FY NCORP RETRAINING CHECKLIST
The following document should be used to augment AFI 36-2626 (Airman Retraining Program) and/or HQ USAF/ HQ AFPC Retraining Policy messages and HQ ACC retraining policy messages. 

FISCAL YEAR RETRAINING –MUST BE BRIEFED TO BASE POPULACE

1.  Applicant eligibility  (AFI 36-2626, para 4.2.2, table 3.1, and AFI 40-502, para 10)

a.  Review member’s personal data reflected in MILPDS using Surf AAD001.  (This provides information on AACs, ALCs, UIFs, WMP, EPRs, Asmt Info, Reenlistment Eligibility, and TAFMSD). Is Record Status 10 – Active no projected action or Duty Status 00 – present for duty? 

b.  Is applicant’s AFSC & Grade identified for training out per HQ USAF/DPRS announcement message and are retraining-out quotas remaining on the current retraining advisory?

c.  Does applicant meet eligibility requirements contained in HQ AFPC/DPPAET implementation message (FY NCORP message)?

d.  Is applicant limited by special restrictions (i.e. During FY 02 AFSC 3P051 could only retrain into AFSCs 3P0X1A/B, note 544 CCS, Recruiter AFSC, or OSI )?  Review retraining advisory notes in MILPDS.

2.  Retraining AFSC(s)

a.  Are there vacancies under the APPROPRIATE column of the on-line advisory?  On-line advisory must be obtained DAILY out of MILPDS to ensure ACCURACY.

b.  Second Term and beyond NCO must choose from AFSCs listed under the member’s current grade (those with line # use projected grade) on the on-line advisory (SrA utilize SSgt column).  NOTE:  MPFs must check member’s CAFSC in MILPDS first to determine if any retraining restrictions exist.
c.  Verify unique requirements for requested AFSC(s) using retraining advisory notes in MILPDS and the ACC Requirements Guide.

3.  Application Procedures

a.  Give applicant appropriate paperwork. (AFI 36-2626, para 2.2.7.1) (Type or Print Legible)

b.  Ensure Unit/CC recommends approval on AF FM 4032. (AFI 36-2626, para 2.2.8.1)

c.  Requested retraining time frame? When will member be available to attend class. If going TDY, when will member return? 

d.  NCOIC of MPF Retraining office must verify the accuracy of application, sign and date. 

e.  Perform last minute check of on-line advisory to ensure requested AFSC(s) are open.

f.  Mail or E-mail complete retraining package to  ACC/DPAAR.

4.  Changing AFSCs

a. Individuals may change their AFSC preferences or prioritized order only if their retraining package has not been updated in MILPDS yet.  If it has been updated in MILPDS, the current retraining package will be processed in its entirety without changes to the AFSCs.  If the retraining package is later disapproved by HQ AFPC, then the member may resubmit for the new AFSCs, provided the reason for disapproval doesn’t make them otherwise ineligible.

b. In order to change AFSCs or the prioritized order prior to the package being updated in MILPDS, the member must complete a new AF FM 4032 along with any required supporting documents and provide them to HQ ACC ASAP.  

5.  Changing Class Dates
Individuals may request class dates changes; however, they must be fully justified and signed by both the member and the unit commander. Requests must be sent to HQ ACC/DPAAR no later than 1 month prior to class start date. Request will be approved on the basis of hardship or if member is already deployed and there is no way the member can return in time. Approvals are on a case by case basis. MAJCOM have disapproval authority. 

NOTE:  Applications that do not require waivers or MAJCOM Functional Manager review must be submitted by email (see sample message formats).  You must include all information on these messages including the dates physicals were completed, results of base familiarization briefings and POCs & duty phone.
