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Abstract 

 The United States Air Force (USAF) does not provide adequate guidance, personnel 

support, and processes to ensure a smooth transition for Air Force Reserve Officer Training 

Corps (AFROTC) graduates from cadet status to active duty.  AFROTC students have two 

personnel challenges unique to their commissioning source.  The first challenge stems from the 

fact that cadets serve in an Obligated Reserve status while students in the AFROTC Detachments 

(DETs), and therefore, do not receive the same level of personnel support as cadets in other 

commissioning sources.  The second personnel challenge occurs post-graduation when newly 

commissioned AFROTC Second Lieutenants are in a “transitory period” serving in an Inactive 

Reserves Status.  During this transition, they are neither actively managed by either the losing 

DET and their servicing Military Personnel Section (MPS), nor by their active duty gaining units 

until reaching their extended active duty (EAD) date when signing into their first assignment.  

These transitory issues are unique to AFROTC graduates and do not exist with the three other 

sister commissioning sources, to include the USAF Academy, Officer Training School (OTS), 

and Commissioned Officer Training School (COTS).   

 Active duty Airmen do not experience the same challenges for permanent changes of 

station (PCSs).  Therefore, this analysis identified prescriptive guidance and processes for active 

duty Airmen assignment activities that formed a baseline for comparison to the AFROTC 

transition to active duty service.  The analysis revealed differences between the active duty and 

AFROTC, and recommends solutions to improve AFROTC graduates’ transitions to active duty 

service.  These recommendations include changes to AFROTC curriculum, guidance, and 

automated systems/process recommendation to mirror existing active duty personnel systems and 

processes while maintaining required Obligated Reserve and Inactive Reserve status.   
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Introduction  

The United States Air Force (USAF) does not provide adequate guidance, personnel 

support, and institutional processes to ensure Air Force Reserve Officer Training Corps 

(AFROTC) graduates effectively transition from cadet status to active duty.  This paper first 

describes the AFROTC program’s mission and organizational construct.  Next, it analyzes the 

service status for AFROTC cadets and graduates from pre-commissioning through post-

commissioning prior to entering active duty service, respectively.  The paper identifies issues in 

surveys completed by recent graduates who stated they were not prepared for active duty as well 

as they should have been with respect to out-processing actions and responsibilities upon arrival 

at their active duty assignments.  Many of these problems occur because newly commissioned 

AFROTC officers are in a transitory period where they no longer “belong” to the AFROTC 

detachment (DET) from which they graduated, but they are not “owned” by their gaining units 

while on Inactive Reserve status until signing into their first assignment.  These unique 

challenges for AFROTC-commissioned officers do not exist in the three sister commissioning 

programs to include the United States Air Force Academy (USAFA), Officer Training School 

(OTS), and Commissioned Officer Training School (COTS).    

Since active duty Airmen normally do not experience the challenges AFROTC students 

face prior to and during initial assignments, this paper identifies prescriptive guidance, processes, 

and key process owners for active duty Airmen which forms a baseline for comparison to the 

AFROTC transition situation.  The analysis reveals gaps and differences between active duty and 

AFROTC processes.  It also recommends solutions to improve AFROTC graduates’ transition to 

active duty service. 
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The Air Force Reserve Officer Training Corps (AFROTC) Program 

The mission of the AFROTC program is to provide quality leaders for the Air Force.1  

AFROTC is not only the Air Force’s oldest commissioning source of Second Lieutenants but 

also its largest, producing 55% of all Air Force Line officers.  In Fiscal Year (FY) 2010, 

AFROTC commissioned 1,097 graduates compared to 997 by the USAF Academy and 568 by 

Officer Training School.2 

The AFROTC program is nationwide in scope.  As of Academic Year (AY) 2010-2011, 

the program has 144 AFROTC DETs servicing students in 1,100 cross-town universities in 47 

states, Washington, D.C., and Puerto Rico.  Therefore, a DET located at one location may 

service students enrolled in classes from multiple other colleges or universities.3  According to 

Headquarters (HQ) AFROTC, 16,652 cadets enrolled in AFROTC during AY 2010-2011, 

dwarfing about 4,000 enrolled in the USAF Academy.4  Furthermore, Approximately 2,200 

AFROTC seniors commission and serve on active duty each year.5 

Refer to Appendix A for a detailed description of the headquarters and nationwide 

AFROTC organizational construct.  

                                                 
   1 Briefing, Jeanne M. Holm Center for Officer Accession and Citizen Development, subject:  Air Force Reserve 
Officer Training School Mission Brief, 24 April 2011.  For administrative purposes, the Air Force geographically 
organized the144 DETs into four regions:  Northeast Region headquartered at Wright-Patterson AFB, Ohio 
responsible for 36 DETs; Southeast Region headquartered at Maxwell AFB, Alabama responsible for 38 DETs; 
Northwest Region headquartered at the USAF Academy, Colorado responsible for 34 DETs; and the Southwest 
Region headquartered at Randolph AFB, Texas responsible for 36 DETs. 
   2 Ibid. 
   3 Ibid. 
   4 Ibid. 
   5 Colonel Jefferson S. Dunn (Commander, Air Force Reserve Officer Training Command, Maxwell Air Force Base, 
Alabama), interviewed by the author, 27 September 2011. 
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Pre-Commissioning:  Obligated Reserves Section (ORS) of the USAF Reserve 

When the Air Force assigns students in the AFROTC program prior to graduation and 

commissioning, it puts them into the Obligated Reserve Section (ORS) of the USAF Reserve.  

Per AFROTC Instruction (AFROTCI) 36-2011, Cadet Operations, the military justice system 

regards AFROTC students and graduates in this status as civilians.  Furthermore, they are not 

subject to the provisions of the Uniformed Code of Military Justice (UCMJ).6  Cadets must enlist 

in the ORS for 8 years as a prerequisite for Professional Officership Course (POC) enrollment 

and scholarship activation.  According to AFROTCI 36-2011, this ORS enlistment “… contract 

is canceled when a cadet is commissioned or disenrolled from AFROTC without call to active 

duty as an Airman.”7  

Post-Commissioning:  Inactive Reserve Status 

According to AFROTCI 36-2011, following commissioning but prior to reporting for 

their first active duty assignments, AFROTC graduates awaiting a call to Extended Active Duty 

(EAD) are on assigned to the Individual Ready Reserves (IRR) in an Inactive Reserve status and 

belong to the Air Reserve Personnel Center (ARPC).8  These newly commissioned graduates are 

not subordinated to any unit including the losing DET from which they graduated and their 

gaining active duty unit.  The concept behind the Inactive Reserve is to provide a pool of trained 

individuals who can be mobilized if necessary to fill manpower needs in specific skills.  These 

                                                 
   6 Air Force Reserve Officer Training Corps Instruction (AFROTCI) 36-2011, Cadet Operations, 15 July 2010, 
incorporating change 1, 20 September 2011, 203. 
   7 Ibid., 207. 
   8 Ibid., 327. 



4 
 
 
 
 
 

AFROTC graduates are waiting to start their active duty service,9  most often to technical 

training to earn their initial Air Force Specialty code. 

Issues with AFROTC Graduates Transitioning to Active Duty Service 

 Recent AFROTC graduates commented in surveys that they were not prepared for active 

duty as well as they should have been with respect to out-processing actions and responsibilities 

before arriving at active duty assignments.  Their feedback reveals multiple problems while 

transitioning to active duty.  Some of them occurred during Obligated Reserve status prior to 

graduation and commissioning.  Others occurred while in Inactive Reserve status before their 

call to EAD.  The most common issues are as follows: 

• AFROTC cadets did not receive orders to their first assignment prior to graduation 
• AFROTC cadets were never told to file for temporary lodging expense (TLE) 
• AFROTC cadets did not know how to amend orders after marriage 
• AFROTC graduates did not know in-processing procedures to include what to do with 

their Military Personnel Flight (MPF) packets upon arrival at first assignment 
• AFROTC graduates received orders days prior to their EAD, and the traffic management 

offices (TMO) would not arrange household goods shipments until issuance and receipt 
of orders  

• AFROTC graduates did not know TMO procedures and requirements for do-it-yourself 
(DITY) moves such as weight tickets 

• AFROTC graduates did not know where to report at their first duty assignments and in 
what uniform  

• AFROTC graduates did not know their EAD dates for 4-5 months after commissioning   
• AFROTC graduates were unaware about Permissive Temporary Duty (PTDY) for house 

hunting  
• AFROTC graduates did not know if it was mandatory to live on base10 

 
The Problem:  The “Transitory Period” between Commissioning and First Assignment 

                                                 
   9 Office of the Secretary of Defense for Reserve Affairs, Reserve Components of the Armed Forces:  Reserve 
Component Categories, Pentagon:  Washington, DC, revised September 2005, 11. 
   10 Second Lieutenant John R. Lyra, Headquarters Air Mobility Command, Scott Air Force Base, Illinois, to the 
author, e-mail,14 October 2011.  
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Newly commissioned AFROTC officers are in a “transitory period” where they no longer 

“belong” to the AFROTC DET from which they graduated, but they are not “owned” by their 

gaining units while on Inactive Reserve status until signing in to their first assignment.  The 

transitory period can be as long as 12 months.11  Newly commissioned AFROTC graduates 

waiting “in limbo” before their call to EAD experience a myriad of issues during this time.  

Some of them include no Air Force pay, no opportunity to drill as Reservists, and no Common 

Access Card (CAC) issuance.  The CAC is required to access the one-stop personnel website 

through the Air Force Portal to include Virtual Military Personnel Flight (vMPF), the 

Assignment Management System (AMS), and the Air Force Personnel Center (AFPC) 

assignment team websites.  

Active duty personnel also recognize other issues that may arise and require Air Force 

support or action during this transitory period during this Inactive Reserve status.  Some 

common examples include changes in reporting dates, certain disciplinary incidents, and medical 

issues that may affect the officer’s ability to either report on time or effectively perform in their 

assigned technical training.12   

Therefore, AFROTC students have two personnel support challenges unique to their 

commissioning source.  The first is caused by the Obligated Reserve service status while serving 

as cadets in their AFROTC DETs.  The Obligated Reserve does not afford them the same level 

of personnel support as cadets in the other commissioning sources.  Active duty Military 

                                                 
   11 Lieutenant Colonel Damon L. Menendez, Chief,  Officer Accessions Branch, Headquarters Air Force Personnel 
Center, Randolph Air Force Base, Texas,  to the author, e-mail, 28 November 2011.   
   12 Major Natalie Jolly (Commander, 42d Force Support Squadron, Maxwell Air Force Base, Alabama),  interviewed 
by the author, 28 September 2011.    
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Personnel Sections (MPSs) only afford AFROTC cadets limited support to include non-CAC 

identification card issuance and Defense Enrollment Eligibility Enrollment System (DEERS) 

enrollment.  In addition, AFROTC cadets do not receive the same level of personnel support 

during the outbound Permanent Change of Station (PCS) process as cadets in the three other 

commissioning sources.  Exasperating this challenge is the tyranny of distance between many of 

the DETS and the active duty MPSs that service them.  The second personnel support challenge 

is caused by the “transitory period.”  AFROTC graduates are neither “owned” by their losing 

DETs nor “owned” by their gaining active duty units.  This is unique to AFROTC officers and 

does not apply to officers of other commissioning sources. 

The USAF Commissioning Sources and Service Status for Graduates 
 

In addition to the AFROTC program, there are three other types of commissioning 

sources in the Air Force including USAFA, OTS, and COTS.  The service status for cadets 

enrolled in these programs mitigates much of the personnel support issues AFROTC cadets 

experience while serving at the DETs and during their time “in limbo” in an Inactive Reserve 

status awaiting their call to EAD.  A description of the other three commissioning sources is 

found at Appendix B. 

Challenges Unique to AFROTC Graduates 

AFROTC-commissioned officers experience unique challenges when compared the other 

three AF commissioning programs previously addressed.  While attending AFROTC, active duty 

MPSs provide varying degrees of support, but lack of colocation with students often hampers 

their efforts.  Unlike graduates from the other AF commissioning sources, most AFROTC 

graduates commission in the Inactive Reserves and must wait for their EAD dates.  These waits 
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can be as long as 12 months in the extreme cases, but waiting period for several months is not 

uncommon.13  During the “transition period” before signing into their first assignment, AFROTC 

graduates exist in a “limbo” status.  Their losing active duty MPS no longer provide them with 

the personnel support, and they no longer “belong” to their respective losing DETs.   

Key Process Owners and Prescriptive Guidance for USAF Airmen 

Active duty Airmen normally do not experience the challenges AFROTC students face 

during initial assignments.  By identifying the prescriptive guidance, processes, and key process 

owners for active duty assignments and out-processing, one may establish a baseline for 

comparison to the AFROTC situation.   

AFI 36-2110, Assignments, provides guidance for “… all officers and enlisted personnel 

on extended active duty (EAD), but does not apply to members of the Air Force Reserve or Air 

National Guard and does not apply to Reserve or Guard members brought on active duty to fill a 

specific Air Force Reserve or Air National Guard manpower authorization at a predetermined 

location for a specified period of time.”14  AFI 36-2102, Base-Level Relocation Procedures, 

                                                 
   13 Lieutenant Colonel Damon L. Menendez, Chief,  Officer Accessions Branch, Headquarters Air Force Personnel 
Center, Randolph Air Force Base, Texas,  to the author, e-mail, 28 November 2011.  According to Menendez, 
AFROTC cadets are accessed based upon two factors.  The first and foremost is to meet the accession target for a 
particular fiscal year in each AFSC based upon current AF requirements and overall endstrength management 
objectives. Some cadets are accessed immediately upon commissioning, while others may wait up to 12 months 
following commissioning.  Also according to Menendez, the second factor to establish an EAD date is training 
availability for the respective AFSC.  If training seats are full, AFROTC cadets are delayed EAD until one comes 
available or for a maximum period of 365 days following commissioning.  Per Menendez, though there are no legal 
requirements to access a commissioned officer at the 365 day point, there is a legal requirement to extend medical 
coverage for a cadet to a maximum of 365 days.  Therefore, the AF Policy is to bring them on no later than 365 days to 
ensure they are covered medically.  
14 Air Force Instruction (AFI) 36-2110, Assignments, 22 September 2009, incorporating through change 1,              
October 2011, 1.  
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details standard relocation processing procedures to include out-processing and in-processing for 

the total force.15   

The Air Force Personnel Center (AFPC) also posts a wide array of current guidance on 

their Air Force Personnel Service website in the form of Personnel Service Delivery (PSD) 

guides and memorandums for total force Air Force personnelists.16  The PSDs provide guidance 

on a broad range of personnel topics, too many for the purpose of this analysis, but the four most 

applicable pertain to detailing assignments, accessions, out-processing, and base-level personnel 

services delivery execution, organization, and responsibilities.  

The PSDs identify the following key process owners for Air Force assignments:  AFPC, 

the losing commander of the individual with the assignment, the Commander’s Support Staff 

(CSS) if one exists, and the individual’s losing MPS.17  A description of each of these three key 

process owners is found at Appendix C. 

The Active Duty Assignment Process 

Assignment Generation and Notification Process 

AFPC’s Air Force Relocations Operations Branch (DPTSF) centrally manages the Air 

Force-wide assignment notification system.  An assignment usually starts with a MAJCOM 

requirement to fill a vacancy.  The MAJCOM informs AFPC Assignment Directorate who in 

turn identifies an individual for permanent change of station (PCS) assignment selection to the 

                                                 
   15 Air Force Instruction (AFI) 36-2102, Base-Level Relocation Procedures, 18 September 2006, incorporating 
through change 2, 20 October 2011, 1. 
   16 Jolly, interview.  Also, see Air Force Personnel Center, Air Force Personnel Services Website, https://gum-
crm.csd.disa.mil/app/answers/detail/a_id/8417/p/8%2C11/c/858 (accessed 28 September 2011).  
   17 Headquarters Air Force Personnel Center, Active Duty Personnel Services Delivery Guide, Base-Level Personnel 
Services Delivery Execution, Organization, and Responsibilities, Air Force Personnel Center, Air Force Personnel 
Services, Randolph Air Force Base, Texas, 16 September 2011, 1. 
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MPS Career Development Element via the Military Personnel Data System (MilPDS).18  AFPC 

forwards a two-page Assignment Notification Report on Individual Personnel--Assignment RIP, 

through MilPDS to the member’s servicing MPS.  The MPS reviews the Assignment RIP, 

confirms the Airman’s eligibility, updates their portion of MilPDS, and validates official 

notification to the Airman is completed through vMPF within seven calendar days.  Then the 

MPS forwards a copy of the Assignment RIP to the Airman’s commander no later than the next 

duty day.   

The Airman’s commander or designated representative reviews the Assignment RIP and 

verifies there are no ineligibility factors that preclude the assignment within three duty days.  The 

Airman and commander sign the Assignment RIP and the unit’s CSS returns it to the MPS 

Career Development Element.  At this point, the Airman receives an e-mail to the account loaded 

in MilPDS.  This e-mail has instructions for the Airman to access vMPF within seven calendar 

days to officially acknowledge assignment notification.  If the Airman is eligible for the 

assignment, then the MPS notifies the Airman to complete the Initial Assignment Briefing, 

centrally managed by AFPC, via vMPF.  Once completed, the Airman forwards the completion 

page to their servicing MPS for inclusion in the relocation folder.19     

Assignment Orders Process 

AFPC’s Air Force Relocations Operations Branch also centrally manages the Air Force-

wide assignment orders process.  MPS chiefs appoint an organizational administrator approved 

and centrally managed by the AFPC Global administrator who grants MPS access to the Orders 
                                                 
   18 AFI 36-2110, Assignments, 74. 
   19 Headquarters Air Force Personnel Center, Active Duty Personnel Services Delivery Guide, Assignment 
Notification, Air Force Personnel Center, Air Force Personnel Services, Randolph Air Force Base, Texas, 5 August 
2011, 2-5. 
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Processing Application (OPA) system.  The OPA interfaces with MilPDS, virtual Out-

processing, (vOP), and other data based personnel systems.  MPS personnel use the OPA to 

create, get official and funding authority approvals, and publish the assignment order.20  The 

MPS personnel also use the OPA to revoke or amend orders as required.  AFPC’s goal is to 

provide Airmen with PCS orders in hand at least 60 days prior to their projected departure date.21  

If the Airman’s assignment changes after departing the base, AFPC advises the losing 

MPS who contacts the Airman en route.  After notification, the losing MPS amends the original 

PCS orders and disseminates it to the Airman, the original gaining location, and the new gaining 

location.22 

Out-processing Processes  

Additionally, AFPC’s Air Force Relocations Operations Branch centrally manages the 

Air Force-wide virtual out-processing (vOP) process.  Per AFI 36-2102, Base-Level Relocation 

Procedures, “The virtual Out-Processing (vOP) application is mandatory for all permanent party 

personnel on installations where the capability exists.  Deviation from this requirement must be 

approved as an exception by HQ AFPC/DPSO.”23  Some of the key stakeowners include out-

processing Airmen, MPSs, unit commanders, and base task organizations such as the Traffic 

Management Office (TMO), the Financial Services Office (FSO), the Medical Treatment Facility 

(MTF), the Logistics Readiness Squadron (LRS), TRICARE, the Education Center, the Base 

                                                 
   20 Headquarters Air Force Personnel Center Personnel Services Delivery Guide, Orders Processing Application, Air 
Force Personnel Center, Air Force Personnel Services, Randolph Air Force Base, Texas, 23 September  2011, 1-5. 
   21 AFI 36-2110, Assignments, 77. 
   22 Ibid., 79. 
   23 AFI 36-2102, Base-Level Relocation Procedures, 8. 
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Library, etc..24  The AFPC Global Administrator grants access to the vOP link in AFPC Secure 

to the Base Administrator in the MPS Career Development Element.  Base task organizations 

submit vOP-link access requests to the Base Administrator for their own organization task 

managers who submit checklist line items that apply to all base personnel for their respective 

functional areas.   

After publishing PCS orders, the MPS initiates and grants out-processing Airmen access 

the vOP checklist via vMPF.  Base organizational task managers virtually sign off out-processing 

checklist items once completed by out-processing personnel.  The MPS ultimately closes out a 

given vOP checklist after the outbound Airman completes the tasks on the list, attends the final 

out-processing appointment, and departs the base.25  

Key Process Owners and prescriptive Guidance for AFROTC Airmen 

AFI 36-2110, Assignments, and AFI 36-2102, Base-Level Relocation Procedures, also 

apply to the AFROTC program, but not to same extent as active duty Airmen since the Air Force 

directly accesses graduates from their DETs.  AFROTCI 36-2011, Cadet Operations, also 

provides prescriptive guidance to fill in the gaps with the other instructions.  AFPC also posts 

current guidance for MPSs through PSD guides and memorandums that pertain to accessing 

AFROTC graduates.  The PSDs identify the same process owners for all active duty Air Force 

assignments, but important process differences emerge with AFPC, the losing commander of the 

individual with the assignment, and the MPS.   

                                                 
   24 Headquarters Air Force Personnel Center, Active Duty Personnel Services Delivery Guide, Virtual Out-
Processing (vOP), Air Force Personnel Center, Air Force Personnel Services, Randolph Air Force Base, Texas,            
7 September 2010, 1. 
   25 Ibid., 4-7. 
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Air Force Personnel Center (AFPC) 

 AFROTC students attend school in an Obligated Reserve status and serve in the 

Individual Ready Reserve in an Inactive Reserve status after graduation and before their EAD 

dates.  In order not to count AFROTC students against Air Force end strength numbers, AFPC 

does not assess AFROTC students into the Air Force until after they reach their EAD and report 

to their first permanent duty stations, unlike OTS and COTS students.  Therefore, AFPC does not 

publish instructions and PSD guides and memorandums that pertain to AFROTC students.  As a 

result, the MPSs serving their respective DET personnel receive no guidance from AFPC on 

supporting AFROTC cadets and graduates until they reach EAD.  Most importantly, AFROTC 

graduates in the Inactive Reserves are not entered into MilPDS; therefore, they do not have 

access to the AFPC centrally controlled and automated processes for assignment notifications, 

orders publication, and virtual out-processing.26   

Military Personnel Sections (MPS) 

 As stated above, no prescriptive guidance exists for active duty MPSs servicing assigned 

AFROTC DETs.  Though the MPS is the base-level manager for personnel programs for all 

assigned units and members on base or geographically separated units including most AFROTC 

DETs, AFROTC students serving in an Obligated Reserve status are not monitored unless the 

DETs’ unit staff push personnel actions to them.  Active duty MPSs provide limited manpower 

and personnel support for the DETs assigned regionally under their purview to include 

enrollment in DEERS for TRICARE health benefits issuance of identification cards and 

                                                 
   26 Headquarters Air Force Personnel Center, Active Duty Personnel Services Delivery Guide, Accessions 
(Confirmation of Arrival, Verification of Service Dates and Establishment of a Pay File), Air Force Personnel Center, 
Air Force Personnel Services, Randolph Air Force Base, Texas, 1 March 2011, 1-5. 
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processing of leave forms.  The MPSs are not involved in the assignment notification and the 

PCS orders process for AFROTC cadets, and they do not manage the DETs virtual out-

processing checklist.27 

Detachment Commanders and Unit Staff 

Most personnel support actions for AFROTC cadets attending school and graduates 

waiting for their EAD dates fall on the commander and staff.  However, AFROTCI 36-2011, 

Cadet Operations, provides no out-processing guidance.  Though it does provide limited 

administrative guidance for Airmen Education Commissioned Program students (these students 

are Enlisted active duty Airmen),  these personnel are already in Active duty status.28   

AFROTCI 36-2011 provides some guidance on how to support AFROTC graduates who 

are awaiting EAD:  “Detachments should maintain contact with cadets and serve as the cadet’s 

first line of support.  If the detachment commander becomes aware of misconduct on the part of 

a newly commissioned 2d Lt waiting for EAD, they should contact the Holm Center/JA. The 

Holm Center/JA will coordinate details and work with ARPC/JA on the correct course of 

action.”29 

AFROTC Assignment Guidance, Policies, and Processes Gaps 

By comparing active duty and AFROTC assignment generation and notification, 

assignment orders as well as out-processing processes, gaps emerge and are instructive on how 

to mitigate the challenges raised by AFROTC graduates. 

Assignment Generation and Notification Process for AFROTC 

                                                 
   27 Jolly, interview. 
   28 AFROTCI 36-2011, Cadet Operations, 350. 
   29 Ibid., 327. 
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AFPC has a separate branch for Air Force accessions.  The Accessions Branch (DPSIP) 

centrally manages the Air Force-wide assignment notification system for initial assignments for 

all accession points to include AFROTC, USAFA, and OTS.  For COTS, the JAG and medical 

corps branches at AFPC work initial assignments.  The key difference from the active duty 

process is AFPC’s Accessions Branch works directly with the DET rather than through Airmen’s 

servicing MPS.  Since AFROTC cadets serve in the Obligated Reserve, their servicing MPFs do 

not enter them in MilPDS.30  Therefore, AFPC does not generate and forward Assignment RIPs 

through MilPDS to the members’ servicing MPS.  Instead, AFPC works directly with the 

AFROTC’s DET Commanders and their staff.  AFROTC Airmen do not have access to vMPF; 

therefore, they do not benefit from completing the Initial Assignment Briefing centrally managed 

by AFPC.     

Per AFROTCI 36-2011, Cadet Operations, for assignment classification and accession to 

EAD, the DET must counsel each cadet “… that classification and assignments are primarily 

based on the needs of the Air Force at the time of entry onto EAD …”31  AFPC Officer 

Accessions provides EAD orders to the DETs.  Also according to 36-2011, “Upon assignment 

notification, cadets must complete an AF IMT 60, Request for Sponsor, and forward to their 

gaining unit.  This ensures cadets receive a sponsor in a timely manner.”32 

Assignment Orders Process for AFROTC 

Since AFPC does not work through the serving MPS for AFROTC students, cadets do 

not reap the benefits from the AFPC and MPS centrally managed OPA system.  The OPA 
                                                 
   30 Arnell Gaskin (Headquarters Air Force Personnel Center, Accessions Branch (DPSIP), Randolph Air Force Base, 
Texas), interview by the author, 28 November 2011. 
   31 AFROTCI 36-2011, Cadet Operations, 315. 
   32 Ibid. 
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interfaces with MilPDS, vOP, and other databased personnel systems.  Since the Air Force does 

not enter AFROTC cadets in MilPDS, they do not have access to vOP that supports and 

facilitates smoother PCSs for active duty Airmen.  

As previously discussed regarding the active duty, if an Airman’s assignment changes 

after departing their last duty assignment, AFPC advises the losing MPS who contacts the 

Airman en route.  However, MPSs are not involved in AFROTC assignments.  Therefore, per 

AFROTCI 36-2011, Cadet Operations, the responsibility to inform AFROTC graduates of any 

pertinent changes post-graduation but pre-EAD resides with DET staff.   

Out-processing Processes for AFROTC 

Since the Air Force does not enter AFROTC cadets in MilPDS, cadets do not reap the 

benefits from the AFPC and MPS centrally managed virtual Out-processing (vOP) that supports 

and facilitates PCSs for active duty Airmen.  In addition, since AFPC does not work assignment 

orders through the servicing MPS for graduating AFROTC students or newly commissioned 

graduates, MPSs do not get involved with out-processing support for AFROTC cadets 

graduating from DETs they service.  This creates an environment where DETs must push 

specific personnel support requirements, if any, to their respective servicing MPSs rather than 

the MPS pushing out-processing personnel support via vMPF as it does for the active duty.  The 

result is AFROTC cadets on Obligated Reserve status and graduates on Inactive Reserve status 

do not receive the same amount of personnel support as their active duty counterparts.33    

                                                 
   33 Second Lieutenant John R. Lyra, Headquarters Air Mobility Command, Scott Air Force Base, Illinois, to the 
author, e-mail,14 October 2011. According to Lyra, AFROTC DETs do not issue identification cards, but rather, the 
servicing MPS for each given AFROTC DET.  MPSs issue cadets a green E-3 Inactive Reservist card.  Upon 
graduation, graduates had the option of updating our E-3 Inactive Reservist card to O-1card. These identification cards 
are not a common access cards (CACs) card, and therefore, do not allow access into any Air Force automated system.  
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Recommendations  
 

AFROTC students have two personnel support challenges unique to their commissioning 

source.  The first is caused by the Obligated Reserve service status they serve in while cadets at 

their AFROTC DETs.  The Obligated Reserve does not afford them the same level of personnel 

support as cadets in other commissioning sources.  Since they are not assessed into the Air Force 

due to end strength restrictions, they are not entered into MilPDS, which centrally manages 

important personnel support processes.  The second personnel support challenge is caused by the 

“transitory period,” where AFROTC graduates are neither “owned” by their losing DETs nor 

“owned” by their gaining active duty units.  This is a unique circumstance for many AFROTC 

officers and not to officers commissioned by the other sources.   

Curriculum Recommendations  

The Holm Center through its Curriculum Directorate’s AS-402 course, titled, 

“Preparation for Active Duty,” ensures AFROTC students receive a standardized curriculum 

across all 144 DETs.  AS-402 is the last formal course for AFROTC cadets before graduation 

and is an excellent means to impart to the cadets how Air Force out-processing and in-processing 

works.  Instructors can also provide personal experiences on the “ins and outs” of how to 

navigate the process, and advise cadets on their personal responsibilities to enable a smooth 

transition to active duty.  This centralized, top down approach would provide an opportunity for 

AFROTC to address common issues that graduates experienced during their transition periods 

                                                                                                                                                             
AFROTC graduates do not have access to any of the virtual sites until after CAC issuance after  in-processing their 
first assignments. 
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mentioned previously under the “Issues with AFROTC Graduates Transitioning to Active Duty 

Service” section of this analysis.   

The Holm Center should also continue to address issues raised by AFROTC graduates 

via post-graduation surveys.  After identifying the most common issues raised, the Holm Center 

can incorporate them into the AS-402 course as a topic to cover by the DET instructors.  They in 

turn can leverage their respective servicing MPS’s expertise to explain personnel processes.  The 

current Holm Center’s Leadership Laboratory (LLAB) Curriculum Handbook, Cadet’s Guide to 

LLAB, lesson titled, “Transitioning into Your First Assignment” mandates instruction on the 

proper procedures and events to transition to their first duty assignment.  Samples of behavior 

include: Outline travel and pay entitlements; state the process and options for household goods 

shipments; define the purpose of the Air Force Sponsor program; and explain how to report and 

in-process for into the first duty assignment.34  The lesson plan directs DET instructors to 

reference “The Flyby,” a USAF preparation for active duty pamphlet.  Though “The Flyby” is a 

handy and comprehensive reference guide that covers a broad range of topics, it lacks details to 

inform DET instructors and AFROTC graduates that address the specifics issues identified in the 

surveys.35  For instance, by including a generic active duty out-processing checklist in the AS-

402 lesson plan, instructors would have a tailorable and detailed “checklist” of topics to cover for 

out-processing requirements representative of all applicable base agencies.  Representative active 

duty checklists for continental U.S. (CONUS) and outside continental U.S. (OCONUS) are 

                                                 
   34 Jeanne M. Holm Center for Officer Accession and Citizen Development Curriculum Division, Holm Center’s 
Leadership Laboratory (LLAB) Curriculum Handbook: Cadet’s Guide to LLAB, Maxwell Air Force Base, Alabama, 
2011/2012 Edition T-508, 30.1-3. 
   35 Jeanne M. Holm Center for Officer Accession and Citizen Development Curriculum Division, The Flyby:  USAF 
Preparation for Active Duty Pamphlet, 2011 Edition.  
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found at appendixes D and E respectively.  These example checklists also can be placed in the 

“Flyby” to serve as reminders after cadets graduate to help them with their transition to active 

duty.   

The AS-402 “Transitioning into Your First Assignment” also prescribes insightful 

activities that mitigate the problems raised by graduates.  For instance, the lesson plan states, 

“Task cadets to develop detachment PCS checklist and then have all cadets begin doing items on 

the checklist.”36  However, the lesson plan does not have checklist examples for instructors to 

use.  Since the Holm Center centrally develops and standardizes the curriculum, it could tailor 

the checklists to ensure they address the distinct common issues graduates identified and ensure 

all 144 DETs receive a common baseline.   

Guidance and Policy Recommendations   

Most of the personnel support actions for AFROTC cadets and graduates waiting for their 

EAD dates resides with the DET commander and staff.  However, AFROTCI 36-2011, Cadet 

Operations, provides no out-processing guidance.37  AFROTCI 36-2011 should contain guidance 

that mandates DET commanders work with their respective servicing MPSs to tailor the Holm 

Center provided standardized out-processing checklists.  Furthermore, the instruction should 

mandate DET commanders ensure all graduates complete the checklist before graduation and 

commissioning. 

AFROTCI 36-2011 already states DETs should maintain contact with graduated cadets 

and serve as their first line of support while awaiting EAD in the Inactive Reserve status.  The 

                                                 
   36 Holm Center, LLAB Curriculum Handbook, 30.1-4.   
   37 AFROTCI 36-2011, Cadet Operations, 350. 
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DETs must remain in contact for initial orders issuance for graduates who did not receive orders 

to their first assignment prior to graduation, order amendments if required, changes in reporting 

instructions to include EAD dates and assignment locations, etc.  This policy will likely have to 

endure since the servicing MPSs are not in the process loop for initial orders issuance for 

AFROTC graduates.  However, guidance can be written to drive part of the burden of 

responsibility to AFROTC graduates to ensure they provide accurate contact information at 

graduation and update as required while in Inactive Reserve status.    

Systems and Process Recommendations 

AFROTC students attend school in an Obligated Reserve status and serve in the 

Individual Ready Reserve in an Inactive Reserve status before their EAD dates.  In order not to 

count AFROTC students against Air Force end strength numbers, AFPC does not access 

AFROTC graduates into the Air Force as they do with OTS and COTS students until they reach 

their EAD and report to their first permanent duty stations.  Therefore, AFROTC students and 

graduates in the Inactive Reserves are not entered into MilPDS, and therefore, do not have access 

to the AFPC centrally controlled and automated processes for assignment notifications, order 

publication, and virtual out-processing.38   

A way to address the personnel support challenges AFROTC faces is to mirror select 

active duty permanent change of station processes.  Assuming the Air Force cannot assess 

AFROTC students into the Air Force like other commission sources due to end strength 

restrictions, then leveraging existing active duty personnel systems and processes while they 

retain their Obligated and Inactive Reserve status could mitigate many of the challenged the 
                                                 
   38 Headquarters Air Force Personnel Center, Accessions (Confirmation of Arrival, Verification of Service Dates and 
Establishment of a Pay File, 1-5. 
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AFROTC graduates identified.  The point of entry for the active duty personnel process is the 

MilPDS system.  If AFROTC cadets and graduates awaiting EAD have access to MilPDS, then 

they would benefit from the same vOP that supports and facilitates PCSs for active duty Airmen.  

Like the active duty, AFPC could provide AFROTC servicing MPSs administrative personnel 

and DETs with permissions to tailor vOP checklists for AFROTC cadets.  By mirroring the 

active duty process, the servicing MPSs would provide the same level of personnel support as for 

active duty Airmen, and put them “back in the loop” between the DET staff, cadets, and 

graduates.   

The key to make MilPDS work for AFROTC is to enable the servicing MPSs to “code” 

an AFROTC cadet or graduate awaiting EAD in MilPDS so they do not count against Air Force 

end strength numbers.  This technical solution is worth exploring. 

Since the MPSs enter AFROTC cadets into MilPDS, then CAC issuance should also be 

technically feasible.  CACs would allow access to not only vOP for PCS actions, but also vMPF 

and the Air Force Portal for a host of other personnel support links while they are on the Inactive 

Reserve awaiting EAD.  Since vMPF requires updated contact information, both the servicing 

MPF and losing DETs should have little difficulty reaching the AFROTC graduates for changes 

to orders, reporting dates, etc. while they are on Inactive Reserve status.        

Conclusion 

The paper described the AFROTC program’s mission and organizational construct.  

Then, it analyzed the service status of AFROTC cadets before commissioning and as graduates 

after commissioning but prior to entering active duty service.  In addition, the paper identified 

issues based on recent AFROTC graduates survey comments with respect to their lack of 
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preparedness for active duty regarding out-processing actions and responsibilities upon arrival at 

their active duty assignments.  Many of these problems occurred because AFROTC-

commissioned officers experience unique challenges compared to the three other AF 

commissioning programs discussed above.   

Since active duty Airmen normally do not experience the challenges AFROTC students 

face during initial assignments, the paper recommends changing AFROTC and active duty 

guidance and processes to improve the process of transitioning its graduates to active duty 

service. 
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Appendix A - 

The Air Force Reserve Officer Training Corps (AFROTC) Program 

The AFROTC chain of command runs from the Commander of Air University, to the 

Commander of the Holm Center, to the Commander of Headquarters AFROTC.  All three of 

these commands are located at Maxwell Air Force Base (AFB), Alabama and are subordinate to 

Air Education and Training Command (AETC).  An active duty Air Force Colonel commands 

the AFROTC program, who reports to the Jeanne M. Holm Center for Officers Accessions and 

Citizen Development (referred as the Holm Center). 39  An active duty Brigadier General 

commands the Holm Center that is not only responsible for the AFROTC program, but also the 

Air Force’s Officer Training School (OTS), the Air Force’s Junior ROTC program, and Civil Air 

Patrol.  The Holm Center commander subsequently reports directly to the active duty Lieutenant 

General Commander of Air University.40  Of note is active duty officers lead the AFROTC chain 

of command, subordinate to AETC, and not by Air Force Reserve Command (AFRC) located at 

Robins AFB, Georgia.  Figure 1 depicts the Holm Center organizational structure.  

                                                 
   39 Briefing, Jeanne M. Holm Center for Officer Accession and Citizen Development, subject:  The Holm Center 
Mission Brief, 2011.  
   40 Holm Center Mission Briefing. 
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Figure 1.  Holm Center Organizational Structure41 

In order to ensure AFROTC students receive a standardized curriculum across all 144 

DETs, the Holm Center through its Curriculum Directorate (shown in above Figure 1) centrally 

develops, authors, publishes, and disseminates the entire curriculum taught to its students.  The 

Curriculum Directorate achieves this by publishing instructor textbooks for their aerospace 

studies (AS) courses:  AS-100, AS-200, AS-300, and AS-400.  AFROTC instructors at the DETs 

use these standardized texts and instructor guides to instruct their respective cadets.42  Of 

particular note is the AS-402 course, titled, “Preparation for Active Duty.”  AS-402 is the last 

formal course given to AFROTC cadets before graduation.  A major objective of AS-402 is to 

prepare AFROTC graduates for their transition to active duty service.  According to the course 

description:    

                                                 
   41 Holm Center Mission Briefing. 
   42 Dr. Charles Nath, (Director of Curriculum Development, Jeanne M. Holm Center for Officer Accession and 
Citizen Development, Maxwell Air Force Base, Alabama), interviewed by the author, 27 September 2011. 
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Designed for college seniors and gives the foundation to understand their role as military 
officers in American society.  This course builds upon the subject matter previously 
covered in AS 401 and also further examines regional studies, advanced leadership 
ethics, military justice, the military as a profession, and officership.  Preparation for 
active duty life is one of the core elements of this course, and students will learn the 
role of an Air Force commander in addition to the different services and programs 
available on a military installation.  Emphasis is also given to refining oral and written 
communication skills.43 
 
Therefore, the AFROTC program recognized the requirement to instruct students on their 

transition from student status to active duty status.  HQ AFROTC seeks to provide this 

instruction through a centrally developed curriculum, top-down approach where instructors at 

each of the DETs prepares graduates for their first days on active duty.  This approach ensures 

standardization across all of the DETs ensuring all 16,652 cadets enrolled AFROTC across the 

nation receive some form of instruction on transitioning to the active duty.  According to the 

Holm Center Director of Curriculum Directorate, the standardized AS-400 instructional texts 

represent the minimum of curriculum content that DET instructors should instruct on any given 

subject matter.  This top-down approach still permits AFROTC DET instructors the flexibility to 

adopt the given instruction based on local environments and circumstances, as well as the ability 

to tailor instruction based on individual DET instructors’ experiences with the subject matter and 

active duty service.44    

USAF active duty Military Personnel Sections (MPSs) services each of the 144 AFROTC 

DETs’ students for all personnel actions.45  The AFROTC DET commanders are responsible for 

                                                 
   43 University of Massachusetts Lowell, “AS 400 Courses,” Air Force ROTC at University of Massachusetts Lowell 
Website, http://www.uml.edu/afrotc/aerospace_studies/as400.html (accessed 23 November 2011).  Author bolded text 
for emphasis. 
   44 Nath, interview. 
   45 Lieutenant Colonel Patricia Sergey (Headquarters Air Force Reserve Officer Training Corps, DOV, Maxwell 
AFB, Alabama) interviewed by author, 28 September 2011.  According to 42 FSS/CC at Maxwell Air Force Base, 

http://www.uml.edu/afrotc/aerospace_studies/as400.html
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their respective AFROTC students prior to graduation and commissioning, and the active duty 

MPSs are responsible for all personnel actions while the cadets are still subordinate to their 

DETs.  Active duty MPSs provide limited manpower and personnel support for the DETs 

assigned regionally under their purview to include enrollment in the Defense Enrollment 

Eligibility Reporting System (DEERS) enrollment for Tri Care health benefits and identification 

card issue46 and also process leave forms.47  The support is limited when compared to manpower 

and personnel support for active duty service members which also includes Common Access 

Card (CAC) issuance, awards and decorations processing, separations, outbound assignments 

processes to include assignment reports on individual personnel (RIPs)48 and checklists, career 

development and employments, changes in duty information, and assignment in-processing 

tasks.49  Upon student enrollment in the AFROTC program, the individual DETs normally bring 

their students in person to their respective active duty serving MPS to enroll into the DEERS 

system and issue an identification card.50   

  An active duty USAF MPS normally services multiple AFROTC DETs assigned to it.  

                                                                                                                                                             
Alabama, most Air Force bases no longer have serving Military Personnel Flights (MPFs), but have serving Military 
Personnel Sections (MPS).  Air Force instructions and policy directives reference both with varying consistency.  
Therefore, for the purpose of this analysis, the author assumed both term unanimous used the term “MPS” unless 
specifically cited in a source document as “MPF.”   
   46 Office of the Secretary of Defense, The Defense Enrollment Eligibility Reporting System (DEERS) Website, 
https://www.dmdc.osd.mil/appj/deerswebsite/home.do;jsessionid=e632cb815eeb0a5360ed95698220ef5880af52d8ac
8a652a34e12c0a3b1cb86d (accessed 25 November 2011).  According to the website, DEERS “includes over 23 
million records pertaining to active duty and reserve military and their family members, military retired, Department 
of Defense (DoD) civil service personnel, and DoD contractors. DEERS is comprised of the National Enrollment 
Database (NED), the Person Data Repository (PDR), and several satellite databases. This system provides accurate 
and timely information for supporting DoD ID smart cards.”  
   47 Jolly, interview. 
   48 Air University, Terms and Acronyms, http://www.au.af.mil/au/ccaf/catalog/2005cat/terms.htm (accessed 23 
November 2011). 
   49 42nd Mission Support Squadron, 42nd Mission Support Group Fact Sheet, 42nd Force Support Squadron Mission 
Statement, http://www.maxwell.af.mil/library/factsheets/factsheet.asp?id=7325 (accessed 25 November 2011). 
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For instance, in the state of Alabama, the 42nd MPS at Maxwell AFB, Alabama serves the 

AFROTC DETs located at eight universities with distances from Maxwell to their DETs it serves 

ranging from only miles away to a staggering 1,587 miles.  Distances from each of these DETs 

and the 42nd MPS are noted in parenthesis after the school:  Auburn University (58 miles), 

Samford University (90 miles), Tuskegee University (43 miles), Troy University (60 miles), 

Alabama State University (5 miles), University of Puerto Rico – Rio Piedras Campus (1,587 

miles),  University of Puerto Rico – Mayaguez Campus (1,587 miles), and Tennessee State 

University (285 miles).51    

                                                 
   51 Headquarters Air Force Reserve Officer Training Corps, Senior Unit Roster, Maxwell Air Force Base, Alabama, 1 
September 2011. 
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Appendix B – 

The USAF Commissioning Sources and Service Status for Graduates 

For the USAF, in addition to the AFROTC program, there are three other types of 

commissioning sources to include the United States Air Force Academy (USAFA), Officer 

Training School (OTS), and Commissioned Officer Training School (COTS).  The service status 

for cadets enrolled in these programs mitigates much of the personnel support issues AFROTC 

cadets experience while serving at the DETs and during their time “in limbo” while in an 

Inactive Reserve status awaiting their call to EAD. 

Officer Training School (OTS) 

Upon successful completion of Officer Training School (OTS), graduates receive 

commissions on Extended Active Duty as Second Lieutenants in the Air Force.  OTS trains and 

commissions second lieutenants to fill both Air Force active-duty and Air Force Reserve 

requirements based on projected and actual Air Force Academy and AFROTC officer 

accessions, and Air Force end-strength requirements.  Most of these new lieutenants attend 

follow-on training soon after graduating OTS.52  Unlike AFROTC students, while attending OTS 

the Air Force accesses students into the Air Force.  Also unlike AFROTC students, dedicated 

Military Personnel Element (MPE) are responsible for personnel support actions for the OTS 

students, to include out-processing and outbound PCS actions, is collocated at Maxwell AFB.53  

Since most graduates commissioned are on Extended Active Duty, they still “belong” to their 

                                                 
   52 Officer Training School, Officer Training School Website, Officer Training School Fact Sheet, posted 24 
November 2010, http://www.af.mil/information/factsheets/factsheet.asp?id=4703 (accessed 26 November 2011). 
   53 The 22nd Training Support Squadron’s Military Support Personnel Center (22 TRSS/MSPC) provides full-range 
training support to include personnel actions, finance, and equipment issue services. 
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losing unit for administrative purposes, and therefore, are not in a “limbo” status before signing 

into their first active duty assignments.    

The United States Air Force Academy (USAFA) 

Upon successful completion of the United states Air Force Academy (USAFA), the 

USAF appoints and commissions graduates as second lieutenants in the Air Force.  Graduates 

serve as commissioned officers in the Regular Component of one of the armed services for a 

minimum of six years.  Graduates may serve as a commissioned officer in the Reserve 

Component for eight years, but only if authorized to resign from the Regular component.54  

While attending the USAFA, cadets serve full time on active duty.  The USAFA and the co-

located 10th Force support Squadron (10 FSS) provides all personnel support actions to include 

out-processing and outbound PCS actions.55   

Commissioned Officer Training (COT) 

The Commissioned Officer Training (COT) program “… provides initial officership and 

leadership developmental education to direct-commissioned medical, legal, and chaplain services 

officers for the Air Force.  There are two primary programs: COT and Reserve COT (RCOT).”56  

The 23d Training Squadron (23 TRS) executes both courses.  The course is mandatory for all reserve 

or active duty direct-commissioned officers who serve in the Judge Advocate Generals Corps (JAG), 

Chaplain, and Health Professionals.57  Like the OTS students’ Military Personnel Element (MPE), 

                                                 
   54 Air Force Instruction (AFI 36-2019), Appointment to the United States Air Force Academy, 16 May 1994, 3.    
   55 Academy graduates earn 60 days of paid leave upon graduation before reporting to their first training or duty 
assignments, and do not wait as long as most AFROTC graduates.  Since cadets graduate with Regular 
commissions, they are members of the active duty and still “belong” to the USAFA and 10 ABW before signing into 
their first assignments. 
   56 Air Force Instruction (AFI) 36-2013, Officer Training School (OTS) and Enlisted Commissioning Programs 
(ECPS), 23 October 2008, certified current 29 October 2010, 85. 
   57 Ibid. 
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the 23 TRS, collocated with COT on Maxwell AFB, is responsible for its students personnel support 

actions, to include personnel actions, finance, out-processing and outbound PCS actions.  COT 

students receive direct commissions (regular for COT and reserve RCOT) before their training 

begins and are rewarded their military rank based on their professional credentials in their 

respective fields.  Upon completion of COT, JAGs and chaplain officers normally attend their 

respective career specialty schools located at Maxwell AFB.  Medical scholarship recipients 

report to assigned medical schools, and most health professions officers report to their 

operational Air Force units.58  

                                                 
   58 Officer Training School, Officer Training School Brochure, Officer Training School Website, 
http://www.au.af.mil/au/holmcenter/OTS/documents/OTSBrochure.pdf (accessed 26 November 2011). 
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Appendix C – 

Key Active Duty Assignment Process Owners 

Air Force Personnel Center (AFPC) 

AFPC is the lead Air Force organization for personnel actions.  Its mission:  “AFPC 

provides direct personnel services and support on all centralized personnel programs to 

commanders, Air Force members, civilian employees and their families through a service center 

approach.”59  Specifically, AFPC’s Directorate of Assignments “… develops, coordinates, and 

executes Air Force assignment policies and procedures to ensure effective utilization and 

professional development of enlisted active duty personnel and officers below the grade of 

colonel (except Judge Advocate career field).” 60  AFPC centrally manages the Air Force 

assignment process through web-enabled systems, to include centrally managing assignment 

RIPs, orders, and vMPF out-processing checklists working through the base-level MPS.  

Commander’s Support Staff (CSS) 

The CSS, if one exists at the unit, is responsible for providing direct personnel support to 

the unit commander.61  Their responsibilities include (not inclusive):  create and manage unit in 

and out-processing checklists, monitor completion of vMPF in and out-processing checklists, 

manage the unit introduction and sponsorship program, and manage the unit leave program.  

Specifically with respect to assignment notifications, the CSS contacts the member and monitors 

assignment RIP completions, routes assignment RIPs through unit for signatures, processes 

                                                 
   59 Headquarters Air Force Personnel Center, Air Force Personnel Center Fact Sheet, 29 March 2010, AFPC 
Website, http://www.af.mil/information/factsheets/factsheet.asp?id=147 (accessed 27 November 2011). 
   60 Ibid. 
   61 Headquarters Air Force Personnel Center, Active Duty Personnel Services Delivery Guide, Base-Level Personnel 
Services Delivery Execution, Organization, and Responsibilities, Air Force Personnel Center, Air Force Personnel 
Services, Randolph Air Force Base, Texas, 2. 
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Personnel Reliability Program (PRP) and Personnel Processing Code (PPC) actions, submits 

assignment RIPs to the MPS.  For many Air Force bases, these CSS duties transferred to the 

MPS under the Base Level Service Delivery Model (BLSDM) organizational model.62  The 

BLSDM construct centralized all personnel assets, to include CSSs and MPSs, “… into a single 

base personnel service unit” regardless of Major Command (MAJCOM) affiliation.63  For units 

without a CSS, unit commanders and/or their designees often execute the actions previously 

taken by the CSS.64    

Military Personnel Section (MPS) 

The MPS is the base-level manager for “… military personnel programs for all units and 

members being serviced, whether on base or geographically separated from the MPS for 

maximum economy, efficiency, and service.  The mission of the MPS is to provide quality 

personnel support, through the administration of personnel programs, in both peacetime and 

wartime, to commanders, Air Force members and their families.”65  The MPS’s personnel 

responsibilities are far too comprehensive to mention here, but one finds a detailed listing in the 

Active Duty Personnel Services Delivery Guide, Base-Level Personnel Services Delivery 

                                                 
   62 Headquarters Air Force Personnel Center, Base-Level Personnel Services Delivery Execution, Organization, and 
Responsibilities, 49-50. 
   63 Ibid., 1-2.  According to the PSD, “IAW the BLSDM Concept of Operations (CONOPS) organizations and units 
that retain 3S0 CSS authorizations for the purpose of performing CSS work will continue to perform those CSS duties 
and be vulnerable to higher headquarter inspection of those duties, unless an agreement is established with the MPS to 
service that population in a particular program.  Without formalized agreements between both squadron commanders / 
directors, CSS responsibilities / functions will only be provided by the MPS to commanders and military / Individual 
Mobilization Augmentee (IMA) populations that did not retain CSS manning as indicated during the MAJCOM / Field 
Operating Agency (FOA) / Direct Reporting Unit (DRU) validations.”  
   64 Personal experience of author who is a graduated squadron commander that did not have a CSS assigned. 
   65 Headquarters Air Force Personnel Center, Base-Level Personnel Services Delivery Execution, Organization, and 
Responsibilities, 6. 
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Execution, Organization, and Responsibilities, pages 21-45 available on-line at:  

https://gumcrm.csd.disa.mil/ci/fattach/get/1521678/1316784625/redirect/1.   

https://gumcrm.csd.disa.mil/ci/fattach/get/1521678/1316784625/redirect/1
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Appendix D – 

Virtual MPF CONUS-to-CONUS Out-processing Checklist Example 
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Appendix E – 

Virtual MPF CONUS-to-OCONUS Out-processing Checklist Example 
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