit the completeDD Form 785, which will be included in the application.

13. Exceptions are disenrolled AFROTC and USAFA cadets required to fulfill an AD serv
obligation. These cadets are authorized to enlist without review of DD Form 785 if they h
approved DDForm 368 (with expiration date) from HQ AFPC/DPPAEQ.

14. If the applicant is a traditional HSG with a high school diploma or an enrolled high sc
senior, the minimum age for enlistment is 17. Both parents must give their consent-fggaa
old eristees unless the parents are divorced or legally separated or one parent is deceas
those situations, the divorce decree, separation agreement, or death certificate must be
in the application or handarried by the applicant to the MEPS €ltbnsenting parent must b
the custodial parent (or both, if joint custody). If the applicant has a-appdinted guardian,
the guardiands consent is required and
application or handarried by the appant to the MEPS. If a court order, separation agreer
or death certificate is not available, the consenting adults must make a sworn affidavit in
presence of a notary public attesting to the fact of custody. This document must be inclu
the aplication or hanetarried to the MEPS. Parental consent is required on the DD Form
Record of Military ProcessingArmed Forces of the United Statbsfore enlistment
processingException: aptitude testing). The form must be signed in the presafrene Air
Force recruiting official or notarized. When signed by only one parent (because the othel
is absent for an extended period), a notarized statement from the parent signing the forn
attached, showing (1) the specific reason for theeace of the other parent, and (2) that the
absent parent is aware of and consents to the enlistment. When one parent cannot be cc
(desertion of one party), the signing parent will provide a notarized statement, giving the
and period ofothe par ent 6s absence. Parent al or
17-year old applicant. Emancipated-§&ar olds may enlist with an approved parental consg
waiver from the squadron command¥ate: Title 10, U.S.C., Section 505, prohibitslistment
of anyone 35 or over. In unusual cases, an exception to policy (ETP) will be sent via AFF
HQ USAF/DPLFA for an age exception if the applicant is between 27 and 35 years of ag
Form 1966 is prescribed in DoDI 1304.2. Refer to that pabbn for guidance in filling out
that form.)
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15. When reduced by TAFMS in a Regul ar
28 years. However, if an applicant has previous satisfactory service in an ARC verified b
Form 526 ANG/USAFR Bint Credit Summanyhis or her age must first equal less than 35
when reduced by TAFMS in a Regular component. When his or her age is further reduce
years of satisfactory service in the ARC, it must total less than 28 years. Do not use EAL
service forARC members to make the first adjustment. Sgaechment 2 for the age
computation. (AF Form 526 is prescribeddRMAN 36-2622, Volume 1. Refer to that
publication for guidance on filling out this form.)

16. AFRS may allow a specified number of ASVAd3t category IVA applicants (those with
AFQT score between 21 and 30) to enlist in the Air Force. (No more than 1 percent of Ali
EA operational standards may be more restrictive.) All ASVAB waivers, including catego
IVA and other applicants witan AFQT score of 21 to 39, will be approved or disapproved
HQ AFRS/RSO. Operational standards may vary on what percent of Air Force EAs shou
Tier 1.

17. Request an enlistment eligibility determination (EED) per procedures outlined in phara
4.19 If applicant is currently on a control roster, no waivers are authorized. EA only: Prio
AF members who separated with a qualifying RE do not require an EED for Article 15
punishment received during the enlistment period indicated on thelddid 214.

18. Exceptions may be granted for applicants who have (1) satisfactorily served in an AR
for the 2 preceding (continuous) years, (2) possess a chronically critical AFSC, and (3) e
a direct duty assignment (DDA).

19. Excepteservists whose total active service consists of an initial tour of AD for training
(ADT). All others will require an eligibility determination by HQ AFRS/RSOP (for enlisted
programs), HQ AFRS/RSOC (for health professions) and HQ AFRS/RSOC (for BOT).

20. For a declination waiver, send a request to HQ AFRS/RSOC with the application. Th¢
request should include the applicant s
declination.

21. No waivers are authorized. A person wdl be considered as iag committed a

Ami sdemeanor crime of domestic violence

added to the Gun Control Act unlesbsof the following elements are preseriofe: Questions
regarding what constiioctesobheincenovoiftens

HQ AFRS/RSOPA.)

21.1. The person wamnvictedof a misdemeanor crime.

21.2. The offense hads an elementhe use or attempted use of physical force or threateng
use of a deadly weapon.

21.3. At the timeof the offense, the convicted offender vedideast onef the following:
21.3.1. A current or former spouse, parent, or guardian of the victim.
21.3.2. A person with whom the victim shared a child in common.

21.3.3. A person who was cohabitating wothhas cohabitated with the victim as a spouse,
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parent, or guardian.
21.3.4. A person who was similarly situated such as a spouse, parent, or guardian of the

21.4. The convicted offender was represented by counsel or knowingly and intelligainty \
the right to counsel.

21.5. If entitled to be tried by jury, the case was actually tried by a jury or the person kno
and intelligently waived the right to have the case tried by a jury.

21.6. The conviction hasotbeen expunged or set asmiethe convicted offender hast been

pardoned for the offense or had civil rights restored, unless the pardon, expungement, o
restoration of civil rights provides that the person may not ship, transport, possess, or re
firearms.

1.40. Recruiter Assistance Program (RAP):

1.40.1. The RAP is designed to allow Air Force members, primarily recent technical training
school graduates, to work with recruiters and increase production by returnimegrtbame
towns and providing personal testimonials, assisting in obtaining school lists, participating in
COl events and DEP commanders calls, and performing ntmadministrativerecruiting
related tasks.

1.40.2. Recruiters should brief new recmiiatnd BOT candidates on the RAP during the
EAD briefing and provide prospective participants with a partially completed AFRS IMT
1327, Application for Participation in the Recruiter Assistance Prografirmen and
officers may apply to participate in the RAvhile at technical school or BOT by submitting
the AFRS Form 1327 to their military training manager or BOT personnel.

1.403.Whil e performing RAP duti es, participant
They receive no per diem or travel expend#is to 12 days of nonchargeable leave may be
authorized. This will normally run from Monday of the first week to Friday of the following

week (including one weekend). Authority for the use of nonchargeable leave is in AFI 36

3003, Military Leave Program.

1.40.4. Specific RAP procedures are explained in R#&P Operations Handboolqcated at
http://www.usafdep.com Sqgquadron commanders may ter mi ne
and nonchargeable leave for nonperformance.

1.41. National Voter Registration Act (NVRA). Thi s act , al so known a
requires recruiters to assist citizens in registering to vote. Each recruiting office must have a copy
of the Registration Application Instructional Guid€ontact HQAFRS/RSOPA to receive a

copy.
1.41.1. Recruiters willnot

1.41.1.1.Display any materials advocating one political party or one political candidate
over another.

1.41.1.2. Take any action to discourage eligible citizens or prospective enlistaes f
registering to vote.


http://www.usafdep.com/
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1.41.1.3.Seek to influence the political preference or party registration of an eligible
citizen or prospective enlistee.

1.41.1.4.Display any such political preference or party allegiance.

1.41.1.5.Intimidate, threatenor coerce a person for registering to vote, voting, or
attempting to register or vote.

1.41.1.6.Procure or submit voter registration applications that are known to be
materially false, fictitious, or fraudulent under the laws of the state in wheckléction
is held.

1.41.2. Recruiters will:

1.41.2.1.Maintain an adequate supply of DD Forms 264doter Registration
Application,and DD Forms 2645/oter Registration Informatior(DD Forms 2644 and
2645 are prescribed in DoDD 1344.18nplementdon of the National Voter
Registration Act (NVRARefer to that publication for guidance on filling out the forms.)

1.41.2.2. Ask applicants applying for the Air Force if they are registered to vote. If they
are, note it on the tracking form. If thaye not, but are eligible to register to vote, give
them a DD Form 2645 to complete. If they indicate on the form that they choose not to
register, file the form with other contents of the PIR. No further action is necessary. If
they indicate they wouldKe to register, file the DD Form 2645 with other contents of
the PIR and provide them with a DD Form 2644. Help the applicant complete the form if
he or she asks for assistance.

1.41.2.3.Make all registration forms available to civilian nonapplicantsowvish to
register to vote. If requested, help them complete the forms. Accommodate the citizen
requesting assistance by providing materials and the space needed to complete the forms.

1.41.2.4. Transmit all completed registration applications within days to the
appropriate state election officials.

1.41.2.5.Using the tracking form, maintain statistical information and records on voter
registration assistance in the format prescribed in the NVRA guidance. The only forms
required to be retained ithe recruiting office are DD Forms 2645, which must be
maintained for 24 months.

1.41.3. Squadrons will send a report to their groups on a quarterly basis. Groups will
consolidate the data and report to HQ AFRS/RSOPA on a quarterly basis. The rdport wil
include the total number of:

1.41.3.1.Persons assisted for recruiting purposes, by state, during the quarter. (Include
all applicants who initiated processing during that quarter.)

1.41.3.2.Persons assisted for voter registration purposes, b, staring the quarter.
(Include applicants and civilians assisted for voter registration.)

1.41.3.3.DD Forms 2644 completed and mailed, by state, during the quarter.
1.41.3.4.DD Forms 2645 completed, by state, during the quarter.
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Chapter 2
ACCESSION AND BASIC ELIGIBILITY REQUIREMENTS

2.1. Specialties Needed by the Air Force, but Not Recruited by AFRSAFRS personnel will
refer inquiries to the following OPRs:

2.1.1. For the United States Air Force Academy (USAFA), contact the Director of
Admissions, USAFA, Colorado Springs CO 80&0D0, phone: -B00-443-9266 or fax 719
3333647. Admission information may also be found at
http://www.academyadmissions.com/

2.1.2. For the Air Force legal seices, contact HQ USAF/JAX, 1420 Air Force, Pentagon,
Room 5B269, Washington DC 2033@20, phone: -B00-5248723, (703) 6148021.
Information may be found &itttp://www.jagusaf.hg.af.mil/.

2.1.3. For the Ar Force Band, contact the Air Force Bands Division (SAF/PAB), 901 N.
Stuart St, Arlington VA 22203, phone: (703) 69665, DSN 42165. Information may
also be found dittp://www.af.mil/band .

2.1.4. For officer irterservice transfers, refer reserve medical officers to the nearest Air
Force health professions (HP) recruiter. Line officers may be interservice transfers (AD to
AD), recall to EAD (ARC officer to AD Air Force), or officers holding a commission. Refer
all AD, reserve, guard, and retired officers holding a commission (with the exception of
medical officers in a neGARC) to HQ AFPC, 550 C Street West, Suite 10, Randolph AFB
TX 781504712, phone -B00-2954648 or 2166652068 (commercial) or DSN 66%068. If

in doubt, contact the local squadron OA flight for guidance.

2.1.5. For Air Force Reserve Officer Training Corps (AFROTC), refeCtapter 5 of this
instruction for specific processing procedures. The following Welakbtecontains specific
information on this prograninttp://www.afrotc.com/.

2.2. Quality Applicants. Quality applicants are those who have collectively high attributes of
educational, aptitude, physical, and mataindards. Recruitment of these individuals is essential
to the effective operation of the Air Force. Meeting minimum enlistment qualifications does not
guarantee acceptance. Applicants are considered on-toteast qualified basis. Commanders
will ensure their recruiters adhere to the quality concept in meeting objectives.

2.3. Discrimination, Sexual Harassment, and Applicant Rights.All applicants must be given
AFRS VA 361, Air Force Applicants Rightsguring the initial interview and will signhe
ASexual Harassment Policyo |letter in AFRISS.

2.4. Education Accreditation:

2.4.1. Unless otherwise indicated in this instruction, college and university course credits
must have been earned from an institution listed in the most recent editAccredited
Institutions of Post Secondary Education (AIPE)the section for Accredited Degree
Granting Institutions, using the edition for the last year attended. (Contact HQ AFRS/RSOPA
for information on institutions listed in older editions.) If #wtion for the last year attended
does not differentiate for degrgeanting institutions, the institution must be deggeanting

for credit to be awarded\ote: Applicants with course credits from an institutioot listed in
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the AIPE may have their tngcripts evaluated by an accredited degpemting institution
listed in the current AIPE directory.

2.4.2. The evaluating school must show the number of quarter and semester hours an
applicant will receive if he or she enrolled in that school. THisrmation must come from

the registrar and contain a raised or embossed seal. Two angefoucollege transcripts

mu st be embossed with the school seal (rai
c r e d e n Attachimen®dl for additional information.

2.5. Agreements. In all cases, the Air Force reserves the right to deny entry onto AD or EAD to

an applicant even if an agreement was completed and the applicant has a projected AD or EAD
date. Additionally, the AiFor ce may change an agreement befo
EAD. In these instances, the applicant must be immediately notified of the change and left with a
voluntary choice to accept the change or decline to enter AD or EAD.

2.6. Basic Eligibility. Applicants must meet all eligibility requirements identified in this
instruction. Table 1.1 lists conditions that make applicants ineligible for enlistment or
commission. Question each applicant to determine whethar $tee meets any of the conditions

in Table 1.1 An unqualified applicant will be tactfully dismissed or may be considered for a
waiver, if he or she requests it.

2.7. Substantiation of Eligibility Requirements:

2.71. The applicant has the burden of proof for eligibility requirements regarding age, name,
citizenship, education, and dependency status. Substantiation must be in the form of original
documents, notarized true copies, or certified true copies by thagssgency. Recruiters

and Air Force MEPS liaison NCOs (LNCO) will use these documents to verify eligibility

and, when their purpose has been served, make every effort to return these personal
documents to applicants and document these efforts inthe applit 6 s recor d i n A

2.7.2. An applicant with children who are under the age of 18 and incapable -chselvill

be advised to take his or her original or notarized copy of the marriage certificate, original or
notari zed copi ash aferdadh cahiel, d@andbierach depe
or COT so entitlements can be started as soon as possible.

2.8. Qualification Proceduresd General. Before further processing continues, tentatively
gualify the applicant for the highest program aafalé, based on his or her education level. Help
the applicant determine his or her potential for an AFROTC scholarship or USAFA appointment
in accordance witlChapter 5 and local directives. If the applicant appears to bgilad for

other commissioning programs, contact the OA recruiter in the squadron responsible for that
program. Discontinue EA processing until OA eligibility is resolved, unless the applicant
requests otherwise. Help the applicant determine his or heficatadns based on current Air
Force criteria. Document this transaction in the remarks section of AFRISS. RE€leaiter 4

for specific nonprior service (NPS) processing proceduresCirappter 9 for PS processing
procedures.

2.9. Mandatory SSN Documentation for EA and OA Applicants:

291.An SSN registered in the applicantodés nan
documents:

2.9.1.1. SSN card.
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2.9.1.2. SSN stub (process amEtP, but not EAD).

2.9.1.3. Another official document or a letter on letterhead stationery issued by an office
of the Soci al Security Administration, s hc
and DEP, but not EAD).

2.9.1.4. Undeleted DD Form 214.
2.9.1.5.DELETED.

2.9.2. If an applicant does not have any of the documents named in paragr8phg
through 2.9.1.5to verify his or her SSN, he or she may use amg of the following
documents containing his or her SSN (process and DEP, but not EAD):

2921.Dri ver 6s | icense.

2.9.2.2. Internal Revenue Service (IRS) Form2\WVage and Tax Statement.
2.9.2.3. Employment pay stub or statement.

2.9.2.4. Local, state, federapyr student ID.

2.9.2.5. Official school transcript containing the SSN.

2.9.3. Applicants may process for enlistment, but will not enter AD, without an SSN card, an
SSN stub, or a letter from the Social Security Administration showing a card has been
ordered. Married applicants who wish to enlist under a new name must possess an SSN card
containing their new name. Use of other documents for EAD accession must be approved in
writing by the squadron commander or operations officer in AFR\®&: Like documents

may be used from different sources; for example, tw@ Wrms from different employers or

two transcripts from different schools. However, this only applies if the USMEPCOM has
verified the original SSN card.

2.9.4. Applicants must be infornteof the necessity to use and record their SSN and be
asked specific questions about their background. Therefore, they must read a copy of the 883,
Privacy Act Statement US Air Force Application Recordyrior to completing enlistment
paperwork. Annotatéhis in AFRISS. (AF IMT 883 is prescribed in AFI-2002 Refer to

that publication for guidance on filling out this IMT.)

2.10. Medical Screening and Processing:

2.10.1. Prescreening for medical disqualification requires the completion of DD E86m

2, Medical Prescreen of Medical History Reportis form will be completed, signed, and

dated by the applicant and the recruiter prior to aptitude or medical qualification processing.
(DD Form 28072 is prescribed in DoDD 6130.®hysical Standardsof Appointment,
Enlistment, or InductionRefer to Army Regulation 4601, Chapter 2Medical Services,
Standards of Medical Fitnesfr guidance on filling out the form.) DD Form 28Q7and

medical documents (as needed) will be forwarded to the MERSfiaient time to allow for
proper quality control (QC) procedures, but
the MEPS for processingNote: Attachment 3 of AFI 4823, Volume 2,Medical
Examination and Standardiésts common disqualifyingnedical conditions.
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2.10.2. Applicants must be physically qualified according to USMEPCOM Regulatieh 40
Medical Processing and Examinatioremd AFI 48123. However, certain AFSCs in the
Guaranteed Training Enlistment Program (GTEP) require stptigsical standards. Inform
applicants of this at the time they are being prepared for MEPS procelNsiteg.MEPS
physicals are valid for 24 months from the date of the initial physical.

2.10.3. Male applicants less than 60 inches or over 80 incheteamale applicants less than
58 inches or over 80 inches are ineligible for entry without a waiver from HQ AETC/SGPS.

2.10.4. AFRS personnel are not authorized to perform body fat measurements (BFM) on
applicants or allow recruiting personnel from otBervices to perform BEMs on Air Force
applicants An applicant who exceeds his or her maximum allowable weight (MAW)
according to the Air Force body mass index (BMI) will have a BFM perforchathg
physical processing at the MERSd will be medically diqualified if he or she does not pass
the BFM. In this case, the applicant is disqualified with a reevaluate justified (RJ) date, but
may not return until that date. In fact, the applicant cannot go back to the MEPS to continue
processing until he or shéteer (1) loses the equivalent of 4 pounds per each percent of body
fat over the allowable BFM for his or her age, sex, and height, at the ratpaafnd per 4
days,or (2) falls below his or her MAW and is allowed to return to MEPS for qualification.
Refer toAttachment 3 for specific BFM and MAW information.

2.11. Drug and Alcohol Screening and ProcessingApplicants must read and understand the
Air Force Drug and Alcohol Policy printed on AF IMT 2030SAF Drug andAlcohol Abuse
Certificate. This IMT must be completed, signed, and dated by the applicant and the recruiter
prior to aptitude or medical qualification processing. If an applicant refuses to sign the AF IMT
2030, terminate the interview and tactfully dissntbe applicant. Refer to paragragi2l and

4.22 Applicants who sign the AF IMT 2030 will be considered in applicant status until it is
established that both the AFRS and the individual have withdfeom applicant status. (AF

IMT 2030 is prescribed in AFI 38002. Refer to that publication for further guidance on filling
out this IMT.)

2.12. Education Records Requirements:

2.12.1. A traditional high school diploma from a secondary school dagrpm obtained in
residence and located in one of the 50 states, the District of Columbia, US territorial
possessions, or oversea Doperated schools is required to substantiate high school
graduation. The following documents may also be used to valigatgional high school
graduation: a notarized or certified true copy of the diploma by the issuing agency, an
undeleted DD Form 214, or a letter on high school letterhead stationary certifying the
graduation and the date of graduation and signed byrtheigal, vice principal, guidance
counselor, or registrar. When multiple applicants have graduated from the same school, a
letter signed by the principal, vice principal, registrar, or guidance counselor may be used in
place of individual diplomafNote: High school transcripts alone amet acceptable as proof

of graduation. This is because many schools show a graduation date on a transcript, but never
issue a diploma because the student failed the mandatory state testing requirements required
for graduaon in that state.

2.12.2. Use official college transcripts from an accredited degraating institution for
nonHSGs who qualify as Education Code E or higher (15 accredited semester hours or 22
qguarter hours [or more]). If an applicant has a GEDifwate, he or she must present an
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original or notarized true copy of the statnctioned GED certificate, a GED test result
form letter stating he or she qualified for a GED, or a letter of intent to issue a GED
certificate.

2.12.3. Applicants educad in other than US educational institutions must have an
educationalevel evaluation before enlistment to qualify as a HSG or higher. Such
evaluations may be obtained through a stat
university listed in the currénAIPE directory, or an authorized credentials evaluation
agency. The evaluation must specify the ap
Applicants are responsible for any fees required. (The credentials evaluation agency must be

a member of the Nmnal Association of Credential Evaluation Services found at
http://www.naces.org/under A cur r e nAttachmem B ®radist of qualdies

credential evaluation agencies.

2.12.4. Most schools keep records for 4 years on applicants educated in overseas DoD
schools. After that time, the records are transferred to a central location. If records are no
longer available at the overseas school, the applicant may obtain a cog¥irxy the DoD
Records Center at Ft. Benning, GA, phone (706)}&246 or fax 706645-1239.

2.12.5. The educational credentials (categories and definitions) listed below will be used for
processing purposes:

2.12.5.1.High School Graduate (HSG) or Hgher (Tier 1). An applicant who has
attended and completed a-y@ar or (or grade) program of classroom instruction and
possesses a locally issued diploma from the school. Applicants who are not formal HSGs,
but have proof (an official transcript) of B more semester hours (22 quarter hours) of
credit from a regionally accredited, deggganting college or university listed in the
edition of the Accredited Institutions of Post Secondary Education for the last year
attended, are considered to be HSGkigher for enlistment purposes and coding. Do not
count credits for courses failed, withdrawn, or withdrawn while passing or failing. If a
course is repeated and passed, credit can be counted only once. Preparatory or remedial
courses may be used if tlsehool counts them in total hours credited toward degree
requirements. An applicant who earned a diploma on the basis of attending and
completing an adult education diploma program is considered an HSG.

2.12.5.2. Alternate High School Credential Holder(Tier 2):

2.12.5.2.1.An applicant who possesses a GED or other-itased high school
equivalency certificate or diploma, which includes the California High School
Proficiency Examination (CHSPHB)ote: A person who subsequently obtains a local
or shteissued diploma solely on the basis of such equivalency testing is not
considered an HSG.

2.12.5.2.2.An applicant who obtains a high school diploma or certificate of
completion for a course of study undertaken in a nonresident or nonatteihdaede
status, including a correspondence, home school, or distance education.

2.12.5.2.3.An applicant who possesses an attenddnased certificate or diploma
(certificate of competency or completion) from other than a traditional high school,
which is issed on course completion as opposed to equivalency testing.
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2.12.5.2.4.An applicant who has completed at least 11 years of regular day school
and attended, in residence, a vocational (technical) or proprietary school for at least 6
months and possesse<ertificate of attendance or completion indicating such. (This
does not include correspondence courses offering vocational certificates.)

2.12.5.3.Non-HSG (Tier 3). An applicant who holds none of the credentials in Tiers 1
or 2.Note: This tier incldes those who do not complete a high school exit exam.

21254 Associ at eMcertifitateganferseed on completion of ay@ar program
at a junior college, university, or technical institute.

2.12.5.5.Completion of One College SemesterThe status of an individual who is a
nonhigh school credential holder, who has successfully completed at least 15 semester
hours or 22 quarter hours of collelgeel credit from a regionally accredited, degree
granting college or university. Credit earnadough testing for pursuit of adult education

or for high school equivalency preparation is not applicable. For military enlistment
processing purposes, an individual with this status is considered an HSG (Tier 1).

2.12.5.6.Correspondence School Diploa. A secondary school diploma or certificate
awarded upon completion of correspondence school course work, regardless of whether
the diploma was issued by a correspondence school, a state, or a secondary or
postsecondary educational institution. This alswludes home schools. This is
considered an alternate high school credential holder (Tier 2).

2.12.5.7.High School Certificate of Attendance.An attendancéased high school
certificate or diploma. These are sometimes called certificates of cormpeten
completion, but are based on course completion rather than a test such as the GED or
CHSPE. (A state or locally issued secondary school diploma obtained solely on the basis
of an attendance credential is not considered a high school diploma.) €hissidered

an alternate high school credential holder (Tier 2).

2.12.5.8.High School Diploma. A diploma issued to an individual who has attended

and completed a traditional 42ar (or grade) day program of classroom instruction. The
diploma must baéssued from the school where the individual completed all the program
requirements. An individual who will complete high school graduation requirements

early (midterm graduates) must present a signed letter on high school stationery from a
school official (principal, vice principal, counselor, or registrar) stating the date the
individual will complete all graduation requirements and will be available to enter AD.

This letter must be presented to the MLS before a job is reserved, which is for an AD
datepror t o the applicantdés for mal hi gh schoo

2.12.5.9.High School Senior. The status of an individual who is currently attending a
traditional, attendanebased high school (or has completed the junior year and is
scheduled to attend theenior year) and will graduate at the end of the current school
year. High school seniors are considered HSGs for processing purposes, but graduation
must be confirmed prior to AD enlistment. For enlistment eligibility purposes, a non
HSGs (Tier 3) or almate credential holder (Tier 2) who is currently enrolled in a
regionally accredited, degr@ganting college or university listed in the current education
directory may be processed for DEP enlistment in the same manner as a high school
senior if he orse:
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2.12.5.9.1.1s currently enrolled in the school.

2.12.5.9.2.Has provided evidence from that college or university that he or she will
have at least 15 semester hours eg@arter hours of credit by a specified date.

2.12.5.9.3.Has providedan official transcript prior to EADNote: Applicants may

not be rebooked for failing to complete college credits by the date first specified. If
this happens, they must be canceled and rebooked after attaining the required college
credits.

2.12.5.10.Home Study Diploma. A secondary school diploma or certificate typically
awarded based on certification by a parent or guardian that an individual has completed
his or her secondary education at home. (This includes correspondence schools.) This
diploma isconsidered an alternate credential (Tier 2).

2.12.5.11.0ccupational Program Certificate. A certificate or diploma awarded for
attending a noncorrespondence vocational (technical) or proprietary school for at least 6
months. An individual so coded mwdso have completed 11 years of regular day school.
This is considered an alternate high school credential (Tier 2).

2.12.5.12.TestBased Equivalency.A diploma or certificate of GED or other test
based high school equivalency diploma. This inclustatewide testing programs, such

as the CHSPE, whereby examinees may earn a certificate of competency or proficiency.
(A state or locally issued secondary school diploma obtained solely on the basis of such
equivalency testing is not to be consideredgh lschool diploma. This is considered an
alternate high school credential [Tier 2].)

2.13. GTEP AFSC Requirements:

2.13.1.S0 me GTEP AFSCs require a val i d dri ver
classification into that AFSC. When an applicant dslene of those AFSCs, ensure his or

her license ivalid through 6 months after EADEkception: If the applicant is from a state

that has an automatic extension for AD personnel, the license must be valid on the EAD date
and in the ap pduringBMi.} Avalid licensesmeist Iseiissurd by one of the

50 states, the District of Columbia, the US Army Europe, or a territorial possession of the

US. Licenses that are under suspension or revocation, contain restrictions that limit hours or
situations or are temporary as of the AD date ao¢valid.

2132 Aptitude area (AA) enlistees are encour a
through 6 months after EAD) in their possession to be eligible for classification into skills
requiringadv er 6 s | i c ebBxcemionalrhe apphant is ffom a state that has an
automatic extension.) For speci fic dri vert
http://www.driversmanuals.com/.

2.14. Dependent CareResponsibilities:

2.14.1. All applicants, single or married, must be thoroughly counseled and complete an AF
IMT 3010, USAF Statement of Understanding for Dependent Care ResponsibilgyiMT

will be completed, signed, and dated by the applicant (sppasa the recruiter prior to
aptitude or medical qualification processing. The intent is to make sure adequate family care
arrangements have been made while the sponsor is undergoing training and transition to
military life. This is normally considered toclude BMT or OTS (BOT and COT), technical
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training, and a period at the initial base of assignment of sufficient duration to adjust to the
locale and make suitable family care arrangem&tdte: The name, relationship, and date of

birth of each familyme mber (i ncl uding spouse) or ANAO
section of AF IMT 3010. (AF IMT 3010 is prescribed in AFI-2602. Refer to that
publication for further guidance on filling out this IMT.)

2.14.2. To enroll family members in the Defen&mrollment Eligibility Reporting System

(DEERS) , the applicant wil/ need to take hi
copy of the marriage <certificate, and not a!
certificates and SSNs. The familyll then receive a basic allowance for housing (BAH) and

a basic allowance for subsistence (BAS). | f
with parents while the applicant is in BMT, a letter is required from the parents stating that
theapplicarth s f ami ly members wil/l be staying with

2.15. Disqualification Because of Family Members:

2.15.1. An unmarried applicant who has physical or legal custody of a family member
incapable of seltare is classified as a singlgember sponsor by &hAir Force. Because of

this sponsor responsibility, the applicant does not have the flexibility required to perform
worldwide duty, short notice TDY, remote tours, and varied duty hours. Therefore, an
applicant falling into this category is ineligible fenlistment unless permanent physical and
legal custody has been transferred by court oidete: When permanent physical and legal
custody has been transferred by court orderaigermay be requested. (See paragré#d

2.15.2. For the same reason as shown in paragaph.l an applicant who is married to a
military member and has physical or legal custody of family members incapable-chreelf
is also ineligible unless custody has bé&mmsferred by court ordeNote: Again, a waiver
may be requested (paragrapi3.

2.15.3. Accordingly, nevercounsel such applicants to intentionally change their marital or
custodial status for the purpose of enlistmarglification.

2.16. Disqualification Because of Moral Factors:

2.16.1. Use paragraphd.10through4.14to screen applicants for potentially disqualifying
moral factors. Inform applicants did importance of revealing all law violations, regardless

of their disposition. This is especially true if the offense happened while the applicant was a
minor and was told by law or judicial authorities that dropped or dismissed charges or
expunged recorldo not have to be reported to anyone.

2.16.2. Inform applicants that other agencies will also conduct a security investigation. They
will match information provided by the applicant with local, state, and Federal Bureau of
Investigation (FBI) recordAny disparity in this information could result in job cancellation

or discharge if the applicant is on ABccuracy and honesty are paramoufindings of not
guilty, sealed recordNolle Prosequi, stet processuadjournment in contemplation of
dismissal(ACOD), delayed prosecution, continued without a finding, and youth offender
must also be disclosed.

2.17. Disqualification Because of Financial FactorsUse paragraph4.25and4.26to screen
applicants for potentially disqualifying financial factors.
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2.18. Verification of Age, Citizenship, and Namé@ General. All documents must be original,
notarized true copies of the source document or certified true copies by the issuing agency. The
burden of proof for establishing US citizenship rests with the applicant. For more specific
information, see requirements for US citizens (paragragl®), nonUS citizens (paragraph

2.20, and dual citizengparagrapl?.2]).

2.19. Requirements for US Citizens:

2.19.1. A birth certificate obtained from the applicable state vital statistics office may be
used for age, citizenship, and name verification. A DD Form Béguesfor Verification of

Birth, validated by a local, county, or state vital statistics office may also be used when a
valid birth certificate cannot be obtainedlote: Hospitatgenerated birth certificates are not
authorized.) Seédttachment 5 for a list of vital statistics offices by state. (DD Form 372 is
prescribed in DoDI 1304.2. Refer to that publication for guidance on filling out the form.)

2.19.2. Recruiters may ask squadron operations to perform a telephonfecatem to
authorize MEPS processing for job reservation and DEP enlistment. However, a DD Form
372 signed by the operations NCO who is verifying the information must be received by the
MEPS before the applicant processes. Additionally, a completed Did 62 from a vital
statistics office or other valid source document establishing proof of name, age, and
citizenship must be received before AD enlistment. An undeleted DD Form 214 may be used
for SSN, name, and age verification only. Additional sourcauth@nts (such as a current,
valid, unrestricted and a nontemporary US passport showing the holder as a US citizen;
another official document issued by a vital statistics office; or a court order for a name
change only) may be used.

2.19.3. Canadiarborn Native Americans are exempt from having to apply for or carry an
INS Form 1551, Alien Registration Receipt Cardyut they are considered aliens for
assignment and classification purposes. Refer to the completion instructions for DD Form
1966 for the speal statement that must be entered in the remarks block. A letter or other
document from the tribal chief, council, or other reservation official will be used to verify the
Canadiadbor n Native Americanods AFRSneersonreigndot and
enter Canada to actively prospect or recruit Candoligin Native Americans

2.19.4. An applicant born in Panama must have a govermigsoed birth certificate with a
raised seal, and one parent must be a US citizen.

2.19.5. An individual born abbad who acquired US citizenshép birth may use any of the
following documents, issued by the specified agency, for verification:

2.19.5.1. From the Department of State (DS):

2.19.5.1.1.A valid (nontemporary) US passport (5 years for minors, ldrsyéor
adults).

2.19.5.1.2.FS Form 240Consular Report of Birthor FS Form 545Certification of
Birth.

2.19.5.1.3.DS Form 1350Certificate of Report of Birth.
2.19.5.2.From the US Immigration and Naturalization Service (INS):
2.19.5.2.1.INS Form N560A, Certificate of Citizenship.
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2.19.5.2.2.INS Form Nb561, Certificate of Citizenshigreplacement for INS Form
N-560A).

2.19.6. An individual born abroad who derived US citizensthipugh the naturalization of
his or her parentsnay u& any of the following documents, issued by the specified agency,
for verification:

2.19.6.1.From the DS, valid (nontemporary) US passport (5 years for minors, 10 years
for adults).

2.19.6.2.From the INS:
2.19.6.2.1.INS Form N560A.
2.19.6.22. INS Form N561 (replacement for INS Form-B560A).

2.19.7. An individual born abroad who acquired US citizenstlippugh his or her own
naturalization,may use any of the following documents, issued by the specified agency, for
verification:

2.19.71. From the DS, a valid (nontemporary) US passport (5 years for minors, 10 years
for adults).

2.19.7.2.From the INS:
2.19.7.2.1.INS Form N550, Certificate of Naturalization.

2.19.7.2.2.INS Form N570, Certificate of Naturalization(replacemen for INS
Form N-550).

2.19.8. Normally, US citizens will be enlisted under the name that appears on their birth
verification document. However, they may enlist with a preferred first, middle, and or
surname. Those electing to do so must present tB&ircard, showing their preferred name,

to their recruiter for proper application preparation and completion of the Standard Form
(SF) 86,Questionnaire for National Security Positiors, the electronic personnel security
guestionnaire. The preferred nasteould reflect the name the applicant is known by in the
community. (Refer to DD Form 1966.) Final acceptance of the preferred enlistment name
rests with the MEPS liaison supervisor (MLS). For applicants approved to enlist without a
SSN card, ensure theireferred name is shown on the documents used in place of the SSN
card.

2.20. Requirements for NonUS Citizens: (Note: This information applies t&A programs
only; all OA program applicantsiustbe US citizens.)

2.20.1. Non-US citizens willnot enter AD without their INS Form-b51 status in their
possession, solely indicating permanent resident status. Applioagtprocess with (1) an

INS Form 1551 with an expiration date greater than 2 years from date of issue (a
Aper manent 0 c¢ @amdj5]1 withoRt)expieation dafd 8nd &n INS Forr84b,

Document Verification Requestith no restrictions; or (3) an INS Form-&l5 with no
restrictions, proof that a Apermanento card
(that is, a stampegassport; an INS Form94, Arrival-Departure Recordpr an old INS

Form F551with temporary stamp).
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2.20.2. Under unusual circumstances, the local squadron commander and HQ AFRS/RSO
may approve an INS Formbb1 exception to policy (ETP) in AFRISS on applicant going

EAD who has ordered, but not received, an INS Fefb1. Note: Applicants who do not

have apermanentNS Form 551 at the time of MEPS processing will be reserved to EAD
no earlier thail8 monthsrom the date the permanent card wasoed. There igo exception

to the 8month rule.

2.20.3. Applicants whohad a permanent INS Form351 at the time of processing and
reordered the card, but did not receive it prior to EAD (15 duty days), must request an ETP
from the squadron commandefhe ETP request package must include the following
documents:

2.20.3.1.A copy of acurrent (less than 30 days old) INS Form-835 with no
restrictions or conditions

22032A copy of the appl i camthdveanystypdlofsap,r d. Th
for example, AAuthorized For Work Only.o

2.20.3.3. An applicant data or QC report showing applicant information and EAD.

2.20.4. Applicants who dichot have a permanent INS Forabbl at the time of processing

and didnot receive their permaneiilS Form 551 card prior to EAD (15 duty days) must
request an ETP from HQ AFRS/RSO. The ETP request package must include the following
documents:

2.20.4.1.A copy of acurrent (less than 30 days old) INS Form-835 with no
restrictions or conditions.

22042.A copy of the appl i camthave anptpBofstanmp,d. (T
for example, fAAuthorized For Work Only. 0)

2.20.4.3. Proof of permanent resident alien status; for example, a stamped passport (with
no conditions or restrictionsan INS Form 494, or an old INS Form-551 with a
temporary stamp.

2.20.4.4. An applicant data or QC report showing applicant information and EAD.

2205.An ETP is an fiexceptionodo and may be appr:
is not an atomatic approval process, applicants should be informed of this before submitting
the ETPIt is in their best interest to have all appropriate documents well ahead of EAD

2.20.6. The INS Form 4551 have a l1Qear expiration date on it (from the dateissue).
Applicants who (1) have expiration dates on their INS Fofb1l for 2 years or less from

date of issue, or (2) have conditions placed on their residency are ineligible for processing or
enlistment.

2.20.7. Citizens of the Federated States Miicronesia or the Republic of Marshall
Islands/Palau must have an INS For®4| stamped CFRMI, CFA-FSM, or CFAPAC,
and one of the following to confirm citizenship:

2.20.7.1.Birth certificate.
2.20.7.2.Passport.
2.20.7.3.US Naturalization Qdificate.
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2.20.7.4.US Certificate of Citizenship.

2.20.8.The nonU S citizenos name entered on milita
recorded with the INSAccordingly and without exception, nagS citizens will not be
enlisted under any name othban the one that appears on their INS FoisbB1 This form

is Iimited to 27 characters. I f an applican
entire name starting with the 27 characters on the INS F&51i..|
2.20.9. To verify place of bir h , use either the applicant 6s

current US passport.

2.21. Requirements for Dual Citizens:

2.21.1. For job classification purposes, the US does not recognize dual citizenship.
Individuals who claim dual citizenship msiuto renounce their citizenship to another country

and relinquish any foreign passports to qua
(SJC) or US citizenship only.

2.21.2. Applicants wishing to terminate dual citizenship status must (1pwristatement
renouncing their citizenship to another country prior to job reservation, and (2) mail (using
registered or certified mail) any foreign passports to the respective embassies and provide the
postage receipt to MEPS prior to EAD.

2.21.3. Applicants who choose to retain their dual citizenship or are unable to renounce their
citizenship to another country prior to job
classified as a resident alien.

2.22. Enlistment Grade Determination. Use Table 2.1to determine the enlistment grade of

an

applicant based on prior qualifications or education. Atsechment 2, Table A2.1, to

determine the enlistmegtade of PS applicants.

Table 2.1. Enlistment Grade Determination and Factors.

R A B C
ll_J then the
E grade
If the applicant will be Notes
1 |Is not qualified for a higher enlisted grade Airman 1,2
Basic (AB).
2 |Has completed 2 or more yeafsIROTC or college ROTC | Airman. 1,2,3

and has a certificate or statement on official letterhead frg
JROTC unit commander at the high school attended or fr
the professor of aerospace science (PAS) at the college
attended, stating satisfactory completion. (Mustlassified
within the Tier 1 educational category and also present th
certificate or statement before EAD date.)
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R A B C

tj then the

E grade
If the applicant will be Notes

3 |Was awarded a Boy Scouts of America Eagle Scout Awa
Girl Scouts of the USA Gold Award and presents the
respectie award certificate

4 |Was credited with over 90 days AD service and last sepa 1,2,4,5
in a pay grade of 2 or higher

5 |Is a former service academy cadet with over 90 days as & 1,2,4,6
cadet corps member

6 |Has satisfactorily copleted 20 semester hours or 30 quari 1,237,
hours of credit from an accredited, deggganting institution 8, 9, 10,
listed in the applicable AIPE directory 11

7 |Was credited with more than 12 months of AD service an/Airman First1, 4, 5
last separated in a payade of E3 or higher Class

8 |Was awarded the Billy Mitchell, Amelia Earhart, or Carl |(A1C). 1,3
Spaatz award or has a letter from CAP/AF/TTHE, Maxwe
AFB AL, certifying successful completion of award
requirements

9 |Has completed at least ay@ar JROTC program and has a
certificate or statement on official letterhead from a JROT|
unit commander stating satisfactory completion. (Must be
classified within the Tier 1 educational category and also
present the certificate gtatement before EAD date.)

10 [Has satisfactorily completed 45 semester hours or 67 qug 1,3,7,8,
hours of credit from an accredited, deggganting institution 9,10, 11
listed in the applicable AIPE directory

11 |Is an ARC member whouglifies and enlists for 6 years 1,4

NOTE: 1. Documents presented after completion of BMT may not be used as a basis f(
changing the authorized enlistment grade except through application to HQ AFPC/DPP;
with a letter of justification and supporg documents.

2. Applicants electing-§ear enlistment options will enlist in the grade of AB (unless
authorized higher grade) and will be promoted as documented on their AF Form 3008,
Supplement to Enlistment Agreemeimited States Air Force.
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R A B C
E then the
E grade
If the applicant will be Notes

3. Locally produced and authenticated copies of substantiating documents must be incly
the enlisteedbs application senb255 0 the

4. TAFMS of over 90 days or 12 months must be verified. Use DD Form 214 or 215,TAF
1613,Statement of Serviger another service equivalent); NGB Form R2port of Separatio
and Record of Serviceand AF Form 526ANG/USAFR Point Credit SummaSURF

verification through MilPDS may be used to validate TAFMS, ASVAB scores, EPRgatin
and awarded AFSCs and pay grade for-Res applicants or those serving in ANG and AF

5. If the grade of Airman or higher is not indicated on the DD Form 214, use the pay gra
E-2 on the DD Form 368 (with expiration date); promotion ordedatéd after the DD Form
368; or AF Form 526.

6. To verify service, obtain DD Form 785 from the appropriate service academy. (See
Attachment 6.)

7. Use the following as a guide for determining the value of credits:
7.1. One (1) quarter hour = 2/8 bsemester hour.

7.2. One (1) semester hour = 1 1/2 quarter hours.

7.3. One (1) trimester hour = 1 semester hour.

7.4. Fifteen (15) clock or contact hours = 1 semester Naie: Use this computation unless
an accredited, degreganting institutbn (published in the AIPE directory) that uses semes
hours evaluates and indicates the number of semester hours.

8. Do not count credits for courses failed, withdrawn, withdrawn while passing of failing,
incomplete. Preparatory or remedial coursey be used if the school counts them in the tg
hours credited toward degree requirements.

9. Coll eges and universities not |isted
directory arenot authorized for award of a higher education codenlistment grade.
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R A B C
E then the
E grade
If the applicant will be Notes

10. When the AIPE directory reflects courses of varying lengths and the transcript does
specify the type of credit hours, a letter from the school stating the type of credits earne|
be attached to the transcripts and pyceetained in the MEPS residual file.

11. Verify fAstripeso for education elig

11.1. A transcript bearing the school seal and the original or embossed signature of the
from an educational institwn listed in the edition of the AIPE directory for the last year
attended. The transcript must be presen
application going to the 319 TRS. (Locally reproduced copies will be kept in the MEPS
residual fle.)

11.2. 1 f the applicantdés school is not
listed in the current AIPE directory is acceptable. The letter, with transcript attached, my

11.2.1. State that the applicant would be accefptecbontinuing education.
11.2.2. State the total transferable credits by semester or quarter hours.
11. 2. 3. Bear the school 6s seal and orig

11.3. If the applicant was educated in a scimoolin the US education system, a letter of
evaluation from an accredited credentials evaluation agétachiment 4) with transcripts
attachedr an evaluation of the foreign college transcripts by an accredited egguaang
institution listed in theurrent AIPE directory, specifying the semester and/or quarter hou
earned or would be awarded if enrolled in that school, is acceptable. The MLS may ther
the applicant the advanced pay grade.

2.23. Verification of PS. Verify PS with the DMDC.The DMDC maintains prior regular
enlistment and officer losses as well as reserve component losses. It does not maintain data on
AFROTC or service academy cadets. RefeClmpter 9 to determine required documentation

and toverify PS.

2.24. ASVAB and Special Purpose Testing General. The following describes testing and
retesting policies and procedures for ASVAB and special purpose tékite: (Refer to
USMEPCOM testing directives for more specific guidance.)

2.24.1. Test Compromise.Report known compromises to your supervisor or TCO
immediately. Test compromise is the unauthorized discussion, disclosure, or wrongful
possession of a controlled item (test material), which includes the intentional changing of test
scoredby test scoring personnel or intentionally entering false test scores on official records,
including AFRISS.
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2.24.2. Testing Practices. Recruiting personnel will:

2.24.2.1.Fully understand and adhere to the AFRS testing policy prescribed in this
instruction and make full use of the ASVAB information booklet provided by
USMEPCOM.

2.24.2.2.Not place themselves in a tesimpromising situation.

2.24.2.3.Not sign USMEPCOM Form 68BA-E, Request for Examinatioon behalf of
applicants processy for other Armed Forces or allow other Armed Forces recruiters to
sign on behalf of Air Force applicants.

2.24.2.4.Not refer applicants to reserve or guard recruiters for the purpose of testing or
test applicants for another Armed Forces recruiter.

2.24.2.5.Not speculate on the reason for test failure with applicants. Applicants desiring
this information must contact the MEPS TCO.

2.25. Enlistment Screening Test (EST) and Computer Adaptive Screening Test (CAST):

2.25.1. Before recruiters my administer the EST or CAST, they must be familiar with all
the provisions of Air Force Personnel Test (AFPT) 903, Administrative Scoring Manual for
the Enlistment Screening Test, and the information in this directive pertaining to the EST and
CAST. Recuiters will give and score the EST in accordance with AFPT 903 and this
instruction and annotate the results in AFRISS. The CAST automatically scores results.

2.25.2. The EST and CAST are not qualification tests; they are strictly recruiting tools. They

are not controlled tests materials, but are still controlled as for official use only (FOUO)
material. These tests are management screening tools that may be administered at the
discretion of the recruiter to NPS Air Force applicants only. They are adeelg estimate

an applicantés probability of stantdaadiBESTorg qua
CAST scores may be used to deter an applicant from taking the ASVAB. However,
tentatively qualified applicants have the right to take the ASVAB, regardittheir EST or

CAST results.

2.25.3. The EST and CAST contain questions similar to, but not identical with, questions
appearing on the ASVAB. EST or CAST raw scores are a composite index of performance in
verbal and numerical reasoning areas. Thests require approximately 30 to 45 minutes to
administer, depending on the test used.

2.25.4. Do not retest with the EST or CAST within 30 days after the last administration of
either form of the test. When retesting, give the applicant the alterfatitn of the test.
Only three retests are authorized within ami@th period.

2.25.5. Tests and answer sheets are not releasable to anyone other than authorized recruiting
personnel. These records are exempt from release under Freedom of Informa{ie0IA).

Ensure all requests for this information are expeditiously processed through HQ
AFRS/RSIAM.

2.25.6. During normal duty hours, place FOUO material in anaftgight location. During
nonduty hours, store FOUO material to prevent unauthorizegsa. When normal, internal
building security is provided during nonduty hours, file the tests and answer sheets with other
unclassified documents in unlocked files or desks, etc. When there is no such internal
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security, locked buildings or rooms usuatisovide adequate aftérours protection. If you
desire additional protection, store FOUO material in locked containers, such as file cabinets,
desks, or bookcases.

2.26. Armed Services Vocational Aptitude Battery (ASVAB):

2.26.1. The ASVAB evaluate specific AAs and gives percentile scores that are used for
selecting and classifying individuals for the Armed Forces. There are two ASVAB testing
program$® production testing and high school (institutional) testing.

2.26.1.1. Production testing invobks testing in authorized testing facilities such as MEPS
and mobile examining team sites. The test results are given directly to AFRS and are for
its use only.

2.26.1.2.High school testing is offered on a voluntary,-cust basis to educational
institutions (high schools and vocational trade schools). Testing results are provided to
the school, student, and AFRS. Although test scores may be used for enlistment purposes,
DoD advertises the student version primarily as a vocational counseling tool. Guidan
concerning the high school testing program is in AFJ2@86,Armed Services Military
Personnel Accession Testing PrograrBgjuadron commanders should work within the
Interservice Recruitment Committee (IRC) to delete those schools that discrimisede ba

on race, creed, color, national origin, or sex from the school eligibility roster.

2.26.2. For Air Force requirements, selected ASVAB subtests yield four broad aptitude
scores: mechanical, administrative, general, and electronic. In addition, ¥eBABovides

an overall quality indicator, the AFQT percentile score. AFQT categories are as follows:
Category 1 = 93 to 99, Category 2 = 65 to 92, Category 3A = 50 to 64, Category 3B = 31 to
49, Category 4A = 21 to 30, Category 4B = 16 to 20, Category 4Cto 15, and Category 5

= 0 to 9. AFI 362101, Classifying Military Personnel (Officer and Enlistegyescribes the
minimum scores required for entry into AFSCs. Saéle 1.1, Line 40, of this instruction

for further irformation.

2.26.3. All NPS and PS applicants must have qualifying AFQT test scores. All test IDs must
be verifiednoamkdbestfs rfergaui r ed. I f a test
applicant must retest. NPS and PS applicants must also mB& AEVAB qualifying score
requirements currently in effect. All NPS applicants with previous service (less than 24
months of AD) who have been separated for more than 2 years will have to retest.

2.26.4. ASVAB scores are valid for 2 years from the dafethe test to the date of the
commitment. (Individuals not in the DEP and with test scores over 2 years old must be
retested.) In all cases, a valid retest invalidates previous test results. Use the most recent,
valid ASVAB result for enlistment or resextion.

2.26.5. Parental or guardian consent is not required solely for ASVAB testing of an applicant
less than 18 years of age. However, an applicant 16 years of ageotiseyadministered a
productionversion of the ASVAB regardless of high schoolisestatus.

2.26.6. Verification screening is performed on all ASVAB tests administered by the MEPS.
This screening process identifies any irregular scoring patterns and may result in an applicant
having to take a confirmation test. If a retest accoshplil within 6 months has a 20 or more
percentile point increase in the AFQT portion of the test, a confirmation test is required. The
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LNCO must notify the applicant 6s andthatmai t er
further processing is authoed until the confirmation retest is complet@duntil 6 months

have elapsed from the date of the applicar
voluntarily retest or use his or her current score of record. (Normally, this will be the initial
ASVAB taken.) Confirmation retests will be administered only at the MEPS.

2266.1.1 f the applicantdos confirmation test A
MEPS wi | | validate the applicantds retest
enlistment.If the applicant fails to show up for a confirmation test, his or her initial test

score will be validated and retesting is not authorized until 6 months have elapsed from

the retest date.

226621 f the applicant és ¢ onfdrerigndbton below, & e s t /
confirmation interview is required. If the applicant passes the confirmation test interview,

the MEPS wil|l validate the applicantédés ret
enlistment. If the applicant fails the confirmatidest interview, his or her initial test

score remains valid and he or she will be prohibited from further retesting until 6 months

have elapsed from the date of the confirmation test. If, under these same circumstances (a
confirmation test score of 35 below), the applicant fails to show for a confirmation test
interview, his or hemitial test will be valid and retesting is not authorized until 6 months

have elapsed from the confirmation test date.

2.26.6.3. Under no circumstances will the confiation test score be used for enlistment
purposes Contact the Air Force liaison at the MEPS for the current confirmation test
policy.

2.26.7. Retesting applicants while in the DEP nst authorized. Current USMEPCOM

testing policy authorizes an applitao retest twice in a 68ay period. (Sedable 2.2for

retesting.) AFRS policy allows retesting of applicamiso are not holding a reservation

and/or are not in DERyut already have qualifying test scores. Retestingtisosized when

t he applicantés current aptitude scores ( me

limit the ability to match an Air Force skill with his or her qualifications.

2.26.8. The intent of retesting an applicant is for the appli¢anmprove on his or her last

ASVAB test so his or her enlistment options increase. Before any retest is administered, the
flight chief must interview the applicant in person or by telephone, give approval for the
retest, and document this interview inta@ pl i cant 6s AFRI SS record.
briefed prior to retestinghat (1) all previous ASVAB test scores will be invalid upon this
voluntary retesting, and (2) there is a possibility his or her scores will not improve or a
confirmation test mabe required.

2.26.9. An applicant who has answered at least one question on the ASVAB is considered to
have tested. (Confirmation testing does not constitute a retest unless the entire battery is
given.)
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Table 2.2. Retesting of ASVAB and Special Tsts.

R A B C D E
U
L [I f appl i (thenretestingon
E |initial testwasa |the 5 if administered after | Notes
1 |production, studen|production, studen{authorized | after 1 calendar 1,2,3,4
or high school high school, month from the initia
version of the institutional, or test.
ASVAB CAT version of the
ASVAB
2 |institutional (full or after 1 calendar 2,3,4,5
shortened version month from the first
[SS ASVAB]) retest.
3 |CAT version of the after 6 calendar 3,4,5
ASVAB months fromsecond
retest (3d actual
ASVARB test).
4 |special test same special test |prohibited |between 0 and 6 1,5
months.
5 waiverable | after 6 months. 56,7
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R A B C D E

U

L [I' f appl i ¢thenretestingon

E |initial testwas a |the is if administered after | Notes
NOTES:

1. No waivers or exceptions.

2. After the first retest, a-thonth wait for second retest is mandatory. After the second retg
6-month wait for any further retesting is mandatory. There is a mandatapnéh wait for
retesting when the previous téms been invalidated.

3. Do not administer any test to members currently on AD with any branch of the Armed
(excluding members of AFRC or ANG units).

4. A properly completed USMEPCOM Form 68@Request for Examinatiors authority for
retest.EA recruiters will document any previous version of the ASVAB taken by the
applicant on the form.

5. For retesting purposes, months are defined as calendar months.

6. Requests for special testing exceptions may be submitted in unusual circumstandeg o
must include the following information:

6.1. Applicantdés full name and SSN.
6.2. Type of test taken, date of initial test, scores obtained, and testing location.

6.3. Justification for retest, to include unusual circumstama®: lliness, fadigue, and scores
inconsistent with applicantbés academic

7. Retests are governed by AFF3605,Air Force Military Personnel Testing Systeamd
administered by HQ AFPC/DPPAPET.

2.27. Special Purpose Testing:

227.1.When necessary, speci al purpose tests
gualification for specific occupational specialties. Applicants not otherwise qualified for a
specific AFSC willnot take the special test. Specmlrpose testing at other than the MEPS

is not permitted except as directed by Headquarters, United States Military Entrance

Processing Command (HQ USMEPCOM) or authorized by USMEPCOM sector
commanders.

2.27.2. MiIPDS will not offer an AFSC unless quBling test results are entered into

MilPDS. Applicants who desire to select these AFSCs must be given the appropriate special
test. The MLS must ensure pass or fail special test scores are entered in MilPDS and

recorded on enlistment documents. Additionalhe test scoring worksheet, DD Form
1304.12K, ASVAB Worksheet for Computing Scores, or USMEPCOM 680 ADP Report,
Status A, with special test scores will be included in the file forwarded to BMT on AD.
Retesting applicants is not normally approved. Insuali circumstances, submit a waiver

ar
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request according tdable 2.2 Individuals in the DEP are authorized to take special purpose
tests.

2.28. Defense Language Aptitude Battery (DLAB).The DLAB evaluates the ability to
complete formal courses in foreign language training. This test is required for entry into AFSC
IN3XX, Cryptologic Linguist Apprentice; and 1A8X1, Airborne Cryptologic Linguist
Apprentice. Languages are divided into four categories, based on difficultynivim DLAB

score is 100.

2.29. Electronic Data Processing Test (EDPT)The EDPT evaluates the basic ability to
complete a formal course dealing with the programming of electronic data processing equipment.
This test is required for entry into AFSC 3C03ZommunicationsComputer System
Programmer Apprentice.

2.30. English Comprehension Language Test (ECLT) or American Language Course
Placement Test (ALCPT). The ECLT and ALCPT are available only at the MEPS in San Juan,
Puerto Rico. When the originat@res indicate a possible comprehension disability, the ECLT or
ALCPT should be administered to applicants before ASVAB retesting. A score of 70 verifies the
requirement that an applicant is able to read, write, speak, and understand the English language.
If an ECLT or ALCPT retest is required, the recruiter must give the MEPS 30 days notification
and have results documented in AFRISS remarks.

2.31. Applicant Qualifying and Testing:

2.31.1. Applicants tentatively qualified for any commissioning peyg who elect to apply
solelyfor the NPS program must add, sign, and date the following statement in the remarks

section of their DD Form 1966: il have beece
programs and el ect t o appbnyersely;applicahtoapplyindhe en

concurrently for EA and OA programs must complete the statement of understanding in
Attachment 7 of this instruction.

2.31.2. An applicant who agrees to enter AD before receiving boandtsesiust read and
sign his or her name and date after the following statement in the remarks section of the DD

Form 1966 (filled out by the MEPS): Al und e

commitment as an enlisted member and acknowledge | willbroreleased to accept a
commi ssioning opportunity resulting from my

231.3.The original of either statement wil/l
copy will be sent to the MEPPINCS willeasthbdshanp p !l i c
EAD availability date no earlier than 30 da\)

results are publishedf applicants elect to enlist on AD before receiving selection board
results, they are obligated to honor their énmlent and will not be released from AD if
selected for a scholarship or commission.

2.31.4. Candidates for potential dual credit will be identified in advance, tracked, and
accounted for. Squadron operations flight commanders will manage and tracds aetaded

to concurrent OA and EA processing. NPS applicants who accept scholarships,
appointments, or direct commissions before they enter AD must be cancelled. Squadron
operations must cancel all selects within 10 duty days of the board results delsase net
reservation credit will not be restored. This cancellation will result in temporary loss of
reservation net reservation credit. Squadrons must request credit restoration from HQ
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AFRS/RSOAP (Fax 2186549 15) wi t h a c¢ o p robirftentttoraeceptap p | i ¢
scholarship, appointment, or commission. Requests must identify the program the applicant

was selected for, the board release dat e, a
the applicantdos name, dat§ RIC, abdEcBncetlation eate. HOF S C,
AFRS/ RSOAP wi | | restore credit after HQ AFR!

Applicants who fail the ASVAB test or are otherwise determined to be unqualified will be
tactfully dismissed.

2.32. Processing Aplicants to MEPS:

2.32.1. Only applicants who are test qualified and motivated to join the Air Force will be
scheduled for MEPS processing. @step processing (test and physical) is authorized when
advantageous to the Air Force. Before schedulingliGpyps for onestop processing,
recruiters should have a high degree of confidence that the applicant will pass the ASVAB
test. In these cases, EST or CAST screening should have been conducted and results
documented in AFRISS.

2.32.2. EA and OA recruiers are responsible for completing all required forms (or IMTSs)
and forwarding applications to arrive at the MEPS at least one duty day before the

applicantdés arrival. These recruiters are a
certified copie of appropriate source documents, and/or legible copies of source documents
arrive at the MEPS at | east one duty day b

validation and verification by the MEPS LNCO.

2.32.3. Applications may arrive at MEPS dg than one duty day prior to applicant
processing with the approval of the operations flight commander or flight chief. The
operations flight chief will maintain a log to document these exceptiofiaxeficopies of

source documents are used by the LNfGOinitial validation and verification, theriginal

source documents or certified copies of the source documents must still be reviewed by the
MEPS LNCO before the applicant may process or shipte: Several agencies issue
coloredcoded documents to gribit copying. If documents cannot be faxed legibly, the
original documents must still be used for verification and validation before applicant
processing.

2.32.4. Applicants who arrive at the MEPS to process without original or certified copies of
requred source documents may be allowed to continue processing with the approval of the
squadron operations flight chief. However, they will not be allowed to ship without the
MLS6s verification and validati ondoauments.he or i

2.32.5. All recruiting personnel must adhere to any state laws that prohibit copying original
documents.

2.33. Buddy Flights. A buddy flight must consist of at least two, but not more than nine, NPS
applicants who want to enlist and reamdogether during BMT. Flights must consist of all
women or all men; they will not be mixed. Before buddy flight consideration by HQ AFRS,
squadrons will ensure applicants for buddy flights currently hold a job reservation for leaving in
the same month. he job choices provided to HQ AFRS/RSOPB must include the job the
applicant is currently holding. See paragréptOfor specific procedures.
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2.34. Congressman Hebert Advanced Placement Award (CHAPA):

2.34.1. This award igiven as a joint effort between the AFRS and the JROTC of all service
branches to reward and recruit top quality cadets opting to enter the Air Force enlisted ranks.
Up to two cadets may be selected each school year from each unit. The JROTC science
instructor will make the selections and submit the names to the nearest AFRS squadron
commander.

2.34.2. The responsible recruiter will process the candidates to determine whether they are
qualified. Once the applicant is fully qualified and his or her jodfgsences and date of
availability are loaded in MilPDS, the MEPS contacts squadron operations who, in turn,
faxes a copy of the CHAPA |l etter (with aprt
applicant may list up to five GTEP skills in an®onth window or onéAA in a 1-month

window for special reservation consideration.

2.35. US Air Force Band Enlistment Program:

2.35.1. Applicants wanting to enlist in the band must audition if they claim proficiency in a
musical instrument.

2.35.2. AF IMT 485, Application for Enlistment US Air Force Bandjs completed as
follows: (Note: AF IMT 485 is prescribed in AFI 38002. Refer to that publication for
guidance on filling out this IMT.)

2.35.2.1. The recruiter completes Section |.
2.35.2.2.The band direior conducting the audition completes Section II.
2.35.2.3. The applicant completes Section Il

2.35.2.4.HQ AFRS/RSOPB completes Section IMote: If the applicant is otherwise
gualified, the LNCO completes this section and obtains an assignnsentaton from
HQ AFRS/RSOPB.

2.35.2.5.If a waiver is needed, HQ AFPC completes Section V.
2.35.3. Before the applicant auditions, the recruiter informs the applicant that:
2.35.3.1.He or she must bear all expenses in connection with the auditio

2.35.3.2.Final approval for enlistment into the band program must come from HQ
AFRS/RSOP. Audition approval do@®t guarantee enlistment into the band program
even if a vacancy exists.

2.35.4. The applicant auditions before an Air Force banddeat the nearest Air Force base
having an Air Force band.

2.36. Voice Audition for a Radio-Television Broadcasting SpecialistApplicants desiring an
assignment in GTEP AFSC 3N032, Radielevision Broadcasting Specialist, with acceptance
into the Ba&ic Broadcaster Course at Defense Information School (DINFOS), must complete and
pass a voice audition. These following procedures are provided for preparing and submitting a
voice audition package:
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2.36.1. Specifics:

2.36.1.1. The applicant should go the nearest Air Force base public affairs office or, as

an alternative, he or she may cut a tape at a local, cooperating radio station under
recruiter supervision. A news script, a spot script, five sentences, and an extemporaneous
segment will be used n  al | cases to test the applica
allow DINFOS to evaluate his or her voice in specific areas.AS@ehment 8 for the

audition script, fivesentence read, and sample cover memorandum.

2.36.1.2.Do not send prerecorded dnair checks. 0
phrasing in such tapes is usually dictated by the radio station; and it is impossible to
judge the voice properly. Therefore, DINFO

2.36.1.3.Ensure there is a quiet area, free of background noises for the recording
session. Allow the applicanib more tharl5 minutes to rehearse the script and sentences
out loud Advise the applicant to communicate in a natural tone and not use an

fifnnouncer éds delivery. o Be sure the applice:
name. Al l ow only one Atakeo or attempt pe
maximum of four auditions in a IrAonth period. A voice audition pass is valid for 1

year.

2.36.2. Extemporaneous Segment:

2.36.2.1.The applicant will have 5 minutes to think about what to say during the
segment. He or she should speak in a normal, conversational tone. This segment is an
essential part of the voice audition.&#h ps DI NFOS evaluate an ap
onthe-scene news reporting and other jobs that require extemporaneous speaking.

2.36.2.2. The applicant will speak for 60 seconds about why he or she wants to become a
military broadcaster. He or she ynalso include goals for the future. This portion of the
audition must not be read.

2.36.3. Equipment:

2.36.3.1. Auditions should be recorded on a cassette tape, using a-sexkerecorded

on one side only. Dmot use multitrack stereo microcastes. Speak directly into the

mi crophone. Do not use electronic fdAenrich
production music, etc., because DINFOS will not evaluate these tapes. Use only new or
completely erased tapes.

2.36.3.2.1f more than one @plicant is recorded on a tape, allow at least s&&fdnd

pause between takes and identify each tak
Applicants are allowed onlgnetake; donot send multiple takes.
2.36.4. Mailing:

2.36.4.1.Each tape subission must be accompanied by a cover memorandum that
follows the format imMAttachment 8.

2.36.4.2.Colds, sinus conditions, or other physical circumstances that may affect the
applicant 6s voi ce o uthee | spetial comirheatsi kedtionboé then ot e ¢
memorandum. Reschedule the audition if the illness severely affects voice quality.



66 AFRSI36-2001 1 APRIL 2005

2.36.4.3.Each cassette must be labeled to identify the submitting activity and the person
being auditioned. If more than one voisgecorded on a tape, the label must identify the
individuals in sequence of recording. Tapes will not be returned. Mail tapes and a cover
memorandum to: Commandant, Defense Information School, 6500 Mapes Rd, ATTN:
Voice Audition/BWAS, Fort Meade, MD 265-5620.

2.36.5. Notification of Audition Results. Tapes are handled on a fu=ime, firstserved

basis. Tapes received via express mail will be processed in the order received. Include a
return mailing address, telephone number, fax number, anefwaileaddress to ensure
proper return of the confirmation memor andul
number at Fort George Meade is (301)-@370.

2.36.6. Notice to Applicant of Selection or NonselectionDINFOS forwards the notice of

selet i on or nonselection directly to the appl
response will statsi Congr at ul ati ons'! Our Voice Auditio
met the entnfevel voice standard for broadcast training at the Defense Infoomé&chool.

The audition results are good for 1 year, which means you must be enrolled in the Basic
Broadcaster Course before . : : . 0

236.7.Noti ce of Appl iftbeaapplicarsa mete adll etbet enlstment criteria,
the LNCO will reserveahe assignment through MilPDS; attach a copy of the selection letter
to AF Form 3007 Guaranteed Training Enlistment Agreememionprior Service- United
States Air Forceand forwards the packages to HQ AFPC and BMT.

2.36.8. Training. As a minimum, aining will include broadcast writing and radio and
television production techniques. Graduates are qualified to assume broadcast duties upon
arrival at their Armed Forces Radio and Television (AFRT) assignment.

2.36.9. Assignment. After training, asginment will be to one of the AFRT facilities that
conducts information and entertainment programs for personnel stationed overseas and in
isolated areas of the US where commercial facilities are not available or are inadequate.
Oversea areas include, bate not limited to, AFRT outlets in Japan, Okinawa, Johnson
Island, Wake Island, Greenland, Spain, Norway, Turkey, Greece, Ascension Island, the
Azores, Alaska, and Guam.

2.36.10.Overseas Imbalanced AFSCBecause this AFSC is overseas imbalanced,
posgbilities are good that an applicant will have a secondary AFSC while stationed in the
Us.

2.37. Physical Ability and Stamina Test (PAST):
2.37.1. See Attachment 11 of AFI 38626,Airman Retraining Progranfpr PAST criteria.

2.37.2. This testis administered to male applicants who are applying for GTEP AFSC
1T231, Pararescue (PJ), or Apprentice 1C231, Combat Controller (CCT).

2.37.3. Test results are valid for 6 months or while in DEP, but applicants must be
encouraged to continue to meetesiceed the standards. Before taking the PAST, applicants
must:

2.37.3.1.Have passed the standard enlistment physical.
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2.37.3.2.Fill out AFRS Form 7 Liability Release and Express Assumption of Risk
Physical Ability and Stamina Test (PAST).

2.374. The PAST may be administered by CCT or PJ personnel while being observed by
recruiting personnel. Additionally, recruiting squadrons may authorize squadron headquarters
personnel to administer the PAST.

2.37.5.The test may be administered localby a recruiting squadron representative
designated by the squadron commander. (A certified lifeguard must be present during the
PAST.) The test administrator must be at or above the flight chief level. The number of
PAST administrators is left to the distion of the squadron commander, but these
administrators must be totally familiar with the PAST. They must also have and be familiar
with the videotape entitled APAST Test Pro
YMCA swimming instructors, or certifiedRed Cross swimming instructors may also
administer the PAST after familiarization with the videotape and when accompanied by a
designated squadron PAST administrator.

2.38. Special Procedures for Linguists:

2.38.1. Recruiters or MEPS LNCOs will igeify applicants who are eligible for special
testing based on ASVAB scores, sensitivity job code (SJC), and other qualifications. They
will schedule applicants who express an interest in foreign languages and qualify for the
DLAB for this test as soon gmssible. Once the scores have been received, applicants with
DLAB qualifying scores (paragraph28 will be sworn into the DEP. Complete AF Form
3005, Guaranteed Aptitude Area Enlistment Agreemedbn-Prior Service- United States

Air Force.

2.38.2. HQ AFRS/RSOPB, in coordination with HQ AETC/DOOA, will determine an
optimum entry date into BMT for these applicants to allow forvee2k window from BMT

graduation to arrival at the 311 TRS and DLIFLC class start date. HQ AEJIQP
tentatively earmarks the applicant for a for
week of BMT, HQ AETC/DOOP validates language assignments with 319 TRS/DPAA.

2.38.3. Applicants will be given a copy of AFRS Form 1329anguage Preferase
Questionnaireto complete. Once completed, the form will be put into the package given to
BMT.

2.39. Delayed Entry Program (DEP):
2.39.1. Applicants with no PS are allowed to enter the DEP for 365 days.

2.39.2. Applicants currently in the active ready reserve (IRR) and members of active
reserve or guard components who are processing for the RegAF under a conditional release
are not allowed to enter the DEP.

2.39.3. An applicant may reenter the DEP when it is @i8tctive to do so or wdd benefit
the Air Force or the applicant.

2.39.4. Upon entry into the DEP, applicants will be presented an AFRS For@ettificate
of Enlistment.
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2.40. DEP Discharge:
2.40.1. Enlistees will be discharged from the DEP when they:

2.40.1.1.Reath the 365day DEP maximum. (HQ AF/DPLFA may authorize an
extension of up to 180 days after the {&fy period.)

2.40.1.2.Fail to report for AD enlistment.
2.40.1.3.Become permanently disqualified for enlistment.

2.40.1.4.Become temporarily dis@lified for more than 30 days and the job reservation
or selection has been canceled or withdrawn pending qualification determination. If the
enlistee is not qualified within the 30 calendar days, the MLS will initiate DEP discharge
procedures.

2.40.1.5 Have a bona fide hardship or an unusual reason.
2.40.1.6.Request to be discharged.

2.40.1.7.Are offered and accept an ROTC scholarship or USAFA appointment. NPS
applicants selected for BOT or COT need only a contract change. This cancellaon do

not result in a loss of reservation credit for the recruiter, squadron, and group. HQ
AFRS/RSOP must be notified within 3 duty days of selection.

2.40.2. The squadron operations flight chief will:

2.40.2.1.Ensure the MLS forwards the enlistmepphcation to squadron operations as
soon as DEP discharges are identified.

2.40.2.2.0n receipt of the application, prepare and send the squadron support branch a
request for a DEP discharge according to the request forrAtaabhment 9. Operations
will submit a DEP discharge request within 10 days of cancellation.

2.40.2.3.Ensure discharge requests are properly documented.
2.40.3. Within 5 workdays of the date of the discharge order, the squadron will:

2.403.1. Forward two copies of the discharge order, DD Form 4,
Enlistment/Reenlistment DocumenArmed Forces of the United Statespies of DD
Form 2808,Report of Medical ExaminatiorDD Form 28071, Report of Medical
History, and any supporting documentsstifying the DEP discharge, as appropriate, to
HQ ARPC/DSMS, ATTN: DEP DISCHARGE, 6760 East Irvington Place, Denver CO
8028060001. (DD Form 4 is prescribed in USMEPCOM Regulation-B81Enlistment
ProcessingRefer to this regulation for guidance oliriig out this form. (DD Form 2808

is prescribed in DoDI 1304.Bre-enlistment Forms(DD Form 28071 is prescribed in
Department of Defense Directive 6130.Bhysical Standards for Appointment,
Enlistment, or InductiorRefer to Army Regulation 4801, Ghapter 2Medical Services,
Standards of Medical Fithes®r guidance on filling out these forms.)

2.40.3.2.Clearly mark the outside of each envelope forwarded to HQ ARPC/DSMS as
ADEP DI SCHARGE. 0o

2.40.3.3.Forward the original and a copy of the DHiBcharge order and a copy of the
DD Form 4 to the MLS.
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24034 Return the applicantds original docume
card to the responsible recruiter to be returned to the individual. The remaining
application will be keptin squadron operations. The application will be disposed of
according to the Air Force RDS, Table-B6, and will be destroyed by tearing it into

pieces or shredding it.

241.Applicant and DEP Foll owup and DEP Commande

2.41.1. Recruiterswill follow up with applicants facgo-face every 30 days until 30 days

before EAD. Thirty days before EAD, a followup will be made at least every 2 weeks to
include a final departure briefing. DEP com
purposeof f ol |l owups and DEP commander 6s <call s |
continued qualification, and inform.

241.2.A1 | foll owups and DEP commander ds <call s
remar ks section of t he tabpsp | h eiagnhtd samdecweidgh
included in followups and documented by using the height/weight screen in AFRISS.

2.41.3. An AFRS Form 5,Liability Release and Express Assumption of RidRelayed
Entry Program (DEP)must be accomplished on all ajggints prior to any DEP activities.

2.42. Courtesy Enlistments:

2.42.1. Squadron approving authorities (the squadron commander or operations flight
commander) may authorize courtesy enlistments (including BOT) within the continental
United StatesGQONUS) and oversedas-CONUS only.

2.42.2. Prior telephone coordination between gaining and losing squadron operations staff
members ismandatory as is completion of AFRS Form 137Request for Courtesy

Enlistment. Notification is the responsibility of h e applicant ds recr ui
coordinated immediately after a need for a courtesy enlistment is identified, regardless of the
appl i cant SgadrArDopedadionsemust also coordinate BOT courtesy enlistments

with HQ AFRS/RSOCL. CONUSo-overs@as courtesy enlistments are authorized only in
extreme cases and upon approval of HQ AFRS/RSOP (for enlisted program applicants) or
HQ AFRS/RSOCL (for BOT applicants).

2.42.3. Submit requests through the group. Approval is requiefdrean applicant dparts
the local areas. Recruiters may not imply or infer that a courtesy enlistment will be routinely
authorized.

2.42.4. The losing MLS will:

2.42.4.1.Ensure all required enlistment documents are sent to the gaining MEPS to
arrive at least 15 wodays before scheduled AD date.

2.42.4.2.Retain copies of all enlistment documents sent.

2.42.4.3.QC courtesy enlistment applications and complete all suspense duimns
the individual departs the local area.

2.42.4.4.Ensure required documes normally retained at the enlisting MEPS are
forwarded to the gaining MEPS as required.

2.42.4.5.Ensure a copy of AFRS Form 1375 is included with the enlistment application.
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2.42.5. The gaining MLS wiill:
2.42.5.1.QC courtesy enlistment appditons and correct them as required on receipt.
2.42.5.2. Notify the losing MLS of any disqualifying factors and request guidance.
2.42.5.3.Keep a complete residual file for each courtesy enlistment.

2.42.5.4.Ensure DD Form 4, Copy 1, is reacqaished to show the regular AD place of
enlistment in Item 4. (Peandink changes are authorized by USMEPCOM Regulation
601-23, Enlistment Processinyg

2.42.6. The gaining squadron operations will coordinate with the new recruiter and gaining
MEPS to asure the applicant has arrived at the specified time and has been given special
instructions as required.

2.42.7.The gaining and losing squadron operations officers will resolve (between
themselves) disputes over accession credit loss resulting froantesy enlistment
cancellations. They will elevate problems to group level only when an agreement cannot be
reached.

2.42.8. For a CONUSo-overseas courtesy enlistment, the recruiter will:

2.42.8.1.Immediately contact squadron operations of a iptssoverseas courtesy
enlistment and ensure AFRS Form 1375 is completed.

2.42.8.2.Inform applicants that, with their concurrence, an attempt will be made to move
up their EAD for departure before their move. If the EAD cannot be changed, applicants
will enlist through an overseas facility. Information will be provided on the AFRS Form
1375 as to when and where to enlist.

2.42.8.3. Inform high school seniors that, if they move before graduation, they will enlist
through an overseas facility. If theyjove after graduation, an attempt, with their
concurrence, will be made to move up the EAD to before their move.

2.42.8.4.Provide the AFRS IMT 1375 to squadron operations for coordination.
2.42.9. For a CONUSo-overseas courtesy enlistment, squadsperations will:

2.42.9.1.Call HQ AFRS/RSOP and request assistance in moving up the EAD date for
qualified applicants.

2.42.9.2.Ensure compliance of procedures in paragragl for applicants authorized a
CONUSto-overseas courtesy enlistment.

2.43. Cancellation of Job Reservations:

2.43.1.EA program job reservations will be canceled when the applicant becomes
disqualified or withdraws his or her applicant status. An exception to this policy may be
appropriatewhen certain temporary conditions exist. The squadron operations officer will
coordinate with the superintendent and determine whether a cancellation is required, based
on the circumstances of each individual case. When a job reservation is canceleg for a
reason, the applicant will not be booked for another reservation angerircumstances

until he or she is rendered fully qualified.
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2.43.2. Squadron operations will be notified immediately of any EA or OA program
applicant who becomes permanentiytemporarily disqualified for any reason or withdraws
his or her applicant status. S€able 2.3for reservation cancellation procedures and apply
the following definitions:

2.43.2.1. Withdrawal of applicant statdsAn applicant who elects not to enter AD has
terminated his or her applicant status. The flight chief may contact these individuals and
attempt to remotivate and/or validate their status.

2.43.2.2. Temporary disqualificatioh A nonmedical condition that rendean applicant
disqualified for enlistment, but can be resolved before AD.

2.43.2.3.Permanent disqualificatiédnA condition that renders an applicant disqualified
for enlistment. This condition will exist for an extended period without regard to
unforegeable conditions.

Table 2.3. Reservation Cancellation Procedures.

R A B C
U
L then squadron operations will cancel the
E |When an applicant job reservation Notes
1 |Withdraws from applicant status |as soon as notified by the flight chief tha 1, 2
the aplicant will not enter AD.
2 |Is renderedemporarilymedically |Immediately. 2
disqualified on date of AD
enlistment
3 |Is renderegpermanentlymedically |immediately (except applications pemgl
disqualified on or before date of | SG waiver results).
AD enlistment
4 |Has a temporary medical Immediately.
disqualification that willhot be
resolved before scheduled AD d;
5 |Has a temporary medical as determined by the sagron operations |3
disqualification thamaybe officer, operations flight chief, or
resolved before scheduled AD di superintendent.
6 |Requires a waiver, eligibility as determinedybthe squadron command(4

determination, or ETP for any
disqualifying condition withheld
before or after job reservation or
acquired after job reservation
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R A B C

U

L then squadron operations will cancel the

E |When an applicant job reservation Notes
NOTES:
1. When a recruiter becomes aware of &

decline), the recruiter will immediately notify the flight chief and annotate AFRISS wil
appropriate information. Thiight chief will immediately notify squadron operations of
cancellation (or pending cancellation) in case the flight chief wishes to conduct an in
(telephonic or face to face) I n an at
condet ed within 7 <calendar days. | f t |
withdraw, the applicant refuses the appointment, or contact with the applicant cal
established within 7 calendar days, the flight chief will immediately notify squi
operations and the reservation will be canceled thatMatge: Local policies may be mo
restrictive.

2. Applicants will not be booked for another reservation until they are rendered fully gu
or, in cases of withdrawal, they reinstate theirli@ppt status.

3. The squadron operations officer or flight chief will coordinate with the superinteno
decide what course of action to take on applicants with a temporary medical disquali
that might be resolved before the scheduled AD.dEPS liaisons will document an MF
in AFRISS, stating the action taken, reasons, and name of the individual rendel
decision. If the decision is to cancel, note 2 applies.

4. Squadron commanders will decide whether a job reservation will belednehile the
applicantds waiver or eligibility det
scheduled AD date, level of approval authority, and time required to process the re
action must be taken into account. MEPS liaisons will neé@ memorandum for recol
documenting the commander 6s deci sion i
2 . During the commander ds absences, t
cancellation decision.

2.44. NPS and PS ProcessingUseTable 2.4to determine which forms or IMTs are required
for enlistment. In addition to those requiredTiable 2.4 other documents may be required; for
exampl e, a c o pbyth cerdificatenheggh sshodl diotn&, distlsarge orders, official
transcripts, valid driverbés | icense, and marr
(from the state vital statistics agency); and



AFRSI36-2001 1 APRIL 2005

Table 2.4. NPS and PS Processirdg Enlistment Forms or IMTSs.

73

I A B C
T
E
M Forms or IMTs Required Required Number of Copies Use
1 |SF Form 86 (or EPSQ) One Mandatory
2 |DD Form 214 or 215 As required
3 | DD Form 368 (with expiration
date)
4 |DD Form 369 One, as applicable
5 |DD Form 785 One As required (note 1
6 |(DD Form 1966 One set Mandatory
7 |DD Form 28071 One
8 |DELETED Mandatory (note 2)
9 |AF Form 526 (if necessary) As required
10 |AF IMT 2030 Two Mandatory
11 |AF Forms 3005, 3006, and 3007 Four As required
or DD Form 2863
12 |AF Form 3008 Mandatory (note 3)
13 |AF IMT 3010 Three Mandatory
14 |AFRS Form 1307 One As required (note 4
15 |AFRS Forms 1326 or 1371 Mandatory
16 |AFRS Form 1328 As required
17 |AFRS Form 1348 Mandatory
18 |AFRS Form 1375 Three As required
19 |AFRS Form 1408 One Mandatory
20 |AFRS Form 1415 Four As required
21 |AFRS Form 1419 One, as applicable
22 |NGB Form 22 One
23 |USMEPCOM Form 68(BA-E Mandatory
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I A B C

T

E

M Forms or IMTs Required Required Number of Copies Use
NOTES:

1. See paragraph46for DD Form 785 procedures aAdtachment 6 for addresses.
2. Electronic fingerprints are taken at the MEPS.

3. All NPS applicants (Rieligible) will initial the elected College Loan Repayment Prog
(CLRP) option on thiform (default statement printed out of AFRISS). Current Al
PGMs concerning the CLRP also applies.

4. Required for PS applicants wishing to apply for recruiting duty.

2.45. Overseas MPF Enlistment Processing With Recruiter SupportThis support pplies to
overseas MPF processing when recruiting personnel are present, but MEPS support is not
available. It also applies to Alaska when transportation arrangements for applicants in outlying
areas dictate. The following rules apply:

2.45.1. The recriter is responsible for prequalifying and processing applicants.

2.45.2. The MPF is responsible for administrative actions normally performed by the MEPS
staff, and the recruiter is responsible for LNCO duties.

2.45.3. On EAD, the recruiter will fonard a copy of the DD Form 1966, Copy 1, to the
appropriate MEPS (for Asia, the Honolulu MEPS; for Europe, the New York [Ft. Hamilton]
MEPS) for entry into the USMEPCOM Integrated Resource System (MIRS).

2.45.4. Base medical personnel will perform theigtment physical and physical recheck
within 14 days of enlistment (all applicants). They will place special emphasis on weight
standards and BFM to ensure the applicant is within Air Force standards at the time of
enlistment.

2.45.5. The applicant wllenter AD with sufficient time to travel to BMT and arrive between
Monday and Thursday of the EAD week. This allows for delays in transportation
arrangements. Any exception to this policy must be approved by HQ AFRS/RSOP.

2.46. Applicants Applying for an NPS or PS Program Who Were Previously Eliminated
From Officer Candidate Training:

2.46.1. Before processing, a DD Form 785 or a letter from the releasing agency (containing
the same information as a DD Form 785) is required for all applicantopstyieliminated

from officer candidate training. Request a copy of the DD Form 785 according to
Attachment 6.

2.46.2. Applicants areeligible for enlistment processing unless the elimination action was
based on punite or administrative actions involving defective character traits, unsuitability,
drug abuse, etc. In questionable cases, a request for an enlistment eligibility determination
(EED) should be forwarded through the group to HQ AFRS/RSO via AFRISS workflow.
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Incl ude <copies of the applicantds DD Form
appropriate), and a statement of circumstances from the apploargption: Disenrolled
AFROTC and USAFA cadets (required to fulfill AD service obligation) auéhorized to

enlist without a DD Form 785 review if they have a DD Form 368 (with expiration date)
approved by HQ AFPC/DPPAEQ at 550 C Street West, Suite 10, Randolph AFB, TX 78150
4712, fax (210) 568152 or DSN 6653152. NPS applicants must disenroll from ROTC and
possess an approved DD Form 785.

2.47. Age. The applicant must be less than 28 years old as of the date of entry onto AD. Use
Attachment 2 to compute the maximum age for PS applicants. The Air Force has no obligation
to enlist persons who become ineligible during processing or in the DEP.

2.48. Physical Standards:

2.48.1. Each applicant must be physically qualified according to AFL28. Physicals are
valid for 24 months from the date of the physical.

2.48.2. When required, the MEPS completes a modified class Il flying physical and the
LNCO mails onecopy (EA applicants) of the physical with class Il results (for example,
heterophoria, val salva, reading aloud test [RAT]) according to current proceduwahcgii

for certification to HQ AETC/SGPS, 63 Main Circle, Suite 3, Randolph AFB TX 78150
4549.

2.49. Preparation for Initial Training:

2.49.1. BMT, BOT, or COT applicants who wear contact lenses or glasses must take a pair
of their glasses with thefpreferably with a current prescription) to their initial training base.

- |

It wi || take up to 4 weeks for an applicant

issued glassesWVARNING: Extended wear of contact lenses during training can cause
permanentd amage to the applicantds vision.

2.49.2.NPS, PS, BOT, and COT applicants are required to establish a bank account prior to
departing for training or direct duty because they are required to directly deposit their pay in
a bank. To sign up for dict deposit service, applicants will fill out an SF 1198%ect
Deposit SigrJp, as follows:Note: SF 1199A can be accessed in .pdf format at the following

Web site:http://e-publishing.af.mil/forms/otherforms.aspu n d e r fot her St anda

GSA. 0
2.49.2.1. Applicants will complete Section I, Section Il is not applicable, and the

applicantds financi al institution will com

2.49.2.2. Applicants will handcarry a compleed (original) SF 1199A to their initial
training destination or duty station and turn it in during their initial finance briefing.

2.49.3. Applicants will take carry a checkbook, ATM card, etc., to access their direct deposit
account when regular payepods begin. Basic trainees will receive their initial payment
through a government debit card. The account on this card will only contain enough money
for items and services needed in BMT. Because the initial payments will not be sufficient to
cover deld such as car payments, spouseds rent
appropriate financial arrangements for their debts prior to leaving for BMT.
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Chapter 3
RECRUITING REQUIREME NTS FOR BASIC OFFICER TRAINING (BOT)

3.1. General Instructions. After prequalifying an applicant based on the general conditions
listed inTable 1.1 use the paragraphs and tables in this chapter for specific program criteria,
enlistment procedures, and special instructions. Additieriairation may be found in AFI 36
2013.

3.2. Basic Eligibility. Each applicant must meet all basic eligibility requirements defined in
AFI 36-2002. and this instruction.

3.3. Age Criteria:

3.3.1. Nonrated applicants must be selected and conwnisd prior to age 35. PS will not

be subtracted from a BOT applicantés age.
considered without a waiver if they are less than 34 years of age by thecboassing

date. Age waivers may be consideredpplicants can be commissioned before their 35th
birthday. Applicants who are 34 or turn 34 on the convening date of the BOT board require
an age waiver. Age waivers are not authorized for nonrated applicants who are over the age
of 35. When signing their A Form 56 Application & Evaluation for Training Leading to a
Commission in the United States Air Foroenrated applicants must be briefed that failure

to complete BOT prior to 35 years of age could result in discharge from the Air Force.
Regardless oftieir age, applicants must initial next to the nonrated age statement (AF Form
56, Item 22A). (AF Form 56 is prescribed in AFI-3613. Refer to that publication for
guidance on filling out the form.)

3.3.2. Rated applicants (pilots, navigators, andbattle managers [ABM]) must be able to
complete the selection process; attend BOT; attend Introduction to Flight Training (IFT), if
applicable; and enter undergraduate flying, undergraduate navigator, or air battle
management training prior to age 30. ®fere, rated applicants who are 29 as of the
convening date of the BOT board are too old to apply. Exception to policy (ETP) requests
will only be considered for pilot or navigator applicants who (1) have a private or
commercial pilot licenser (2) meet he minimum pilot candidate selection method (which
includes the intermediate flight training [PCSMT] score, rated Air Force officer
gualification test (AFOQT) scores, and rated grade point average [GPA]xamenter
undergraduate pilot or navigateaining prior to age 30. ETP requests will not be considered
for ABM applicants. See paragrapté andTable 3.1for PCSMIFT, AFOQT, GPA degree,

age, and degree requirements.

Figure 3.1. DELETED.
3.3.3. DELETED.

Figure 3.2. DELETED.

Ap
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3.4. Minimum Education Requirements for Applicants:

3.4.1. Civilian applicants must have graduated, or be within 365 days of graduation, from a
college or university that is regionally or nationally accredited bsted in the Integrated
Postsecondary Education Data System (IPEDS). The IPEDS is located at
http://www.nces.ed.gov/ipeds/coodk nd i s mai ntained by the US
National Center foEducation Statistics (NCES). The deggganting institution must have
accreditation and must appear in one of the followihnté¢: A baccalaureate degree from

the University of the Philippines is acceptable.)

3.4.1.1. The latest edition of the Accredd Institutions of Postsecondary Education
(AIPE) Directory, published annually by the American Council on Education
(http://www.acenet.edu).

3.4.1.2.The latest edition of the Higher Education Directory, pubtistyy Higher
Education Publications, Inchftp://www.hepinc.com)).

3.4.1.3. Any other education publication that clearly indicates regional or national
accreditation.

3.4.2. Applicants who have graduated from anaccredited US college or university may
apply if they present evidence from an accredited institution of higher learning status that
their credits would be acceptable for graduate work.

3.4.3. Applicants who have graduated from a college or univeggitgide the US may apply
if all of the following conditions have been met:

3.4.3.1. All transcripts have been translated into English when required. (The applicant
must pay all fees involved.)

3.4.3.2. The degree has been evaluated by a credentalation agency that is a
member of the National Association of Credential Evaluation Services
(http://www.naces.org). SeeAttachment 4 for a partial list of credential evaluation
agencies.

3.4.3.3. Written evidence has been obtained from an accredited US college or university,
stating that credits would be acceptable for graduate work.

3.4.4. AFRS Form 1413,Verification of Scheduled Graduatiomnill be used for all
applicants arrently enrolled in college. This form must include courses required for
graduation. The recruiter will refer to AFMAN 38105, Officer Classificationfor degree
requirements for specific Air Force officer specialties. If a recruiter is unsure of specifi
degree requirements, he or she should contact HQ AFRS/RSOCL.

3.5. Applicants With Dependents:

3.5.1. Single parents and an individual married to a military member with dependent
children are ineligible for commissioning programs without a waiver eligibility
determination (ED). If legal custody of dependents has been awarded to another person, a
dependency eligibility determination (DED) will be used to validate that the member no
longer has custody of his or her dependents and to declare phieaap eligible. (See
paragraphdg.23and4.24)


http://www.nces.ed.gov/ipeds/cool/
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http://www.naces.org/
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352To enrol | an applicantdés family members
subsistence allowances upon arrival at BOT, obtain the requineervpark for family

member ID cards. In addition, ensure the applicant takes the following documents to BOT:
his or her spouseds SSN,; a copy of t he mar
certificate; and a copy of the rental lease or mortgageeawent (or a notarized statement

signed by the landlord and showing the amount paid for housing, not including utilities). If

the applicantdés family members wil/ be | iv
applicant is at BOT, obtain a letter framh e par ent s or grandparent s
family members will be staying with them.

3.6. Summary of Eligibility Criteria:

3.6.1. Refer toTable 3.1for minimum application eligibility requirements for PCSMIT,
AFOQT scores, GPA requirements, and degree disciplines. All BOT applicants will take the
AFOQT unless they have previously tested and have qualifying test scores. (Minimum test
scores do not necessarily mean an applicant is competitive.) The AFGQWilteggenerate
scores for five composite areas: pilot (P), navigator (N), academic aptitude (AA), verbal (V),
and quantitative (Q). These scores are good for a lifetime. Minimum scores are shown in
Table 3.1

Table 3.1. PCSM-IFT Scores, AFOQT Scores, GPA Requirements, and Degree Disciplines
by Program.

A B C D E F
AFOQT
I PCSM
T -IFT Academic GPA
E (Note |Pilot | Navigator | Adaptability | Verba | Quantitative | (Not | Degree
M |Program| 1) (P) (N) (AA) I (V) (Q) e 2) | Disciplines| Age
1 |Pilot 50 |50 total P& N -- 15 10 2.5 |Nonspecifig Apply
(Note 3) composite score prior
with a min of 25 to age
P & 10 N Score 29
(Note
4)
2 [Navigato| NA |50 total P& N -
r (Note composite score
3) with a minimum
of 25N & 10 P
score
3 |ABM 50 total P& N --
(Note 3) composite score

with a minimum
of 10 in both the
P and N score
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A B C D E F

AFOQT

PCSM
-IFT Academic GPA
(Note |Pilot | Navigator | Adaptability | Verba | Quantitative | (Not | Degree
Program| 1) (P) (N) (AA) I (V) Q) e 2) | Disciplines| Age

M- -—

Non- -- -- 3.0 Apply
technical prior
to

Technica -- - - (Note 5) |age
I 34
(Note

6

TDSP -- -- 25 25 3.0 4)

NOTES:

1.

4. See paragraph3for criteria for an age waiver.

Recruiters must load the PCSM score into AFRISS. Pilot applicants must have a minimurPIC
score of 50. The PCSMFT score speculates the applic
Refer to the PCSM Web siteht{ps://pcsm.aetc.af.mil/Check®ore/check%20score.htm to
determine the PCSNFT score, and navigate to find the applicant's PCSM results. Using the
friendly page, locate the table called Speculated Scores Based On Additional Flight Hours. Ti
to Column 5 to determine thapplicant's PCSMFT score. If the applicant has more than 60 fly
hour s, use the applicantés actual PCSM sc
page to calculate the PCSIHT score correctly.

An exception to the GPA mimum will only be considered for applicants who have a 150 or h
total composite score of AA, Q, and V scores. Exceptions must be submitted with the applica
forwarded in AFRISS.

The P & N scores must always be 10 or higher. There ah&@QT score waivers for applicants w
do not meet the rated score requirements. (This applies to the P & N scores.)

Refer to the program announcement for more specifics on technical progrgeadpdargets.

3.6.2. All pilot applicants must take the basic attributes test (BAT) in addition to the
AFOQT. Pilot applicants must be given a copy of the BAT information dtedetetaking

the BAT. They must take the BAT NLT 2 weeks prior to @€S application cutoff date.
Direct any questions regarding the BAT to AETC SAS/CS at DSN442B/4201 or
commercial (210) 652529/4201.

3.6.3. The BAT, AFOQT pilot score, and flying hours are combined to calculate the pilot
candidate selection method P CS M) scor e. The PCSM score
probability of completing pilot training and is used by BOT board members as a part of
evaluating the whole person concept. All pilot applicants must have a minimum -PCSM
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initial flying training (PCSMIFT) score of 50. (This score spt
score after completion of IFT.)

3.6.4. Additional flight hours will increase the applicant's PCSM score. Applicants can visit
the PCSM Web siteh(tps://pcsm.aetc.af.mil/CheckScore/check%?20score.hito update
their flight hours. Refer tGable 3.1for a summary of eligibility requirements by program.
Refer to current procedural guidance forrastions for determining the PCSMT.

3.6.5. One retest with a different version of the AFOQT/BAT is allowed after 6 months from
the original test date (AFI 3B605, Air Force Military Personnel Testing SystentQ
AFRS/RSO may grant waiver to the VdaQ scores in exceptional cases only. AFOQT
waivers for P, N, and ABM scores are not authorized.

3.7. Moral Qualifications. BOT applicants must be of sound moral character. Generally
speaking, unacceptable moral character includes an established phtiaracter and behavior
disorders and/or defiance of rules, directives, and law. Another indication of unacceptable moral
character is when an individual who is capable of making a decision between right and wrong in
conduct chooses to ignore generatlgcepted ethical standards. Sekapter 4 for details
regarding moral waivers and EDs.

3.8. Physical Qualification®d General:

3.8.1. A certified copy of a qualified commissioning physical originating from the MEPS is
mandatory for all applicants. All BOT applicants, including rated applicants, must
accomplish a commissioning physical at the MER&e: Rated applicants who are age 28
or older must have a flying class physical initiated in the Physical Examinations§irage
Program (PEPP) in addition to a MERB&alified commissioning physical. Refer @hapter

6 for MEPS physical processing.

3.8.2. Commissioning physicals qualified by MEPS chief medical officers (CMO) are valid
for EAD purposes. HQ AETC/SG is the final approval authority for MEPS €MO
disqualified physicals when a waiver is requested and for flying physicals performed at a
military medical treatment facilities. Physicals are valid for 24 months from the date of the
initial physical.

3.8.3. An applicant who is examined at the MEPS and found to be temporarily disqualified
(TDQ) must return to MEPS for a profile revision before the physical and new supplemental
documents are mailed to HQ AFRS/RSOCP.

3.8.4. Weight measwements and BFMs must be accomplished by a MEPS or military
treatment facility. Refer té\ttachment 3 for BFM standards and AFI 483 for helpful
applicant screening information.

3.8.5. MEPS physicals for BOT applicanmtsust include the reading aloud test (RAT).

3.9. PRK and LASIK Disqualifications. Correction of visual acuity by photorefractive
keratectomy (PRK) or lasessisted stromal 4isitu keratomileusis (LASIK) surgery is
disqualifying for all Air Force progim applicants, but waivers may be considered 1 year from
the date of the operation, as follows;

3.9.1. For nonrated applicants, PRK and LASIK may be waiverable.
3.9.2. For rated applicants, only PRK may be waiverable.
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3.10. Physical Qualificationsd Rated and AFSC 13XXX:

3.10.1. Physicals for rated and AFSC 13XXX applicants must be accomplished at a military
medical treatment facility by a credentialed flight surgeon after selection, unless required for
application. Upon selection notificatioAFRISS will automatically enter a 9fay suspense

for rated and AFSC 13XXX physicals. These physicals must be forwarded by the medical
treatment facility to HQ AETC/SGPS in PEPP for certification. Refeifable 3.2 for
spedfic physical requirements for pilot, navigator, etc.

Table 3.2. Physical Requirements.

R A B C
U
L
E |If applicant is applying for |then he or she will submit a Notes
1 |Pilot (92TO) MEPS commissioning physical plus initial Flyi{ 1, 2
Class I.
2 |Navigator (92T1) MEPS commissioning physical plus initial Flyi
Class IA.
3 |Air battle manager (ABM) |MEPS commissioning physical plus Flying Cla
(13B1) [l with RAT.
4 |Combat rescue officer MEPS commissioning physical plus Flg Class|1, 3
(13D1A) [l
5 |Air traffic controller (13M1) [MEPS commissioning physical with ARTC,
RAT, cholesterol, HDL, and triglycerides.
6 |Space and missile operatiorf MEPS commissioning physical with adaptabili
(13S1X) rating for space andissile operations duty
(ARSMOD).
7 |All others MEPS commissioning physical. 1
NOTES:
1. Applicants must have a copy of a qualified MEPS commissioning physical in
application.
2. Flying class physicals are required after selection for all rated applicants, except th
are age 28 years or older by the convening date of tield®@rd. Refer to paragra@iB.l
3. HQ AETC/SGPS does not require a complete physical to be accomplished by the
treatment facility. HQ AETC/SGPS will accept a scanned MEPS document in PER
supplemental medical documentation for AF§g&cifc data.
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3.10.2. Use exact buttocko-knee and sitting and standing height measurements for rated
and AFSC 13XXX physical s. Do not round off
perform all measurements.

3.10.3. Pilots and navigators must haaeed lens test. They must not wear their hard contact
lenses for 90 days or their soft contacts for 30 days preceding the examination for Flying
Class | and IA physicals. They must continue to not wear them until after their medical
screening, which isanducted after OTS graduation at Brooks City Base, TX. Failure to
remove contacts could result in failure of the medical screening.

3.10.4.0nce physicals requiring HQ AETC/SGPS certification are completed, HQ
AFRS/RSOCL will enter final disposition dfie physical in AFRISS for MEPS to verify on
ship day. HQ AFRS/RSOCL will forward the original to 22 TRS (OTS).

3.10.5.0nce HQ AFRS/RSOCL assigns a class, the original HQ AETC/S@eRfed
physical will be scanned andneailed to the MEPS withthepd i cant 6s <cl ass
memorandum. The original will be forwarded by HQ AFRS/RSOCL to 22 TRS (OTS) with

t he appl i cant 6Gommissikring Appaintmert Appliation Checklist.

3.11. Age, Citizenship, and Name Verification. Refer to paragph2.18

3.12. Preservice Marijuana and Drug Usage.Officer applicants must explain preservice
marijuana use with a statement in the remarks section of AF IMT 2030. (Refer to paragraph
4.2))

3.13. Military Records:

3.13.1. Copies of these documents are required for all applicants who currently hold or
previously held military status, and they must be included in the BOT application and case
file. Refer toChapter 9 for PS qualification requirements.

3.13.2. Records for AD and ARC members will be requested from their respective units.
Civilian applicants with PS will request their records in sufficient time to have them available
for the application to medhe prescribed cutoff date.

3.13.3. Applicants should use SF 18Request Pertaining to Military Records, authorize

the release of their recordattachment 10 lists instructions for obtaining PS records with

this form. Ensure the request asks for all military performance reports, enlistment, separation,
and discharge documents, related correspondence, and any derogatory information (Article
15, UCMJ, courtsnartial, etc.).Note: A current MIlIPDS SURF report is reqad on all

BOT applications for ARC members.

3.14. Counseling. Provide adequate counseling to applicants to ensure they receive all available
BOT information, including the following:

3.14.1. Commitment. Inform applicants that application submissioncurs no mutual
obligation. Refer tdrable 3.3for information regarding the active duty service commitment
(ADSC) for applicants selected to attend BOT.
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Table 3.3. ADSC for BOT Applicants.

R A B

U

L

E |If the individual is [then his or her ADSC is

1 |Nonrated 4 years from the date of commissioning.

2 |Anpilot 10 years from the date of award of an aeronautical rating
(completion of specialized undergraduate pilot training [SUP]

3 | A navigator 6 years fronthe date of award of an aeronautical rating
(completion of specialized undergraduate navigator training
[SUNT)).

4 |An ABM 3 years from the date of award of an aeronautical rating.

3.14.2. Enlistment Grade. All applicants will attend BOT in thegrade of E5 (staff
sergeant). PS candidates with at least 10 years of TAFMS may be eligible to attend in a
higher grade. Refer tAttachment 2 (ParagraphA2.5 and Table A2.1, Lines 6 or 7, as
applicable).

3.14.3. Elimination from BOT:

3.14.3.1. Officer candidates eliminated from BOT may elect to apply to remain in the
RegAF in an enlisted status if they are otherwise qualibethey may be immediately
separated under AFI 38208,Administrative Separation of Airmen.

3.14.3.2.Eliminees entering enlisted status will normally be reduced to Airman First
Class (A1C) unless they have PS that may entitle them to a higher pay grade. Directives
in effect at he time will determine their grade.

3.14.3.3. Pilot, navigator, and ABM applicants must be briefed that additional medical

testing is performed during entry into URT. Every effort is made to screen applicants

prior to attending BOT, but in rare casesplicants might not be medically qualified as a

result of this additional testing. In these cases, applicants will be discharged unless they

are approved for reclassification by AFPC into another career field or apply to remain in

the RegAF inenlisted dtaus. Addi ti onally, applicants wr
be discharged unless they are approved for reclassification by AFPC into another career
field or apply to remain in the RegAF in an enlisted status.

3.15. Procedures:

3.15.1. Do not refise to process tentatively qualified applicants. Based on current selection
statistics, those who are not competitive should be discouraged from applying, but they may
apply if they insist. Applicants may apply for BOT and enlistment concurrently.
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3152Do not submit an application more than
date. EXCEPTION: Civilian applicants who are enrolled as ftithe students in an
undergraduate program may apply once they are within 365 days of graduation or
availablity.

3.15.3. AD warrant officers, sisteservice enlisted personnel, ARC members, and other
reserve and guard members may apply for BOT. DOD policy allows members to be released
from their previous commitment upon entry into Air Force AD. AD Air Foergisted
personnel apply through the base education office. Applicants in this category should be
processed in the same manner as civilian applicants with the following exceptions:

3.15.3.1. Military records, including promotion dates and positions hatwl copies of
all performance reports must accompany the application. Refer to par&gt&ph

3.15.3.2.Before Air Force processing, a DD Form 368 (with expiration date)a
MilPDS SURF report (where applicable) a stdaement of service are mandatory for all
ARC and other reserve and guard members.

3.15.3.3.Warrant officers and enlisted members of sister services must have a
conditional release signed by their approval authority.

3.16. Documents Required for Applications and Enlisted Case FilesSee Table 3.4 for
documents required for applications and enlisted case files. Submit completed appladtions
Applications with errors will not be held for more than two consecutivedsoasroup and
squadron OA personnel will be suspensed for missing and incorrect items through AFRISS.
When completing BOT applications, use current PGMs to obtain additional information on
preparing BOT applications and a current listing of Air Force Bf@€ession specialties and
officer AFSC course titles and lengths.

Table 3.4. Documents Required for Applications and Enlisted Case Files.

| A B C D E

T Required Forms (or| Application Will |Enlistment Case

E IMTs) and Include (send to |File Will Include

M| Documents AFRS) (send to MEPS) |Use Notes

1 |SF 86 NA Copy Mandatory |1
DD Form 368 (with |Copy Original As required
expiration date)

3 |DD Form 369 NA

4 |DD Form 372

5 |DD Form 785 Copy Copy 2,3

6 |DD Form 196 NA Original (set) Mandatory |4

7 |DD Form 2760 Original

8 |DD Form 28072 Copy Original
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| A B C D E
T Required Forms (or| Application Will |Enlistment Case
E |IMTs) and Include (send to |File Will Include
M IDocuments AFRS) (send to MEPS) |Use Notes
9 |DJFD258 NA NA 1
10 |AF Form 56 Original and one 5

copy
11 |AF IMT 2030 Copy Original 6
12 |AF IMT 3010 Mandatory |7
13 |AFRS Form 1325
14 |AFRISS Applicant 8
Data Quality Check
Report
15 |AFRS Form 1328 As required |9
16 |AFRS Form 1348 |NA Original Mandatory |10
17 |AFRS Form 1356 |Original plus NA As required
three copies
18 |AFRS Form 1360 |Original Mandatory
19 |AFRS Form 1375 Copy As required
20 |AFRS Form 1408 NA
21 |AFRS Form 1413 |Original As required
22 |AFRS Form 1415 |AFRISS copy Copy
23 |AFRS Form 1419 |Copy Original
23 |DD Form 2808 and | Commission Copy (original or | Mandatory |11
DD Form 28071 or |qualified physicallscanned copy)
SF 88 and SF 93 Final Deposition
of HQ
AETC/SGPS
certification in
AFRISS
24 | Transcripts Copy Original 12
25 |USMEPCOM Form |NA
680-3A-E
26 |Recommendation |Original NA 13

letters
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| A B C D E
T Required Forms (or| Application Will |Enlistment Case
E IMTs) and Include (send to |File Will Include
M IDocuments AFRS) (send to MEPS) |Use Notes
27 |Class assignment |NA Original 14
letter
28 |PS documents Copy Copy As required |2
29 |BOT applicant Original NA Mandatory |15
profile
30 |Pilot candidate Printout from Mandatory |5
selection method | official Web site for rated pilot
(PSCM) printout applicant
31 |Private pilot license|Copy Mandatory |5
(PPL) for rated pilot
applicant,
when
available
32 |AFOQT printout Printout from Mandatory |5
official Web site
NOTES:

1. Upon selection notification in AFRISS, -8@y suspense for the required SF 86 wil
posted in AFRISS. AFRISS will request the correct security clearance type based on
national agency check/local agency check (NACLAC/SSBI) accession regutedirecte
by AETC. Refer to the PGM for specific processing instructions for SF 86.

2. If the applicant has any previous military service or officer training, include one copy
discharge documents as appropriate (that is, DD Form 785, undBlBt&orm 214 or 211
NGB Form 22, or discharge orders if a reserve component). Refer to paragi&ub
request information.

3. For proper addresses, s&gachment 6.

»

A properly completed USMEPCOM Form 68@&-E, Request for Examinatiors authority
for retest.EA recruiters will document any previous version of the ASVAB taken by
the applicant on the form.

Refer to the current BOT program announcement for more details.

I f the applicant answepasag@piBéds 60 t o any
Refer to paragraph.14.1

Replaced AETC Form 1338fficer Training School Data.

Use this form for dependency waiver processing. Refer to paragrapi2

© © N o 0




AFRSI36-2001 1 APRIL 2005 87

| A B C D E
T Required Forms (or| Application Will |Enlistment Case

E IMTs) and Include (send to |File Will Include

M IDocuments AFRS) (send to MEPS) |Use Notes

10. Maintain the residual file according to the Air Force RDehld 36.10.
11. Refer torable 3.2

12. Student copies of transcripts are authorized for application purposes only. One co
each college or university must be included. When final transcripts are not available
EAD, a letter fromthedegreer ant i ng i nstitution i s ma
degree awarded, and major and containing the official school seal. The final tra
should be mailed to 22 TRSS/TSRP, Basic Officer Training (BOT), 501 LeMay
North, Maxwell AFB, AL 361126417. In all cases, final transcripts are required bé
graduation from BOT. Otherwise, commissioning will be denied.

13. The minimum is three, but no more than five.

14. Class assignment letters are only issued once all requirements aseigheds physici
gualification and initiated security clearances. Class assignment letters and
gualifying physicals (when required) aremailed to the applicant's OA group, squaqg
operations, flight, and MEPS (identified in AFRISS).

15. Limited to two pages.

3.17. Submitting Applications:

3.17.1. Recruiters will send completed applications to the OA flight office as soon as
possible for a final QC check. The OA flight commander or flight chief will forward the
AFRISS recordtotheprc essor s 6 bucket prior to submitta

3.17.2. The squadron test control officer (TCO) or OA flight commander will verify the
AFOQT form number, date of test, and AFOQT scores and record this information onto AF
Form 56 from the AFOQT Web printout. An AR verification printout from the AFPC
Web site [ttps://w20.afpc.randolph.af.mil/afogtsnet20) must be included with the
application.

3.17.3. Any Air Force line officer with the grade of cant or above may conduct a personal
interview with BOT applicants. Interviews conducted by a captain must be indorsed by a
field grade officer. Active duty Air Force, ANG, and AFRC unit commanders must interview
Airmen assigned to their respective uniteeTinterview will be facgo-face and in private,

when possible. However, telephone interviews are permitted where geographic separation
makes facdo-face interviews economically impractical.

3.17.4. Applications must be received by the announced tutafes. Forward AFRISS

electronic records and physical applications as directed by the board schedule, along with
completed QC checks and any applicable processed waivers, to HQ AFRS/RSOCL, 550 D
Street West, Suite 1, Randolph AFB TX 7838P7. Hold apptations with errors in
suspense unti l the errors are coreadyedstbadu
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Applications in suspense for more than 90 days will be returned to the squadron. Fax
corrections to the processors at DSN-@836 or conmercial (210) 56%1916.

3.17.5. If an applicant moves to another atseforesubmitting an application, refer him or

her to the gaining recruiter, flight, or squadron. If an applicant moves to anothefterea
application has been submitted, nptfiQ AFRS/RSOCL via @nail (afrsots@rs.af.mil)

after all arrangements have been established and forward a copy of the approved courtesy
enlistment request. (Refer to paragrapd2for procedures.)

3.18. BOT Selection Board:

3.18.1. The BOT selection board is composed of Air Force line officers in the grade of
colonel or colonel select. Boards will convene as often as necessary to meet mission
requirements.

3.18.2. The function 6 the board is to review and evaluate each application and assign a
numeric assessment of the individual 6s pote
on the basis of Air Force needs, overall applicant quality, and program requirements.

3.18.3. Refer to the BOT PGM for a description of board frequency and consideration by
subprogram. Applicants are not required to meet consecutive boards. On occasion, they may
only be authorized to meet one board due to age limitation. Refer to par&gifdior
applicants whose applications were withdrawn after meeting their first board.

3.19. Reapplication:

3.19.1. Individuals who were not selected, had a waiver disapproved, withdrew their
application prior to a board, oredined selection or class assignment may reapply if they
wait the required timeT@able 1.1, Rule 48) from their final disposition and have remained
gualified for the program. New application forms/IMTs are required forpteagion in
accordance witffable 3.4

3.19.2. Applicants previously disenrolled from BOT for medical reasons may submit a
request for reinstatement within 6 months from the date of elimination if they are certified as
medcally qualified by HQ AETC/SGPS and are otherwise qualified. A formal application is
not required. Mail the reinstatement request and medical documentation to 22 TRSS/TSRP,
Basic Officer Training (BOT), 501 LeMay Plaza North, Maxwell AFB AL 368 7. HQ
AFRS/RSOCL will notify the AFRS squadron when approved reinstatements are received
from 22 TRSS and cleared by HQ AETC/SGPS.

3.19.3. Applications may be submitted on individuals who were eliminated from BOT or are
ineligible for medical reinstatementetause 6 months has elapsed since their medical
elimination date. If a disenrollment waiver is required, refeffable 1.1 (Rule 32) and
Attachment 6. In cases where the applicant was maitiiceliminated, a current medically
gualified physical must be included in the application before the applicant meets a selection
board.

3.19.4. Applicants desiring a program change before the board convenes must complete a
new AF Form 56, indicatindhe desired change.

3.20. Area of Preference. Once selected, applicants are classified based on the needs of the Air
Force, their desires and qualifications (as indicated on the AF Form 56), and the availability of
their AFSC choices.
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3.21. Withdrawa | of Select Status:

3.21.1. Under the following circumstances, select status may be withdrawn for applicants
who:

3.21.1.1.Were selected for rated flying duty or AFSC 13XXX and subsequently became
medically disqualified for flying or AFSC 13XXX, butoh for commissioning. These

applicants may be reclassified into another AFSC if HQ AFRS/RSOCL determines they

meet the needs of the Air Force (which encompasses AFRS mission and program
requirements), applicant 6s daliyiofrArsorcand que
specialties.

3.21.1.2.Were selected and then became disqualified (physically or morally) for
commissioning. Flight commanders are responsible for notifying HQ AFRS/RSOCL of

any new derogatory information requiring a waiver after gplieant has been selected.

HQ AFRS/RSOCL will evaluate each circumstance and determine disposition of
applicantds selection status (reinstatemen
etc.).

3.21.1.3.Provided false information in required doocemts or failed to disclose any
unfavorable information at the time of application.

3.21.1.4.Are DEP eligible, have a class assignment more than 30 days from the date of
the BOT class assignment letter, and do not enlist in the DEP within 30 days®f cla
notification. Unique circumstances will be reviewed on an individual basis by HQ
AFRS/RSOCL.

3.21.1.5.Have substantiated derogatory information concerning them.
3.21.1.6.Request a change in class date, but the change cannot be approved.

3.21.17. Are not able to attend BOT within 450 days from the date of application
(applies to civilian, guard, and reserve members) as outlined in AFDBS.

3.21.2. AETC/CC is the final selection authority for all OA selection boards. Selection status
may be withdrawn if the AFRS/CC decides the individual is unsatisfactory for a commission
based on information in the application and in the best interest of the Air Force. The
applicant will not meet a second board if his or her selection is withdrawn b$/&kR

3.22. Selection. All selections are tentative pending physical certification by the appropriate
authority. Class assignments will not be made until the program manager confirms the applicant
is physically qualified by the MEPS or HQ AETC/SGSP #mel required security clearance is
initiated for the assigned AFSC. Once these criteria are met, applicants are assigned to the first
BOT class (on or after their availability date) in which there is a vacancy for their assigned
AFSC.

3.22.1.0n final selection, AFRISS will reflect several suspenses and record actions
depending on the selecteebs AFS.

3.22.2. BOT shippers must complete an SF 86 via AFRISS within 30 days of selection
notification.
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3.22.3. Flights will generate the Office of Pers@imanagement (OPM) receipt in AFRISS

when available and-mail the OPM .pdf file t@afrsots@rs.af.mil. (HQ AFRS/RSOCL will

clear the security clearance suspenblefe: Do not process an SF 86 on applicants in the
reserve, guard, sister service, or prior service who have a current security clearance that
meets their BOT requirement. Secret clearances are good for 10 years and Top Secret
clearances are good for 5 years. Applicants must obtain proof of their sel@argnce from

their base security monitor. -Bail proof of the required security clearance to
afrsots@rs.af.mil, with a subject of the applicantds
ASmith OPM. 0 HQ ARdRSf RtBodze lan QTS tldss aissignment upon
submission of required suspenses. Applicants will not be assigned to an OTS class until they
are medically qualified and OPM personnel have received and printed their security
documents.

3.22.4. Applicans selected for AFS 92T0, 92T1, or 13XX must upgrade their MEPS
physical with a flight surgeon within 90 days. Refefable 3.2 If the physical is forwarded

to HQ AETC/SG electronically, the flight must send a copy of fthal HQ AETC/SG
certification to HQ AFRS/RSOCL viamail or fax.

3.225.A1 | BOT shippers must wat ch t RROMAMOTS: T
addition, shippers must read the information posted at
http://www.afoats.af.mil/OTS/OTSvideos.aspon the OTS Web site. Recruiters must
document this viewing in AFRISS.

3.23. Delayed Entry Program (DEP). Refer to paragrapf.13
3.23.1. DELETED.
3.23.2. DELETED.

Figure 3.3. DELETED.

3.24. Acceptance of Class AssignmentOnce notified of class assignment, an applicant not
previously enlisted in the DEP must enlist in the DEP within 30 days of the date of the class
letter. If the applicant declines assignment, theruieer will immediately notify HQ
AFRS/RSOCL through the group and in AFRISS.

3.25. Class Change RequestsWhen an applicant is unable to accept a class assignment due to
unforeseen circumstances, he or she may request a change through the respR&igeoup to

HQ AFRS/RSOCL. A signed letter must accompany his or her request to explain the
circumstances and provide a new availability date. If the request is approved, the applicant will
be reassigned and a new class letter will be provided. If theesé is disapproved, the
applicantds select status wil/l be withdrawn.

3.26. Applicant Followup. Recruiters will:

3.26.1. Follow up with applicants every 30 days until 30 days before EAD. Thirty days
before EAD, followup will be made at least eveZyweeks to include a final departure
briefing. Purposes of a followup are to perpetuate leads, motivate the applicant, and ensure
continued qualification. Recruiters must document followup results in the remarks section of

t he applicant 6 sadrAncBrmntiRlers aeecencoudaged, dut not required, to
contact BOT applicants within 15 days of EAD.
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3.26.2. Ensure each applicant  views and watches  the  videos at
http://www.afoats.af.mil/OTS/OTSvideos.asp which depicts the life of an officer trainee
from in-processing to graduation. Document this viewing in AFRISS.

3.27. Declinations. The AFRS group OA will notify HQ AFRS/RSOCL via byneail within 7

days of receipt of a written notificatioby an applicant who has expressed an intention to
decline. See paragrapgh43 and Table 2.3for declination procedures. Once the declination is
confirmed, the recruiter will notify HQ AFRS/RSOG/Aa AFRISS. The recruiter will enter the
applicantds statement of declination and for
concurrence and processing according to coordination requirements established in AFRISS.

3.28. Enlistment Processing:
3.28.1. BOT applicants will process through the MEPS on the EAD date provided by HQ

AFRS/ RSOCL. AFRI SS wi || automatically popul
dat e. I f the applicantés EAD is pmateowth t o th
t he MEPS, who wi || updat e t he applicantos

transportation guidelines.

3.28.2. Enlistment orders should direct reporting to 24 TRS Basic Officer Training, Bldg
1487, Maxwell AFB AL 36112, no earlier than (NEJ730 and no later than (NLT) 2400 on
the scheduled report NLT date.

3.28.3. Notify HQ AFRS/RSOCL immediately if applicants cannot arrive on their scheduled
report date.

3.29. Nonnative English Speaking (NES) Applicant Processing:

3.29.1. An NES individual is anyone whose primary language spoken at home as a child was
not English. If the interviewer indicates on Item 26 of AF Form 56 that the applicant does not
demonstrate English speaking and/or comprehension abilities at a level that wilhiatcor

her to function effectively as an Air Force officer, the interviewer must explain to the
applicant that, if selected for a commissioning program, he or she must satisfactorily
complete the English comprehension level (ECL) test and the Defengedg Institute
English Language Center (DLIELC) interview.

3.29.2.In addition, the interviewer must advise the applicant that failure to achieve
gualifications within 90 days of selection notification will result in withdrawal of the
selection. If thebriefing is applicable, the recruiter should have the applicant initial Item 26B
when signing AF Form 56.

3.29.3. See Attachment 12 for procedural guidance regarding NES evaluation and
processing actions.


http://www.afoats.af.mil/OTS/OTSvideos.asp
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Chapter 4

CRITERIA WAIVERS, EL IGIBILITY DETERMINAT IONS (ED), AND EXCEPTIONS
TO POLICY (ETP)

4.1. General Conditions. Air Force applicants must be morally and financially sound and not
encumbered with dependency limitations on deployment and assignment awaildbién

applicant is not qualified, a recruiter may request a criteria waiver under some conditions. When
there are questions about a qualified applica
ED. As with waivers and EDs, ETPs or operationahdards will be sent through the chain of
command, using the appropriate AFRISS workflow.

4.2. Criteria Waivers:

4.2.1. Recruiters may initiate moral, dependency, or drug waiver requests on unqualified
applicants if the applicants are (other thha tvaiverable conditions) highly qualified and
motivated to join the Air Force. Applicants must have displayed sufficient mitigating
circumstances that clearly justify a waiver. All waiver actions must be made in the best
interest of the Air Force.

4.2.2 A disqualified applicant who requests a waiver must bear any expenses incurred for
police record checks. When document fees a
gualifications, the recruiter is authorized reimbursement.

4.2.3. Do not scheduleapplicants under waiver consideration (other than medical) for a
physical examination until the waiver, ED, or ETP is approved. Waiver requests for an
individual will all be submitted at one time. The waiver authority will enter approvals or
disapprovalsn AFRISS.

4.3. Eligibility Determinations (ED). An ED is the formal process by which approval
authorities review <circumstances t hat pl ace
suitability. EDs include the following:

4.3.1. Moral eligibility determinations (MED), as described in paragréagl@

4.3.2. Enlistment eligibility determinations (EED), as described in paragfdish
4.3.3. Drugrelated eligibility determinations (DRED), dsscribed in paragragh22
4.3.4. Dependency eligibility determinations (DED), as described in paragragh
4.3.5. Financial eligibility determinations (FED), as described in paragfa®h

4.4. Exceptions to Policy (ETP).ETPs are exceptions to a standard Air Force publication

(AF1, AETCI, AFRSI, etc.) or an approved policy memorandum. An ETP is a formal process by
which authorized approval authorities mwi exceptional circumstances surrounding an
applicantdés disqualifying factor for enlistme
provide sufficient mitigating circumstances to clearly justify an ETP.

4.5. Waiver and ED Procedures.Waiversand EDs are judgment calls. As such, documents
submitted must provide the facts and background information necessary for commanders to
make informed decisions. It is good practice to include other documents in AFRISS that reflect

t he applicaonrtydsalmonrgal wihtihsta good HAword pictu
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applicantds circumstances. Approval aut horit
determinations in AFRISS for both EA and OA program applicants. Waivers, EDs, and ETP
requests for anndividual will all be submitted at one time. Squadrons will retain original
documents for waivers being sent to approval authorities above squadron level.

4.6. Validity and Waiting Periods. Waivers, EDs, and ETPs are valid as follows:oEfar as

long asthe applicant is job committed; BFfor 12 months after approval; and G $or 6
months and/or two selection boards. OTS and HP waivers will remain valid until EAD for
selects. Disapproved waivers, EDs, and ETPs may be resubmitted 6 months after disdpproval
significant mitigating data was not considered in the original regtiestecruiter may resubmit

the waiver, ED, or ETP within the®onth waiting period.

4.7. Approval Authorities. Only approval authorities (commanders, vice commanders, deputy

commanders, HQ AFRS/RSOP, HQ AFRS/RSOC, HQ AFRS/RSO, HQ AFPC/DPPAC, HQ
AFPC/DPPAES, and HQ USAF/DPLFA) may render decisions on waivers, EDs, and ETPs.
Approval authorities at any level may approve or disapprove the request. If the approval
authority is notavailable, elevate the request to the next higher level of command. Approval

authority will notbe delegated to a lower level.

4.8. Definitions. The following terms have precise meanings in the context of this instruction:

4.8.1. Dependents (FamilyMembers). For accession purposes, the following terms define
dependents:

4.8.1.1. A spouse.

4.8.1.2. Natural children (born in or out of wedlock) of, or children adopted by, an
applicant who are unmarried and under 18 years of age, regardlesseitfewthe

applicant has physical or | egal custody.
includes any child or live fetus claimed by the applicant or determined to be his or hers
by a court order (Il egal ) . A J wadl austodyc Bos t ody O

natural children, if the applicant can furnish proof of permanent transfer of legal custody
of minor dependents to another individual as a result of adoption (if actual transfer of
custody has occurred), the children are not considegehdents for accession purposes.

48.13.Stepchil dren (a spouseds children from
age, whether or not they reside with the applicant.

4.8.1.4. Any personunder 18 years if agashom the applicant or spouse claimas a
dependent, whether or not the applicant or spouse has custody.

4.8.1.5. Any persorover 18 years of agacapable of seltare for whom the applicant or
spouse has assumed responsibility for care.

4.8.2. Adjudicating Authority. Any governmentofficial who is empowered to make
findings or determinations concerning alleged criminal offenses (adult and juvenile) and
establish responsibility for commission of the offense. Examples include judges, courts,
magistrates, prosecutors, hearing officemnmanders (for Article 15 actions, suspension of
dependent privileges, or similar actions), probation officers, juvenile referees, and parole
officers or boards.

4.8.3. Conviction. The act of finding a person guilty of a crime, offense, or othentiai
of the law by an adjudicating authority. Includes fines and forfeiture of bond in lieu of trial.
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4.8.4. Adverse Adjudication (Adult or Juvenile). A finding, decision, sentence, or
judgment that was other than unconditionally dropped, dismissedcquitted. If the
adjudicating authority places a condition or restraint that leads to dismissal or is dismissed
after a certain period of time, drops the charges, acquits, or the records are later expunged,
the adjudication is still adverse. Suspensidbsentence, pardon, not processed, or dismissal
after compliance with imposed conditions is also adverse adjudication. If a person is charged
and convicted of violating any federal (including UCMJ offenses), state, or municipal law or
ordinance, that comstion is considered an adverse adjudication. The following is an
example of a situation where there was adverse adjudication: A shoplifter who is
reprimanded and required by the-geene police officer, store security guard, or manager to
pay for the tem before leaving the store has not been found guilty, convicted, or adversely
adjudicated because no legal proceedings were instituted.

4.8.5. Restitution. Any compensation in time, labor, or money for the adverse effects of an
offense limited to agrements resulting from judicial or prosecutorial involvement. For
example, an individual is adversely adjudicated for vandalism and is ordered to replace or
repair the damaged property.

4.8.6. Sel-Admitted Offenses. Offenses voluntarily disclosed by applicant when he or
she was never exposed to a formal legal proceeding. Althougadseifted offenses are not
to be treated as an admission of guilt, they may require an ED.

4.8.7. Restraint. Legally imposed restrictions, such as confinement,endgd sentence of
confinement, parole, probation (supervised or unsupervised), work detail, pretrial conditions,
restrictions from freedom of movement, periods of imposed community service, or required
reporting to or supervision by a probation officer ather official. Being barred from a
military installation or the facilities on the installation is also restraint. Do not process an
applicant who is under restraint. An3onth waiting period is required following release from
restraint (paragrapht.16). (Exception: Completion of community service, suspended
sentences for minor traffic offenses, and restraint for offenseddhattrequire a waiver, do

not require the -8nonth waiting period.) Unconditional suspension of semerand paid or
suspended fines are not restraints.

4.8.8. Criminal History Information. The applicant is the primary source of information
about criminal activities and law violations. Record all law violations (to include juvenile and
minor traffic ofenses regardless of disposition) in AFRISS. Review any court documents the
applicant can provide and include legible copies with the waiver, ED, or ETP, if appropriate.

4.9. Categories of Moral Offenses.Quality and the good of the Air Force must e t
overriding factor in the submission and approval of moral waivers. The following categories list
offenses differentiated by degrees of seriousness:

4.9.1. Category 1 offenses (paragrapiiQ are major offenses and may piie waived for
entrance into the Air Force by the AFRS/CC or CV.

4.9.2. Category 2 offenses (paragraptil) are also major offenses, but of a less serious
nature. Only a group commander or deputy commander or higher mag thase offenses
for entrance into the Air Force.

4.9.3. Category 3 offenses (paragraphl? are serious offenses. Only a squadron
commander or higher may waive a conviction for these offenses.
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4.9.4. Category 4 offenseparagrapht.13 are less serious offens@svo convictions in the
last 3 years or three or more convictions in a lifetiraguire a waiver by a squadron
commander or higher for entry into the Air Force.

4.9.5. Category 5 denses (paragraph.14) are traffic offensesSix or more convictions in
any 365day period in the last 3 yeamsquire a waiver by a squadron commander or higher
for entry into the Air Force.

4.10. Category 1 Moral Offenses.Figure 4.1 contains a list of offenses to use as a guide for
this category. Consider a violation of a similar nature or seriousness as a Category 1 offense. A
conviction or adverse adjudication fone or moreof the offenses inFigure 4.1is disqualifying

for entry into the Air Force. Waivers for these offenses must be approved by the AFRS/CC or
CV.

Figure 4.1. Category 1 Moral Offenses.

Aggravated assault with a dangerous weapoantignally inflicting great bodily harm,
with intent to commit a felony (adjudicated as an adult only).

Bribery (adjudicated as an adult only).

Burglary (adjudicated as an adult only).

Carnal knowledge of a child under 16 years of age.

Draft evasion.

Extortion (adjudicated as an adult only).

Indecent acts or liberties with a child under 16 years of age, molestation.
Kidnapping, abduction.

Manslaughter (includes voluntary and vehicular).

Murder.

Perjury (adjdlicated as an adult only).

Rape.

Robbery (adjudicated as an adult only).

4.11. Category 2 Moral Offenses.Figure 4.2 contains a list of offenses to use as a guide for
this category. Consider a violation afsimilar nature or seriousness as a Category 2 offense. In
doubtful cases, treat the offense as a Category 2 offense when the maximum possible
confinement under local law exceeds 1 year. A conviction or adverse adjudicatiomefar
moreof the offenses Figure 4.2is disqualifying for entry into the Air Force. Waivers for these
offenses must be approved by a group commander or deputy commander.
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Figure 4.2. Category 2 Moral Offenses.

Arson.

Aggravated assaultith a dangerous weapon, intentionally inflicting great bodily harn
with intent to commit a felony (adjudicated as a juvenile only).

Attempting to commit a felony.

Breaking and entering a building with the intent to commit a felony.

Bribery (adjudicated as a juvenile only).

Burglary (adjudicated as a juvenile only).

Carrying a concealed firearm or unlawful carrying of a firearm.

Carrying a concealed weapon (other than firearm), possession of brass knuckles.
Child pornogaphy offenses.

Conspiring to commit a felony.

Criminal libel.

DUI or DWI: driving under the influence of, or while intoxicated or impaired by, alcot
or drugs.

Embezzlement.
Extortion (adjudicated as a juvenile only).

Forgery knowingly uttering or passing a forged instrument (except for altered
identification for purchase of alcoholic beverages).

Grand larceny.

Grand thetft.

Housebreaking.

Indecent assault.

Involuntary manslaughter.

Leaving the sene of an accident (hit and run) involving personal injury.
Lewd, licentious, or lascivious behavior.

Looting.

Mail or electronic emission matters: abstracting, destroying, obstructing, opening,
secreting, stealing, or taking.

Mail: depositing obscene or indecent matter (including electronic or computerized e
or bulletin board systems and files).

Maiming or disfiguring.
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Marijuana: simple possession or use.

Negligent homicide.

Pandering.

Perjury (adjudicateds a juvenile only).

Prostitution or soliciting to commit prostitution.

Public record: altering, concealing, destroying, mutilating, obliterating, or removing.
Riot.

Robbery (adjudicated as a juvenile only).

Sedition or solicitingo commit sedition.

Selling, leasing, or transferring a weapon to a minor or unauthorized individual.

Sexual harassment.

Willfully discharging firearms so as to endanger life or shooting in public place.

4.12. Category 3 Moral Offenses Figure 4.3 contains a list of offenses to use as a guide for
this category. Consider violations of a similar nature (boating, aviation, recreational vehicle
offenses, etc.) as Category 3 offenses. In doubtful caseasthieeaifense as a Category 3 offense
when the maximum possible confinement under local law exceeds 4 months, but not more that 1
year. Conviction or adverse adjudication fmme or moreof the offenses irFigure 4.3 is
disqualifying for Air Force entry. Waivers for these offenses must be approved by a squadron
commander.

Figure 4.3. Category 3 Moral Offenses.

Adultery.
Assault (simple).
Breaking and entering a vehicle.

Check: insufficient funds (amountare than $50, worthless, or uttering with intent to
defraud or deceive).

Conspiring to commit a misdemeanor.

Contempt of court (including nonpayment of child support or alimony required by co
order).

Contributing to the delinquency of amor (including purchase of alcoholic beverages)
Desecration of a grave.
Discharging a firearm through carelessness or within municipal limits.

Drunk in public, drunk and disorderly, public intoxication.




98 AFRSI36-2001 1 APRIL 2005

Failure to stop and render atéter an accident.

Indecent exposure.

Indecent, insulting, or obscene language communicated directly or by telephone.
Killing a domestic animal.

Leaving the scene of an accident (hit and run) involmoagersonal injury.
Liquor oralcoholic beverages: unlawful manufacture or sale.
Malicious mischief.

Resisting, fleeing, or eluding arrest.

Removing property under lien or from public grounds.

Slander.

Shooting from a highway or on public road.

Shoplifting, larceny, petty larceny, theft, or petty theft (committed at age 14 or older
stolen goods valued over $50).

Stealing property or knowingly receiving stolen property.
Unlawful or illegal entry.
Unlawful use of long distance telephonesbor any electronic transmission method.

Use of telephone or any electronic transmission method to abuse, annoy, harass, tt
or torment another.

Wrongful appropriation of a motor veh
consentlf the intent was to permanently deprive the owner of the vehicle, treat as gr
larceny or grand thedt auto (Category 2).

4.13. Category 4 Moral Offenses.Figure 4.4 contains a list of offenses to use as a guide fo

this category. Consider traffic violations treated as serious by law enforcement agencies as
Category 4 offenses (including boating, aviation, and similar recreational vehicular offenses). In
doubtful Category 4 nontraffic cases, treat similar offense€ategory 4 offenses when the
maximum possible confinement under local law is 4 months or less. Two convictions or adverse
adjudications in the last 3 years or three or more convictions or adverse adjudications in a
lifetime are disqualifying for entry to the Air Force. Waivers for these offenses must be
approved by a squadron commander.
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Figure 4.4. Category 4 Moral Offenses.

Abusive language under circumstances to provoke breach of peace.

Altered identification when intent is to purchase aldac beverages.

Careless or reckless driving (see note).

Check: $50 or less, insufficient funds, or worthless.

Curfew violation.

Committing or creating nuisance.

Damaging road signs.

Disorderly conduct, creating disturbanaeboisterous conduct, disturbing the peace.
Driving with suspended or revoked license or without license (see note).

Failure to appear, comply with judgment, or answer or disobey summons.
Failure to comply with an officerdés d
Fare evasion (including failure to pay turnstile fees).

Fighting, participating in a brawl.

lllegal betting or gambling: operating an illegal handbook, raffle, lottery, or punch bo

Juvenile noncriminal misconduct: beyond parental controgrrigible, runaway, truant,
or wayward.

Liquor or alcoholic beverages: unlawful possession or consumption in a public place
Littering of dumping refuse near highway or other prohibited place.

Loitering.

Possession of indecent pudaltions or pictures (other than child pornography).
Purchase, possession, or consumption of alcoholic beverages by a minor.

Racing, drag racing, contest for speed (see note).

Shoplifting, larceny, petty larceny, theft, or petty theft (conteditunder age 14 and stole
goods valued at $50 or less).

Tobacco; unlawful possession or purchase
Trespass on property.

Unlawful assembly.

Vagrancy.

Vandalism, defacing or injuring property.

Violation of fireworks law.
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Violation of fish and game laws.

NOTE: These offenses are considered to be traffic related.

4.14. Category 5 Moral Offenses:
4.14.1. Figure 4.5contains a list of offenses to use as a guide for this category.

4.14.2. Consider offenses of a similar nature (including boating, aviation, and similar
recreational vehicular offensesgnd traffic offenses treated as minor by local law
enforcement agencies as a Category 5 offense. However, consider careledsss deickng

as a Category 4 offense.

4.14.3. If the offense is for parking tickets, count and document only tickets written by law
enforcement officers for parking in prohibited zones, regardless of the location. Do not count
or document any overtimeagking tickets and do not count any parking tickets issued by
private security firms, campus police, etc.

4.14.4. Conviction or adverse adjudication feix or more Category 5 offenses in a 6y
period in the last 3 years or five Category 5 offermed one Category 4 traffielated
offense in a 36%lay period in the last 3 yeais disqualifying for entry into the Air Force.
Waivers for these offenses must be approved by a squadron commander.

Figure 4.5. Category 5 Moral Offenses.

Blocking or etarding traffic.

Crossing the yellow line, drifting left of center.
Disobeying traffic lights, signs, or signals.
Driving on shoulder.

Driving uninsured vehicle.

Driving with blocked or impaired vision.
Driving with expired pates or without plates.
Driving without license in possession.

Driving without registration or with improper registration.
Driving wrong way on a onway street.

Failure to display inspection sticker.

Failure to have vehicle undeontrol.

Failure to keep right or in proper lane.

Failure to signal.

Failure to stop or yield to a pedestrian.

Failure to yield rightof-way.









































































































































































































































































































































































































































































































































































