PROCEDURES FOR RETRAINING
1.  WHO IS ELIGIBLE TO RETRAIN?


FIRST TERM AIRMEN:

a.  Four year enlistee must be between 35-43 months TAFMS

b.  Six year enlistee must be between 59-67 months TAFMS
     (EXCEPTION:  Individuals on the CJR waiting list may apply up to 120 days prior to DOS)

c.  Deployed Airmen:  HQ USAF has authorized an “expanded window” for deploying/deployed first term airmen.  Airmen may apply prior to departure provided the upcoming TDY will last until after the airman completes 35 months of service for 4 year enlistees (59 months for six year enlistees).  These airmen must complete their hardcopy package within 45 days of return to home station from the TDY.  NOTE:  This expanded window only applies to airmen deployed to locations without the support facilities necessary for completion of retraining documents.  See TAA 97-3 for specifics. 


SECOND TERM AND BEYOND (See annual NCORP guidance for specific TAFMS dates):

a.  SrA with less than 7 years Total Active Federal Military Service (TAFMS)

b.  SSgt/TSgt with less than 16 years TAFMS
c.  MSgt with less than 18 years TAFMS (EXCEPTION:  MSgts applying for First Sergeant duty must have less than 21 years TAFMS)  
d.  No Assignment selection date (ASD) Per AFI 36-2626 pg. 15 note 6

2.  WHAT STEPS DO I TAKE IF I QUALIFY?
FIRST TERM AIRMEN – Your retraining window begins the first day of your 35th/59th  month, and ends the last day of the last month of your window. Look through the Retraining Advisory in the “RETRNG IN AFSCs” section under “FTA” (First term Career Airmen) column.  If there is a number (quota) listed next to the AFSC you are interested in, you may apply for that AFSC.  If there is a blank space, zero, or negative number you can not apply for the AFSC.

SECOND TERM/CAREER AIRMEN – You must be eligible to retrain based on the criteria in the current Fiscal Year NCO Retraining Program (see implementation messages). 

FIRST:  Look through the Retraining Advisory in the “RETRNG OUT AFSCs” section under your current/projected grade column (SrA use the SSgt column).  If there is a number (quota) listed next to your AFSC, you may apply to retrain out.  If there is a blank space, zero or negative number check with the retraining clerks for the possibilities to retrain into a lateral AFSC, critical shortage AFSC, or chronic critical shortage AFSC (518/519/520 list).  

NEXT:  Look through the Retraining Advisory in the “RETRNG IN AFSCs” section under your current/projected grade column (SrA use the SSgt column).  If there is a number (quota) listed next to the AFSC you are interested in, you may apply for that AFSC.  If there is a blank space, zero, or negative number you can not apply for the AFSC.  

NOTE:  These quotas change on a daily basis and a quota must be available in the requested AFSC for your application to be approved.  If during the application process, quotas are exhausted -- your application will be disapproved. 

3.  WHAT NEXT?

FILL OUT THE RETRAINING PROGRAM APPOINTMENT SHEET: (TYPE or PRINT LEGIBLE)
a.  Complete the top portion with your information. (TYPE or PRINT LEGIBLE)

b.  Read the entire sheet.
c.  Choose up to five AFSCs with openings that you are interested in.  Write in the number of positions open for your rank (projected rank if you have a promotion line number).
d.  Think about a retraining time frame. (If approved for retraining when will you be available to attend class) If you are going TDY when will you return?
e.  Finally, turn this into a Personnel Employment representative who will contact you to schedule an appointment.

