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SECTION I

INTRODUCTION

1.  PURPOSE:

    a.  The Air Forces Services Career Program consists of three different areas:  the Nonappropriated Fund (NAF) Career Program, the Appropriated Fund (APF) Career Program, and the Palace Acquire/Management Trainee Program. The Services Career Program Administrator is ultimately responsible for all three areas.

   
b. The Services NAF Career Program is designed to match the best-qualified candidate with the job requirements.  The NAF Services specialist’s responsibility is to ensure that equitable and consistent plans for recruiting, training, promoting and replacing employees are available to meet continuing management needs.  


c.  The Services Career Program Policy Council, made up of civilian members (both NAF and APF functionalists and civilian personnel advisors) provide management policy and direction.  (Reference AFMAN 36-606, Air Force Career Program Management, Volume I.)  When necessary, the SVS Career Program Policy Council convenes panels to assist in the development of various aspects of the NAF Career Program; e.g., Training and Development, Placements, Promotion Evaluation Pattern (PEP), etc.  The day-to-day administration of the program is conducted by the SVS PALACE Team, using policies developed by the SVS Career Program Policy Council and appropriate legal and regulatory guidance.  This Team provides Career Program advice to registrants, as well as information about program operations to the functional and Human Resources communities.

    
d.  THIS GUIDE IS NOT ALL ENCOMPASSING, and is only one of the tools available for guidance about the NAF Career Program; the Program specialist is always available to provide additional guidance.  

2.  REGULATORY GUIDANCE
AFMAN 34-310, Services Nonappropriated Fund Personnel (NAF) Program Management and Administration Procedures, covers matters regarding NAF personnel management; i.e., evaluations, appraisals, promotions, conversions, reinstatements, leave, separation, etc.  NAF employees in career-covered positions are bound by the same personnel policies as other NAF employees.  AFMAN 36-606, Vol I, specifically addresses Career Program matters.

3.  IMPLEMENTATION AUTHORITY

The MWR Board approved funding for a centrally managed NAF Career Program on 15 March 1989.  The SVS Career Program Policy Council then convened on 15-16 June 1989, and approved the implementation procedures of the SVS NAF Career Program.  The established policies and procedures have been expanded and incorporated into this guide.

4.  HISTORY OF NAF CAREER PROGRAM GUIDELINES:
The SVS Career Program Policy Council initially approved the following guidelines:

a. Use of those elements of the SVS APF Career Program conducive to effective central management.  The NAF Career Program mirrors the APF program as much as possible.

b. Use of ideas proposed under the NAF PROJECT EXPO test to ensure flexibility and responsiveness to future NAF career management.

c. Establishment of a minimal structure with gradual expansion and enhancement as necessary.

d. Central management within the established SVS Career Program PALACE Team structure.  The SVS PALACE Team provides the day-to-day administration of the program, within policies established by the SVS Career Program Policy Council and appropriate regulatory and statutory requirements.

e. Inclusion, as a minimum, of centrally funded PCS moves in accordance with Joint Travel Regulation (JTR), VOL II and training opportunities, and a Management Trainee program.

f. Mobility is a condition of employment/selection for all NAF Club Managers, Bowling Center Managers, Golf Course Managers, and Lodging Managers, NF-IV and above, and all Headquarters and MAJCOM staff covered positions.  Mobility is also a consideration for selection to centrally funded Career Management Development training.

SECTION II

SELF-NOMINATION PROCEDURES

1.  ELIGIBILITY FOR REGISTRATION
    a. Registration in the Services NAF Career Program is open to all US citizens regardless of current grade.  

    b. Active duty enlisted military members may register within 6 months of retirement or separation, and can be placed on a referral certificate when they are within 60 days of their terminal leave.

2.  STANDARDIZED QUALIFICATIONS
Assistant Bowling Center Manager 

Three (3) years of progressively responsible administrative, professional, technical, or other work which has provided a general knowledge of management principles and practices, or progressively responsible experience in one or more of the functions managed by a bowling center manager.  In addition, applicant must have two and one half (2 ½) years specialized experience.  This experience may have been gained in the operation or management of a civilian or military bowling center.  The experience must include responsibility or supervision over at least one of the various phases of a bowling center operation. 

Bowling Center Manager
Three (3) years of progressively responsible administrative, professional, technical, or other work which has provided a general knowledge of management principles and practices, or progressively responsible experience in one or more of the functions managed by a bowling center manager.  In addition, applicant must have two and one half (2 ½) years specialized experience.  This experience may have been gained in the operation or management of a civilian or military bowling center.  The experience must include responsibility or supervision over the various phases of a bowling center operation.  Incumbent is required to be mobile and may be assigned to any other position of equal grade and pay for which the employee is qualified, at any geographical location, for reasons determined to be in the best interests of the Air Force.  The Air Force Mobility Agreement is required to be signed by the incumbent of this position with the expectation of an approximate 3 to 5 years change of assignment.

Assistant Club Manager

GENERAL EXPERIENCE:  Two (2) years of progressively responsible administrative, professional, technical or other work which has provided a general knowledge of management principles and practices, or progressively responsible experience in one or more of the functions managed by a club manager.  SUBSTITUTIONS FOR GENERAL EXPERIENCE:  A four-year degree from an accredited college with a major in one or a combination of hospitality, culinary, restaurant or club management, or business management may be substituted for two (2) years of general experience.  OR  A two-year technical degree in the same related fields may be substituted for one (1) year of general experience.  SPECIALIZED EXPERIENCE:  In addition to the general experience, applicant must have one (1) year of specialized experience gained in assisting management in the operation of a government or civilian club, restaurant, or institutional feeding facility.  The experience must include responsibility or supervision over at least one phase of club management operations. 

Club Manager

NF-1101-IV  -  Three (3) years of progressively responsible administrative, professional, technical or other work which has provided a general knowledge of management principles and practices, or progressively responsible experience in one or more of the functions managed by a club manager. In addition, applicant must have one (1) years specialized experience.  This experience may have been gained in the operation or management of government or civilian club, restaurant, or institutional feeding facility. The experience must include responsibility or supervision over the various phases of club management operations.  A four-year degree from an accredited college with a major in one or a combination of hospitality, culinary, restaurant or club management, or business management may be substituted for two (2) year generalized experience, or two (2) year  technical degree in the same related field may be substituted for one (1) year generalized experience.  The experience must include responsibility or supervision over the various phases of club management operations.  Incumbent is required to be mobile and may be assigned to any other position of equal grade and pay for which the employee is qualified, at any geographical location, for reasons determined to be in the best interests of the Air Force.  The Air Force Mobility Agreement is required to be signed by the incumbent of this position with the expectation of an approximate 3 to 5 years change of assignment.

NF-1101-V - GENERAL EXPERIENCE:  Three (3) years of progressively responsible administrative, professional, technical or other work which has provided a general knowledge of management principles and practices, or progressively responsible experience in one or more of the functions managed by a club manager.  SUBSTITUTIONS FOR GENERAL EXPERIENCE:  A four-year degree from an accredited college with a major in one or a combination of hospitality, culinary, restaurant or club management, or business management may be substituted for two (2) years of general experience.  OR  A two-year technical degree in the same related fields may be substituted for one (1) year of general experience.  SPECIALIZED EXPERIENCE:  In addition to the general experience, applicant must have two (2) years of specialized experience gained in the operation or management of a government or civilian club, restaurant, or institutional feeding facility.  The experience must include responsibility or supervision over the various phases of club management operations.  

Incumbent is required to be mobile and may be assigned to any other position of equal grade and pay for which the employee is qualified, at any geographical location, for reasons determined to be in the best interests of the Air Force.  The Air Force Mobility Agreement is required to be signed by the incumbent of this position with the expectation of an approximate 3 to 5 years change of assignment.

Assistant Golf Course Manager

GENERAL EXPERIENCE:  Two (2) years of progressively responsible administrative, professional, technical, or other work which has provided a general knowledge of management principles and practices, or progressively responsible experience in one or more of the functions managed by a golf course manager.  SPECIALIZED EXPERIENCE:  In addition to the general experience, applicant must have one (1) year specialized experience gained in assisting management in the operation of a civilian or military golf course.  The experience must include responsibility or supervision over at least one phase of a golf course operation.  Knowledge of golf course grounds maintenance requirements and procedures is desirable.  A PGA Class A certificate is desirable.       SUBSTITUTIONS:  A Professional Golf Management degree from a PGA accredited Professional Golf Management School may be substituted for all general and specialized experience.  

Golf Course Manager

GENERAL EXPERIENCE:  Three (3) years of progressively responsible administrative, professional, technical, or other work which has provided a general knowledge of management principles and practices, or progressively responsible experience in one or more of the functions managed by a golf course manager.  SPECIALIZED EXPERIENCE:  In addition to the general experience, applicant must have two and one half (2 ½) years specialized experience gained in the operation or management of a civilian or military golf course.  The experience must include responsibility or supervision over the various phases of a golf course operation.  Knowledge of golf course grounds maintenance requirements and procedures is desirable.  A PGA Class A certificate is desirable.  SUBSTITUTIONS:  A Professional Golf Management degree from a PGA accredited Professional Golf Management School, may be substituted for all general knowledge experience and six (6) months of specialized experience.  

Incumbent is required to be mobile and may be assigned to any other position of equal grade and pay for which the employee is qualified, at any geographical location, for reasons determined to be in the best interests of the Air Force.  The Air Force Mobility Agreement is required to be signed by the incumbent of this position with the expectation of an approximate 3 to 5 years change of assignment.

Assistant Lodging Manager
Two (2) years of experience in the operational management of AF Services programs related to lodging, recreation, sports and fitness, hospitality and food service programs (i.e., clubs, restaurant, or dining facilities) or business management (i.e., bowling, golf).  This experience must have included responsibility or supervision over various phases of program operations sufficient to demonstrate skill and knowledge in such areas as; activity management planning and programming, economic soundness of program operations, uniform accounting and supply procedures, facility management, and supervision of a subordinate staff.  This experience may have been gained in the operation or management of a civilian or military lodging program.  A baccalaureate degree in hotel management, hospitality, or business, in addition to 1 year of experience as described above, may be substituted for the required 2 years of experience.  Must be able to satisfactorily complete a National Agency Check.  Incumbent must sign the Air Force Mobility Agreement with the expectation of an approximate 3 to 5 year change of assignment.
Lodging Manager

Three (3) years of experience in the operational management of AF Services programs related to lodging, recreation, sports and fitness, hospitality and food service programs (i.e., clubs, restaurant, or dining facilities) or business management (i.e., bowling, golf).  This experience must have included responsibility or supervision over various phases of program operations sufficient to demonstrate skill and knowledge in such areas as; activity management planning and programming, economic soundness of program operations, uniform accounting and supply procedures, facility management, and supervision of a subordinate staff.  This experience may have been gained in the operation or management of a civilian or military lodging program.  A baccalaureate degree in hotel management, hospitality, or business, in addition to 2 years of experience as described above, may be substituted for the required 3 years of experience.  Must be able to satisfactorily complete a National Agency Check.  Incumbent must sign the Air Force Mobility Agreement with the expectation of an approximate 3 to 5 year change of assignment.

3.  APPLICATION PROCEDURES


a.   Applicants will only be considered for those positions for which they that they have self-nominated.

b.   Information available on the NAF Services Career Program web page: "www.afsv.af.mil"

     

     c.   The following forms are required to register and self-nominate.  These forms must be emailed, faxed or mailed to HQ AFPC/DPKCD, ATTN:  NAF Career Program, 555 E Street West, Suite 1, Randolph AFB TX, 78150-4530, FAX DSN: 665-3703 or commercial (210) 565-3703: 

(1).  Resume with Supplemental Data (Tab A)


(2).  AF Form 2545 (or DoD equivalent), NAF Notification of Personnel Action for current NAF employees, or Standard Form 50, Notification of Personnel Action for current appropriated fund employees, must be submitted.  


(3).  DD Form 214, Certificate of Release or Discharge From Active Duty, (member copy 4) for applicants with prior military service.

d. Military members, within 6 months of retirement, must provide a copy of their retirement orders and a letter from their supervisor indicating start date of terminal leave.


e.  Registrants referred simultaneously for more than one vacancy may accept the first position offered, or they may subsequently decline the first offer, and accept a second offer for another Career Program position.  However, once a position has been accepted and funds allocated, no further changes are authorized.


f.  All Club, Golf, Lodging, and Bowling manager positions, AFSVA/MAJCOM positions, and all NF-V career covered positions must sign a mobility requirement.

4.  UPDATING REGISTRATION

a.  NAF Career Program registrants may update information at any time by submitting changes, in writing.  These changes may be submitted via e-mail, fax or mail.  Send hard copy to HQ AFPC/DPKCD, ATTN:  NAF Career Program, 555 E Street West, Suite 1, Randolph AFB, TX  78150-4530; or Commercial FAX: (210)565-3703; DSN FAX: 665-3703.


b.  It is the registrant’s responsibility to keep their information on file current.  Any changes in current position, address, and/or phone number should be reported.  If information is not kept up to date, the file may be deemed inactive, therefore, non-referable. 

       c.  External registrants (APF, Military, and non-federal) must update their resume annually to remain active.

5.  PROGRAM PENALTIES, RESTRICTIONS, AND LIMITATIONS

a.  Penalties:
     Candidates who self-nominate and decline consideration or selection for the NAF Career Program position will not be eligible for referrals or promotion to another Career Program position APF or NAF for a period of 12 months.  (12 June 01 Policy Council)

b.  Restrictions:
    1.  PCS restrictions.


  (a)  In accordance with the JTR, Vol II, only one federally funded PCS move is authorized within any given 12-month period.


  (b)  Services Career Program Policy Council has authorized one NAF centrally funded PCS move for each registrant per 24 month period.

  (c)  NAF Career Program employees who are serving under transportation agreements as a result of centrally funded PCS moves are ineligible for referral resulting in another NAF Career Program PCS move for a period of 24 months.   Individuals selected for Career Program positions from a Career Program certificate may be referred to another NAF position within their commuting area after completion of 12 months or an APF career covered position.


  (d)  A NAF Career Program employee who receives a business based action (BBA) notice of separation is exempt from NAF referral and NAF centrally funded PCS restrictions.

2. Base closure referral restriction.


Career Program referrals will be made up to 15 months before the specified closure date.  After that point, bases may establish temporary positions and fill locally to meet management needs.

C.  Overseas Restriction:
    1.  Individuals selected for Career Program positions are required to serve the established tour length (per JTR), are subject to a 5-year tour limitation, and must sign an Overseas Employment Agreement (Tab B).  In order to assist individuals in rotating to stateside assignments following their overseas tours, the Services Career Program staff work with respective MAJCOMs and the Career Program Policy Council to identify potential assignments and/or management reassignment actions.

    2. Tour extensions up to the 5-year point may be approved by the local commander.  The Human Resources Office (HRO) will provide the Career Program with a copy of the approval.

    3.  Extensions to the 5-year overseas tour limitation may be granted by the Services Career Program Policy Council Chair, if requested by management, to satisfy a continuing management need.

  d.  HROs are responsible for monitoring the 5-year overseas limitation.

6.  WAIVERS Requests for waivers to any of the program restrictions or penalties must be routed from the registrant to their HRO, then MAJCOM, to the Career Program for processing.  The SVS Career Program Administrator will then forward the request to the SVS Career Program Policy Council Chair for approval.  The HRO and applicable MAJCOM HRO will be notified of the decision.

SECTION III

HRO PROCEDURES

1.  CAREER-COVERED POSITIONS


    a.  The Services NAF Career Program centrally manages the following Pay Band IV and   above positions:


  General Managers


  Club Managers 


  Assistant Club Managers

       Golf Course Managers

  Golf Course Superintendents 


  Assistant Golf Course Managers


  Bowling Center Managers


  Assistant Bowling Center Managers


  AFSVA/MAJCOM (Bowling, Golf, Lodging, Business Operations, and Personnel 

       Management Specialists/Human Resources Specialists )


  Lodging Managers


  Assistant Lodging Managers
b. HQ USAF/ILV approves all promotions/establishment of pay band NF-V, IAW ILV message 121812Z, Subject:  Changes to Pay Band NF-V, Nov 93.  This guidance remains in effect.  Requests for exceptions must be forwarded through the MAJCOM to HQ AFPC/DPKCD to HQ USAF/ILV for approval.

c. Establishment, reclassification or restructuring of any career-covered position must be coordinated through the MAJCOM to HQ AFPC/DPKCD.

d. All vacant positions will be announced through our web page and sent to all Human Resource Offices for posting and distribution.

 2.  CERTIFICATES (CERT)

       a.  Any requests received by the local HRO to fill a NAF Career Program covered position may be emailed or faxed to the NAF Career Program at (210) 565-3703 or DSN 665-3703.  A hard copy should follow.  The request package must include the following:



(1).  Fill Request Form. (Tab C)

    
  
 (2).  Position guide (PG).

     
 (3).  AF Form 2548 (copy).



 (4).  AF Form 1188, Overseas Civilian Personnel Request (Overseas location).


b.  Certificates are based on a self-nomination process and all vacant positions will be announced.  A base may request that a vacant position be announced as “internal” (NAF only) or “external” (all qualified candidates).  Internal certificate requests will be advertised for 1 week.  All others will be advertised for a period of 2 weeks.  Only those registrants who qualify and self- nominate for the type of position being filled, will be referred.


c.  Applicants must self-nominate for each vacant position to be eligible for consideration.  Applicants must have a current resume on file to self-nominate.  Applicants not registered will need to submit all applicable registration forms AND self-nominate for the announced vacancy.


d.  Self-nominations must be received by the NAF Career Program by closing date of the announcement to be eligible for consideration.


e.  All qualified candidates in each referable category, will be referred for the position.  The selecting official will receive a two-part certificate, internals (NAF) and externals (APF, military, and non-federal).


f.  A copy of the certificate will be sent to the selecting official via the HRO.  A copy is also sent to the MAJCOM/HRO.  The selecting official may elect to interview none, one or more, or all of the applicants.  For CONUS locations, the selecting official has up to 30 days to make a selection.  In overseas locations, the selecting official is allowed up to 45 days to make a selection.


g.  If a selection cannot be made during that time, the HRO may request a 10-day extension from the NAF Career Program.  Requests for extensions of certificates must be made in writing, by e-mail or fax, prior to the expiration date of the certificate.  A maximum of two extensions may be approved.


h.  A referral certificate with less than six qualified candidates, is deemed “hard to fill”.  If a position is deemed “hard to fill”, the base may submit a request through their MAJCOM to HQ AFPC/DPKCD, requesting to fill the position locally, on a one time basis.  HQ AFPC/DPKCD will submit the request to HQ USAF/ILV for approval.  A CAREER-COVERED POSITION MAY NOT BE FILLED LOCALLY WITHOUT THIS PRIOR APPROVAL.


i.  If there are priority referral candidates, the selecting official will be issued a priority referral certificate with the names of priority placement employees only.  There are four categories of priority candidates:  

(1) Priority I:  Totally displaced employee (base closure, BBA)

(2) Priority II:  Management Trainee placement (for assistant manager equivalent positions only) 




(3) Priority III:  Return of registrants in overseas area 5 or more years



(4) Priority IV:  Overseas employees exercising return entitlement, with less than 5 years in overseas area, who have fulfilled their transportation agreement.


j.  If a base requests a fill action and subsequently receives a priority placement and decides not to select the priority candidate or not to fill the position, the base must send the non-select decision through their MAJCOM to HQ AFPC/DPKCD.  Base is then restricted from filling that position for 12 months.  Requests for exception to this policy, with justification, will be forwarded through the MAJCOM for its concurrence and its added justification in support of the base’s action.  The MAJCOM will send the entire package to the NAF Career Program for approval/disapproval by the Policy Council Chair. 


k.  When returning a certificate, the selecting official must notify all candidates of selection or non-selection.  Candidates must be notified of non-selection in writing (Tab D).  


l.  It is the HRO's responsibility to ensure that the referral certificate is annotated correctly and that a copy of the non-selection letter is returned with the completed certificate. 


m.  The certificate must be returned within three workdays of its expiration.  Each page of the certificate must be signed and dated by the selecting official, and the reason for non-selection must be annotated next to each candidate’s name.


n.  Should the selecting official decide not to fill the position, the referral certificate must be signed and returned.  The selecting official must also provide HQ AFPC/DPKCD with a letter outlining the reason(s) for not filling the position.  The candidates referred must also be provided a letter explaining that the position is not being filled.  A copy of this letter should be returned with the completed certificate.


o.  Only persons registered in the Career Program may be selected for or placed in Career Program covered positions.  
3.  MANAGEMENT REASSIGNMENTS AND OTHER ACTIONS

a.  In accordance with SVS Policy Council, Career Program registrants may be management reassigned if the following criteria are met:


(1)  Both positions must be covered by the SVS NAF Career Program.


(2)  Both positions must be within the same pay band and salary.


(3)  Once the action is taken, a NAF Career Program covered position is left vacant, unless in a base closure situation.


(4)  No increase of salary will be authorized without prior approval from Policy Council Chair.


b.  Base and MAJCOM HRO personnel will work together and submit a request to Career Program Administrator for submission to the Policy Council Chair for approval. (Sample provided at Tab E).


c.  Reassignments within a MAJCOM require respective Base/SV concurrence prior to submission to Policy Council Chair for approval.


d.  Management reassignments between MAJCOMs require the written approval of each MAJCOM/SV prior to submission to Policy Council Chair for approval.


e.  Requests must be routed through the proper chains: from gaining base to their MAJCOM.  Gaining MAJCOM will contact losing MAJCOM and base for their concurrence.


f.  If the management reassignment is to another SVS NAF Career Program covered position, PCS costs will be centrally funded.


g.  If the management reassignment involves an individual on a PCS restriction, a waiver should be requested in conjunction with the reassignment.


h.  In accordance with the SVS Policy Council, NAF Career Program management may request a Job Swap of registrants if the following criteria are met:


(1)  Both positions must be covered by the SVS NAF Career Program.


(2)  Both positions must be within the same pay band and salary.


(3)  Both registrants must meet the qualification requirements for the positions to which they are being moved.

(4) No career-covered position is left vacant.

(5)  No salary increase is authorized.

i.  Temporary Promotions/Reassignment/Details into career-covered positions must be coordinated through the NAF Career Program.  The Human Resources Office should contact the Career Program to ensure the person being temporarily promoted/reassigned is registered in the NAF Career Program.  Once the action is processed, the HRO should provide HQ AFPC/DPKCD with a copy of the AF Form 2545, NAF Personnel Action.

j. Separation Actions

          (1)  The HRO is responsible for providing current information to the NAF Career Program on all career-covered employees.  A copy of the employee’s NAF Personnel Actions (AF Form 2545), appointments, transfer in, transfer out, promotions, reassignments, resignations, and separations/terminations must be faxed to the NAF Career Program.

          (2)  It is critical for the HRO notify the NAF Career Program of any pending resignation or any separation actions.  The HRO should review employee’s records to ensure any transportation agreement has been fulfilled prior to separation.  If an employee separates at any time during the initial 12-month period, the employee must reimburse the Central AFMWR Funds, through his/her NAF Accounting Office, with all monies expended for the PCS move. 
          (3)  Employees are removed for cause or allowed to resign in lieu of termination from a career-covered position are no longer eligible for referral to other Career Program positions.  It is the HRO's responsibility to notify the employee of this in writing (i.e. a remark on AF Form 2545).  A copy of the removal letter should be provided to HQ AFPC/DPKCD.  (Services Career Program Policy dated 3 June 96).

4.  PROCESSING A SELECTION

a.  Once the selecting official has made a tentative selection, and he/she has determined the salary to be offered, the HRO reviews the selection to ensure compliance with all pay setting rules (Ref. AFMAN 34-310).


b.  Once a selection had been made, the HRO will fax a copy of the signed certificate with the Service Commitment Letter (Tab F) and all applicable forms to the NAF Career Program for review and processing.

c.  Selection from a NAF Career Program certificate does not provide automatic entitlements to travel and transportation benefits.  All entitlements are IAW JTR, Vol II.


d.  If a PCS move is required, the gaining HRO submits a PCS request form (Tab G), with a signed Transportation Agreement (Ta H), Service Commitment Letter, mobility agreement (Tab I) (if applicable), to the NAF Career Program, before PCS orders will be issued.  

    e.  A waiver is required for military retirees that are selected within 180 days after separation.  Procedures are outlined in AFMAN 34-310, Chapter 3.


f.  The gaining HRO will fax a copy of the Appointment/Transfer-In, AF Form 2545, NAF Personnel Action, to the NAF Career Program within 5 days of processing the action.

5.  CENTRALLY FUNDED PCS MOVES
    a.  The Air Force MWR Board approved central NAF funding (with the limitation of only one NAF centrally funded PCS move per 24 month period) of PCS costs for current NAF and APF employees, and first-duty-station PCS moves, on a case-by-case basis, for active duty retiring/separating military members and non-federal registrants.  Requests for central funding of PCS moves should accompany the selecting official's notification of selection.


b.  Individuals residing in a foreign area at time of selection may be entitled to benefits IAW country-to-country agreements, Status of Forces Agreement (SOFA) and DoD regulations.  The MAJCOM/SV or SVXH point of contact should be consulted for specifics in each situation.


c.  Current DoD employees may be entitled to PCS moves IAW JTR Vol II.  

d.  HROs are responsible for providing accurate information regarding PCS entitlements IAW JTR Vol II.


e.  The NAF Career Program will be responsible for processing the PCS orders.  Upon completion of the PCS orders, a copy will be faxed to the gaining and losing HROs, and a copy mailed to HQ AFSVA/SVFFC.  


f.  Selectees should be counseled and cautioned not to take any actions (resigning position, canceling leases, scheduling airline reservations, etc.) until the selection notification  and PCS orders are in hand.


g.  The following guidance is provided to assist local personnel in determining entitlements for NAF employees:

        (1)  Current DoD employees selected for a NAF Career Program position will be granted the authorized JTR, Volume II, entitlements for PCS moves, except Chapter 15, Relocation Services.  Shipment of household goods will be through the local Transportation Management Office (TMO) in accordance with CDRMTMC/MTOP-PP Message 301754Z Mar 94, Subject:  Traffic Management Advisory Message SER-OPP-94-23, inclusion of Nonappropriated Fund (NAF) Employees in the DoD Personal Property Shipment and Storage Program, and DOD 4500.34R, Personal Property Traffic Management Regulation, Oct 91. 

        (2)  Requests for reimbursement for NAF centrally funded PCS moves for NAF Career Program selectees should be submitted by the Financial Management Section or HRO to HQ AFSVA/SVFF, 10100 Reunion Place, Suite 400, San Antonio TX  78216-4138.

        (3)  Non-federal and military selectees may be courtesy in-processed at the nearest base HRO.  If no base is close by, or the base is unable to assist, then the gaining base will conduct in processing.

        (4)  On a case-by-case basis, NAF central funding not exceeding the limits in JTR, Vol II, is authorized for first-duty-station moves for military separatees and retirees as follows:

             (a)  Military separatees not eligible for retirement will be reimbursed only for costs that exceed their JTR, Vol II, entitlements for return to home of record.

             (b)  Military retirees who have not used their final PCS move must exercise their final move entitlement to pay the cost of moving to their first duty station.  Central funding is authorized for costs that exceed their JTR, Vol I, entitlements for final move.

             (c)  Military retirees who have used their final PCS move entitlements may be eligible for central reimbursement of first-duty-station moves when selected for a NAF Career Program position.

    h.  Service obligation.


(1)  An employee with a centrally funded PCS move must sign a transportation agreement and will incur a service obligation to the gaining NAF instrumentality (NAFI) equal to the normal tour length, but not less than 12 months.  Failure to complete the first 12 months obligates the selectee to reimburse the NAF AO for all costs associated with the PCS move.


(2)  All NAF Career Program selectees must sign an appropriate transportation agreement and/or Service Commitment Letter regardless of whether or not a PCS is required.  If a PCS is involved, the agreement must be signed prior to issuance of PCS orders.  If no PCS is involved, the agreement must be signed prior to the effective date of the appointment to the Career Program position.


(3)  Transportation agreement for CONUS is for a period of 12 months; transportation agreement for overseas is for the length of the tour of duty for the specific overseas location.


(4)  After completion of the initial 12-month period of the transportation agreement, a selectee may, without penalty, accept employment with another branch of service, a Non-Career Covered position, or an APF position.  However, if the employee is in an overseas command, and a second PCS is required, the gaining activity must pick up all costs to move the employee and family, if appropriate, to the new place of employment as well as the remainder of the transportation agreement (i.e., costs for any household goods stored in CONUS, and return PCS costs to CONUS at COMPLETION OF TOUR).


(5)  If employee separates at any time during the initial 12-month period, he/she must reimburse the Central AFMWR Funds, through his/her NAF Accounting Office, all monies expended for the PCS move.


     (6)  If employee accepts employment with another Agency or Branch of Service, the obligation to a return entitlement will be rescinded.


(7)  NAF employees in overseas NAF Career-Covered positions are required to sign an Overseas Employment agreement.  This agreement limits employees to 5 years in the overseas area.  They are then required to spend 24 months in CONUS before returning overseas.  Requests for extensions to the 5-year limitation must be routed through the MAJCOM to the Career Program, for HQ USAF/ILV approval.


i.  Travel costs associated with personal interviews for a position will not be funded from Services central funds, but may be paid from local NAF funds of the activity conducting the personal interviews.


j.  NAF employee selected from the CONUS through the NAF Career Program will have return entitlement to a position within the MAJCOM from which recruited.  If no position is available within their MAJCOM upon completion of the overseas tour, then return is through NAF Priority Placement Program.  Non-Federal, non-Air Force and overseas NAF employees selected through the NAF Career Program without return entitlement, will have placement opportunities through the NAF Career Program Priority Placement Program.  Overseas employees when notified that they will not be extended will immediately be placed on priority referral fro return placement.  If not placed within 6 months from date of notice, the employee will be separated by the overseas HRO for return to their CONUS home of record and all PCS costs will be paid from NAF Career Program funds. 


k.  Individuals selected from other agencies in the overseas area for NAF Career Program positions, and serving on a transportation agreement, will be entitled to have their transportation agreement honored.

6.  BASE CLOSURE, BUSINESS BASED ACTIONS, AND OVERSEAS RETURNS 
    a.  SVS NAF Career Program registrants involuntarily separated due to a base closure will be issued a notice of separation at least 60-days in advance, and given priority placement consideration for the first vacant position with the same title, series and pay band from which they are being separated.

    b.  Procedures include:


(1)  Actions may not be for disciplinary reasons.


(2)  The Base HRO will immediately provide their MAJCOM and the NAF Career Program with a copy of the 60-day notice of separation letter issued to employee(s).


(3)  The first responsibility is for MAJCOM to determine if management reassignment is possible within the MAJCOM.  If unable to place employee within the MAJCOM, the MAJCOM will request assistance, in writing, from the NAF Career Program in finding continued employment for the employee.  The Services Career Program Administrator will notify the Policy Council Chair of the situation, if placement is not possible.


(4)  Individuals who decline a reasonable placement offer will be dropped from any priority referral program.


(a)  Reasonable offer for registrants in CONUS is to a position at the employee's current rate of pay or the lowest acceptable salary (in writing).


(b)  Reasonable offer for an overseas employee exercising return entitlement to CONUS is to a position at the employee's current rate of pay or the lowest stated acceptable salary.  


(c)  For an overseas employee without return entitlement to the CONUS, a reasonable offer is to a position at the employee's current rate of pay or lowest stated acceptable salary.  A declination of reasonable offer will be cause for separation.


(5)  NAF Career Program employees issued a 60-day notice of separation as a result of a BBA will be placed on leave without pay (LWOP) by the base where employed at the end of the 60-day period,  if they are on a priority referral certificate, pending the results of the selection.  This action is necessary to avoid a break in service.


(a)  Individuals who reach the 60-day suspense point and have not received a NAF Career Program priority referral offer, may elect to be placed in LWOP status for a maximum of 30 days.  Those who elect LWOP status cannot receive severance pay until the end of the 30-day LWOP period.


(b)  The losing base will continue insurance, worker's compensation, etc., during the 30-day LWOP period.


(6)  If the registrant's situation changes (i.e., base determines they will extend the termination date) HRO will notify the MAJCOM and the NAF Career Program.

SECTION VI

OVERSEAS LOCATION

1.  OVERSEAS ENTITLEMENT/STATUS OF FORCES AGREEMENT (SOFA) The following guidance is provided to assist local personnel in determining entitlements for NAF employees for OCONUS location:


(a)  Current DoD employees selected for a NAF Career Program position will be granted the authorized JTR, Volume II, entitlements for PCS moves, except Chapter 15, Relocation Services.  Shipment of household goods will be through the local Transportation Management Office (TMO) in accordance with CDRMTMC/MTOP-PP Message 301754Z Mar 94, Subject:  Traffic Management Advisory Message SER-OPP-94-23, inclusion of Nonappropriated Fund (NAF).


(b)  Individuals residing in a foreign area at time of selection may be entitled to benefits IAW country-to-country agreements, Status of Forces Agreement (SOFA) and DoD regulations.  The MAJCOM/SV or SVXH point of contact should be consulted for specifics in each situation.


(c)  The NAF Career Program will be responsible for processing the PCS orders.  Upon completion of the PCS orders, a copy will be faxed to the gaining and losing HROs, and a copy mailed to HQ AFSVA/SVFFC.  


(d)   Selectees should be counseled and cautioned not to take any actions (resigning position, canceling leases, scheduling airline reservations, etc.) until the selection notification and funds authorization materials have been received, and PCS orders are in hand.


(e)  HROs are responsible for providing accurate information regarding PCS entitlements IAW JTR Vol II.


(f)  Transportation agreement for overseas is for the length of the tour of duty for the specific overseas location.


(g)  After completion of the initial 12-month period of the transportation agreement, a selectee may, without penalty, accept employment with another branch of service, a Non-Career Covered position, or an APF position.  However, If the employee is in an overseas command, and a second PCS is required, the gaining activity must pick up all costs to move the employee and family, if appropriate, to the new place of employment as well as the remainder of the transportation agreement (i.e., costs for any household goods stored in CONUS, and return PCS costs to CONUS at COMPLETION OF TOUR). If employee accepts employment with another Agency or Branch of Service, the obligation to a return entitlement will be rescinded


(h)   NAF employees in overseas Career-Covered positions are required to sign an Overseas Employment agreement.  This agreement limits employees to 5 years in the overseas area.  They are then required to spend 24 months in CONUS before returning overseas.  Requests for extensions to the 5-year limitation must be routed through the MAJCOM to the Career Program, for HQ USAF/ILV approval.  


(i)   An employee with a centrally funded PCS move must sign a transportation agreement and will incur a service obligation to the gaining NAF instrumentality (NAFI) equal to the normal tour length, but not less than 12 months.  Failure to complete the first 12 months obligates the selectee to reimburse the NAF AO for all costs associated with the PCS move. 


(j)  Upon completion of an overseas tour, if no placement can be made by the CONUS MAJCOM from which the individual departed, or through priority placement by the NAF Career Program, within 6 months after end of overseas tour, the employee may be separated by the overseas HRO and returned to the area from which recruited.  The transportation costs will be centrally funded. 


(k)  Individuals selected from other agencies in the overseas area for NAF Career Program positions, and serving on a transportation agreement, will be entitled to have their transportation agreement honored.

2.  OVERSEAS 5-YEAR LIMITATION

a.  NAF employees in overseas Career-Covered positions are required to sign an Overseas Employment agreement.  This agreement limits employees to 5 years in the overseas area.  They are then required to spend 24 months in CONUS before returning overseas.  Requests for extensions to the 5-year limitation must be routed through the MAJCOM to the Career Program, for HQ USAF/ILV approval.

b.  Upon completion of an overseas tour, if no placement can be made by the CONUS MAJCOM from which the individual departed, or through priority placement by the NAF Career Program, within 6 months after end of overseas tour, the employee may be separated by the overseas HRO and returned to the area from which recruited.  The transportation costs will be centrally funded. 

c.  For employees in career-covered positions in the overseas location, the HRO office must input the date the overseas tour expires in the data system so that NAF-18 RIP will be generated by the system 90 days prior to the expiration of their overseas tour.  This tool is used to track career-covered employees who are limited to 5-year tours in the overseas area.  

SECTION V

CAREER DEVELOPMENT PLANS

1.  CENTRALLY MANAGED REGISTRANT TRAINING.  HQ AFPC/DPKCD will centrally manage the training opportunities and quotas for NAF Career Program registrant training.

    a.  Functional representatives within HQ AFSVA will determine the types of training that, following the Master Development Plan, will assist registrants to enhance their personal self-development.  Registrants may identify specific courses or seminars that they desire to attend by submitting course value and information to HQ AFPC/DPKCD.


    b.  Identified courses and seminars will be submitted to the Services Career Program for review and prioritization prior to submittal to the SVS Policy Council for approval.

    c.  In order to be eligible for approved training, an individual must be a current registrant in the NAF Career Program prior to the start of the scheduled training, be performing in a fully successful capacity and meet the experience/educational prerequisites of the particular training.  Degree of mobility will be the determining factor in cases where there are limited quota allocations.


d.  Employees must submit a DD Form 1556 (Tab J) through their immediate supervisor, and their training manager/HRO.

2.  TUITION ASSISTANCE 
    a.  NAF employees selected for Career Program covered positions are eligible for centrally funded tuition assistance to take college or university courses either during or after duty hours.  Because of limited funds, tuition assistance may be limited to one course per year. 

    b.  Participation in the tuition assistance program is competitive.  Eligible employees must submit a DD Form 1556 through their immediate supervisor, and their training manager/HRO for coordination, prior to forwarding to HQ AFPC/DPKCD, 555 E Street West, Suite 1, Randolph AFB, TX  78150-4530 for approval.  No DD Form 1556 will be funded after class start date.
    c.  Only permanently assigned Career Program employees are eligible for tuition assistance.  Records should be screened carefully by the HRO before the DD 1556 is forwarded.

    d.  Employees selected for tuition assistance have a commitment to complete the course.  Failure to do so will require they to reimburse the AF MWR Fund for the full cost of tuition.

    e. A course grade of C or above for undergraduate courses and B or above for graduate courses is required.

SAMPLE FORMS 





`






Pages

Sample Resume and Supplemental Data





23-25

Overseas Employment Agreement






26-27

Fill Request Form






                                28

Non-Selection









      29

Management Reassignment Request




                                30

Service Commitment Agreement 






      31

PCS Request Form








      32

Transportation Agreement (OCONUS/CONUS)



              33-36

Mobility Agreement
 







      37

DD Form 1556 Instruction







  38-41

	REQUIRED RESUME FORMAT 

Name:  First MI Last (Provide your name and SSN at the top of each page) 
Social Security Number: (No Spaces or Dashes) 
Candidate source: (NAF, APF, Military or Non-Federal Applicant)
Mailing Address:
Home Phone Number:
Work Phone Number (Commercial):
Work Phone Number (DSN):
Email Address:  (Do not underline email address)


EXPERIENCE SUMMARY: 
Include in this portion of your resume a summary of skills you possess, describing in a few words.  Emphasize those skills you possess in occupations which you are interested in promotion, reassignment or change to lower grade (e.g., Club Manager, Lodging Manager, Golf Manager, Business Specialist). 

     EXPERIENCE: 
            Enter the following information beginning with your most recent employment 
Start and End Dates (month and four-digit year)
Hours Per Week (If less than 40 hours)
Position Title, Pay Plan, Series, and Grade (if Federal civilian position, otherwise, show military rank after position title, if appropriate)
Organization name (agency or company) and complete mailing address
Supervisor’s name and phone number
(LEAVE BLANK LINE)
Provide a brief description of your work experience.
Limit each summary to one block of experience per position held (Do not combine your entire work history into one single paragraph).
If your experience describes a Federal civilian position in the same series but at different grade levels, include month and year promoted to each grade.
Indicate if temporary promotion or detail.  Include all major tasks.
Any systems you worked with or on and specific software programs you used
Any regulations, directives, instructions etc., you have worked with, implemented, researched or developed.  Any special programs you may have managed. If applicable, number of employees supervised and whether position was as 1st or 2nd level supervisor.

     FORMAL EDUCATION: 
List type degree earned (e.g., AA, BA, MBA, etc.), major, name of college or university, year degree awarded, GPA and total semester or quarter hours earned
If your highest level of education is high school, list either the highest grade you completed, the year you graduated or the date you were awarded your GED

      EDUCATIONAL COURSE WORK (OPTIONAL): 

Complete the following education information ONLY IF you are documenting courses that may satisfy the minimum education requirements for the types of positions for which you are applying.
List all college-level courses you completed (including those failed) that are directly related to the types of positions for which you are applying.  List graduate and undergraduate courses separately.  Provide information for each course within the appropriate academic field (e.g., biology, mechanical engineering, economics, and sociology).  Include the descriptive title and course code, completion date, grade, number of semester, quarter or classroom hours (for education completed at business, secretarial, technical school or military schools) and graduate and undergraduate classes. 

LICENSES/CERTIFICATIONS:

    List professional licenses, certificates, and date certified. 
        AWARDS: 

List any honors, awards and special accomplishments achieved, and dates received. 
        OTHER INFORMATION: 

List other relevant information [Professional memberships in professional/honor societies, professional publications, language proficiencies (non-English) in which you have near-native fluency, leadership activities, public speaking, typing, or stenography proficiencies].

LIMIT RESUME TO TWO PAGES ONLY.

NOTE: Submission of a resume and supplemental data certifies that to the best of your knowledge and belief, all of the information you claim is true, correct, complete and made in good faith. You understand that false or fraudulent information could result in termination of Federal employment, and may be punishable by fine or imprisonment.


	


	 
SUPPLEMENTAL DATA:
· Include the information below on a Separate Continuation Sheet 
· Resumes cannot be processed without answers to all the following questions 

· DO NOT retype questions - Submit numbered answers only 

· Include Name (First) (MI) (Last) and Social Security Number at the top of the page 

Questions
Answers
Sample Resume Format
1.  Candidate Source under which you are applying 
 (NAF, APF, Military, Non-Federal)
1.  NAF

 Submit most current AF 2545 or SF 50 for NAF and APF.

2.  Date of Birth (MM/DD/YYYY)
2.  01/01/1957
3.  Are you a citizen of the United States?
3.  Yes
4.  Have you ever served active duty in the military other than active duty for training?

a. Are you on Terminal Leave?

4.  Yes
.  DD-214 documenting final military separation. 


a. Yes

If currently on active duty, and within 120 days of separation, submit documentation from your military personnel office verifying retirement/separation date and type of discharge, i.e.., Terminal Leave form along with a letter from your supervisor confirming the date terminal leave begins.
5.  Do you claim veterans’ preference for hiring? 
5.  Yes
6. May we contact your current supervisor?
6.  Yes



OVERSEAS EMPLOYMENT AGREEMENTPRIVATE 

(NAF SERVICES CAREER PROGRAM)

[This agreement must be signed by any person who (1) is assigned to a position which is covered by the NAF Services Career Program and is located outside the 48 Contiguous States and the District of Columbia (herein collectively referred to as "overseas area") and (2) is eligible to sign a transportation agreement.]
Name: _______________________________________ SSN: _________________________________

Installation and Country: _______________________________________________________________

Position Title and Pay Band: ____________________________________________________________

1.  By accepting assignment to the position and overseas area described above, I understand and agree to the following limitations applicable to the period of time I am authorized to remain in this or another overseas area.

    a.  Initial Period of Overseas Employment.  The initial period of overseas employment is limited to _____ years, the period prescribed by the Joint Travel Regulations for purposes of determining return transportation entitlements.  Any extension beyond this period is subject to the approval of both the Air Force and me.

     b.  Additional Period of Overseas Employment.  If, pursuant to the terms of para 1.a, I am authorized to serve an additional period of employment in the same or another overseas area, this additional period shall be limited to the period prescribed by the transportation agreement applicable to that subsequent period of employment.  Any extension beyond that period is subject to the approval of both the Air Force and me.

     c.  Total Period of Overseas Employment.  Department of the Air Force policy limits overseas employment to a period of five years.  Therefore, in no case shall the cumulative total of overseas employment described in paragraphs 1.a and 1.b above exceed five years without prior waiver approval.

2.  I understand and agree that when the Air Force notifies me either that my initial overseas employment period will not be extended, that my additional overseas employment period will not be extended, or that my return to the United States is required for any reason, I will return to the United States through the return-placement policies or priority referral policies of the NAF Services Career Program. I further understand and agree that my return-placement entitlement is governed by the following. 

    a.  My overseas employment described above is in a NAF Services Career Program position for which a Mobility Agreement is required.  Therefore, my return-placement will be centrally managed by the NAF Services Career Program and will be governed by its placement policies.

    b.  I am entitled to return to installations within the MAJCOM from which I was recruited.  Such placement shall be determined by the MAJCOM, in its sole discretion.  I was recruited from:

_____________________________________________________________________________________.


[Name of installation and MAJCOM]

    c.  I am entitled to return to my home of record, unless placement can be made by the NAF Services Career Program in accordance with its priority referral policies.  My home of record is: 

______________________________________________________________________________________.


[Mailing address if selectee is military or non-federal]

______________________________________________

Selectee's Signature                                        Date

WITNESS:

_______________________________________________

Human Resources Officer                                 Date

NONAPPROPRIATED FUND (NAF) FILL REQUEST LETTER

TO HQ AFPC/DPKCD (NAF CAREER PROGRAM

FAX - DSN:  665-3703 COMMERICIAL: 210-565-3703

CAREER PROGRAM FILL REQUEST

TITLE: ___________________________________________________ PP/SRS/GR: ________________ 

ORGANIZATION: ______________________ OFFICE SYMBOL: ___________ MAJCOM: _________

DUTY LOCATION: ___________________________________________ SALARY: _____________(K)

VICE: ____________________________________ SUPERVISORY LEVEL: _____________________ 

EXTERNAL CANDIDATES: [YES] OR [NO] INTERNAL CANDIDATES ONLY: [YES] OR [NO]

HUMAN RESOURCES OFFICE:

HRO POC: _____________________ ADDRESS: _____________________________________________

PHONE (DSN): _____________________ FAX: _______________________ EMAIL: _______________

SELECTING OFFICIAL:

NAME:____________________________________________      DSN: ___________________________

ADDRESS: ________________________________________
       COMM: _________________________

__________________________________________________
       FAX: ___________________________

EMAIL: ___________________________________________

SPECIAL PROCESSING INSTRUCTIONS:  


· AF Form 2548, NAFI Request for Personnel Action, AF Form 1702, NAF Position Guide (PG) and AF Form 1188, Overseas Civilian Personnel Request (if applicable) must accompany this request.

· FAX this sheet and attachments to DSN 665-3703.

· Mail original to HQ AFPC/DPKCD, 555 E Street West, Ste 1, Randolph AFB, TX 78150-4530.

SAMPLE NONSELECTION LETTER

SVS/SVB

Unit 500

Randolph AFB TX 78150

Mr. John Doe

555 Yellow Brick Road

Oklahoma City OK 00000

Dr. Mr. Doe

     Your name was referred to me for consideration in filling the position of Club Manager (Cert # 012-99).  I appreciate your interest in this position.

     I selected Mr. Emmett Sanders.  This was not an easy choice.  All candidates referred to me possessed good credentials.  

     Although you were not selected, you can be proud of your own work record.  It reflects many fine qualities about you and your work experience, which will serve to enhance your consideration and possible selection at some future date.

     Thank you again for giving me the opportunity to consider you for this position.  I wish you the very best in your pursuit to further your Air Force career.








Sincerely








SUSAN Q. PUBLIC, GS-13








Chief, Business Support Flight

REASSIGNMENT REQUEST SAMPLE

MEMORANDUM FOR AFPC/DPKCD

FROM:  666 SVS/SV


  333 Your Street Address


  Utopia IN  12345-3333

SUBJECT:  Request for Management Reassignment:  Mr John Doe, 555-66-7777

1.  Request management reassignment of Mr. John Doe, NF-1101-IV, Club Manager, $20.00 ph,123 Services Squadron, Henry AFB, IN to NF-1101-IV, Club Manager, $20.00 ph, 666 Services Squadron, Utopia AFB, IN.  Mr. Doe has agreed to this assignment and is fully qualified for this position.  We have obtained concurrence from 123 SVS/SVB, Ms Susan Smith (losing supervisor), 123 Services Commander (losing commander), Lt Col Juan Garcia , HQ AFMC/SV(losing MAJCOM ), Col Eagan and HQ AETC/SV(gaining MAJCOM), Col Wingfield.  The effective date of this reassignment will be 15 Dec 1998.  (Include salary information).

2.  The management reassignment is in the best interest of the AETC command as the Utopia AFB Enlisted Club is in need of experienced leadership.

3.  My POC for this action is Mr. Joseph Jetson, 666 SVS/SVB, DSN 999-9999 and FAX DSN 999-0000.









CECIL W. CORNWALL









Deputy Chief of Services

ATTACHMENT:

Coordination Letters

SERVICE COMMITMENT AGREEMENTPRIVATE 

(NAF SERVICES CAREER PROGRAM)

Name: ______________________________________ SSN: _______________________________

Date of Entrance on Duty (EOD): ____________________________________________________

Installation: ______________________________________________________________________

Position Title and Pay Band: _________________________________________________________

Residence at Time of Appointment: ____________________________________________________

_________________________________________________________________________________

[Place your initials in the block next to either paragraph 1 or paragraph 2, whichever is applicable.]
1.  [  ] As an employee who IS NOT a party to a transportation agreement related to my assignment to the position described above, I understand and agree that, as a condition of my employment--

    a.  I am obligated to remain in the position for a period of 12 months, beginning on the EOD; and

    b.  I am not eligible for referral to any position covered by the either the NAF Services Career Program or the APF Services Career Program until 11 months after my EOD.

2.  [  ] As an employee who IS a party to a transportation agreement related to my assignment to the position described above, I understand and agree that, as a condition of my employment--

    a.  I am not eligible for referral to any position requiring a PCS move and covered by the NAF Services Career Program until 23 months after my EOD; and

    b.  I am not eligible for referral to any position in the commuting area of the installation recited above and covered by either the APF Services Career Program or the NAF Services Career Program until 11 months after my EOD.

3.  I understand that if I want a waiver of the conditions of employment described in either paragraph 1 or paragraph 2, whichever is applicable, I must submit a waiver request, in writing to HQ USAF/ILV.  The request must go through the Installation SVS/CC, the MAJCOM/SV, and HQ AFPC/DPKCD.

_______________________________________

Employee's Signature             Date

WITNESS:

_______________________________________          

Human Resources Officer          Date

USAF








 # ______________
SERVICES





      REQUEST FOR PCS MOVE
Combat Support & Community Service


NAF CAREER PROGRAM
1. Selection has been made from Services NAF Certificate # _____________ for position number __________of _____________ at location: _____________________________ PP/SRS/Grade: ____________________________, Salary $ __________________.

2. The following information is provided to process/track PCS requirements for this position.

a. Selectee: _____________________________________________________

1) SSN: ____________________________________________________

2) Current grade and service: _____________________________________________

3) Current location: ___________________________________________

4) Contact work phone number(s): _______________________________

5) Home address and phone number: ___________________________________________________________

Dependent Data:
NAME



RELATIONSHIP


DOB


Does employee have Government Travel Card?
YES
      NO   

Dependents Travel Concurrent?  
YES
NO    


Shipping a Privately Owned Vehicle?
YES
NO   (OCONUS PCS ONLY)
b. Losing HRO office:

1) Office symbol/ Base:  ____________________________________________

2) Contact person and phone: ___________________________________

DSN: ___________________CMCL : ______________________  FAX: ____________________

c. Gaining HRO office:

1) Office symbol/Base:  __________________________________________

2) Contact person and phone: __________________________________

DSN: _________________CMCL: _________________________FAX: ____________________

d. Selecting official/sponsor: 

1) Name: ____________________________________

2) DSN: _________________CMCL: _________________________

e. Miscellaneous:

1) Proposed entry on duty date: _____________________________ Travel distance: __________________________


PRIVACY ACT STATEMENT

Solicitation of Social Security Number and personal information is authorized by Title 5, United States Code, Section 301/3301 and 3304.  All information furnished will be used to provide management with information on desired assignment locations.  Furnishing information is voluntary, however failure to provide this information may prevent candidate from employment.







[image: image2.wmf]1.  5 U.S.C. s5722 and s5723, provide, under certain conditions, for travel and transportation expenses of the employee

(including new appointees or student trainees eligible for first PDS travel), appropriate allowances for the employee's

immediate family, movement and storage of household goods (HHG) and personal effects, and certain other allowances

incident to an appointment or transfer to an OCONUS location, except movement and storage of HHG is not allowed for

round-trip renewal agreement travel.  Under the law, the allowances shall not be authorized unless the employee agrees in

writing to remain in the Government service for a prescribed period of time.  Accordingly, to establish eligibility for the

authorized allowances, the following agreement must be executed.

H.  EMPLOYEE SIGNATURE

I.  DATE SIGNED 

(YYYYMMDD)

DD FORM 1617, NOV 1999

PREVIOUS EDITION IS OBSOLETE.

DEPARTMENT OF DEFENSE (DOD) TRANSPORTATION AGREEMENT

TRANSFER OF CIVILIAN EMPLOYEES OUTSIDE CONUS (OCONUS)

(Outside the 48 Contiguous States and the District of Columbia)

B.  TYPE OF AGREEMENT

INITIAL

RENEWAL

A.  EMPLOYEE NAME 

(Last, First, Middle Initial)

PERMANENT CHANGE OF STATION (PCS) ONLY

RENEWAL IN CONJUNCTION WITH PCS

C.  EMPLOYEE SSN

E. REPORT DATE TO NEW OR FIRST PERMANENT

    DUTY STATION (PDS) 

(YYYYMMDD)

F.  LAST PDS LOCATION

PRIVACY ACT STATEMENT

(5 U.S.C. s552a)

AUTHORITY: 

 

5 U.S.C. s5701, s5722, s5723, s5724, and E.O. 9397 (SSN).

PRINCIPAL PURPOSE(S):

  Used to establish Government time in service requirements in order for the employee (including

appointees and student trainees) to be eligible for travel and transportation expenses when transferred to positions outside

the Continental United States (OCONUS).

ROUTINE USE(S): 

 In addition to being used by officials and employees of the applicant's Service in determining eligibility for

travel and transportation expenses, the information contained herein may be provided to law enforcement personnel

investigating those suspected of fraudulently obtaining allowances.

DISCLOSURE:  

Voluntary; however, completion of this form is necessary before transfer can be authorized and expenses

paid.  The personal information requested is necessary to properly identify the employee.

s

s

s

s

D.  NEW APPOINTEE OR STUDENT TRAINEE

YES

NO

s

2.  I understand and agree that:

     a.  When I complete _______ months, the prescribed tour of duty, I will be eligible for return travel and transportation

allowances at Government expense for myself, my dependents, or my household effects, to my actual residence at time of

appointment stated above for purpose of separation from the service, unless separated early for reasons beyond my control

that are acceptable to the agency concerned.

     b.  I will remain in Government service for at least 12 months beginning with the effective date of my transfer or

appointment to my new OCONUS PDS, unless separated for reasons beyond my control that are acceptable to the agency

concerned.  If I fail to remain in service the required minimum period of time, or if I am removed for cause before expiration

of the required minimum period of service, I am obligated and will, upon demand, repay to the Government a sum of money

equivalent to what the Government paid for travel and transportation and related allowances associated with the transfer of

myself and my dependents, e.g., HHG storage and shipment, CONUS temporary quarters subsistence expenses, (but not

OCONUS temporary quarters subsistence allowance), real estate and/or relocation expenses, miscellaneous expenses, and

any other related allowances incident to my transfer, from beginning point of travel to the PDS.  The employing Agency may

withhold any final pay due to me to apply against or liquidate any indebtedness arising from a violation of this agreement.

3.  I understand that the period of service specified above is for the sole purpose of establishing my eligibility for travel and

transportation allowances, and other related allowances which may be authorized.

(Continued on Back)

s

s

G.  ACTUAL RESIDENCE AT TIME OF APPOINTMENT 

(To be determined 

      at time of initial agreement)



[image: image3.wmf]4.  I understand and agree that the address shown above is my actual residence at time of appointment and that it will be

used for the purpose of determining transportation entitlement and that this address is not subject to later change for

personal reasons.

5.  I understand that I may be required to use commercial or Government aircraft for necessary travel to or from my

OCONUS PDS unless a medical reason precludes the use of aircraft.

6.  I also understand it is neither cost effective nor efficient for DoD to provide more than one PCS move at Government

expense during any 12-month period.  Accordingly, except as provided in JTR, par. C4100, I  am not entitled to any further

PCS transfers within DoD, at Government expense, for a period of 12 months from the date of this transfer.  This policy

does not preclude my acceptance of another position for which PCS expenses may not be allowed.

NOTE:

  Employee should retain a copy of signed transportation agreement for their personal files.

DD FORM 1617 (BACK), NOV 1999

J.  OTHER REMARKS 

 (To be completed by personnel office or employing agency officials only.)



[image: image4.wmf]H.  EMPLOYEE SIGNATURE

I.  DATE SIGNED

  (YYYYMMDD)

DD FORM 1618, NOV 1999

PREVIOUS EDITION IS OBSOLETE.

1.  5 U.S.C. s5723 and s5724, as amended, provide, under certain conditions, for travel and transportation expenses of an

employee (including eligible new appointees or student trainees in certain circumstances), appropriate allowances for the

employee's immediate family, movement and storage of household goods (HHG) and personal effects, and certain other

allowances incident to an appointment or transfer to and within CONUS.  Under the law, the allowances are not authorized

unless an employee agrees in writing to remain in the Government service for a minimum of 12 months.  Accordingly, to

establish eligibility for the authorized allowances, the following agreement must be executed.

2.  I understand and agree that:

     a.  I will remain in Government service for a minimum of 12 months beginning with the date I report for duty at my new

or first PDS, unless I am separated for reasons beyond my control that are acceptable to the agency concerned.

     b.  If I fail to serve the required minimum period of time, or if I am removed for cause before expiration of the required

minimum period of service, I am obligated and will, upon demand, repay to the Government a sum of money equivalent to

what the Government paid for travel and transportation expenses and related allowances associated with the transfer of

myself and my dependents, e.g., househunting trip expenses, HHG storage and shipment, privately owned vehicle shipment,

CONUS temporary quarters subsistence expenses, (but not OCONUS temporary quarters subsistence allowance), real estate

and/or relocation expenses, miscellaneous expenses, and any other related allowances incident to my transfer, from

beginning point of travel to the PDS.  The employing Agency may withhold any final pay due to me to apply against or

liquidate any indebtedness arising from a violation of this agreement.  I understand that the amount of indebtedness will be

determined in accordance with the provisions of JTR, Chapter 4, Part H, which provide, in connection with a transfer to

CONUS, that I will be credited with any unused earned entitlement for return transportation and travel to my actual residence

upon separation from my PDS outside CONUS.

3.  I understand that the period of service specified above is for the sole purpose of establishing my eligibility for payment of

travel and transportation expenses, and other related allowances which may be authorized.

DEPARTMENT OF DEFENSE (DOD) TRANSPORTATION AGREEMENT

TRANSFER OF CIVILIAN EMPLOYEES TO AND WITHIN CONTINENTAL UNITED STATES (CONUS)

(48 Contiguous States and the District of Columbia)

A.  EMPLOYEE NAME 

(Last, First, Middle Initial)

B.  EMPLOYEE SSN

D. REPORT DATE TO NEW OR FIRST PERMANENT DUTY

    STATION (PDS)

 (YYYYMMDD)

E.  NEW OR FIRST PDS LOCATION

PRIVACY ACT STATEMENT

(5 U.S.C. s552a)

AUTHORITY: 

 5 U.S.C. s5701, s5723, s5724, and E.O. 9397 (SSN).

PRINCIPAL PURPOSE(S):

  Used to establish Government time in service requirements in order for the employee (including

new appointees or student trainees) to be eligible for travel and transportation expenses when transferred to and within the

Continental United States (48 contiguous States and the District of Columbia).

ROUTINE USE(S): 

 In addition to being used by officials and employees of the applicant's Service in determining eligibility for

travel and transportation expenses, the information contained herein may be provided to law enforcement personnel

investigating those suspected of fraudulently obtaining allowances.

DISCLOSURE:  

Voluntary; however, completion of this form is necessary before transfer can be authorized and expenses

paid.  The personal information requested is necessary to properl

y identify the employee.

s

s

s

s

C.  NEW APPOINTEE OR STUDENT

     TRAINEE

YES

NO

F.  SIGNATURE OF DESIGNATED CIVILIAN PERSONNEL

    OFFICER/HUMAN RESOURCES OFFICER OR DESIGNEE

G.  ACTUAL RESIDENCE AT TIME OF APPOINTMENT

     

(To be determined at time of initial agreement)

s

s

(Continued on Back)



[image: image5.wmf]4.  I understand and agree that the address shown above is my actual residence at time of appointment and that this address

will be used for the purpose of determining transportation entitlement and that it may not be later changed for personal

reasons.  I also understand that upon completion of the 12-month minimum period of service specified in this agreement, I

will not be eligible for return transportation at Government expense for myself, my dependents and HHG to my actual

residence at the time of my appointment.  I further understand that completion of the above period of service does not

terminate my employment and I may continue to serve in the same position or any other position to which I am assigned for

a longer period in accordance with the employing agency regulations.  This agreement neither limits nor guarantees the

duration of my employment.

5.  I also understand it is neither cost effective nor efficient for DoD to pay for more than one permanent change of station

(PCS) move during any 12-month period.  Accordingly, except as provided in JTR, par. C4100, I am not entitled to any

further PCS transfers within DoD, at Government expense, for a period of 12 months from the date of this transfer.  This

policy does not preclude my acceptance of another position for which PCS expenses may not be allowed.

NOTE:

  Employee should retain a copy of signed transportation agreement for their personal files.

DD FORM 1618 (BACK), NOV 1999

J.  OTHER REMARKS 

 (To be completed by personnel office or employing agency officials only.)


MOBILITY AGREEMENTPRIVATE 

(NAF SERVICES CAREER PROGRAM)
1.  I, _________________________, understand that the Air Force expects its civilian leaders to be geographically mobile.  They must be available for reassignment anywhere in the world, either to meet critical manning needs or to enhance their career development in preparation for greater responsibility in senior level positions.  I further understand that by accepting an appointment to the position of _______________________________________________,

                               [Insert Position Title and Grade]

I am subject to such mobility requirements.  Therefore, I understand and agree to the following terms as a condition of my appointment to the position recited above.

    a.  I agree to accept Air Force assignment to any position at the same or higher grade level, at any geographic location.

    b.  I understand that the Air Force, before assigning me to another position, will consider my assignment preferences, but that it cannot guarantee assignment to a position or location of my choice.

    c.  I understand that the Air Force, before assigning me to another position, will consider any compelling personal reason I may have for refusing to accept the assignment, but that it may still require me to accept the assignment if it determines that it is in the best interest of the Air Force.

    d.  I understand that my failure or refusal to accept reassignment when directed to do so by proper authority may result in my removal from employment with the Air Force.

    e.  I understand that if I fail or refuse to accept the terms of this Mobility Agreement, the Air Force may reassign me to another position which does not require mobility and refuse to consider me for career development opportunities or for other managerial positions.

3.  I [accept][do not accept] the terms of this Mobility Agreement.

_____________________________________

Employee's Signature             Date

WITNESS:

_____________________________________          

Human Resources Officer          Date

INSTRUCTIONS FOR THE PREPARATION OF DD FORM 1556

SECTION A - TRAINEE INFORMATION

ITEM 1 - Fill in trainee’s name, last, first, middle initial.  Ensure it is the trainee’s name as it appears on the rosters, no nicknames.

ITEM 2 - Enter the first five letters of the trainee’s last name.

ITEM 3 - Enter trainee’s Social Security Number.

ITEM 4 - Enter appropriate code, from list below, for trainee’s educational level.

00 - Not applicable                                   11 - 3 years of college

01 - No formal or some elementary         12 - 4 years of college

02 - Elementary graduate                        13 - Bachelor Degree

03 - Some High School                            14 - Post Bachelor

04 - High School graduate or                   15 - 1st Professional

   certificate of equivalency                       16 - Post 1st Professional

05 - Terminal Occupational Pgm (TOP)   17 - Masters Degree

06 - TOP Certificate                                  18 - Post Masters

07 - Started College                                  19 - 6th Year Degree

08 - 1 Year of College                               20 -  Post 6th Year

09 - 2 Years of College                             21 - Doctorate Degree

10 - Associate Degree                              22 - Post Doctorate

ITEM 5 - Enter  years and months of continuous Federal Government service.

ITEM 6 - Enter trainee’s home address.

ITEM 7 - Enter home and office (DSN & commercial) phone numbers.

ITEM 8 - Enter trainee’s official position title.

ITEM 9 - Indicate the position level by placing an “X” in the appropriate box.

ITEM 10 - Enter trainee’s pay plan, series, grade and step.  This is required for APF and NAF civilians.

(EXAMPLE: APF - GS-1101-11-7; NAF - NF-1087-03; MILITARY - 3MO51)

ITEM 11 - Enter trainee’s organizational name:  HQ AFSVA/SVXT

ITEM 12 - Enter trainee’s organization mailing address with the appropriate office symbol.

(EXAMPLE: 10100 Reunion Place San Antonio, TX  78216-4138)

ITEM 13 - LEAVE BLANK

ITEM 14 - Enter appropriate code or abbreviation from the list below:

CC - Career Conditional                           1 - Regular

C    - Career                                             2 - Reserve

T    - Temporary                                       3 - National Guard

E    - Excepted                                          I - Intermittent
ITEM 15 - LEAVE BLANK

ITEM 16 - Self-explanatory

SECTION B - TRAINING COURSE DATA

ITEM 17 - Enter course title.

ITEM 18 - Enter training objectives to be obtained by attending this course.

ITEM 19 - a. Enter name of training source, school or facility.  b. Ensure the correct mailing address is included.  c. Enter the actual location of training.

ITEM 20 - Enter the appropriate course codes from the list below. If you are not certain which code to use, use the code that matches the objective:

a. PURPOSE
1 - Mission or program change                6 - Develop unavailable skills

2 - New technology                                   7 - Trade or craft apprenticeship

3 - New work assignment                         8 - Orientation

4 - Improve present performance             9 - Adult basic education

5 - Meet future staffing needs

b. TYPE:

1 - Executive and Management                  6 - Clerical

2 - Supervisory                                            7 - Trade or craft

3 - Legal, medical, scientific, engineering   8 - Orientation

4 - Administration and analysis                   9 - Adult basic education

5 - Specialty and technical

c. SOURCE:

A - US Army                               S - Defense Logistics Agency

D - Other DoD                            2 - Government Interagency

F - US Air Force                         3 - Non-Government designed for agency

M - US Marine Corps                 4 - Non-Government - off shelf

N - US Navy                               5 - State or local Government

d. SPECIAL INTEREST:

0 - No special program              1 - Executive Development

2 - Supervision

e. TRAINING VENDOR - LEAVE BLANK

f. SECURITY CLEARANCE OF COURSE:

U - Unclassified                         C - Confidential

S - Secret                                   T - Top Secret

g. ALLOCATION STATUS:

1 - Primary          2 - Alternate          3 - Space Available

h. PRIORITY - Enter priority 1, 2, or 3.

i. TRAINING LEVEL:

1 - Elementary                                3 - Vocational, Technical,

2 - High School                               Secretarial, Business, 

                                                         Commercial, Administrative

4 - College, undergraduate            5 - College, graduate

6 - College, post graduate

j. METHOD OF TRAINING:

1 - On-the-job training (formal)             6 - Directed Study

2 - Rotation of work assignment           7 - Classroom (resident)

3 - Seminar (training)                            8 - Classroom (on site)

4 - Conference/meeting/symposium    9 - Test/Equivalency

5 - Correspondence

k. TRAINING PROGRAM - LEAVE BLANK

l. REASON FOR SELECTION OF COURSE:

1 - Quality of training                               5 - Not available in Government

2 - Most cost effective                             6 - Incidental to procurement of

3 - Unique capability of training source      equipment

4 - Location                                             7 - Timeliness

ITEM 21 - Total hours are determined by multiplying hours attended per week by the number of weeks of the course.  Duty and non-duty are self-explanatory.  Enter one hour or more; round fractions up.

ITEM 22b – Course number

ITEMS 23a & b - Enter the course dates in year, month, day sequence. (EXAMPLE:

11 July 1995 would be entered as 950711).

SECTION C - COST INFORMATION

ITEM 24 - If training does not involve expenditures of funds other than salary, pay or compensation, skip the remainder of questions in Section C and “X” the box.

ITEMS 25a & b -  Fill in 25a only. Enter dollars and cents.  (Attach School voucher or receipt) 

ITEM 25c – LEAVE BLANK

ITEM 25d - LEAVE BLANK

ITEMS 26a & b – LEAVE BLANK

ITEM 26c – LEAVE BLANK

ITEM 27 - Accounting classification:  get this information from the Resource Management Flight

ITEM 28 - LEAVE BLANK

ITEM 29 – LEAVE BLANK

ITEM 30 -  LEAVE BLANK

ITEM 31 - LEAVE BLANK

SECTION D - APPROVAL/CONCURRENCE/CERTIFICATION
ITEM 32 – Supervisor’s Information – Signature and Date

ITEM 33 –  a.  WELLS, MARIA C.  b.  (210) 565-4055  c.  NAF CAREER PROGRAM SPECIALIST.

ITEM 34 – b.  CARLYON, STEVEN C   c.  210-565-4055    d.  SERVICES CAREER PROGRAM ADMINISTRATOR
ITEM 35 - LEAVE BLANK

ITEM 36 - LEAVE BLANK

ITEM 37 - Enter the following:

SEND BILLING AND A COPY OF THIS FORM TO:

HQ AFPC/DPKCD

NAF CAREER PROGRAM

555 E STREET WEST, SUITE 1

RANDOLPH AFB, TX 78150-4530

ITEM 38 - LEAVE BLANK













____________________________________________________________


SERVICES CAREER PROGRAM ADMINISTRATOR        DATE





APPROVED
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