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TO ALL JUDGE ADVOCATE IMAs AND THEIR SUPERVISORS:

JAG Reserve 101 has been prepared to provide you with a one-source document that addresses most of the common questions and issues you may encounter either as a judge advocate who participates in the Category B IMA Reserve program or as a supervisor of judge advocate IMAs.  The intent of this Guide is to provide the IMA and the IMA’s active duty supervisor with the basics to successfully manage an IMA career.

Major Al Klein, the initial editor, is credited for making this Guide a reality.  Major Jody Evans later assumed editorial responsibilities, and she produced the first edition as a guide for IMA supervisors in April 1998.  Now, four years later, it is time for a revision.  Major Joe Linford and the staff at HQ ARPC/JA* took on the project, and you are reading the result.  Whether you are an active duty supervisor or an IMA, I hope the information that follows will help you effectively manage one of our most valuable resources…the outstanding men and women who serve as our Category B IMA reservists.

We welcome your inputs.  If you have any comments or suggestions for improvement, please call us at DSN 926-6494 or 1-800-525-0102, ext. 71251, or send us an e-mail at arpc.ja@arpc.denver.af.mil.
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MICHAEL R. MCANTEE, Colonel, USAF















Staff Judge Advocate

* Many people contributed their talents to this edition of the Guide.  I wish to thank them all for their work, especially Mr. Jim Prior, CMSgt Deborah Fischer, Lt Col Rita Russell, Maj Andy Kirkpatrick, Maj Kristi Clark-Morrow, Capt Mike Schag, Mr. Gary Brown, Mr. Jack Happel, Col Randy Clark, Maj Melissa Barsotti, Ms. Sally Schuster, Mr. Bruce Paige, MSgt Joyce Balding, and Ms. Ana Joyce.
Summary of Revisions:  This is a complete revision.  Updated, revised, and reorganized throughout; made more relevant and applicable to each judge advocate IMA as well as to their active duty supervisors; expanded Table of Contents (hyperlinked in electronic version); redesignated major portions as numbered Parts for ease of reference; authorities and references inserted where applicable; added further information on the three Air Reserve Components in the Introduction; included recruiting contact information in Part I; added information on telecommuting, pay, RPOs, rental cars, and the GTC in Part IV; added information on awards and decorations, QRPs, and PV promotions in Part V; improved point of contact information throughout; additional information inserted throughout; USERRA section expanded with additional information and updated, and changed to Appendix A; six new appendices added, Appendix B, Forms (with page numbers indicating where the form is referenced in the text, with the recently revised ARPC/JA Reattachment Request Form attached, and with examples of frequently used forms attached), Appendix C, Directives and References, Appendix D, Glossary, Appendix E, Abbreviations and Acronyms, Appendix F, Reserve Pay Offices, and Appendix G,  Points of Contact; index added.
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INTRODUCTION

This Guide is intended to provide a single source of information on the basics of the IMA program to SJAs, division chiefs, directors, and the IMAs themselves.  It will not answer all questions, but it should answer many of the more common ones and assist you in finding other answers.  Major topics discussed include IMA recruiting, accession, assignments and attachments, career management and training, career development and professional standards.  Please refer to the Table of Contents at the front of the Guide, or the Index at the back, for a more comprehensive list of topics covered.  Suggestions for future updates to this guide are welcome and appreciated.  Please send your suggestions to HQ ARPC/JA, 6760 E. Irvington Place, #5200, Denver CO 80280-5200, DSN 926-6494, commercial 303-676-6494, toll-free      1-800-525-0102, ext. 71251/2, fax DSN 926-6586, or e-mail arpc.ja@arpc.denver.af.mil.

Category B Individual Mobilization Augmentee (IMA) reservists are members of the Air Reserve Components (ARC) of the United States.  The ARC includes Air National Guard (ANG) Units; Air Force Reserve Category A Units (AFRC); and IMAs, who are designated Category B reservists.  The IMA program is administered through the Air Reserve Personnel Center (ARPC) in Denver, Colorado.  Each of the Reserve Components and individual reservists train with the goal of fully and effectively integrating with the active duty force during times of war or national emergency.  However, each component has its own special characteristics.

While this Guide will focus on the IMA program, a brief description of each of the major categories within The Judge Advocate General’s Department Reserve (TJAGDR) follows:

1.
Category A Reservists

Category A reservists participate as members of the Selected Reserve in organized reserve units.  Category A judge advocates and paralegals function in a manner very similar to their active duty counterparts.  Unit legal offices generally consist of a Reserve SJA and deputy with two or more paralegals.  Unit assigned judge advocates advise their commander on all legal matters that are otherwise typical in Air Force practice, including military justice, environmental law, administrative actions, civil law, labor law, operations law and government contracts.  In addition, they perform legal assistance and adjudicate claims.  Court-martial proceedings are usually held at supporting active duty legal offices, while administrative boards are conducted through the HQ AFRC/JA office.  At stand-alone AFRC bases (no “host” active duty legal office), reserve legal personnel also provide advice on a number of other legal issues similar to those handled in an active duty legal office.

2.
Category B (IMA) Reservists


Unlike Category A reservists, Category B IMAs are attached to and train with an active duty Air Force legal office.  The role of the IMA is to individually augment or backup active forces during war or a national emergency.  Thus, IMAs function in almost every capacity in which their active duty counterparts perform, and are categorized as members of the Ready Reserve.  By virtue of their participation in inactive duty training and annual active duty training, IMAs are also designated as members of the Selected Reserve.

3.
The Air National Guard


The National Guard is the modern form of the citizens’ militia reserved to the states by the United States Constitution.  The Air National Guard is a component of the National Guard structure, and is also a reserve component of the United States Air Force.  Because of its unique origins, the ANG has both a state and a federal mission.  Each state National Guard is available to the governor of that state for purposes ranging from counter-narcotic operations and state natural disaster assistance to quelling domestic insurrection.  The state function is performed under Title 32 of the United States Code.  When federalized under Title 10 of the United States Code as a reserve component of the U.S. Air Force, the ANG is a full partner in the defense of the United States and the worldwide projection of U.S. military strength.  The Air National Guard may be activated by the President to augment active duty forces anywhere in the world, or as an independent air force for use either here or abroad.  ANG judge advocates function in their units in many of the same ways as Category A reservists do, with the added flavor of the ANG’s dual state/federal roles and missions.

PART i: 
RECRUITING

SJAs, division chiefs and directors are the critical first contact for all future members of The Judge Advocate General's Department Reserve.  Each IMA is also a tremendous recruiter.  People leaving active duty are valuable, trained assets to the Reserve Component.  Please make every effort to cultivate their interest in these programs.  The fruits of your efforts may be the retention of a skilled and qualified JAG in the Reserve Component, perhaps even as a "reservist" providing extra manpower for your office.

For the Category B IMA program, refer interested judge advocates and paralegals to                HQ ARPC/JAR at 1-800-525-0102, ext. 71251 or 71252, at DSN 926-6494/5, or at commercial  (303) 676-6494/5, or email at arpc.ja@arpc.denver.af.mil.

For the Category A program, refer interested judge advocates and paralegals to HQ AFRC/JA at 1-800-223-1784, ext. 71581, at DSN 497-1581/2, or at commercial (478) 327-1581/2, or email at afrc.ja@afrc.af.mil.

For the Air National Guard, refer interested judge advocates and paralegals to the ANG unit they are interested in joining.  Each unit and state is responsible for processing individual applications; however, The Judge Advocate General exercises final approval and designation authority.  For more information, please contact any ANG installation or your state Air National Guard office as listed in the state government listings of your phone book.

Recruiting information regarding all three programs may be found on the ARC judge advocate and paralegal recruiting webpage at http://jagrecruiting.law.af.mil.

PART ii: 
ACCESSION TO THE category b IMA RESERVE

1.
TJAGDR Applications


All applicants must have graduated from an ABA accredited law school; must be admitted to active status in any state bar; and must have previously served on active duty as an Air Force commissioned officer for at least two years, or for two years as a JAG in any of the other Services (AFPD 51-8, para 3.1; AFI 51-802, para 3.1).


Information and assistance in addition to what follows may be obtained by contacting        HQ ARPC/JAR, 6760 E. Irvington Place, #5200, Denver CO 80280-5200; telephone 1-800-525-0102, ext. 71251 or 71252, DSN 926-6494/5, or commercial (303) 676-6494/5; or email at arpc.ja@arpc.denver.af.mil.


Application materials should be submitted to HQ ARPC/JAR at the above address.


a.
Air Force Judge Advocates



Applicants who hold commissions in the Air Force and who have previously been designated as judge advocates by TJAG may apply for assignment to TJAGDR by letter, accompanied by the following documents (AFI 51-802, para 4):



-
AF Form 1288, Application for Ready Reserve Assignment;



-
Copies of all performance reports;



-
Current physical examination reports (Standard Form [SF] 88, Report of Medical Examination, and SF 93, Report of Medical History) (see paragraph 3.a below).


b.
All Others (Including Line Officers and JAG Transfers from Other Services)



Applicants who do not meet the requirements of the previous paragraph may apply for assignment to TJAGDR by submitting all of the following documents to HQ ARPC/JAR       (AFI 51-802, para 5):



-
AF Form 24, Application for Appointment as Reserve of the Air Force or USAF without Component, in triplicate;



-
AF Form 1288, Application for Ready Reserve Assignment;



-
Evidence of law school graduation, including the applicant’s official transcripts and a copy of a diploma from an ABA accredited law school;



-
Evidence of admission to practice law and proof of good standing in the bars of admission;



-
An affidavit containing a chronological statement of legal experience, including military, governmental or judicial service; teaching; corporate employment; or the private practice of law, as applicable.  A simple affidavit, which incorporates by reference an attached resume, is sufficient to meet this requirement;



-
Copies of all performance or fitness reports;



-
Current physical examination reports (SF 88, Report of Medical Examination, and   SF 93, Report of Medical History) (see paragraph 3.a below).

2.
The Judge Advocate General's Department Reserve Application Interview


a.
Air Force Judge Advocates



For each JAG leaving active duty and applying to the Reserve Component, their SJA, division chief or director must provide a letter of recommendation directly to HQ ARPC/JAR (AFI 51-802, para 6).  No particular format is required, though the letter should cover the applicant’s military experience, education, and legal experience (see AFI 51-801, para 6).  The letter should reflect a candid and thorough assessment.  The goal is to access only “high quality legal. . .personnel”  (AFPD 51-8, para 1; AFI 51-802, para 1), who have “superior qualifications in the field of law” (AFPD 51-8, para 2) and who are able “to function as judge advocates. . .in a wide variety of positions with a minimum of additional training" (AFPD 51-8, para 5).  The key question is:  Would you want this applicant to work for you as a peacetime resource or as a mobilization resource during a national emergency?  Keep in mind that TJAG approves all Reserve accessions with the assistance of HQ USAF/JAAR and HQ ARPC/JAR (UCMJ, Art 6(a); AFI 51-802, para 2).


b.
All Others (Including Line Officers and JAG Transfers from Other Services)



All other applicants must be interviewed by an active duty, USAF Staff Judge Advocate in the grade of major or above.  The SJA's interview must cover the applicant's military experience, education, and legal experience.  The SJA forwards the interview report, with an evaluation of the applicant and a recommendation for or against appointment, to HQ ARPC/JAR (AFI 51-802, para 6).  Again, please be candid and thorough in your assessment, and apply the same criteria as discussed in the previous paragraph (AFI 51-802, para 6).

3.
Other Requirements to Complete Accession to TJAGDR


a.
Physical Examination



The applicant must have had a physical exam (usually reported on a SF 88, Report of Medical Examination, and a SF 93, Report of Medical History) within the three years prior to submitting the application (AFI 36-2115, para 1.29; AFMAN 36-8001, para 1.6.1).  If an applicant does not have a recent physical, the applicant must obtain one at the closest military medical facility.  HQ ARPC/JAR will provide a letter to the applicant authorizing the physical.  The applicant should take the letter to the military medical facility when reporting for the physical.  If you have questions, please call HQ ARPC/JAR at DSN 926-6494, or 303-676-6494, or 1-800-525-0102, ext. 71251/2.


b.
Judge Advocate Staff Officer Course (JASOC) Requirement



If the applicant has not attended JASOC, or its equivalent in one of the other Services (Judge Advocate Officer, Basic Course for the Army; or Naval Justice School-Basic Military Justice Course for the Navy, Marine Corps, and Coast Guard), the applicant must complete JASOC within one year of entering the IMA program.  Each such applicant must sign a statement (supplied by HQ ARPC/JAR) agreeing to this requirement, which becomes part of the applicant’s record.

PART III: 
assignment and INITIAL RESERVE ATTACHMENT

1.
Assignment


All IMAs are assigned (but not attached; see next paragraph) to the 9005 Air Reserve Squadron (9005 ARV SQ) located at HQ ARPC.  HQ ARPC provides some centralized administrative support and records management for IMAs, although the servicing Military Personnel Flight (MPF) for each IMA is at their unit of attachment.  HQ ARPC functions include, e.g., preparing and maintaining Promotion Selection Folders for Reserve promotion boards, processing tour orders, and maintaining the Military Personnel Data System (MilPDS).  Additionally, HQ ARPC/JA serves as the central manager for assignments, attachments, and other personnel actions for all judge advocate and paralegal IMAs (AFI 36-2629, para 1.6).

2.
Unit of Attachment


a.
Initial Attachment Process


After TJAG approves an applicant’s appointment as a reservist, the new IMA is assigned to the 9005 ARV SQ (see previous paragraph) and attached by HQ ARPC/JAR to an active duty legal office under the supervision of an active duty SJA, division chief or director.  During the process of attachment, HQ ARPC/JAR will call the SJA, division chief, or director to coordinate on the attachment.  The IMA is required to perform IDTs and annual tours at the unit of attachment (AFI 51-801, para 6) (see Part IV for an explanation of these requirements).  Additionally, the IMA’s servicing MPF is the MPF at the IMA’s unit of attachment, for purposes of processing items such as performance reports and awards and decorations.  For information on reattachments, please see paragraph 6 of Part V, below.


b.
IMA Actions upon Attachment or Reattachment



Upon attachment or reattachment to a new unit, each IMA should promptly contact the Law Office Manager (LOM), at the legal office to which the IMA is attached, in order to do three things:



(1)
Obtain a government travel card (GTC) (currently a Bank of America Visa card) upon which to charge official travel expenses.  The GTC may also be obtained from the unit’s Agency Program Coordinator (APC) (see Part IV, paragraph 6, for more information on the GTC);



(2)
Obtain a FLITE (Federal Legal Information through Electronics, the Air Force’s web-based legal research and information system) user account; and



(3)
Update the IMA’s information into the FLITE Roster.



Additionally, the IMA should
promptly establish pay records with the local Reserve Pay Office (RPO) (see Part IV, paragraph 8.a, below, and Appendix F).

3.
Limitations on Attachments


Generally, no more than one IMA judge advocate may be attached to any base level legal office for each assigned active duty judge advocate.  However, this is not an entitlement and does not mean that any base legal office will be fully “staffed”  (AFI 51-801, para 7).  There are over twice as many active duty JAGs as there are IMA authorizations.  MAJCOM and NAF headquarters generally have no more than one IMA judge advocate for every two assigned active duty judge advocates (AFI 51-801, para 7.1).  No IMA judge advocate may be attached at MAJCOM or NAF headquarters level for more than five consecutive years without TJAG approval (AFI 51-801, para 7.2).  Attachment actions involving IMA judge advocates emphasize installation and wing operational support (AFI 51-801, para 7.3).  For information on reattachments, please see paragraph 6 of Part V, below.

PART IV: 
CAREER MANAGEMENT AND TRAINING REQUIREMENTS

All IMAs, as Category B reservists, are governed by directives that set out the types and timing of their annual training requirements (see, generally, AFI 51-801 and AFMAN 36-8001).  The “big picture” objectives of these training requirements are (1) the training goal of ensuring the IMAs remain current and proficient in all aspects of Air Force legal practice, in order to capably support the active duty legal mission and backfill for active duty deployments; and (2) the career management goal of ensuring that the IMAs achieve at least the minimum participation points necessary to earn a satisfactory (or “good”) year of credit for their retention and retirement purposes.  The latter, career management requirements, are explained below.

1.
Fiscal Year (FY) and Retention/Retirement (R/R) Year


IMA training requirements are calculated around two separate timelines:  The fiscal year (FY) and the retention/retirement (R/R) year.  The primary difference is that the R/R year deals with points only (50 points required minimum, discussed in paragraphs 2 and 3, below), while the FY has training requirements for Inactive Duty Training (IDT) periods and an Annual Training (AT) tour.


a.
Fiscal Year (FY)



The fiscal year runs from 1 October through 30 September of each calendar year.  All mandatory training requirements must be performed within the FY to earn a “good year” (AFMAN 36-8001, para 1.2 and Table 1.1, Rule 4).  IDT and AT tour requirements are explained in paragraphs 3.a and 3.b, below.


b.
Retention/Retirement (R/R) Year Date and Year



The R/R date is shown on the IMA's AF Form 526, ANG/USAFR Point Credit Summary (usually sent out to the IMA by ARPC within 60 days after the R/R date), the order assigning the IMA to the Reserve, and personnel records.  Any discrepancies between R/R dates noted on these various records should be reconciled through HQ ARPC/DPPKB (see paragraph 2 below).  The R/R date establishes the start of the R/R year.  The R/R year runs exactly 12 consecutive months.  When it begins and ends during the year will vary with each IMA (dependant largely upon when the IMA was sworn as an officer and whether there have been any breaks in service), but it remains constant throughout the IMA’s career unless there is a break in active Reserve status (AFMAN 36-8001, para 2.7 and Table 2.4).  Twenty good R/R years qualify the reservist for retirement.  Paragraphs 2 and 3, below, explain points and how a reservist gets point credit to earn a good year.



It is vital that each IMA knows exactly what his or her R/R date is.  This can be particularly important when an IMA first comes into the Reserve, because it gives an idea of the time frame in which the IMA has to work in order to get a good first year in the program.



There are several reasons why the system is set up this way, with the two overlapping time requirements.  Among those reasons are (1) budgetary – the FY requirement provides a way to budget the money to pay for the work IMAs perform.  It provides a minimum amount of money that must be budgeted each FY in order to allow IMAs to fulfill their training requirements; and (2) training management – the R/R requirement provides a way to manage the required training throughout the year.  Since every IMA has a different R/R year, this method helps to space out required tours at different times during the year, and increases the flexibility of the IMA program to respond to the needs of the active duty force.  

2.
Point Crediting


IMAs receive “points” for participating in authorized training programs and activities.  Points are tangible evidence of a member's participation in the IMA program.  As such, they affect an IMA’s retention in active status as a reservist, retention of Reserve position, potential for promotion, and future retirement benefits.  Points are credited as follows (AFMAN 36-8001, para 2.2):


-
One point for each 4-hour training period (TP).  A full 8-hour IDT period is equal to 2 TPs, and receives 2 points credit.  An IMA may receive no more than 2 points (serve more than 2 TPs, or more than 8 total hours) in any single calendar day.  Time served in excess of 8 hours in any given calendar day will not receive any additional credit for points or pay.


-
One point for each full day of active duty tours.  One point credit is also awarded for each day the member is in official travel status for an active duty tour.  If long distance travel is required, one travel day is given at the beginning of the tour, and if the IMA cannot arrive home before midnight on the last day of the tour, then another day of travel can be given.


-
Fifteen membership points for each R/R year the IMA is in Reserve status, whether active or not.  However, they only count toward a “good year” when they are included with the other 35 participation points (see paragraph 3 below).  Membership points are prorated for partial R/R years (such as the member's first and last years of service).  The IMA does not need to accomplish any training to earn the membership points.  They are given based on the IMA’s membership in the active Reserve.


Points are also awarded for every day of active duty service.  IMAs who come into the Reserve directly from active duty status, without a break in service, are awarded points for every day of active duty service that fiscal year.


It is very important for IMAs to keep accurate records of their points to ensure they are credited with all the points they earn toward retirement.  Point crediting questions should be directed to HQ ARPC/DPPKB at DSN 926-6012, commercial 303-676-6012, or toll-free           1-800-525-0102, ext. 71285.


To obtain points credit, IMAs should submit their AF Forms 938, Request and Authorization for Active Duty Training/Active Duty Tour and their AF Forms 40A, Record of Individual Inactive Duty Training (see examples at Appendix B; certifying official on the forms is the active duty supervisor or designee), to HQ ARPC/DPPKB, 6760 E. Irvington Place, #2120, Denver CO 80280-2120, as well as to their Reserve Pay Office (RPO) (by fax or mail) to get paid (see paragraph 8, below, regarding the RPO, and Appendix F).

3.
Training Requirements


To receive a year of satisfactory service for retention and retirement purposes (a “good year”), a member must earn a minimum of 50 participation points in each full R/R year.  Since 15 membership points are automatically credited at the end of each R/R year, the IMA need only earn 35 additional points each R/R year.  These 35 points are earned through a combination of IDT periods, the AT tour of duty, special tours, in-residence school tours and ECI courses (AFMAN 36-8001, paras 1.2, 1.4, 2.3, and 2.5, Table 1.1, Rule 4, and Table 2.1).  Members who fail to achieve a good year may be reassigned to inactive status.


a.
IDT Periods



(1)
IDTs in General




IMAs must serve a minimum of 24 training periods (TPs) (12 full 8-hour IDT days) each fiscal year.  An IMA may choose to serve over 24 TPs in a given year.  However, any TPs in excess of 24 will be for "points only," meaning that participation points will be credited for retirement but the member will not be paid for the duty period.  Inactive Duty Training (IDT) periods may be split (e.g., one four-hour TP per day), but to optimize training it is usually best to schedule the IMA for several IDTs in succession.  Unlike the annual tour, orders are not normally cut for IMAs pulling IDT duty.  Rather, IDTs are authorized and documented by using the AF Form 40A, Record of Individual Inactive Duty Training (see example at Appendix B; certifying official on the form is the active duty supervisor or designee).  IMAs are paid a full day’s pay and allowances for each 4-hour IDT period.  However, they are not paid travel and per diem, although they may be reimbursed for billeting if they live outside the commuting distance of their unit of attachment (see paragraph (2)(a), below) (AFMAN 36-8001, paras 4.1 and 4.2.3).


(2)
IDT Restrictions




(AFMAN 36-8001, paras 1.2, 1.4, 2.3, 2.5, 4.2, 4.11, Table 1.1, Rule 4, and        Table 2.1)




IMAs can only earn IDT pay and points for activities preparing them for full-time utilization or mobilization.  These activities:




-
Must be authorized in advance by the IMA’s supervisor (SJA or equivalent);




-
Must be certified by the supervisor who supervised the training and has knowledge that the IMA performed the training.  Certification should be completed on the last day of duty.  Certification of AF Form 40A, Record of Individual Inactive Duty Training (see example at Appendix B),  REQUIRES two signatures: that of the member and that of the certifying official (i.e., the active duty supervisor or designee).  The completed AF Form 40A serves the dual purposes of documenting training and acting as a pay voucher;




-
(For IMAs employed in their civilian capacities by the U.S. government) Must take place while the IMA is in an official leave status from their civilian U.S. government job, or on a non-duty day; and




-
Must be documented on AF Form 40A, using separate forms for paid IDTs and non-paid IDTs.




(a)
Billeting





IMAs may obtain reimbursement for lodging costs incurred while performing IDTs.  Procedures vary depending on the duty location and the availability of on-base or contract quarters.  The following procedures must be followed to ensure reimbursement:





(i)
On-base or Contract Quarters Not Available





For non-military locations (duty is not performed at or near a military installation), or military locations where on-base or contract quarters are not provided, the IMA should follow these steps:






-
Call the toll-free central reservation number for one of the hotel chains listed below:







Howard Johnson:  (800) 446-4656, Corporate ID #347571







Ramada:  (800) 272-6232, Corporate ID #930188







Days Inn:  (800) 329-7466, Corporate ID #50214







TraveLodge:  (800) 578-7878, Corporate ID #800075







Red Roof Inns:  (800) 843-7663, Corporate ID #CP502192







Choice Hotels International (Comfort, Quality, Clarion, Sleep Inn, Econo Lodge, Rodeway and Mainstay Suites):  (800) 221-2222 (central reservations).  The government rate is subject to availability so call in advance to make the reservation.  Obtain a confirmation number and use in place of the corporate ID number.






-
Identify herself or himself as an Air Force Reserve member with the “United States Air Force Reserve Command,” provide the preferred corporate ID number (listed above), the location where duty is being performed, when the lodging is required, and request the government or the corporate rate (whichever is lowest).






-
Obtain a confirmation number for the reservation.  The reservation will be made at a hotel or motel closest to the duty location, subject to room and government rate availability.  






-
At the time of check-in at the hotel, provide the preferred government/ corporate ID number to receive the best rate.






-
Pay the lodging charges and file for reimbursement using an SF 1164, Claim for Reimbursement for Expenditures on Official Business (see example at Appendix B).  Send the entire package to the following address for reimbursement:  IMAT-OL/FMFQ, 1392 Second Street, Dobbins ARB GA 30069-4823.  The following information must accompany the SF 1164:







--
Hotel receipt with the AFRC contract ID number shown, and







--
Copy of completed AF Form 40A, Record of Individual Inactive Duty Training (see example at Appendix B), signed by the authorizing official (the active duty supervisor) in Block III as well as the certifying official (the active duty supervisor or designee) in Block IV.  The statement, “Non-military location, utilized AFRC Corporate MOU,”  must be added in Block III.





(ii)   On-base or Contract Quarters Available






For military locations (duty is performed at or near a military installation) where on-base or local contract quarters are available, the IMA must seek and use lodging through the installation lodging office.  If contract quarters are used, a non-availability number is required and must be annotated on the AF Form 40A, Record of Individual Inactive Duty Training.  For either on-base or local contract quarters, the IMA should pay the charges and file for reimbursement using an SF 1164, Claim for Reimbursement for Expenditures on Official Business (see example at Appendix B).  Send the entire package for reimbursement to IMAT-OL/FMFQ, 1392 Second Street, Dobbins ARB GA 30069-4823.  The following information must accompany the SF 1164:






-
Billeting or contract quarters receipt,







--
Non-availability slip from billeting if contract quarters are utilized, and






-
Copy of completed AF Form 40A, Record of Individual Inactive Duty Training, signed by the authorizing official (the active duty supervisor; example at Appendix B).




(b)
IDTs for Points Only





Individual reservists may earn points for retention or retirement purposes, without pay, in authorized activities as listed in AFMAN 36-8001, Table 2.1 (e.g., PME seminar programs, correspondence courses, physical examinations, professional and trade meetings, and special projects and training).  The advantages to this option are that additional points enhance retirement pay, and can also be a favorable factor in promotion consideration.  However, IMAs will receive no more than 90 inactive duty points per year for retirement credit, including the 15 membership points.  Individual reservists must record non-pay IDTs on AF Form 40A and send them to HQ ARPC/DPPK at 6760 E. Irvington Place, #2120, Denver CO 80280-2120, for point credit (AFMAN 36-8001, para 4.11.3.2).  DO NOT SEND POINTS ONLY AF FORMS 40A TO YOUR RESERVE PAY OFFICE (RPO).



(3)
Government Rate Airfare on IDT Travel




IMAs are permitted to obtain airline tickets at the government rate, but at the IMA’s own expense, for use on IDT travel.  These tickets must be obtained through the government contracted ticketing office (GCTO), which is the official travel and ticketing office the IMA must use to make travel reservations and to purchase tickets for official travel (e.g., SATO).


b.
Annual Training (AT) Tour



(1)
AT in General




A period of active duty training of 12 days is required each FY.  Unlike IDTs, each AT (and all special tours) requires orders to be cut (AF Form 938, Request and Authorization for Active Duty Training/Active Duty Tour – see example at Appendix B; certifying official on the form is the active duty supervisor or designee).  Each AT should be scheduled as far in advance as possible, but no later than 30 days prior to the tour start date.  This ensures timely submission of the IMA’s Web Orders Transaction System (WOTS) request and timely processing of annual tour orders.  WOTS is the automated system for secure on-line submission of a request for active duty orders; it replaces the AF Form 1289, Application for Active Duty Training (RPA Tour), which is no longer used.  An IMA should submit a WOTS request by accessing and carefully following the instructions on the HQ ARPC/JA webpage (via FLITE) at https://aflsa.jag.af.mil/GROUPS/AIR_FORCE/MAJCOMS/ARPC/ord.htm.



No AT tour can extend beyond 14 days.  AT tours CANNOT be split between FYs.  However, the program manager (ARPC/JA) may occasionally split an IMA's annual training tour (in the same FY) to accommodate special missions or training requirements.  The program manager will not split the AT tour simply for the convenience of the member.



To ensure a satisfactory year for both FY and R/R year purposes, each IMA and their supervisors should schedule the IMA’s AT tour (and, preferably, all IDTs as well) during the longest period during which the IMA’s R/R year and the FY overlap (the “Annual Tour Window”).  Please refer to the next paragraph to calculate the Annual Tour Window.



(2)
Annual Tour Window Calculations – Explanation and Examples




As mentioned above, the annual tour should be accomplished within the Annual Tour Window.  The Annual Tour Window is the longest period of time during which the R/R year and the FY overlap.  The following are examples of how to calculate the Annual Tour Window:




Example #1:  R/R Date of 1 March (R/R Year Runs from 1 Mar – 28 Feb)





In this example, the portion of the R/R year that overlaps with the FY after the R/R date, beginning with the first day of the R/R year and ending on the last day of the FY, is the longer period (seven months from 1 March to 30 September, versus five months from 1 October to 1 March).  Therefore, this Annual Tour Window is from 1 March to 30 September, and the annual tour should be accomplished in this period.




Example #2: R/R Date of 25 June (R/R Year Runs from 25 Jun – 24 Jun)





Here, the portion of the R/R year that overlaps with the FY before the R/R date, beginning with the first day of the FY and ending on the last day of the R/R year, is much longer than the period after the R/R date (almost 9 months from 1 October to 24 June, versus just over 3 months from 25 June to 30 September).  This Annual Tour Window is from 1 October to          24 June, and the annual tour should be accomplished in this period.




Example #3: R/R Date of 15 September (R/R Year Runs from 15 Sep – 14 Sep)





In this example, the portion of the R/R year that overlaps with the FY before the R/R date, beginning with the first day of the FY and ending on the last day of the R/R year, is a great deal longer than the period after the R/R date (11-½ months from 1 October to                  14 September, versus only ½ month from 15 September to 30 September).  This Annual Tour Window is from  1 October to 14 September, and the annual tour should be accomplished in this period.





This example emphasizes an item that is important to note for all IMAs, but especially those, as in this example, whose R/R date is within one month of the beginning or end of a fiscal year (i.e., anytime between 1 September through 30 October).  If possible, every IMA should plan to do all training, both the annual tour and all required IDTs, within the Annual Tour Window.  This technique will always guarantee that the member earns a “good” year, and will not leave the IMA “cramming” to complete IDTs in the shorter time frame outside the Annual Tour Window.  In this example, this IMA’s IDTs (as well as the annual tour, of course) should be done during the 11-½ months of the Annual Tour Window (1 October through 14 September), in order to prevent “cramming” IDTs into the two weeks outside the window.





However, some IMAs like to space their duty throughout the year, rather than doing it all within the Annual Tour Window.  This is fine so long as the IMA does the AT within the Annual Tour Window, and gets the required IDTs all accomplished within the FY.

4.
Duty Hours


IMAs must coordinate with their active duty supervisors to schedule both IDTs and AT tours.  With limited exceptions, the IMA's work schedule should conform to the local duty hours for both IDT training and AT tours (AFMAN 36-8001, paras 4.8, 5.6, and 6.5).  No additional pay or points are given for IDTs in excess of two IDT periods (four hours each period) per day.  An IMA cannot perform IDTs and AT at the same time.  Normally ATs will start on a Monday and end on the Friday 11 days later (i.e., 12 full AT days, including the intervening weekend and any intervening holidays), and, except for very unusual circumstances, will not start or end on a holiday.

5.
Telecommuting


(AFI 36-8002; AFMAN 36-8001, para 2.6; TJAG Policy No. 35, Use of Telecommuting (Distant Training) for IMA Training)


Telecommuting is an important and effective management tool that enables a reservist to perform training away from the normal training location or place of attachment.  This is training in an official capacity for pay and/or points.  “Training,” as used here, pertains to performance of duty, not educational-type training (e.g., PME, CLE, AFSC, skill-level training, position qualification training, etc.; this type of training is not authorized in telecommuting).  Telecommuting is permitted for IMA judge advocates training subject to these limitations:


a.
Telecommuting will not be used to satisfy the annual tour (AT) training requirement.


b.
Telecommuting may be used to perform a special tour with the prior approval of both the active duty supervisor and HQ ARPC/JA.  The special tour may be for the purpose of performing tasks for the unit of attachment, or another Air Force organization.


c.
IMAs may use IDTs to perform training tasks through telecommuting for their unit of attachment only, but not to exceed 8 paid points per R/R year.  Place the statement, “Training to be accomplished by telecommuting” in the remarks section of the AF Form 40A, Record of Individual Inactive Duty Training.


d.
IMAs must volunteer to use telecommuting, and it normally will be authorized when in the best interest of the Air Force.  When authorized, telecommuting is a useful option, but it is not an individual right.


e.
Expenses for miscellaneous items such as long distance telephone calls or postage must be paid by the requesting unit and approved by the supervisor prior to being incurred by the reservist.  Travel and per diem are not authorized for telecommuting, since it is done from the member’s home or alternate locations which do not require them to incur travel expenses.


f.
Telecommuting by IMA judge advocates and paralegals will comply with any restrictions imposed by AFI 36-8002, AFMAN 36-8001, para 2.6, TJAG Policy No. 35, Use of Telecommuting (Distant Training) for IMA Training, and any other applicable Air Force directive or instruction.

6.
Government Travel Card (GTC)


Use of the GTC is mandatory for airline ticket purchases, rental cars (if authorized), and lodging costs on official travel.  Upon attachment or reattachment to a new unit, each IMA should promptly contact the LOM at the legal office to which the IMA is attached, or the unit’s Agency Program Coordinator (APC), in order to obtain a GTC.  Having a GTC allows an IMA to travel on verbal orders, which can sometimes be necessary on short notice with prior approval of HQ ARPC/JA.  Of course, the IMA should still obtain the written orders as soon as possible, in order to be reimbursed for the travel expenses and for pay and points purposes.

Use of the GTC is authorized only for reimbursable expenses on official travel.  Very limited exceptions to this rule are that the GTC may be used for nonreimbursable items which are incidental to the reimbursable expenses, for incidental purchases while on official travel (e.g., toothpaste, soap), and for government rate airfare on IDT travel (see paragraph 3.a(3), above).  Each IMA must also promptly pay their GTC bill in full upon its arrival.  Failure to comply with these requirements may result in career-threatening disciplinary action against the IMA.

7.
Rental Cars


Rental cars may be used for official travel when properly authorized.  If an IMA anticipates the need for a rental car, the IMA must obtain advance authorization for the rental car on the IMA’s tour orders.  In order to do so, the IMA must either (1) submit a statement from the IMA’s SJA or equivalent that justifies the need for the rental car as essential to the IMA’s mission on the tour, or (2) submit a statement justifying the cost of the rental car as “advantageous to the government.”  This second type of justification must include a comparison showing how the rental car will save the government money over other modes of travel.  The cost figures on such a statement must come from the GCTO.  However, submitting either of these types of justification statements does not guarantee the rental car will be authorized, so the IMA should ensure the authorization is actually on the IMA’s orders before incurring any rental car expenses.

If the IMA is unable to obtain advance authorization for a rental car and such authorization does not appear on the IMA’s tour orders, the orders will not be amended to authorize the rental car.  Following the tour, the IMA may submit a SF 1164, Claim for Reimbursement for Expenditures on Official Business (see example at Appendix B), along with a justification statement, as outlined in the preceding paragraph.  IMAs should be aware that this procedure offers NO guarantee of payment.

8.
Pay and the Reserve Pay Office (RPO)


a.
Pay and Allowances


The “finance office” for IMAs, for pay and allowance purposes, is their local Reserve Pay Office (RPO).  Each IMA should choose the RPO closest to their home or to their unit of attachment, where they perform their Reserve duty.  IMAs attached overseas should choose the Denver RPO.  A listing of RPOs, with contact information, may be found on the HQ ARPC webpage at http://arpc.afrc.af.mil/rpo/RPOlist.htm, and in Appendix F, below.  IMAs should submit their AF Forms 938, Request and Authorization for Active Duty Training/Active Duty Tour, and their AF Forms 40A, Record of Individual Inactive Duty Training (see examples at Appendix B; certifying official on the forms is the active duty supervisor or designee) to their RPO (by fax or mail) to get paid, and to HQ ARPC/DPPKB, 6760 E. Irvington Place, #2120, Denver CO 80280-2120, to obtain points credit.  Each IMA must be certain that copies of these documents are included in the IMA’s Reserve training folder (see paragraph 13, below), and that the IMA keeps copies in his or her personal files.

b.
Travel Vouchers



Travel vouchers and all other documentation for reimbursement of travel expenses should not be submitted to your RPO.  Submit these documents to Dobbins ARB at the following address:  IMAT-OL/FMFQ, 1392 Second St, Dobbins ARB GA 30069-4823.  A toll-free phone number, 1-800-808-5942, is also available for travel reimbursement questions.  NOTE:  This address will be included in Block #19 of the AF Form 938, Request and Authorization for Active Duty Training/Active Duty Tour.
9.
Share the Wealth


The “Share the Wealth” (STW) program is an augmentation/training program managed by HQ ARPC/JA.  This program has been extremely successful in providing our active duty legal offices with assistance during temporary periods of critical manning and peak workloads, and in providing enhanced training opportunities for IMAs.  To ensure that we are able to provide help where it is needed the most, please note the following guidelines:


a.
Submitting Requests



The form and instructions for submitting STW requests may be found on the ARPC/JA website at https://aflsa.jag.af.mil/GROUPS/AIR_FORCE/MAJCOMS/ARPC/stw1.htm (through FLITE).  The requesting active duty legal office identifies their need on the STW request form at least 45 days (60 days overseas) prior to the start of the tour.  Any requests submitted less than 45 days (60 days overseas) prior to the start of the tour must be fully justified by the MAJCOM.  Please provide a point of contact at the requesting office.  All requests must be fully justified and coordinated with the MAJCOM for approval prior to submitting the request to HQ ARPC/JA.  Base legal offices normally deal directly with their MAJCOM, not ARPC, concerning STW assistance (however, the MAJCOM can allow contact directly with ARPC, with an information copy to the MAJCOM).  Forward requests through the STW web page, by email to arpc.ja@arpc.denver.af.mil, or by fax to DSN 926-6586 or commercial (303) 676-6586.

b.
Share the Wealth List



Upon receipt of a request that is not a by-name request, ARPC/JAR will post the request to the STW list.  The list may be found on the ARPC/JA website (through FLITE) at https://aflsa.jag.af.mil/GROUPS/AIR_FORCE/MAJCOMS/ARPC/stw.htm.


c.
Assigning IMAs



STW tours are supported by volunteers, primarily IMA judge advocates and paralegals, but Category A and ANG judge advocates and paralegals can be used with Military Personnel Appropriation mandays only (see paragraphs 9.e and 10, below).  If the requesting office does not identify a volunteer, the request will be posted on the STW web page.  If there is an IMA available who meets the experience requirements of the requester, and who is willing to go to that base, then HQ ARPC can fill the requirement (funds permitting).  The earlier the request is submitted, the greater the chances of finding a volunteer.



Volunteers directly contact the requesting SJA, LOM, or other POC listed on the STW request.  The SJA will then select the individual(s) to fill the tour, and the volunteer submits a WOTS request (see paragraph 3.b, above) to HQ ARPC/JAR, who will process the orders.  Unfortunately, in some cases, a volunteer is not available and the requirement goes unfilled.  It is to the requester’s advantage to find a volunteer and provide a by-name request using the procedures outlined above.  This greatly increases the chances that the requirement will be filled.  Base, Numbered Air Force, and MAJCOM senior IMAs can be very helpful in this process.



If the requesting office has already obtained a volunteer and provides the volunteer’s name on the STW request, then HQ ARPC will fill the requirement as requested (funds permitting).


d.
Tour Duration



Normally STW tours are 14 to 28 days in duration.  Requests for assistance in excess of 30 days are not supported, unless fully justified.  SJAs may request assistance for longer periods, but may only receive assistance for a portion of that time based on funding and availability of volunteers.


e.
Share the Wealth Funding



Military Personnel Appropriation (MPA) funds are usually used for the STW program (see paragraph 10 below for an explanation of the different types of funds).  This means the unit requesting the assistance must provide a travel and per diem fund cite to HQ ARPC.  Reserve Personnel Appropriation (RPA) funds are normally not authorized to support manning assistance shortages; however, if a training need of the volunteer IMA is also met by the STW request justification, then the base, NAF, or MAJCOM can request the STW tour be funded with RPA funds.  Additional information about STW and manday management is available from HQ ARPC/JAR at DSN 926-6494, commercial (303) 676-6494, toll-free 1-800-525-0102, ext. 71251/2, e-mail at arpc.ja@arpc.denver.af.mil, or on the web address specified in paragraph 9.a, above.

10.
Funding and Types of Personnel Appropriation Tours


Funds are allocated to HQ ARPC/JA each year to support special tours.  These funds come in two “colors of money” as follows:


a.
Military Personnel Appropriation (MPA) Tours



Military Personnel Appropriation (MPA—easy to remember as My Pocket Account) tours require unit funding for travel and per diem.  MPA funds, termed “mandays,” are used to fund tours of active duty authorized to support the short-term needs of the active force mission, i.e., manning assistance.  SJAs must provide a fund cite to HQ ARPC to obtain this type of assistance.  IMAs may serve up to 139 MPA tour days per FY (AFI 36-2619, para 1).


b.
Reserve Personnel Appropriation (RPA) Tours



Reserve Personnel Appropriation (RPA—easy to remember as Reserve Pocket Account) tours are ARPC funded for travel and per diem.  RPA funds are used to fund tours to support training programs for the Reserve mission, to increase an IMA’s training proficiency and mobilization readiness.  Special tours of Active Duty for Training (ADT), Active Duty for Support (ADS) and school tours are allocated by RPA funds.  RPA funds will not be used in conjunction with MPA tours.  Apart from any MPA mandays served, IMAs are limited to 139 RPA tour days per FY (AFMAN 36-8001, Chapters 5 and 6).


The primary difference between these two programs, as noted, is that the requesting unit pays the travel and per diem costs associated with MPA tours.  HQ ARPC always pays the base pay and allowances for both kinds of tours.  Simply put, MPA funds are normally used for manning assistance (e.g., STW) requirements, and RPA funds are normally used for IMA training.


Further information about funding and manning assistance is available from HQ ARPC/JAR at DSN 926-6494, commercial (303) 676-6494, toll-free (800) 525-0102, ext. 71251/2, or e-mail at arpc.ja@arpc.denver.af.mil.

11.
Training Supervisor


SJAs (or equivalents) are the focal point for ensuring that appropriate training for IMAs is conducted (AFI 36-2629, para 1.16).  However, active duty SJAs, directors and division chiefs may appoint an active duty judge advocate as the Training Supervisor for Reserve judge advocates (AFI 51-801, para 3.4).


a.
Training Supervisor Duties



The Training Supervisor plans the specific training assignments for each IMA, and monitors IMA compliance with FY and R/R year training requirements.  The Training Supervisor is also responsible for establishing and maintaining a Reserve training folder for each IMA (see paragraph 13, below) (AFI 51-801, para 3.4).


b.
Documenting Training



Prior to each training period, the Training Supervisor uses AF Form 1988, Summary of Individual Training (TJAGDR), to plan specific training assignments for each IMA judge advocate and paralegal scheduled to perform IDTs, AT, or active duty for training (ADT) in the office.  The Training Supervisor then gives the form to the member, regardless of whether the member is attached to the office.  At the end of the training period, the IMA completes part II, “Work Performed,” and returns the form to the Training Supervisor.  After receiving the AF Form 1988 from the member, the Training Supervisor completes Part III, “Evaluation and Comments.”  If the member is not attached to the office, the supervisor gives the form to the member for filing in the member’s Reserve training folder (see paragraph 13, below) wherever it is maintained (AFI 51-801, para 3.4), and the supervisor should keep a copy for reference in the likely event the supervisor is later asked for details about the IMA’s service during the training period.


c.
Maintaining Training Documentation



File AF Form 1988, Summary of Individual Training (TJAGDR), in the IMA’s reserve training folder (see paragraph 13, below), maintained at the IMA’s unit of attachment.  Periodically, as appropriate, the Training Supervisor and the attached IMA should review the training folder, particularly the AF Form 1988 and the AF Form 1989, Air Force Reserve Judge Advocate Training Guideline, to ensure all information is accurate and up to date (AFI 51-801, para 3.4.4).

12.
Reserve Coordinator


Active duty SJAs, directors and division chiefs designate one of the IMAs attached to the office as the Reserve Coordinator.  The Reserve Coordinator helps manage the IMA judge advocate and paralegal training programs (AFI 51-801, para 5.1).


a.
Selection of Reserve Coordinator



The Reserve Coordinator should be an experienced Reserve judge advocate, but need not be the most senior IMA.  The Reserve Coordinator position is an additional duty for the reservist (AFI 51-801, para 5.1.1).


b.
Reserve Coordinator Duties



The Reserve Coordinator (AFI 51-801, para 5.1.2):



-
Creates and maintains a master schedule of IDT, AT, and ADT for all IMAs attached to the office, plus any scheduled duty by other IMA, USAFR unit, or ANG judge advocates and paralegals;



-
Ensures that all duty is scheduled at least 45 days in advance or as the SJA designates, and that any changes are submitted to the SJA as early as possible;



-
Maintains an office reserve read file;



-
Monitors compliance with record-keeping requirements;



-
Periodically reviews records to ensure that members comply with R/R year and FY training requirements;



-
Tracks professional military education (PME), timeliness of OPRs, nomination of IMAs for awards and decorations, annual and recurrent training requirements such as physical fitness evaluations, and upgrade training progress of IMA paralegals;



-
Ensures the currency of the FLITE Roster for all attached judge advocates and paralegals by reviewing the FLITE Roster information maintained on each attached member at least semi-annually and by submitting updated information as required;


-
Advises attached IMAs on Reserve issues;



-
Organizes continuing legal education (CLE) seminars, mobilization exercises, and local area seminars; and



-
Performs other appropriate duties as assigned by the SJA or Training Supervisor.

13.
Reserve Training Folder


The Training Supervisor or Reserve Coordinator should establish and maintain a Reserve training folder for each IMA attached to the office (AFI 51-801, paras 3.4, 4.4, 5.1).  Each IMA should also keep a duplicate copy of this folder in the IMA’s personal files.  The Reserve training folder is a 6-part file folder, arranged as follows (AFI 51-801, para 4.4 and Attachment 2):


Section I:


-
Copy of overview sheet from the FLITE Roster

-
Current records review report on individual person (RIP)


-
Original or copy of Physical Fitness Evaluation Record


Section II:


-
AF Form 1989, Air Force Reserve Judge Advocate Training Guideline

-
Copy of most recent AF Form 526, ANG/USAFR Point Credit Summary (see note 1)


Section III:


-
Copies of letters of evaluation (AF Form 77, Supplemental Evaluation Sheet) (see note 2)


-
Correspondence relating to achievements (see note 2)


-
Citations for awards and decorations


Section IV:


-
Copies of AF Form 938, Request and Authorization for Active Duty Training/Active Duty



Tour (see note 3)


-
Copies of AF Forms 40A, Record of Individual Inactive Duty Training (see note 3)


Section V:


-
AF Form 1988, Summary of Individual Training (TJAGDR) (see note 2)


-
Copies of work products (see note 2)


Section VI:


-
Standards of Conduct acknowledgments


-
Additional items at MAJCOM or local direction


Notes:


1.
Applies during the current officer evaluation system (OES) reporting period.  Remove and return to the reservist when the OPR is completed.


2.
Keep these items until the reservist has been considered for a military award or decoration, normally to a maximum of three years.


3.
Keep these items until the reservist's performance report has been completed or you have received and reconciled AF Form 526, ANG/USAFR Point Credit Summary, whichever occurs last.

PART V: 
CAREER DEVELOPMENT

Just as with active duty JAGs, each SJA or equivalent will train, supervise and evaluate their IMAs.  The SJA or equivalent is required to write IMA OPRs, assign duties, and monitor performance (AFI 51-801, para 3).  Such active involvement in your IMAs’ career development process will greatly enhance their promotion and assignment potential and increase their contributions to your unit and to the Air Force.

1.
Promotions


(See, generally, AFI 36-2504)


a.
ROPMA (Reserve Officer Personnel Management Act)



ROPMA is the Reserve Officer Personnel Management Act, implemented in October 1996.  Promotions under ROPMA are based on reservists being best qualified and meeting time in grade requirements.


b.
Point of Contact for Promotion Issues



The action agency for Reserve officer promotions is the Reserve of the Air Force Selection Board Secretariat (often referred to as the Promotion Board Secretariat or Promotion Secretariat).  The Secretariat may be reached by writing to HQ ARPC/DPB, 6760 E. Irvington Place, #2000, Denver, Colorado 80280-2000; by telephone at DSN 926-6398, commercial (303) 676-6398, toll-free 1-800-525-0102, ext. 71281, or by fax DSN 926-6847 (comm. prefix       303-676).  Additionally, their website address is http://arpc.afrc.af.mil/promo/.


c.
Promotion Procedures



The promotion cycle begins about 120 days before the board convenes.  IMAs eligible for mandatory consideration for promotion will receive a computerized officer pre-selection brief (OPB).  The OPB is a capsule history of their career, PME, decorations, grade history, civilian educational record, and so forth.  IMAs must immediately verify the information and report any discrepancies according to instructions sent with the OPB.  Officers are considered under the whole person concept (see Glossary, Appendix D).  When the board meets, five board members independently assess each selection folder.  The assessment of all folders is combined to form an order of merit listing and the select and non-select decisions are made from this list.  The board president checks to ensure consistent, equitable promotion consideration for all eligible officers.

d.
Eligibility Criteria for Mandatory Consideration



All Reserve of the Air Force officers in active status are eligible for consideration for promotion if they meet the following criteria:



-
Are on the Reserve Active Status List (RASL) or Active Duty List (ADL) (see Glossary, Appendix D), or a combination of both, for one year before the board convening date.  NOTE: For promotion to USAFR colonel, there is no time requirement to be in active status before the board convening date;



-
Remain in active participating status until the effective date of promotion; and



-
Meet the time in grade (TIG) promotion service requirements for each grade.


e.
Selection Folder



IMAs may obtain copies of documents in their master personnel file (including copies of documents in their selection folder) from HQ ARPC/DPSR.  IMAs must make their requests in writing (HQ ARPC/DPSR, 6760 E. Irvington Place, #4300, Denver CO 80280-4300; DSN 926-6147/6465/6358, commercial 303-676-6147/6465/6358 or 1-800-525-0102, ext. 71345) and include their SSN.  They will receive only three documents in paper format.  If they request more than three documents, they will receive a microfiche of their personnel file.



IMAs who wish to review their selection folder should contact HQ ARPC/DPBR1 at DSN 926-6341, commercial 303-676-6341, or 1-800-525-0102, ext. 71221/222/341.


f.
Writing to the Promotion Board



Another document the selection board may consider is a letter to the board from the eligible officer.  Such letters are not required, but may be useful to explain, rebut, or mitigate information in the IMA's selection folder.  For example, a letter might be useful to explain periods of unsatisfactory participation when board members might not otherwise know the circumstances.  For more information on writing to promotion boards, IMAs should consult   AFI 36-2504, Officer Promotion, Continuation and Selective Early Removal in the Reserve of the Air Force, and may also call HQ ARPC/JAR at DSN 926-6494, commercial 303-676-6494, or toll-free 1-800-525-0102, ext. 71251/2.


g.
Promotion Recommendation Forms (PRFs)



PRFs (AF Form 709, Promotion Recommendation) are mandatory for promotions above the rank of major.  For guidance in writing a PRF, see AFI 36-2504 and visit the ARPC website at http://arpc.afrc.af.mil/promo/.


h.
Quality Review Panels and Position Vacancy Promotion Recommendations



(AFI 51-802, para 17; ARPCI 36-2604)



(1)
Position Vacancy (PV) Promotion Recommendations




Position vacancy promotions are a little different for IMAs than for Cat A reservists or ANG members.  Perhaps a PV promotion recommendation is best defined by detailing the criteria an IMA must meet to be eligible to be considered for a PV promotion.  To be eligible for PV promotion consideration by a promotion board, IMAs must meet the following criteria:




-
Four years or more time in the current grade (TIG);




-
Selection by a Quality Review Panel (QRP) (see paragraph (2), below) as having superior qualifications that merit their placement in a higher graded position;




-
Nomination by their active duty supervisor and senior rater for PV promotion consideration (see paragraph (2), below); and




-
Placement in the higher graded position.  Placement in a higher graded position is accomplished by HQ ARPC upon selection by the QRP and nomination by the active duty supervisor and senior rater, and is essentially an administrative move within the personnel system.  It does not mean the IMA will reattach, be moved to a different job, or even perform duties different from what they performed before their selection.  For example, an IMA major, who is attached to the base legal office at XYZ Air Force Base, gets selected for PV promotion consideration to lieutenant colonel.  Her position as reflected in the personnel system will be changed by HQ ARPC from a major position to a lieutenant colonel position.  However, she will continue her normal duties as before and remain attached to the base legal office at XYZ Air Force Base.  She will be considered by the next promotion board for promotion to lieutenant colonel as a PV promotion selectee.  However, as explained in the next paragraph, being considered does not guarantee that such a promotion which actually occur.



(2)
Quality Review Panels (QRPs)




TJAG convenes annual QRPs to review the qualifications of all members of TJAGDR.  These panels (also known variously as Reassignment Panels, Quality Review Boards, Qualification Boards, or Qualification Panels) will be composed of members, selected by TJAG, who are normally senior members of TJAGDR.  When a QRP for IMAs is to be convened, IMAs and their active duty supervisors will receive detailed information from HQ ARPC/JAR.  These panels are usually held at the end of May or in early June.  Although QRPs may have other functions, their primary purpose is to recommend IMAs for PV promotion (see paragraph (1), above, for information on PV promotion recommendations).  HQ ARPC/JAR will send written notification to the active duty supervisors of IMAs who are selected.  The active duty supervisor and senior rater, following instructions in the written notification, will then nominate (or choose not to nominate) the IMA to the promotion board for PV promotion consideration, and will notify the IMA accordingly.  Selection by a QRP, and nomination by a supervisor and senior rater, does not mean that selectees will be “automatically” promoted by the next promotion board.  It only means they are recommended to the promotion board as PV selectees.  Not everyone so recommended will actually be promoted.

2.
Officer Performance Reports (OPRs)


(See, generally, AFI 36-2406)

As with active duty personnel, IMAs are evaluated periodically using the standard OPR forms, AF Form 707A, Field Grade Officer Performance Report and AF Form 707B, Company Grade Officer Performance Report.

a.
When Required



An OPR is required on these occasions:



-
Annual report:  Members require an annual OPR if they have not had a report for one year and they have earned a minimum of 12 points under the direct supervision of their rater.



-
Change of reporting official (CRO):  A CRO OPR is required if either the ratee or rater depart and the reservist has earned at least 12 points since the close-out of the last OPR.



-
Headquarters Air Force (HAF)-directed OPR for promotion boards:  Those reservists eligible for a promotion board who have not had an OPR within one year of the board require a “Directed by HAF OPR.”  All periods of supervision and point requirements are waived for this type of OPR.


b.
OPR Procedures



Current records information on each IMA is vital to ensure the accuracy and timeliness of the “shell” for the OPR that is forwarded from the servicing MPF (where the IMA is attached) to the reporting official shown on the shell (usually the SJA or equivalent).  Though certainly very helpful, an OPR shell is not required to write an OPR.  Timely submission of the OPR is the responsibility of the rater.  When the rater changes, submit notification of the new reporting official information through the unit of attachment MPF.  The rater must be equal to or higher in grade than the ratee.  The additional rater is the next official in the rating chain, after the rater, serving in a grade equal to or higher than the rater, and in a grade higher than the ratee.  A colonel, however, may be the additional rater for a colonel.


c.
Letters of Evaluation (LOEs)


LOEs are not mandatory or filed in either the member's Unit Personnel Record Group (UPRG) or selection folder, unless they are an inclusion to a referral OPR.  LOEs are very useful, however, to evaluate an IMA’s performance of duty at a unit other than the IMA’s unit of attachment (e.g., on a special tour), or to evaluate performance after the last OPR but before a change of reporting official if an annual or CRO OPR is not required.  They are valuable information for the current rater when preparing the next OPR.


d.
Forms


For ratees in the grades of second lieutenant through captain, use AF Form 707B, Company Grade Officer Performance Report.  For ratees in the grades of major through colonel, use AF Form 707A, Field Grade Officer Performance Report.

3.
Awards and Decorations


IMAs should be properly recognized and rewarded for their outstanding service.  The criteria for recommending an IMA for an award should usually be the same as or similar to that for active duty members.  For example, an IMA who has been attached to an office for a significant period of time, and is being reattached elsewhere, should be considered for an award.  However, an IMA should usually be considered for an award no less than every three years, regardless of how long or short a time the IMA has been attached to a particular office.  Notable accomplishments should also be appropriately recognized.  Military awards and decorations are initiated and processed through the command and MPF of the IMA’s unit of attachment, just as active duty awards and decorations are processed.  TJAGD recognitions and awards are usually processed according to the instructions published with the announcement for each award.  These procedures are generally the same for IMAs as for active duty judge advocates (where both IMA and active duty judge advocates are eligible for the award) unless different procedures are published for IMAs.  There are also several JAG Reserve awards and recognitions that should be processed according to the instructions published with the announcement for each award.  Questions about TJAGD or TJAGDR awards may be directed to HQ ARPC/JA at DSN 926-6494, commercial 303-676-6494, toll-free 1-800-525-0102, ext. 71251/2, or e-mail arpc.ja@arpc.denver.af.mil.

4.
Continuing Education Requirements


IMAs are required to attend the Reserve Forces Judge Advocate Course (RFJAC) and the Air Force Reserve Annual Survey of the Law (ASL) (AFPD 51-8, para 5.1; AFI 51-801, para 2.3).  RFJAC is a five-day course held at the Air Force JAG School.  Reservists are scheduled to attend RFJAC approximately every four years.  Attendance and completion of the SJA Course fulfills the requirement for RFJAC attendance.  However, opportunities are limited.  ASL is a 2-½ day course that reservists will normally attend within their first year of assignment to the Reserve, and are also scheduled to attend every four years, usually two years after they have attended RFJAC.  Thus, an IMA will attend either RFJAC or ASL every two years on an alternating basis.  These courses provide Reserve judge advocates with the most up-to-date information on recent developments in military law, in other significant areas of the law that affect the military, and in career management issues.  Attendance ensures that Reserve judge advocates are able to perform effectively in both normal duty and mobilization scenarios.  Normally IMAs attend these and other courses in school tour status.


IMAs may also apply to HQ ARPC/JAR to attend other courses sponsored by the Air Force Judge Advocate School at Maxwell AFB, Alabama (AFI 51-801, para 2.3.4).  There are two ways to nominate a reservist.  First, for courses in which ARPC has not been allocated seats, the SJA can nominate a reservist, through the chain of command, to JAX, in the same manner as an active duty judge advocate.  If the reservist is selected to attend, ARPC will prepare the orders upon receipt of the WOTS request from the reservist.  Second, for courses in which ARPC has been given seats, the SJA can nominate the reservist directly to ARPC, who will hold a board prior to the class and select reservists to attend.

5.
Professional Military Education (PME)


To ensure that TJAGDR members maintain currency in areas of Air Force interest, supervisors should strongly encourage all judge advocates to enroll in and complete PME courses appropriate to the members' rank and experience level (AFI 51-801, para 2.4).  These courses include:


-
Formal PME courses, including Squadron Officer School (SOS), Air Command and Staff College (ACSC), and Air War College (AWC); and


-
Approved Extension Course Institute (ECI) courses.


The appropriate level of PME is SOS for captains, ACSC for majors, and AWC for lieutenant colonels.  IMAs may accomplish their PME through in-residence, seminar, or correspondence enrollment.  PME is an important factor for promotion boards when IMAs are considered for promotion.  Consult AFI 36-2301 for further information on PME courses.


a.
Voluntary ECI Courses



IMAs may enroll in a voluntary ECI course by contacting HQ ARPC/DPAT at DSN 926-6396, commercial 303-676-6396, or 1-800-525-0102 ext. 71330.  Base education offices may also furnish information about correspondence courses, but they cannot enroll IMAs.  Individuals must have a valid stateside address, Aerial Post Office (APO), or Fleet Post Office (FPO) address in the personnel data system so that ECI course materials may be sent to them.


b.
Testing



Most bases only schedule testing on certain days of the week, at certain times, for different tests.  IMAs are responsible for scheduling their own tests.


c.
Seminar Study Groups



IMAs may also participate in PME by enrolling in seminar groups.  Both Category A Reserve units and active duty education offices sponsor seminars, and HQ ARPC encourages IMAs to join these seminars.  Members enrolled in correspondence courses may apply for transfer to a seminar group, and vice versa.

6.
Reattachments


When IMAs relocate or otherwise wish to change their training attachment, they should fill out a request to reattach using the HQ ARPC/JA form, TJAGDR Judge Advocate IMA Reattachment Request (do not use an AF Form 1288, Application for Ready Reserve Assignment).  This form may be found both on the HQ ARPC/JA website (through FLITE) at   https://aflsa.jag.af.mil/GROUPS/AIR_FORCE/MAJCOMS/ARPC/reatch.doc, or (outside of FLITE) at http://arpc.afrc.af.mil/ja/reatch.doc.  A copy of this form is also included in Appendix B of this Guide, below.  The active duty supervisor (SJA or equivalent) should indorse the request with comments and forward it to the NAF, if applicable, and then to the MAJCOM for indorsement.  Once all these coordinations and indorsements are complete, the form is then sent by the MAJCOM to HQ ARPC/JAR.


After manning review and coordination with the gaining SJA or equivalent and the rest of the gaining JAG chain, HQ ARPC/JA sends a recommendation to HQ USAF/JAAR for review by TJAG.  Just as for active duty JAG assignments, TJAG approves all reattachments for IMAs.  When approval is granted, HQ ARPC/JA prepares letters informing the IMA, the gaining and losing offices, and both MAJCOMs.  The entire process can take anywhere from several weeks to a few months, depending on various factors.  IMAs remain attached to their current unit of attachment until the reattachment is approved by TJAG and all notifications are complete.

7.
Retirement


(See, generally, AFI 36-3209)


a.
Qualifying for Retirement



To retire, a reservist must have 20 satisfactory years of service, with the last eight years of qualifying service in the Air Force Reserve.  These must be good years in order to count toward a member’s retirement eligibility (see paragraphs 1-3 of Part IV, above, for details of how an IMA earns retirement benefits).



Satisfactory service is defined as 50 points per year, including the 15 membership points.  These points are centered around the IMA’s R/R year (see paragraphs 1-3 of Part IV, above).  IMAs should keep accurate records of the points they earn to avoid unwelcome surprises when they reach the 20-year point.



The last eight years of qualifying service must be in the Reserve, i.e., officers in the regular Air Force must convert their commissions to the Reserve in order to earn a Reserve retirement.  For example, if an officer serves on active duty with a regular commission for 16 years, that time counts toward retirement.  However, if the officer converts to the Air Force Reserve at that point, they will have to serve an additional eight years (24 years total) to satisfy the requirement for a Reserve retirement.


b.
Official Notification of Eligibility for Retired Pay at Age 60



This occurs when an IMA has:



(1)
Completed 20 years of satisfactory federal service, under the provisions of Title 10 U.S.C. § 12372; and



(2)
Met all of the requirements for eligibility for retired pay under Title 10 U.S.C. §§ 12771 and 12771a, as noted above, except for reaching age 60.  HQ ARPC will issue the IMA an official letter, “Notification of Eligibility for Retired Pay at Age 60.”



This is a notification of retirement eligibility only; it is not a notice of retirement.  IMAs must apply to transfer to the Retired Reserve by filing an AF Form 131, Application for Transfer to the Retired Reserve.  As directed on the AF Form 131, they must also submit a DD Form 2656, Data for Payment of Retired Personnel, to start their retired pay.  Voluntary (i.e.,         non-mandatory) retirements currently have a required six-month waiting period between the time the AF Form 131 is submitted and the time the retirement becomes effective.



If IMAs believe they are eligible and plan to retire but have yet to receive their 20-year letter, they should verify their retirement eligibility by calling HQ ARPC/DPPR (DSN 926-6369/6370/6371/6372/4941/4942, commercial 303-676-6369/6370/6371/6372/4941/4942, toll free 1-800-525-0102, ext. 71270/2).

c.
Retired Grade



When an IMA is eligible to retire and chooses to do so, the IMA will be transferred to the Retired Reserve.  The Reserve grade held at the time of retirement is normally the grade held in the Retired Reserve, provided the member has met the minimum time in grade (TIG) requirement.  However, if a retiring member previously satisfactorily held a higher grade, the member may be placed on the Retired List and receive retired pay at the higher grade, with the approval of the Secretary of the Air Force.  An enlisted member who previously held an officer grade will be placed on the Retired List in the enlisted status unless, upon application, the member is appointed to an officer grade in the Retired Reserve.  A Reserve commissioned officer who has been selected for promotion, but who is assigned to the Retired Reserve before the promotion becomes effective, because of physical disability or operation of law (such as age or years of service mandatory retirement points), will be placed on the USAFR Retired List in the grade for which the member was selected.  As of October 1, 1996, members involuntarily retired at any time after pinning on their new rank will retain the higher rank in the Retired Reserve.


d.
Master Personnel Records (MPerRs)



HQ ARPC maintains MPerRs for members whose status has terminated and who will be eligible sometime in the future for retired pay at age 60.  For members who are currently drawing retired pay or who will never be entitled to retired pay, HQ ARPC forwards their MPerRs to the National Personnel Records Center (NPRC) in St. Louis, Missouri.  For general officers drawing retired pay, HQ ARPC forwards their MPerRs to HQ AFPC, Randolph AFB, Texas.

PART VI: 
PROFESSIONAL STANDARDS

IMAs must adhere to the same standards of performance, conduct, dress and appearance as their active duty counterparts.  Any time an IMA fails to meet these standards, the active duty supervisor should document his or her observations and contact HQ ARPC/JA (6760 E. Irvington Place, #5200, Denver CO 80280-5200; DSN 926-6494, commercial 303-676-6494, toll-free 1-800-525-0102, ext. 71251/2, fax DSN 926-6586 (comm. prefix 303-676); e-mail arpc.ja@arpc.denver.af.mil).

1.
Standards of Conduct


TJAG annually publishes a policy letter setting forth standards of conduct for Reserve judge advocates.  All Reserve judge advocates must:


-
Read the policy letter;


-
Discuss it with their SJAs; and


-
Acknowledge that they understand and will abide by the letter.


Within 120 days of the assignment of a new SJA, the reassignment or reattachment of the IMA, or a significant change in the IMA's practice or employment, each Reserve judge advocate repeats this procedure with the SJA, and executes another acknowledgment.  Keep written acknowledgments of the Standards of Conduct in Section VI of the Reserve training folder.  The following are the Standards of Professional Conduct for Air Force Reserve Judge Advocates:


a.
Public Trust



Government service is a public trust which requires placing loyalty to country, ethical principles, and the law above private gain and other interests.  Practices that may be accepted in the private sector are not necessarily acceptable for Reserve judge advocates.  The purpose of the Standards of Conduct is to identify proscribed conduct which constitutes a conflict of interest.


b.
Rules



Reserve judge advocates ("reservists") are subject to the Joint Ethics Regulation (DoD 5500.7R), the Ethics in Government Act, codes of professional responsibility prescribed by the jurisdictions in which they are admitted, and standards applicable to specific activities in which they are engaged as reservists (e.g., the ABA Standards for Administration of Criminal Justice.  Also see AFI 51-201).  Reserve judge advocates shall also comply with the following rules:



Rule 1.  Representation Adverse to the Air Force




Rule:  A Reserve judge advocate in his or her civilian capacity shall not represent a client in a matter adverse to the Air Force unless the Air Force first consents in writing.




Discussion:  The purpose of the rule is to emphasize the high ethical obligations of attorneys and to protect the interests of the Air Force.  It is based on ABA Model Rules of Professional Conduct, Rule 1.7, which bars representation of a client which is adverse to another client unless each client consents.  The rule does not establish a new definition of conflicts of interest, rather it identifies an area of potential conflicts and establishes a mechanism which insures they are avoided.  Consent will be granted unless the proposed representation would create a conflict of interest with respect to Air Force duties actually performed by the reservist.  Notwithstanding this Rule, the SJA may not grant consent where a statutory bar to representation has been imposed.  See, e.g., 18 U.S.C. § 207.  Compliance with the consent procedures under this rule does not relieve the Reserve judge advocate of his or her obligation to obtain the consent of the other client.  See Section D for consent procedures.




Examples:





(1)
A reservist attached for training to base X is asked to serve as civilian counsel by a military member in a court-martial at base X.  The reservist must obtain the consent of the SJA at base X.  Consent will be granted by the SJA unless an actual conflict of interest is present.  Air Force interests are served by allowing military members to be represented by counsel of their choice.  The same result obtains with respect to representation in administrative proceedings.





(2)
A reservist attached for training to base X and retained as counsel in a tort action arising at base Y is required by this rule to obtain the consent of the SJA at base X.  Consent will be granted unless a conflict is present.





(3)
A reservist attached for training to base X and retained as counsel in a tort action arising at base X is required by this rule to obtain the consent of the SJA at base X.  Consent should be granted unless circumstances exist which manifest an actual conflict of interest.  In determining whether to grant consent, the SJA should consider the reservist’s actual involvement with the claims section.  Organizational size, structure, and procedures as well as the reservist’s geographic separation should be evaluated to determine if the reservist is sufficiently isolated to prevent either formal or casual involvement in the processing of the claim or access to privileged information concerning the claim.



Rule 2.  Prior Participation in a Matter on Behalf of the Air Force




Rule:  Except as law may otherwise expressly permit, a Reserve judge advocate acting in his or her civilian capacity shall not represent a client in connection with a matter in which the Reserve judge advocate participated personally and substantially on behalf of the Air Force.  If a firm with which the Reserve judge advocate is associated undertakes or continues representation after his or her disqualification under this rule, the Reserve judge advocate shall:





a.
Advise the firm that its continued representation may constitute a violation of the Ethics in Government Act (18 U.S.C. § 207(c)), and





b.
Advise the firm of the possible applicability of ABA Model Rules of Professional Conduct Rule 1.11, and





c.
Give prompt written notice to the Air Force, through the SJA, of the firm’s participation in the matter with sufficient information regarding the reservist's role to enable the Air Force to ascertain compliance with this rule.




Discussion:  This rule is intended to avoid conflicts of interest between the Reserve judge advocate's military and civilian positions where he or she previously represented the Air Force.  Because the restriction applies only to those areas in which the Reserve judge advocate participated "personally and substantially," it recognizes the disqualification rule of 18 U.S.C. § 207(g) which prohibits representation by "partners" of a special government employee.  The term "personally and substantially" has the same meaning under this rule as it has under the statute.



Rule 3.  Prior Participation in a Matter on Behalf of a Private Client




Rule:  A Reserve judge advocate shall not, in the performance of his or her official duties or while in duty status, participate in a matter in which he or she participated personally and substantially in his or her civilian capacity.



Rule 4.  Use of Nonpublic Government Information in Representation




Rule:  A Reserve judge advocate, having acquired information through his or her association with the Air Force which could not have been known to the reservist but for that association, shall not, in his or her civilian capacity, represent a client in a matter in which the information so acquired could be used to the material disadvantage of the Air Force or its employees, officers, contractors, or agents, nor shall he or she reveal such information to anyone other than representatives of the Government.




Discussion:  Regardless of the existence or nonexistence of an attorney-client relationship between a Reserve judge advocate and the Air Force, every Reserve judge advocate is provided access to information to which he or she could not otherwise have had access.  This information may take many forms, including knowledge of specific facts; of the existence of documents; of personnel with specific knowledge; of negotiation strategies or tactics; or of the views, opinions or risk assessments of key Air Force personnel with respect to the particular case involved.  Reservists representing clients in matters where such information can be used adversely to the interests of the United States Air Force are in a position of conflicting interests.  A prohibition against the use of such information would not be sufficient to eliminate the conflict or to protect Air Force interests.  Accordingly, it is necessary to require Reserve judge advocates to refrain from any representation of the nature proscribed.  Revealing such information is also prohibited.



Rule 5.  Advertising




Rule:  A Reserve judge advocate shall not advertise his or her affiliation as a Reserve judge advocate or attachment to a particular active or reserve unit or base.




Discussion:  This rule is consistent with the Joint Ethics Regulation.  The Reserve judge advocate has the Air Force as his or her client and therefore must not trade on his or her status as a judge advocate.  The reservist’s special category of employment with The Judge Advocate General's Department is such that to allow that status to be carried in advertising could create an impression of favoritism by, or influence with, the Air Force.  There also exists the potential that advertising such affiliation could lead to the impression that the Air Force endorses or otherwise sponsors that reservist in his or her private business.  This rule does not prohibit the inclusion of reserve military grade and service component, e.g., "Captain, USAFR," in advertising or on business cards or stationery, nor does it prohibit a simple statement of reserve affiliation with The Judge Advocate General's Department in biographical material, such as a resume or professional directory.



Rule 6.  Private Business Activities During Duty Hours




Rule:  A Reserve judge advocate shall not, while on active duty or inactive duty status, conduct private business during duty hours.




Discussion:  It is expected that SJAs will administer this rule reasonably and that a de minimis exception will be appropriately applied.  The rule is not intended to preclude an occasional brief telephone call concerning appointments or the docketing of cases, nor is it intended to preclude the conduct of private business during off-duty hours.  It is intended to preclude such activities as interviewing clients, conducting legal research and drafting briefs during duty hours.



Rule 7.  Representation of the Same Client in Both Judge Advocate and Private Capacities




Rule:  A Reserve judge advocate shall not, for compensation, represent any individual, partnership or corporation in connection with a matter where the initial contact with the individual with respect to such matter was as a judge advocate.




Discussion:  This rule is intended to preclude a reserve judge advocate from taking inappropriate advantage of his or her position.




Examples:





(1)
A Reserve judge advocate performing legal assistance interviews a client requesting a will.  The client's estate requires more than the simple will provided by the legal office.  The Reserve judge advocate counsels the client regarding the need for specialized estate planning.  He or she may not solicit the client’s business for himself or herself or his or her firm in this matter.  Furthermore, neither he nor she nor his or her firm may accept this individual as a fee paying client regarding this matter.





(2)
Under the same set of facts above, the same client later contacts the Reserve judge advocate in his or her civilian capacity on an unrelated matter, such as the defense of a traffic violation.  The Reserve judge advocate may accept this client but only with respect to the unrelated matter, i.e., the traffic violation.  Disclosure to the base SJA and discussion of potential problems is encouraged in all cases where a client has previously been seen by the reservist while serving a as judge advocate.





(3)
A Reserve judge advocate performing legal assistance interviews a client regarding an adoption.  Completing the adoptive process may be beyond the scope of legal assistance.  The Reserve judge advocate may, however, in his or her civilian capacity, represent the client in this matter without fee.  It is permissible for the client to pay court and other processing costs.



Rule 8.  Solicitation of Clients




Rule:  A Reserve judge advocate shall not solicit clients for himself or herself or his or her firm while in duty status or while in uniform, nor shall a Reserve judge advocate solicit clients on military installations (other than through advertising permitted under Rule 5).




Discussion:  This rule is intended to preclude a reserve judge advocate from trading upon his or her status.  It does not prohibit representation where the client initiated the request for legal services.


c.
Definitions



Firm:  A "firm" denotes not only a private law firm and the legal departments of corporations or other organizations, but also such corporations or organizations themselves.



Staff Judge Advocate (SJA):  The SJA of the reservist’s office of assignment or attachment for training, whether for IDT, AT or both.  For purposes of these standards, division chiefs and directors at HQ USAF shall be deemed to be SJAs.  Judge advocates who exercise command authority over discreet organizations (e.g., the Commandant of The Judge Advocate General's School) shall be deemed Staff Judge Advocates for the purpose of these rules.  In the case of category A Reserve judge advocates serving as SJAs, the SJA at HQ AFRC shall be deemed to be the SJA.



Representation:  As used herein, this term encompasses acting on behalf of a client (including a corporation or government agency) not only as an advocate in formal judicial and administrative proceedings, but also in such activities as advising, counseling or negotiating in connection with such matters as contracts, claims or other controversies.


d.
Requests for Consent



(1)
Where a Reserve judge advocate seeks consent under Rule 1, he or she shall apply in writing, setting forth all relevant facts which are not privileged or protected from disclosure by law or by an ethical standard which is binding upon the Reserve judge advocate.  A request for consent shall be directed to the Staff Judge Advocate at the office of assignment or attachment for training.  In the case of Category A Reserve judge advocates serving as SJAs, requests for consent shall be directed to the SJA, HQ AFRC.  In the case of split training attachments, the request shall be directed to the SJA whose office has direct responsibility for the matter on behalf of the Air Force.  For matters which are not within the direct responsibility of either SJA, the request shall be directed to the SJA of attachment for annual tour.  When granted, consent shall be deemed to be effective as of the date the representation began.  If consent is denied, the reservist will withdraw from the representation.



(2)
SJAs are delegated the authority to grant consent on behalf of the Air Force.  The acting SJA is authorized to grant consent in the absence of the SJA.  Consent will be granted or denied within three working days of receipt of the request.



(3)
If consent is denied the reservist may request reconsideration at the MAJCOM level.  If consent is again denied, the reservist may request reconsideration by The Judge Advocate General.  Reconsideration will be completed at each level within three working days of receipt.  The SJA at each lower level will expedite communication of requests for reconsideration by all available means, including the use of electronic message transfer.



(4)
SJAs will establish and maintain a permanent file for requests and their corresponding consent or denial.  One copy of each consent or denial will be provided to the reservist, and an information copy of each request and the corresponding consent or denial shall be, forwarded to the MAJCOM SJA.  The SJA may file a copy of the consent in the applicable case, claim or other file.



(5)
Renewable consents for not longer than one year may be granted as to a class of matters.



(6)
The consent authority may be employed by SJAs to establish working arrangements with Reserve judge advocates which protect the Air Force's interests while avoiding unnecessary restrictions upon reservists' civilian activities.  Tailored consent arrangements can take into account not only the relationship between a reservists military duties and the matter(s) for which consent is sought, but also, for example the structure and physical layout of the SJA's organization, the missions of organizations which are provided legal services, the sensitivity of the matters involved, the specifics of the relationship of the reservist to his or her firm, and the degree to which the reservist has in the past cooperated in matters of proper conduct and ethics; and when a class consent is under consideration, the frequency with which matters within the class arise, the precision with which the class is described, and the impact of denial of class consent on the affected reservist's private practice.


e.
Advisory Opinions



An advisory opinion may be requested with respect to any of these rules, through judge advocate channels, from the TJAG Ethics Advisory Council.  Any advisory opinion is necessarily limited, to the facts presented.


f.
Complaints



Except as otherwise provided by law or regulation, complaints alleging a violation by a Reserve judge advocate of any applicable standard of conduct shall be forwarded to the reservist’s SJA at the office of attachment.  In those instances where the alleged facts supporting a complaint are credible and indicate that a violation may have occurred, the SJA should first seek to resolve the matter at his or her level.  If resolution is not possible at that level, the complaint, together with the SJA's written review and any comments presented by the reservist, shall be forwarded through judge advocate channels to the TJAG Ethics Advisory Council for its review.  The file will then be forwarded to TJAG for appropriate action.


g.
Implementation



(1)
Training – Instruction concerning these standards of conduct shall be presented during each Annual Survey of the Law, Staff Judge Advocate Course, Reserve Forces Judge Advocate Course, and at other appropriate courses and conferences.



(2)
Each reservist will discuss these standards with his or her SJA upon assignment or attachment and acknowledge that he or she has read them and agrees to abide by them.  This acknowledgment will be signed by both the SJA and the reservist and be permanently filed in the reservist's training folder.  The discussion and acknowledgment will be reaccomplished within 120 days of the assignment of a new SJA, the assignment of the reservist, or a significant change in the reservists practice or employment.  The acknowledgment, dated and signed by the SJA and Reserve judge advocate, will take the following form:  I have read the Standards of Professional Conduct for Air Force Reserve Judge Advocates and discussed them with my Staff Judge Advocate.  I agree to abide by them.
2.
Physical Fitness


(AFI 40-501)


IMAs must be physically fit, able to do their job under considerable stress, and present a lean, fit military appearance.  Air Force members must take a physical fitness test each calendar year.  The method of testing is the cycle ergometer.  The IMA's unit of attachment is responsible to have each IMA annually tested.

3.
Weight and Body Fat Management Program (WBFMP)


(AFI 40-502)


The maximum allowable weights for a given height are given in AFI 40-502, Attachment 3, and body fat standards are set forth in paragraph 11 of the AFI.  The IMA’s unit of attachment must weigh each individual reservist and, if appropriate, have them measured for body fat percentage during the first opportunity for training performed each calendar year.  The unit of attachment is responsible for monitoring the member's body fat percentage and informs           HQ ARPC/JA.  If the unit of attachment identifies an individual who is overweight, the unit will schedule the member for a medical evaluation and initial diet counseling.  The commander of the unit of attachment will decide whether or not to enter the member on the WBFMP based on the medical evaluation.  The unit should notify HQ ARPC/JA and must forward an AF Form 108, Weight Program Processing, to HQ ARPC/DPSR (6760 E. Irvington Place, #4300, Denver CO 80280-4300, fax DSN 926-8999) when the reservist is entered into the WBFMP.


Commanders will authorize sufficient 90-day observation periods to lose the required weight or percentage of body fat (1 percent in body fat per month, or a weight loss of 3 pounds per month for women or 5 pounds per month for men, in Phase I) for each observation period until the member reaches the target body fat requirement.  The unit of attachment commander or     HQ ARPC/JA may initiate reassignment action after the second unsatisfactory observation period.  The member may be reassigned to the Inactive Reserve.  If the member does not report for the mandatory 90-day body fat check, reassignment action will be initiated.  All administrative actions must be coordinated with the MAJCOM, unit of attachment, and           HQ ARPC/JA.  NOTE:  While an IMA is in the WBFMP, there must be proof that satisfactory progress is being made in order for the IMA to participate for pay or points.  Inactive Duty for Training (IDT) (4 hours) every 90 days is authorized for the IMA to be measured for body fat percentage.  When in Phase I of the WBFMP members are ineligible for any assignment actions, to assume higher grade, or for any similar career actions.
APPENDIX A: 
Uniformed Services Employment
and Reemployment Rights Act (USERRA) of 1994

Points of Contact Regarding USERRA

Reservists who are having problems with their employers should contact either of these two entities:

National Committee for Employer Support of Guard and Reserve (ESGR)


1-800-336-4590


Also, much useful information can be found on their website at http://www.esgr.org/.


Veteran’s Employment and Training Service (VETS) (part of the Department of Labor)


Contact information for regional offices and lots of useful information can be found on their website, at http://www.dol.gov/elaws/userra0.htm.

USERRA Summary

The following summary of USERRA is from the VETS website:

The Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA) was signed into law on October 13, 1994.  USERRA clarifies and strengthens the Veterans' Reemployment Rights (VRR) Statute.  The Act itself can be found in the United States Code at Chapter 43, Part III, Title 38.
USERRA is intended to minimize the disadvantages to an individual that occur when that person needs to be absent from his or her civilian employment to serve in this country's uniformed services.  USERRA makes major improvements in protecting service member rights and benefits by clarifying the law and improving enforcement mechanisms.  It also provides employees with Department of Labor assistance in processing claims.  Specifically, USERRA expands the cumulative length of time that an individual may be absent from work for uniformed services duty and retain reemployment rights.

The law is intended to encourage noncareer uniformed service so that America can enjoy the protection of those services, staffed by qualified people, while maintaining a balance with the needs of private and public employers who also depend on these same individuals.

USERRA potentially covers every individual in the country who serves in or has served in the uniformed services, and applies to all employers in the public and private sectors, including Federal employers.  The law seeks to ensure that those who serve their country can retain their civilian employment and benefits, and can seek employment free from discrimination because of their service.  USERRA provides enhanced protection for disabled veterans, requiring employers to make reasonable efforts to accommodate the disability.

USERRA is administered by the United States Department of Labor, through the Veterans' Employment and Training Service (VETS).  VETS provides assistance to those persons experiencing service connected problems with their civilian employment, and provides information about the Act to employers.

The USERRA was enacted by Congress and signed into law by President Clinton on October 13, 1994.  Congress amended the law in 1996, 1998, and 2000.  The version shown below includes all amendments through October 1, 2001.  USERRA is codified in Title 38, United States Code, Sections 4301-4333 (38 U.S.C. §§ 4301-4333).

Text of the law, 38 U.S.C. §§ 4301-4333
Uniformed Services Employment and Reemployment Rights Act of 1994, as amended
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SUBCHAPTER I--GENERAL

§ 4301.  Purposes; sense of Congress

(a) The purposes of this chapter are--


(1) to encourage noncareer service in the uniformed services by eliminating or minimizing the disadvantages to civilian careers and employment which can result from such service;


(2) to minimize the disruption to the lives of persons performing service in the uniformed services as well as to their employers, their fellow employees, and their communities, by providing for the prompt reemployment of such persons upon their completion of such service; and


(3) to prohibit discrimination against persons because of their service in the uniformed services.

(b) It is the sense of Congress that the Federal Government should be a model employer in carrying out the provisions of this chapter.

§ 4302.  Relation to other law and plans or agreements

(a) Nothing in this chapter shall supersede, nullify or diminish any Federal or State law (including any local law or ordinance), contract, agreement, policy, plan, practice, or other matter that establishes a right or benefit that is more beneficial to, or is in addition to, a right or benefit provided for such person in this chapter.

(b) This chapter supersedes any State law (including any local law or ordinance), contract, agreement, policy, plan, practice, or other matter that reduces, limits, or eliminates in any manner any right or benefit provided by this chapter, including the establishment of additional prerequisites to the exercise of any such right or the receipt of any such benefit.

§ 4303.  Definitions

For the purposes of this chapter--


(1) The term 'Attorney General' means the Attorney General of the United States or any person designated by the Attorney General to carry out a responsibility of the Attorney General under this chapter.


(2) The term 'benefit', 'benefit of employment', or 'rights and benefits' means any advantage, profit, privilege, gain, status, account, or interest (other than wages or salary for work performed) that accrues by reason of an employment contract or agreement or an employer policy, plan, or practice and includes rights and benefits under a pension plan, a health plan, an employee stock ownership plan, insurance coverage and awards, bonuses, severance pay, supplemental unemployment benefits, vacations, and the opportunity to select work hours or location of employment.


(3) The term 'employee' means any person employed by an employer.  Such term includes any person who is a citizen, national or permanent resident alien of the United States employed in a workplace in a foreign country by an employer that is an entity incorporated or otherwise organized in the United States or that is controlled by an entity organized in the United States, within the meaning of Section 4319(c) of this title.


(4)
(A) Except as provided in subparagraphs (B) and (C), the term 'employer' means any person, institution, organization, or other entity that pays salary or wages for work performed or that has control over employment opportunities, including--




(i) a person, institution, organization, or other entity to whom the employer has delegated the performance of employment-related responsibilities;




(ii) the Federal Government;




(iii) a State;




(iv) any successor in interest to a person, institution, organization, or other entity referred to in this subparagraph; and




(v) a person, institution, organization, or other entity that has denied initial employment in violation of section 4311.



(B) In the case of a National Guard technician employed under section 709 of title 32, the term 'employer' means the adjutant general of the State in which the technician is employed.



(C) Except as an actual employer of employees, an employee pension benefit plan described in section 3(2) of the Employee Retirement Income Security Act of 1974 (29 U.S.C. § 1002(2)) shall be deemed to be an employer only with respect to the obligation to provide benefits described in section 4318.


(5) The term 'Federal executive agency' includes the United States Postal Service, the Postal Rate Commission, any nonappropriated fund instrumentality of the United States, any Executive agency (as that term is defined in section 105 of title 5) other than an agency referred to in section 2302(a)(2)(C)(ii) of title 5, and any military department (as that term is defined in section 102 of title 5) with respect to the civilian employees of that department.


(6) The term 'Federal Government' includes any Federal executive agency, the legislative branch of the United States, and the judicial branch of the United States.


(7) The term 'health plan' means an insurance policy or contract, medical or hospital service agreement, membership or subscription contract, or other arrangement under which health services for individuals are provided or the expenses of such services are paid.


(8) The term 'notice' means (with respect to subchapter II) any written or verbal notification of an obligation or intention to perform service in the uniformed services provided to an employer by the employee who will perform such service or by the uniformed service in which such service is to be performed.


(9) The term 'qualified', with respect to an employment position, means having the ability to perform the essential tasks of the position.


(10) The term 'reasonable efforts', in the case of actions required of an employer under this chapter, means actions, including training provided by an employer, that do not place an undue hardship on the employer.


(11) Notwithstanding section 101, the term 'Secretary' means the Secretary of Labor or any person designated by such Secretary to carry out an activity under this chapter.


(12) The term 'seniority' means longevity in employment together with any benefits of employment which accrue with, or are determined by, longevity in employment.


(13) The term 'service in the uniformed services' means the performance of duty on a voluntary or involuntary basis in a uniformed service under competent authority and include active duty, active duty for training, initial active duty for training, inactive duty training, full-time National Guard duty, a period for which such person is absent from a position of employment for the purpose of an examination to determine the fitness of the person to perform any such duty, and a period for which a person is absent from a position of employment for the purpose of performing funeral honors duty as authorized by section 12503 of title 10 or section 115 of title 32.


(14) The term 'State' means each of the several States of the United States, the District of Columbia, the Commonwealth of Puerto Rico, Guam, the Virgin Islands, and other territories of the United States (including the agencies and political subdivisions thereof).


(15) The term 'undue hardship', in the case of actions taken by an employer, means actions requiring significant difficulty or expense, when considered in light of--



(A) the nature and cost of the action needed under this chapter;



(B) the overall financial resources of the facility or facilities involved in the provision of the action; the number of persons employed at such facility; the effect on expenses and resources, or the impact otherwise of such action upon the operation of the facility;



(C) the overall financial resources of the employer; the overall size of the business of an employer with respect to the number of its employees; the number, type, and location of its facilities; and



(D) the type of operation or operations of the employer, including the composition, structure, and functions of the work force of such employer; the geographic separateness, administrative, or fiscal relationship of the facility or facilities in question to the employer.


(16) The term 'uniformed services' means the Armed Forces, the Army National Guard
and the Air National Guard when engaged in active duty for training, inactive duty training, or full-time National Guard duty, the commissioned corps of the Public Health
Service, and any other category of persons designated by the President in time of war or
national emergency.

§ 4304.  Character of service

A person's entitlement to the benefits of this chapter by reason of the service of such person in one of the uniformed services terminates upon the occurrence of any of the following events:


(1) A separation of such person from such uniformed service with a dishonorable or bad conduct discharge.


(2) A separation of such person from such uniformed service under other than honorable conditions, as characterized pursuant to regulations prescribed by the Secretary concerned.


(3) A dismissal of such person permitted under section 1161(a) of title 10.


(4) A dropping of such person from the rolls pursuant to section 1161(b) of title 10.

SUBCHAPTER II--EMPLOYMENT AND REEMPLOYMENT RIGHTS AND LIMITATIONS; PROHIBITIONS

§ 4311.  Discrimination against persons who serve in the uniformed services and acts of reprisal prohibited

(a) A person who is a member of, applies to be a member of, performs, has performed, applies to perform, or has an obligation to perform service in a uniformed service shall not be denied initial employment, reemployment, retention in employment, promotion, or any benefit of employment by an employer on the basis of that membership, application for membership, performance of service, application for service, or obligation.

(b) An employer may not discriminate in employment against or take any adverse employment action against any person because such person (1) has taken an action to enforce a protection afforded any person under this chapter, (2) has testified or otherwise made a statement in or in connection with any proceeding under this chapter, (3) has assisted or otherwise participated in an investigation under this chapter, or (4) has exercised a right provided for in this chapter.  The prohibition in this subsection shall apply with respect to a person regardless of whether that person has performed service in the uniformed services.

(c) An employer shall be considered to have engaged in actions prohibited-


(1) under subsection (a), if the person's membership, application for membership, service, application for service, or obligation for service in the uniformed services is a motivating factor in the employer's action, unless the employer can prove that the action would have been taken in the absence of such membership, application for membership, service, application for service, or obligation for service; or


(2) under subsection (b), if the person's (A) action to enforce a protection afforded any person under this chapter, (B) testimony or making of a statement in or in connection with any proceeding under this chapter, (C) assistance or other participation in an investigation under this chapter, or (D) exercise of a right provided for in this chapter, is a motivating factor in the employer's action, unless the employer can prove that the action would have been taken in the absence of such person's enforcement action, testimony, statement, assistance, participation, or exercise of a right.

(d) The prohibitions in subsections (a) and (b) shall apply to any position of employment, including a position that is described in section 4312(d)(1)(C) of this title.

§ 4312.  Reemployment rights of persons who serve in the uniformed services

(a) Subject to subsections (b), (c), and (d) and to section 4304, any person whose absence from a position of employment is necessitated by reason of service in the uniformed services shall be entitled to the reemployment rights and benefits and other employment benefits of this chapter if--


(1) the person (or an appropriate officer of the uniformed service in which such service is performed) has given advance written or verbal notice of such service to such person's employer;


(2) the cumulative length of the absence and of all previous absences from a position of employment with that employer by reason of service in the uniformed services does not exceed five years; and


(3) except as provided in subsection (f), the person reports to, or submits an application for reemployment to, such employer in accordance with the provisions of subsection (e).

(b) No notice is required under subsection (a)(1) if the giving of such notice is precluded by military necessity or, under all of the relevant circumstances, the giving of such notice is otherwise impossible or unreasonable.  A determination of military necessity for the purposes of this subsection shall be made pursuant to regulations prescribed by the Secretary of Defense and shall not be subject to judicial review.

(c) Subsection (a) shall apply to a person who is absent from a position of employment by reason of service in the uniformed services if such person's cumulative period of service in the uniformed services, with respect to the employer relationship for which a person seeks reemployment, does not exceed five years, except that any such period of service shall not include any service--


(1) that is required, beyond five years, to complete an initial period of obligated service;


(2) during which such person was unable to obtain orders releasing such person from a period of service in the uniformed services before the expiration of such five-year period and such inability was through no fault of such person;


(3) performed as required pursuant to section 10147 of title 10, under section 502(a) or 503 of title 32, or to fulfill additional training requirements determined and certified in writing by the Secretary concerned, to be necessary for professional development, or for completion of skill training or retraining; or


(4) performed by a member of a uniformed service who is--



(A) ordered to or retained on active duty under section 688, 12301(a), 12301(g), 12302, 12304, or 12305 of title 10 or under section 331, 332, 359, 360, 367, or 712 of title 14;



(B) ordered to or retained on active duty (other than for training) under any provision of law because of a war or national emergency declared by the President or the Congress.  as determined by the Secretary concerned;



(C) ordered to active duty (other than for training) in support, as determined by the Secretary concerned, of an operational mission for which personnel have been ordered to active duty under section 12304 of title 10;



(D) ordered to active duty in support, as determined by the Secretary concerned, of a critical mission or requirement of the uniformed services; or



(E) called into Federal service as a member of the National Guard under chapter 15 of title 10 or under section 12406 of title 10.

(d)
(1) An employer is not required to reemploy a person under this chapter if--



(A) the employer's circumstances have so changed as to make such reemployment impossible or unreasonable;



(B) in the case of a person entitled to reemployment under subsection (a)(3), (a)(4), or (b)(2)(B) of section 4313, such employment would impose an undue hardship on the employer; or



(C) the employment from which the person leaves to serve in the uniformed services is for a brief, nonrecurrent period and there is no reasonable expectation that such employment will continue indefinitely or for a significant period.


(2) In any proceeding involving an issue of whether--



(A) any reemployment referred to in paragraph (1) is impossible or unreasonable because of a change in an employer's circumstances,



(B) any accommodation, training, or effort referred to in subsection (a)(3), (a)(4), or (b)(2)(B) of section 4313 would impose an undue hardship on the employer, or



(C) the employment referred to in paragraph (1)(C) is for a brief, nonrecurrent period and there is no reasonable expectation that such employment will continue indefinitely or for a significant period, the employer shall have the burden of proving the impossibility or unreasonableness, undue hardship, or the brief or nonrecurrent nature of the employment without a reasonable expectation of continuing indefinitely or for a significant period.

(e)
(1) Subject to paragraph (2), a person referred to in subsection (a) shall, upon the completion of a period of service in the uniformed services, notify the employer referred to in such subsection of the person's intent to return to a position of employment with such employer as follows:



(A) In the case of a person whose period of service in the uniformed services was less than 31 days, by reporting to the employer--




(i) not later than the beginning of the first full regularly scheduled work period on the first full calendar day following the completion of the period of service and the expiration of eight hours after a period allowing for the safe transportation of the person from the place of that service to the person's residence; or




(ii) as soon as possible after the expiration of the eight-hour period referred to in clause (i), if reporting within the period referred to in such clause is impossible or unreasonable through no fault of the person.



(B) In the case of a person who is absent from a position of employment for a period of any length for the purposes of an examination to determine the person's fitness to perform service in the uniformed services, by reporting in the manner and time referred to in subparagraph (A).



(C) In the case of a person whose period of service in the uniformed services was for more than 30 days but less than 181 days, by submitting an application for reemployment with the employer not later than 14 days after the completion of the period of service or if submitting such application within such period is impossible or unreasonable through no fault of the person, the next first full calendar day when submission of such application becomes possible.



(D) In the case of a person whose period of service in the uniformed services was for more than 180 days, by submitting an application for reemployment with the employer not later than 90 days after the completion of the period of service.


(2)
(A) A person who is hospitalized for, or convalescing from, an illness or injury incurred in, or aggravated during, the performance of service in the uniformed services shall, at the end of the period that is necessary for the person to recover from such illness or injury, report to the person's employer (in the case of a person described in subparagraph (A) or (B) of paragraph (1)) or submit an application for reemployment with such employer (in the case of a person described in subparagraph (C) or (D) of such paragraph).  Except as provided in subparagraph (B), such period of recovery may not exceed two years.



(B) Such two-year period shall be extended by the minimum time required to accommodate the circumstances beyond such person's control which make reporting within the period specified in subparagraph (A) impossible or unreasonable.


(3) A person who fails to report or apply for employment or reemployment within the appropriate period specified in this subsection shall not automatically forfeit such person's entitlement to the rights and benefits referred to in subsection (a) but shall be subject to the conduct rules, established policy, and general practices of the employer pertaining to explanations and discipline with respect to absence from scheduled work.

(f)
(1) A person who submits an application for reemployment in accordance with subparagraph (C) or (D) of subsection (e)(1) or subsection (e)(2) shall provide to the person's employer (upon the request of such employer) documentation to establish that--



(A) the person's application is timely;



(B) the person has not exceeded the service limitations set forth in subsection (a)(2) (except as permitted under subsection (c)); and



(C) the person's entitlement to the benefits under this chapter has not been terminated pursuant to section 4304.


(2) Documentation of any matter referred to in paragraph (1) that satisfies regulations prescribed by the Secretary shall satisfy the documentation requirements in such paragraph.


(3)
(A) Except as provided in subparagraph (B), the failure of a person to provide documentation that satisfies regulations prescribed pursuant to paragraph (2) shall not be a basis for denying reemployment in accordance with the provisions of this chapter if the failure occurs because such documentation does not exist or is not readily available at the time of the request of the employer.  If, after such reemployment, documentation becomes available that establishes that such person does not meet one or more of the requirements referred to in subparagraphs (A), (B), and (C) of paragraph (1), the employer of such person may terminate the employment of the person and the provision of any rights or benefits afforded the person under this chapter.



(B) An employer who reemploys a person absent from a position of employment for more than 90 days may require that the person provide the employer with the documentation referred to in subparagraph (A) before beginning to treat the person as not having incurred a break in service for pension purposes under section 4318(a)(2)(A).


(4) An employer may not delay or attempt to defeat a reemployment obligation by demanding documentation that does not then exist or is not then readily available.

(g) The right of a person to reemployment under this section shall not entitle such person to retention, preference, or displacement rights over any person with a superior claim under the provisions of title 5, United States Code, relating to veterans and other preference eligible.

(h) In any determination of a person's entitlement to protection under this chapter, the timing, frequency, and duration of the person's training or service, or the nature of such training or service (including voluntary service) in the uniformed services, shall not be a basis for denying protection of this chapter if the service does not exceed the limitations set forth in subsection (c) and the notice requirements established in subsection (a)(1) and the notification requirements established in subsection (e) are met.

§ 4313.  Reemployment positions

(a) Subject to subsection (b) (in the case of any employee) and sections 4314 and 4315 (in the case of an employee of the Federal Government), a person entitled to reemployment under section 4312, upon completion of a period of service in the uniformed services, shall be promptly reemployed in a position of employment in accordance with the following order of priority:


(1) Except as provided in paragraphs (3) and (4), in the case of a person whose period of service in the uniformed services was for less than 91 days--



(A) in the position of employment in which the person would have been employed if the continuous employment of such person with the employer had not been interrupted by such service, the duties of which the person is qualified to perform; or



(B) in the position of employment in which the person was employed on the date of the commencement of the service in the uniformed services, only if the person is not qualified to perform the duties of the position referred to in subparagraph



(C) after reasonable efforts by the employer to qualify the person.


(2) Except as provided in paragraphs (3) and (4), in the case of a person whose period of service in the uniformed services was for more than 90 days--



(A) in the position of employment in which the person would have been employed if the continuous employment of such person with the employer had not been interrupted by such service, or a position of like seniority, status and pay, the duties of which the person is qualified to perform; or



(B) in the position of employment in which the person was employed on the date of the commencement of the service in the uniformed services, or a position of like seniority, status and pay, the duties of which the person is qualified to perform, only if the person is not qualified to perform the duties of a position referred to in subparagraph (A) after reasonable efforts by the employer to qualify the person.


(3) In the case of a person who has a disability incurred in, or aggravated during, such service, and who (after reasonable efforts by the employer to accommodate the disability) is not qualified due to such disability to be employed in the position of employment in which the person would have been employed if the continuous employment of such person with the employer had not been interrupted by such service—



(A) in any other position which is equivalent in seniority, status, and pay, the duties of which the person is qualified to perform or would become qualified to perform with reasonable efforts by the employer; or (B) if not employed under subparagraph (A), in a position which is the nearest approximation to a position referred to in subparagraph (A) in terms of seniority, status, and pay consistent with circumstances of such person's case.


(4) In the case of a person who (A) is not qualified to be employed in (i) the position of employment in which the person would have been employed if the continuous employment of such person with the employer had not been interrupted by such service, or (ii) in the position of employment in which such person was employed on the date of the commencement of the service in the uniform services for any reason (other than disability incurred in, or aggravated during, service in the uniformed services), and (B) cannot become qualified with reasonable efforts by the employer, in any other position which is the nearest approximation to a position referred to first in clause (A)(I) and then in clause (A)(ii) which such person is qualified to perform, with full seniority.

(b)
(1) If two or more persons are entitled to reemployment under section 4312 in the same position of employment and more than one of them has reported for such reemployment, the person who left the position first shall have the prior right to reemployment in that position.


(2) Any person entitled to reemployment under section 4312 who is not reemployed in a position of employment by reason of paragraph (1) shall be entitled to be reemployed as follows:



(A) Except as provided in subparagraph (B), in any other position of employment referred to in subsection (a)(1) or (a)(2), as the case may be (in the order of priority set out in the applicable subsection), that provides a similar status and pay to a position of employment referred to in paragraph (1) of this subsection, consistent with the circumstances of such person's case, with full seniority.



(B) In the case of a person who has a disability incurred in, or aggravated during, a period of service in the uniformed services that requires reasonable efforts by the employer for the person to be able to perform the duties of the position of employment, in any other position referred to in subsection (a)(3) (in the order of priority set out in that subsection) that provides a similar status and pay to a position referred to in paragraph (1) of this subsection, consistent with circumstances of such person's case, with full seniority.

§ 4314.  Reemployment by the Federal Government

(a) Except as provided in subsections (b), (c), and (d), if a person is entitled to reemployment by the Federal Government under section 4312, such person shall be reemployed in a position of employment as described in section 4313.

(b)
(1) If the Director of the Office of Personnel Management makes a determination described in paragraph (2) with respect to a person who was employed by a Federal executive agency at the time the person entered the service from which the person seeks reemployment under this section, the Director shall--



(A) identify a position of like seniority, status, and pay at another Federal executive agency that satisfies the requirements of section 4313 and for which the person is qualified; and



(B) ensure that the person is offered such position.


(2) The Director shall carry out the duties referred to in subparagraphs (A) and (B) of paragraph (1) if the Director determines that--



(A) the Federal executive agency that employed the person referred to in such paragraph no longer exists and the functions of such agency have not been transferred to another Federal executive agency; or



(B) it is impossible or unreasonable for the agency to reemploy the person.

(c) If the employer of a person described in subsection (a) was, at the time such person entered the service from which such person seeks reemployment under this section, a part of the judicial branch or the legislative branch of the Federal Government, and such employer determines that it is impossible or unreasonable for such employer to reemploy such person, such person shall, upon application to the Director of the Office of Personnel Management, be ensured an offer of employment in an alternative position in a Federal executive agency on the basis described in subsection (b).

(d) If the adjutant general of a State determines that it is impossible or unreasonable to reemploy a person who was a National Guard technician employed under section 709 of title 32, such person shall, upon application to the Director of the Office of Personnel Management, be ensured an offer of employment in an alternative position in a Federal executive agency on the basis described in subsection (b).

§ 4315.  Reemployment by certain Federal agencies

(a) The head of each agency referred to in section 2302(a)(2)(C)(ii) of title 5 shall prescribe procedures for ensuring that the rights under this chapter apply to the employees of such agency.

(b) In prescribing procedures under subsection (a), the head of an agency referred to in that subsection shall ensure, to the maximum extent practicable, that the procedures of the agency for reemploying persons who serve in the uniformed services provide for the reemployment of such persons in the agency in a manner similar to the manner of reemployment described in section 4313.

(c)
(1) The procedures prescribed under subsection (a) shall designate an official at the agency who shall determine whether or not the reemployment of a person referred to in subsection (b) by the agency is impossible or unreasonable.


(2) Upon making a determination that the reemployment by the agency of a person referred to in subsection (b) is impossible or unreasonable, the official referred to in paragraph (1) shall notify the person and the Director of the Office of Personnel Management of such determination.


(3) A determination pursuant to this subsection shall not be subject to judicial review.


(4) The head of each agency referred to in subsection (a) shall submit to the Select Committee on Intelligence and the Committee on Veterans' Affairs of the Senate and the Permanent Select Committee on Intelligence and the Committee on Veterans' Affairs of the House of Representatives on an annual basis a report on the number of persons whose reemployment with the agency was determined under this subsection to be impossible or unreasonable during the year preceding the report, including the reason for each such determination.

(d)
(1) Except as provided in this section, nothing in this section, section 4313, or section 4325 shall be construed to exempt any agency referred to in subsection (a) from compliance with any other substantive provision of this chapter.


(2) This section may not be construed--



(A) as prohibiting an employee of an agency referred to in subsection (a) from seeking information from the Secretary regarding assistance in seeking reemployment from the agency under this chapter, alternative employment in the Federal Government under this chapter, or information relating to the rights and obligations of employee and Federal agencies under this chapter; or



(B) as prohibiting such an agency from voluntarily cooperating with or seeking assistance in or of clarification from the Secretary or the Director of the Office of Personnel Management of any matter arising under this chapter.

(e) The Director of the Office of Personnel Management shall ensure the offer of employment to a person in a position in a Federal executive agency on the basis described in subsection (b) if--


(1) the person was an employee of an agency referred to in section 2302(a)(2)(C)(ii) of title 5 at the time the person entered the service from which the person seeks reemployment under this section;


(2) the appropriate officer of the agency determines under subsection (c) that reemployment of the person by the agency is impossible or unreasonable; and


(3) the person submits an application to the Director for an offer of employment under this subsection.

§ 4316.  Rights, benefits, and obligations of persons absent from employment for service in a uniformed service

(a) A person who is reemployed under this chapter is entitled to the seniority and other rights and benefits determined by seniority that the person had on the date of the commencement of service in the uniformed services plus the additional seniority and rights and benefits that such person would have attained if the person had remained continuously employed.

(b)
(1) Subject to paragraphs (2) through (6), a person who is absent from a position of employment by reason of service in the uniformed services shall be--



(A) deemed to be on furlough or leave of absence while performing such service; and



(B) entitled to such other rights and benefits not determined by seniority as are generally provided by the employer of the person to employees having similar seniority, status, and pay who are on furlough or leave of absence under a contract, agreement, policy, practice, or plan in effect at the commencement of such service or established while such person performs such service.


(2)
(A) Subject to subparagraph (B), a person who--




(i) is absent from a position of employment by reason of service in the uniformed services, and




(ii) knowingly provides written notice of intent not to return to a position of employment after service in the uniformed service, is not entitled to rights and benefits under paragraph (1)(B).



(B) For the purposes of subparagraph (A), the employer shall have the burden of proving that a person knowingly provided clear written notice of intent not to return to a position of employment after service in the uniformed service and, in doing so, was aware of the specific rights and benefits to be lost under subparagraph (A).


(3) A person deemed to be on furlough or leave of absence under this subsection while serving in the uniformed services shall not be entitled under this subsection to any benefits to which the person would not otherwise be entitled if the person had remained continuously employed.


(4) Such person may be required to pay the employee cost, if any, of any funded benefit continued pursuant to paragraph (1) to the extent other employees on furlough or leave of absence are so required.


(5) The entitlement of a person to coverage under a health plan is provided for under section 4317.


(6) The entitlement of a person to a right or benefit under an employee pension benefit plan is provided for under section 4318.

(c) A person who is reemployed by an employer under this chapter shall not be discharged from such employment, except for cause--


(1) within one year after the date of such reemployment, if the person's period of service before the reemployment was more than 180 days; or


(2) within 180 days after the date of such reemployment, if the person's period of service before the reemployment was more than 30 days but less than 181 days.

(d) Any person whose employment with an employer is interrupted by a period of service in the uniformed services shall be permitted, upon request of that person, to use during such period of service any vacation, annual, or similar leave with pay accrued by the person before the commencement of such service.  No employer may require any such person to use vacation, annual, or similar leave during such period of service.

(e)
(1) An employer shall grant an employee who is a member of a reserve component an authorized leave of absence from a position of employment to allow that employee to perform funeral honors duty as authorized by section 12503 of title 10 or section 115.


(2) For purposes of section 4312 (e)(1) of this title, an employee who takes an authorized leave of absence under paragraph (1) is deemed to have notified the employer of the employee's intent to return of such position of employment.

§ 4317.  Health plans

(a)
(1) In any case in which a person (or the person's dependents) has coverage under a health plan in connection with the person's position of employment, including a group health plan (as defined in section 607(1) of the Employee Retirement Income Security Act of 1974), and such person is absent from such position of employment by reason of service in the uniformed services, the plan shall provide that the person may elect to continue such coverage as provided in this subsection.  The maximum period of coverage of a person and the person's dependents under such an election shall be the lesser of--



(A) the 18-month period beginning on the date on which the person's absence begins; or



(B) the day after the date on which the person fails to apply for or return to a position of employment, as determined under section 4312(e).


(2) A person who elects to continue health-plan coverage under this paragraph may be required to pay not more than 102 percent of the full premium under the plan (determined in the same manner as the applicable premium under section 4980B(f)(4) of the Internal Revenue Code of 1986) associated with such coverage for the employer's other employees, except that in the case of a person who performs service in the uniformed services for less than 31 days, such person may not be required to pay more than the employee share, if any, for such coverage.


(3) In the case of a health plan that is a multiemployer plan, as defined in section 3(37) of the Employee Retirement Income Security Act of 1974, any liability under the plan for employer contributions and benefits arising under this paragraph shall be allocated--



(A) by the plan in such manner as the plan sponsor shall provide; or



(B) if the sponsor does not provide--




(i) to the last employer employing the person before the period served by the person in the uniformed services, or




(ii) if such last employer is no longer functional, to the plan.

(b)
(1) Except as provided in paragraph (2), in the case of a person whose coverage under a health plan was terminated by reason of service in the uniformed services, an exclusion or waiting period may not be imposed in connection with the reinstatement of such coverage upon reemployment under this chapter if an exclusion or waiting period would not have been imposed under a health plan had coverage of such person by such plan not been terminated as a result of such service.  This paragraph applies to the person who is reemployed and to any individual who is covered by such plan by reason of the reinstatement of the coverage of such person.


(2) Paragraph (1) shall not apply to the coverage of any illness or injury determined by the Secretary of Veterans Affairs to have been incurred in, or aggravated during performance of service in the uniformed services.

§ 4318.  Employee pension benefit plans

(a)(
1)
(A) Except as provided in subparagraph (B), in the case of a right provided pursuant to an employee pension benefit plan (including those described in sections 3(2) and 3(33) of the Employee Retirement Income Security Act of 1974) or a right provided under any Federal or State law governing pension benefits for governmental employees, the right to pension benefits of a person reemployed under this chapter shall be determined under this section.



(B) In the case of benefits under the Thrift Savings Plan, the rights of a person reemployed under this chapter shall be those rights provided in section 8432b of title 5.  The first sentence of this subparagraph shall not be construed to affect any other right or benefit under this chapter.


(2)
(A) A person reemployed under this chapter shall be treated as not having incurred a break in service with the employer or employers maintaining the plan by reason of such person's period or periods of service in the uniformed services.



(B) Each period served by a person in the uniformed services shall, upon reemployment under this chapter, be deemed to constitute service with the employer or employers maintaining the plan for the purpose of determining the nonforfeitability of the person's accrued benefits and for the purpose of determining the accrual of benefits under the plan.

(b)
(1) An employer reemploying a person under this chapter shall, with respect to a period of service described in subsection (a)(2)(B), be liable to an employee pension benefit plan for funding any obligation of the plan to provide the benefits described in subsection (a)(2) and shall allocate the amount of any employer contribution for the person in the same manner and to the same extent the allocation occurs for other employees during the period of service.  For purposes of determining the amount of such liability and any obligation of the plan, earnings and forfeitures shall not be included.  For purposes of determining the amount of such liability and for purposes of section 515 of the Employee Retirement Income Security Act of 1974 or any similar Federal or State law governing pension benefits for governmental employees, service in the uniformed services that is deemed under subsection (a) to be service with the employer shall be deemed to be service with the employer under the terms of the plan or any applicable collective bargaining agreement.  In the case of a multiemployer plan, as defined in section 3(37) of the Employee Retirement Income Security Act of 1974, any liability of the plan described in this paragraph shall be allocated--



(A) by the plan in such manner as the sponsor maintaining the plan shall provide; or



(B) if the sponsor does not provide--




(i) to the last employer employing the person before the period served by the person in the uniformed services, or




(ii) if such last employer is no longer functional, to the plan.


(2) A person reemployed under this chapter shall be entitled to accrued benefits pursuant to subsection (a) that are contingent on the making of, or derived from, employee contributions or elective deferrals (as defined in section 402(g)(3) of the Internal Revenue Code of 1986) only to the extent the person makes payment to the plan with respect to such contributions or deferrals.  No such payment may exceed the amount the person would have been permitted or required to contribute had the person remained continuously employed by the employer throughout the period of service described in subsection (a)(2)(B).  Any payment to the plan described in this paragraph shall be made during the period beginning with the date of reemployment and whose duration is three times the period of the person's services in the uniformed services, such payment period not to exceed five years.


(3) For purposes of computing an employer's liability under paragraph (1) or the employee's contributions under paragraph (2), the employee's compensation during the period of service described in subsection (a)(2)(B) shall be computed--



(A) at the rate the employee would have received but for the period of service described in subsection (a)(2)(B), or



(B) in the case that the determination of such rate is not reasonably certain, on the basis of the employee's average rate of compensation during the 12-month period immediately preceding such period (or, if shorter, the period of employment immediately preceding such period).

(c) Any employer who reemploys a person under this chapter and who is an employer contributing to a multiemployer plan, as defined in section 3(37) of the Employee Retirement Income Security Act of 1974, under which benefits are or may be payable to such person by reason of the obligations set forth in this chapter, shall, within 30 days after the date of such reemployment, provide information, in writing, of such reemployment to the administrator of such plan.

§ 4319.  Employment and reemployment rights in foreign countries

(a) LIABILITY OF CONTROLLING UNITED STATES EMPLOYER OF FOREIGN ENTITY- If an employer controls an entity that is incorporated or otherwise organized in a foreign country, any denial of employment, reemployment, or benefit by such entity shall be presumed to be by such employer.

(b) INAPPLICABILITY TO FOREIGN EMPLOYER- This subchapter does not apply to foreign operations of an employer that is a foreign person not controlled by or United States employer.

(c) DETERMINATION OF CONTROLLING EMPLOYER- For the purpose of this section, the determination of whether an employer controls an entity shall be based upon the interrelations of operations, common management, centralized control of labor relations, and common ownership or financial control of the employer and the entity.

(d) EXEMPTION- Notwithstanding any other provision of this subchapter, an employer, or an entity controlled by an employer, shall be exempt from compliance with any of sections 4311 through 4318 of this title with respect to an employee in a workplace in a foreign country, if compliance with that section would cause such employer, or such entity controlled by an employer, to violate the law of the foreign country in which the workplace is located.

SUBCHAPTER III--PROCEDURES FOR ASSISTANCE, ENFORCEMENT, AND INVESTIGATION

§ 4321.  Assistance in obtaining reemployment or other employment rights or benefits

The Secretary (through the Veterans' Employment and Training Service) shall provide assistance to any person with respect to the employment and reemployment rights and benefits to which such person is entitled under this chapter.  In providing such assistance, the Secretary may request the assistance of existing Federal and State agencies engaged in similar or related activities and utilize the assistance of volunteers.

§ 4322.  Enforcement of employment or reemployment rights

(a) A person who claims that--


(1) such person is entitled under this chapter to employment or reemployment rights or benefits with respect to employment by an employer; and


(2)
(A) such employer has failed or refused, or is about to fail or refuse, to comply with the provisions of this chapter; or



(B) in the case that the employer is a Federal executive agency, such employer or the Office of Personnel Management has failed or refused, or is about to fail or refuse, to comply with the provisions of this chapter, may file a complaint with the Secretary in accordance with subsection (b), and the Secretary shall investigate such complaint.

(b) Such complaint shall be in writing, be in such form as the Secretary may prescribe, include the name and address of the employer against whom the complaint is filed, and contain a summary of the allegations that form the basis for the complaint.

(c) The Secretary shall, upon request, provide technical assistance to a potential claimant with respect to a complaint under this subsection, and when appropriate, to such claimant's employer.

(d) The Secretary shall investigate each complaint submitted pursuant to subsection (a).  If the Secretary determines as a result of the investigation that the action alleged in such complaint occurred, the Secretary shall attempt to resolve the complaint by making reasonable efforts to ensure that the person or entity named in the complaint complies with the provisions of this chapter.

(e) If the efforts of the Secretary with respect to any complaint filed under subsection (a) do not resolve the complaint, the Secretary shall notify the person who submitted the complaint of--


(1) the results of the Secretary's investigation; and


(2) the complainant's entitlement to proceed under the enforcement of rights provisions provided under section 4323 (in the case of a person submitting a complaint against a State or private employer) or section 4324 (in the case of a person submitting a complaint against a Federal executive agency or the Office of Personnel Management).

(f) This subchapter does not apply to any action relating to benefits to be provided under the Thrift Savings Plan under title 5.

§ 4323.  Enforcement of rights with respect to a State or private employer
(a) Action for relief.


(1) A person who receives from the Secretary a notification pursuant to section 4322(e) of this title of an unsuccessful effort to resolve a complaint relating to a State (as an employer) or a private employer may request that the Secretary refer the complaint to the Attorney General.  If the Attorney General is responsibly satisfied that the person on whose behalf the complaint is referred is entitled to the rights or benefits sought, the Attorney General may appear on behalf of, and act as attorney for, the person on whose behalf the complaint is submitted and commence an action for relief under this chapter for such person.  In the case of such an action against a State (as an employer), the action shall be brought in the name of the United States as the plaintiff in the action.


(2) A person may commence an action for relief with respect to a complaint against a State (as an employer) or a private employer if the person--



(A) has chosen not to apply to the Secretary for assistance under section 4322(a) of this title;



(B) has chosen not to request that the Secretary refer the complaint to the Attorney General under paragraph (1); or



(C) has been refused representation by the Attorney General with respect to the complaint under such paragraph.

(b) Jurisdiction


(1) In the case of an action against a State (as an employer) or a private employer commenced by the United States, the district courts of the United States shall have jurisdiction over the action.


(2) In the case of action against a State (as an employer) by a person, the action may be brought in a State court of competent jurisdiction in accordance with the laws of the State.


(3) In the case of an action against a private employer by a person, the district courts of the United States shall have jurisdiction of the action.

(c) Venue


(1) In the case of an action by the United States against a State (as an employer), the action may proceed in the United States district court for any district in which the State exercises any authority or carries out any function.


(2) In the case of an action against a private employer, the action may proceed in the United States district court for any district in which the private employer of the person maintains a place of business.

(d) Remedies


(1) In any action under this section, the court may award relief as follows:



(A) The court may require the employer to comply with the provisions of this chapter.



(B) The court may require the employer to compensate the person for any loss of wages or benefits suffered by reason of such employer's failure to comply with the provisions of this chapter.



(C) The court may require the employer to play the person an amount equal to the amount referred to in subparagraph (B) as liquidated damages, if the court determines that the employer's failure to comply with the provisions of this chapter was willful.


(2)
(A) Any compensation awarded under subparagraph (B) or (C) of paragraph (1) shall be in addition to, and shall not diminish, any of the other rights and benefits provided for under this chapter.



(B) In the case of an action commenced in the name of the United States for which the relief includes compensation awarded under subparagraph (B) or (C) of paragraph (1), such compensation shall be held in a special deposit account and shall be paid, on order of the Attorney General, directly to the person.  If the compensation is not paid to the person because of inability to do so within a period of 3 years, the compensation shall be converted into the Treasury of the United States as miscellaneous receipts.


(3) A State shall be subject to the same remedies, including prejudgment interest, as may be imposed upon any private employer under this section.

(e) Equity powers.  The court may use it full equity powers, including temporary or permanent injunctions, temporary restraining orders, and contempt orders, to vindicate fully the rights of benefits of persons under this chapter.

(f) Standing.  An action under this chapter may be initiated only by a person claiming rights or benefits under this chapter under subsection (a) or by the United States under subsection (a)(1).

(g) Respondent.  In any action under this chapter, only an employer or a potential employer, as the case may be, shall be a necessary party respondent.

(h) Fees, court costs.


(1) No fees or court costs may be charged or taxed against any person claiming rights under this chapter.


(2) In any action or proceeding to enforce a provision of this chapter by a person under subsection (a)(2) who obtained private counsel for such action or proceeding, the court may award any such person who prevails in such action or proceeding reasonable attorney fees, expert witness fees, and other litigation expenses.

(i) Inapplicability of State statute of limitations.  No State statute of limitations shall apply to any proceeding under this chapter.

(j) Definition.  In this section, the term “private employer” includes a political subdivision of a State..

§ 4324.  Enforcement of rights with respect to Federal executive agencies

(a)
(1) A person who receives from the Secretary a notification pursuant to section 4322(e) may request that the Secretary refer the complaint for litigation before the Merit Systems Protection Board.  The Secretary shall refer the complaint to the Office of Special Counsel established by section 1211 of title 5.


(2)
(A) If the Special Counsel is reasonably satisfied that the person on whose behalf a complaint is referred under paragraph (1) is entitled to the rights or benefits sought, the Special Counsel (upon the request of the person submitting the complaint) may appear on behalf of, and act as attorney for, the person and initiate an action regarding such complaint before the Merit Systems Protection Board.



(B) If the Special Counsel declines to initiate an action and represent a person before the Merit Systems Protection Board under subparagraph (A), the Special Counsel shall notify such person of that decision.

(b) A person may submit a complaint against a Federal executive agency or the Office of Personnel Management under this subchapter directly to the Merit Systems Protection Board if that person--


(1) has chosen not to apply to the Secretary for assistance under section 4322(a);


(2) has received a notification from the Secretary under section 4322(e);


(3) has chosen not to be represented before the Board by the Special Counsel pursuant to subsection (a)(2)(A); or


(4) has received a notification of a decision from the Special Counsel under subsection (a)(2)(B).

(c)
(1) The Merit Systems Protection Board shall adjudicate any complaint brought before the Board pursuant to subsection (a)(2)(A) or (b), without, regard as to whether the complaint accrued before, on, or after October 13, 1994.  A person who seeks a hearing or adjudication by submitting such a complaint under this paragraph may be represented at such hearing or adjudication in accordance with the rules of the Board.


(2) If the Board determines that a Federal executive agency or the Office of Personnel Management has not complied with the provisions of this chapter relating to the employment or reemployment of a person by the agency, the Board shall enter an order requiring the agency or Office to comply with such provisions and to compensate such person for any loss of wages or benefits suffered by such person by reason of such lack of compliance.


(3) Any compensation received by a person pursuant to an order under paragraph (2) shall be in addition to any other right or benefit provided for by this chapter and shall not diminish any such right or benefit.


(4) If the Board determines as a result of a hearing or adjudication conducted pursuant to a complaint submitted by a person directly to the Board pursuant to subsection (b) that such person is entitled to an order referred to in paragraph (2), the Board may, in its discretion, award such person reasonable attorney fees, expert witness fees, and other litigation expenses.

(d)
(1) A person adversely affected or aggrieved by a final order or decision of the Merit Systems Protection Board under subsection (c) may petition the United States Court of Appeals for the Federal Circuit to review the final order or decision.  Such petition and review shall be in accordance with the procedures set forth in section 7703 of title 5.


(2) Such person may be represented in the Federal Circuit proceeding by the Special Counsel unless the person was not represented by the Special Counsel before the Merit Systems Protection Board regarding such order or decision.

§ 4325.  Enforcement of rights with respect to certain Federal agencies

(a) This section applies to any person who alleges that--


(1) the reemployment of such person by an agency referred to in subsection (a) of section 4315 was not in accordance with procedures for the reemployment of such person under subsection (b) of such section; or


(2) the failure of such agency to reemploy the person under such section was otherwise wrongful.

(b) Any person referred to in subsection (a) may submit a claim relating to an allegation referred to in that subsection to the inspector general of the agency which is the subject of the allegation.  The inspector general shall investigate and resolve the allegation pursuant to procedures prescribed by the head of the agency.

(c) In prescribing procedures for the investigation and resolution of allegations under subsection (b), the head of an agency shall ensure, to the maximum extent practicable, that the procedures are similar to the procedures for investigating and resolving complaints utilized by the Secretary under section 4322(d).

(d) This section may not be construed--


(1) as prohibiting an employee of an agency referred to in subsection (a) from seeking information from the Secretary regarding assistance in seeking reemployment from the agency under this chapter, or information relating to the rights and obligations of employees and Federal agencies under this chapter; or


(2) as prohibiting such an agency from voluntarily cooperating with or seeking assistance in or of clarification from the Secretary or the Director of the Office of Personnel Management of any matter arising under this chapter.

§ 4326.  Conduct of investigation; subpoenas

(a) In carrying out any investigation under this chapter, the Secretary's duly authorized representatives shall, at all reasonable times, have reasonable access to and the right to interview persons with information relevant to the investigation and shall have reasonable access to, for purposes of examination, and the right to copy and receive, any documents of any person or employer that the Secretary considers relevant to the investigation.

(b) In carrying out any investigation under this chapter, the Secretary may require by subpoena the attendance and testimony of witnesses and the production of documents relating to any matter under investigation.  In case of disobedience of the subpoena or contumacy and on request of the Secretary, the Attorney General may apply to any district court of the United States in whose jurisdiction such disobedience or contumacy occurs for an order enforcing the subpoena.

(c) Upon application, the district courts of the United States shall have jurisdiction to issue writs commanding any person or employer to comply with the subpoena of the Secretary or to comply with any order of the Secretary made pursuant to a lawful investigation under this chapter and the district courts shall have jurisdiction to punish failure to obey a subpoena or other lawful order of the Secretary as a contempt of court.

(d) Subsections (b) and (c) shall not apply to the legislative branch or the judicial branch of the United States.

SUBCHAPTER IV--MISCELLANEOUS PROVISIONS

§ 4331.  Regulations

(a) The Secretary (in consultation with the Secretary of Defense) may prescribe regulations implementing the provisions of this chapter with regard to the application of this chapter to States, local governments, and private employers.

(b)
(1) The Director of the Office of Personnel Management (in consultation with the Secretary and the Secretary of Defense) may prescribe regulations implementing the provisions of this chapter with regard to the application of this chapter to Federal executive agencies (other than the agencies referred to in paragraph (2)) as employers.  Such regulations shall be consistent with the regulations pertaining to the States as employers and private employers, except that employees of the Federal Government may be given greater or additional rights.


(2) The following entities may prescribe regulations to carry out the activities of such entities under this chapter:



(A) The Merit Systems Protection Board.



(B) The Office of Special Counsel.



(C) The agencies referred to in section 2303(a)(2)(C)(ii) of title 5.

§ 4332.  Reports

The Secretary shall, after consultation with the Attorney General and the Special Counsel referred to in section 4324(a)(1) and no later than February 1, 1996, and annually thereafter through 2000, transmit to the Congress, a report containing the following matters for the fiscal year ending before such February 1:


(1) The number of cases reviewed by the Department of Labor under this chapter during the fiscal year for which the report is made.


(2) The number of cases referred to the Attorney General or the Special Counsel pursuant to section 4323 or 4324, respectively, during such fiscal year.


(3) The number of complaints filed by the Attorney General pursuant to section 4323 during such fiscal year.


(4) The nature and status of each case reported on pursuant to paragraph (1), (2), or (3).


(5) An indication of whether there are any apparent patterns of violation of the provisions of this chapter, together with an explanation thereof.


(6) Recommendations for administrative or legislative action that the Secretary, the Attorney General, or the Special Counsel considers necessary for the effective implementation of this chapter, including any action that could be taken to encourage mediation, before claims are filed under this chapter, between employers and persons seeking employment or reemployment.

§ 4333.  Outreach

The Secretary, the Secretary of Defense, and the Secretary of Veterans Affairs shall take such actions as such Secretaries determine are appropriate to inform persons entitled to rights and benefits under this chapter and employers of the rights, benefits, and obligations of such persons and such employers under this chapter.
appendix b: 
forms

Note:  Numbers in parentheses following the name of each form indicate page numbers in the text of the Guide where reference to the form is made; however, not all forms listed below are referenced in the text.

AF Form 24, Application for Appointment as Reserve of the Air Force or USAF without


Component (4)
AF Form 40, Authorization for Inactive Duty Training

AF Form 40A, Record of Individual Inactive Duty Training (attached) (9, 10, 11, 12, 14, 15,


20, 53)

AF Form 77, Supplemental Evaluation Sheet (19)
AF Form 108, Weight Program Processing (34)
AF Form 131, Application for Transfer to the Retired Reserve (27)

AF Form 707A, Field Grade Officer Performance Report (23, 24)

AF Form 707B, Company Grade Officer Performance Report (23, 24)

AF Form 709, Promotion Recommendation (22, 65)

AF Form 724A, Field Grade Officer Performance Feedback Worksheet

AF Form 724B, Company Grade Officer Performance Feedback Worksheet
AF Form 938, Request and Authorization for Active Duty Training/Active Duty Tour (attached)


(9, 12, 15, 20, 54-56)
AF Form 1288, Application for Ready Reserve Assignment (4, 26)

AF Form 1988, Summary of Individual Training (TJAGDR) (18, 20)

AF Form 1989, Air Force Reserve Judge Advocate Training Guideline (18, 19)

ARPC/JA Form, TJAGDR Judge Advocate IMA Reattachment Request

(attached, and on the FLITE-accessed HQ ARPC/JA webpage at


https://aflsa.jag.af.mil/GROUPS/AIR_FORCE/MAJCOMS/ARPC/reatch.doc or the 
ARPC/JA webpage outside of FLITE at http://arpc.afrc.af.mil/ja/reattach.htm) (26, 51-52)

DD Form 1351-2, Travel Voucher or Subvoucher

Standard Form (SF) 88, Report of Medical Examination (4, 5)

SF 93, Report of Medical History (4, 5)

SF 1164, Claim for Reimbursement for Expenditures on Official Business (attached) (11, 15, 57)
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INSTRUCTIONS
1.
Specific instructions are included as needed in each block of the form.

2.
Form may be forwarded to each succeeding office via fax (recommended) or mail.  Once the MAJCOM SJA (or equivalent) has completed Block IV, the form should be forwarded to HQ ARPC/JAR by fax at DSN 926-6586 (commercial 303-676-6586) or mailed to HQ ARPC/JAR, 6760 E. Irvington Place, # 5200, Denver CO 80280-5200.

3.
For AFLSA units, request must be indorsed in Block IV at the three-digit office symbol level or higher (as the MAJCOM equivalent).

4.
If you have questions, please contact the Chief of the Reserve Program Division at HQ ARPC/JAR, DSN 926-6494, commercial 303-676-6494, toll-free 1-800-525-0102 ext. 71251/2, or e-mail arpc.ja@arpc.denver.af.mil.

5.
PLEASE NOTE:  Completion of this form does not constitute a reattachment.  It is a request only.  Reattachment is not complete until the request is approved by TJAG.  Until such approval, all IMAs remain attached to, and should perform duty at, their current unit of attachment.

----------------------------------------------------------------------------------------------------------------------------
Block I

To be completed by IMA requesting reattachment
A.
Personal Information:
Name _______________________________________________________________ Grade ________________________

Office Phone ____________________ Home Phone ____________________ E-Mail ____________________________
B.
Attachment Information:

Current Unit of Attachment ______________ Base _______________________________ MAJCOM ______________
1st Requested Unit of Attachment ____________ Base ______________________________ MAJCOM _____________

You are not required to submit second and third (alternate) requested units of attachment.  However, this can be helpful in the event your first (preferred) requested unit of attachment cannot be accommodated.

2nd Requested Unit of Attachment ____________ Base _____________________________ MAJCOM _____________

3rd Requested Unit of Attachment ____________ Base _____________________________ MAJCOM _____________

ONLY if you are seeking reattachment to a HIGHER HQ office (NAF or higher (or equivalent)), you must first obtain the approval of both the MAJCOM (or equivalent) MA or Senior IMA, and, if applicable, the NAF (or equivalent) Senior IMA.  If you are seeking such a reattachment and have obtained these necessary approvals, please check here ______

Reason for Request__________________________________________________________________________________
Signature ___________________________________________________________Date___________________________

----------------------------------------------------------------------------------------------------------------------------
Block II

To be completed by losing active duty supervisor

1st Indorsement:
Recommend:  Approval / Disapproval
Comments _________________________________________________________________________________________
Signature ___________________________________________________________ Date___________________________
Typed Rank, Name ______________________________________________ Title _______________________________

Unit ___________________________________________________________ Dsn _______________________________
----------------------------------------------------------------------------------------------------------------------------
Block III

To be completed by losing NAF SJA (or equivalent), if applicable

2nd Indorsement:
Recommend:  Approval / Disapproval
Comments _________________________________________________________________________________________
Signature ___________________________________________________________ Date___________________________
Typed Rank, Name ______________________________________________ Title _______________________________

Unit ___________________________________________________________ Dsn _______________________________
----------------------------------------------------------------------------------------------------------------------------
Block IV

To be completed by losing MAJCOM SJA (or equivalent)

3rd Indorsement:
Recommend:  Approval / Disapproval
Comments _________________________________________________________________________________________
Signature ___________________________________________________________ Date___________________________
Typed Rank, Name ______________________________________________ Title _______________________________

Unit ___________________________________________________________ Dsn _______________________________
----------------------------------------------------------------------------------------------------------------------------
Block V

For ARPC use only

A.
Manning:  Losing Unit _____________________________ Gaining Unit __________________________________
B.
Gaining Unit Coordinations:








Rank, Name
DSN
Date
Comments
Unit:





______________________ _____________ __________ ___________________________
NAF (or equivalent):


______________________ _____________ __________ ___________________________
MAJCOM (or equivalent):
______________________ _____________ __________ ___________________________

C.
MAJCOM MA or Senior IMA Coordinations (e-mail):

Gaining: __________________________________________  Losing: _________________________________________
D.
ARPC Recommendation:
Reattach_____
Do Not Reattach_____
JAR Initials______
Date_____________

[image: image7.png]RECORD OF INDIVIDUAL INACTIVE DUTY TRAINING

{Use [0 report days within the same month)
PRIVACY ACT STATEMENT

AUTHORITY: 10 U.5.C., Section 12732.
PRINCIPAL PURPOSES: To record Reserve Member's inactive duty training for payment, and/or points for years of service credit, and
determining fulfiliment of requirements for retention in Ready Reserve.
ROUTINE USES: Information may be disclosed to individuals’ emplovers to verify mifitary duty.
DISCLOSURE IS VOLUNTARY: Faifure to provide the information, including the SSN. could resuit in the improper recording of training end
retirement credits, thus adversely affecting retirement actions.

PERSONAL/PAY DATA (Type or print clearly in ink)
NAME fLast, First, Mi} HOME MAILING ADDRESS [ ] cHEck 1F new
Cai Vigota, Abigail M 5420 Deerfield Road
RFD (IMAs} UNIT {Unit Reservists) Pine, WI 54700-8700
308 88-6687 934 AW/FMFPM

PAY STATUS {MUST use separate form for pay and non-pay. Nenpay IDTs -
submission to ARPCIOPK aophes 10 1MAs Only.) | [avievion Corvor tncontvopoyiacey |

ey T [ esardous Duty incontive Pay (H0W Provide authorizing documents) |
| [woweay ~— 0 [ Jowesmaw

TYPE OF TRAINING

TRAINING PERIOD [ {eouvaient tramis | [otwersspecs |

RETENTION/RETIREMENT (/8! DATE
TRAINING DATA List each day of troining sepertely] _
DATE DUTY HOURS HOURS
YYYYMMDD | WORKED finciusive) WORKED TRAINING LOCATION/REMARKS

20010308 0730-1530
20010309 0730-1530
20010310 0730-1530
20010311 0730-1530
20010312 0730-1530

TOTAL NUMBER OF HOURS WORKED [10 ] ToTAL NUMBER OF FOINTS

. AUTHORIZATION FOR TRANING, TELECOMMUTING, TRANSIENT QUARTERS AND SUBSISTENCE {Required for lodging only and shalt
niof exceed the number of training days. Complete and return to reservist prior to the reservist reporling for scheduled training.}

See AFl 34-246, Air Force Lodging Program, and AFl 34-301, Food Service Management. Raservists on Inactive Duty Training 07/ are
autherized to occupy VOQ/VAQ, including contract quarters, in conjunction with the datefs/ shown above. On an IDT day, only enlisted
reservists in pay status are authorized subsistence-in-kind if training is 8 hours or more in any 1 day. If the duty is less than 8 hours or is
non-pay status, or if the reservist is an officer, the resarvist MUST pay the full food charge. The Authorizing Official is the commander of the
assigned unit or a reprasentative designated iN WRITING.

AUTHORIZING OFFICIAL'S SIGNATURE AND TITLE LODGING DATE (Must be same or prior SUBSISTENCE
A . AUTHORIZED to first date of training} AUTHORIZED

[X[ves [ Jno | 20010301 [ [ves [X[mo |

The penalty for willfully making false claims is: A maximum fine of $10,000 or maximum imprisonment of 5 years {18 U.5.L., Section 2871).
By signing and dating this form, the Reservist and Certifying Official ftraining supervisor who has knowledge training was performed) verify
satisfactory completion of all training period/s/ listed in Section |l. The dates must be on or after the last date of training.

RESERVIST'S NAME & PHONE NO. {Type or Print legibly in ink} RESERVIST'S SIGNATURE {fa. tnk) DATE
ABIGAIL VIGOTA, Capt, USAFR d ' ﬂ /

; : 20010317
CERTIFYING OFFICIAL'S NAME/GRADE/PHONE(Tvpe or Print fegibly in Ink) p DATE
RUSSELL P. RITERSKI, JR., Capt, USAF y
DSN 362-3606 Mg . ¥ 20010317

V. DISTRIBUTION

The Certifying Official will send copy 1 to member's Reserve Pay Office (RPO/ for Paid iDTs, HQ ARPC/DPK (#MAs and /RAs only) 760 E
Irvington Pl, Denver CO 80280, for Non-Paid IDTs not later than 2 days for unit members and 30 days for IMAs and IRRs after the member
completes the training. One copy each 1o supervisor, member, and lodging.

AF FORM 40A, DEC 98 (EF-V7) PREVIOUS EDITIONS ARE OBSOLETE Copy 1 - RPO/HQ ARPC





[image: image8.png]REQUEST AND AUTHORIZATION FOR ACTIVE DUTY TRAINING/ACTIVE DUTY TOUR BY ORDER OF THE SECRETARY
PRIVACY ACT STATEMENT: AUTHORITY: 16 USC 8013;Executive Order 9397. PRINCIPAL PURPOSES: Used to OF THE AIR FORCE
request and aulhosze Alr Force reservists tours of aclive duty as well as acting as a tamporary duly travel order. 5.
Is used fo make positive identificaiion of milltary personnel. Bacomes record cogy of orders afler authentication;
enablas reservist {0 procure transportation, receive reimbursement far travel expansas and be paid milltary pay, as
appiicable. ROUTINE USES: A copy of the orders may be provided fo civilian employers o substantiate active duty
military requirements. DISCLOSURE IS VOLUNTARY: However, without this information and SSN the Alr Force

cannot act on your Iravel, per diem and pay entitfernents.

1. NAME (Last, First, Ml} 2 GRADE 3. B8N 4. BECURITY CLEARANCE
LT COL 446-06-1456 SECRET

7. STATE 8. ZIP CODE

LAWYER, NATHAN A.
F. PRESENT STREET ADDRESS

233 OAK LANE LA 70070

B5_UNIT OF ASSIGNMENT 0. LOCATION 11, PAS CODE

9005 ARSIA DENVER COLORADO 80280 9631 FWIM

12. Member is ordered to Special ADT tour for 3 * days plus authorized travel lime. {43CBEBCA-2FB2-11D6-AD67-0050DA26CEND)
Order need not be amended unless it exceeds 6 days.

13, WilL REPORT TO (Unit and Location) 14 REPORTING DATA 5. RELEASE CATE [VYYYMMDD)

319 ARW/JA 460 STEEN BLVD GRAND FORKS AFB,  |fFew)  (YYYYMMDD)

NORTH DAKOTA 0730 20020307 20020309

16. CORFORATE LIMITS |—U 17. COMMUTING AREA 18. BAS CODE
19. REMARKS ~ AUTH: AFMAN 38-B001  (Fil Iravel vouchsr and compieled stalement of tour of duty within 5 workdays afer four completion, Travel
days will not excesd DODPM auihorized iravel time. Por diam is based on avaiabilly of govt guarters and mess; contac! the base lodging office since govi
quarters must be used whan avadable. Tum in af promational lems (gifts, bonus tickels, elc) fo the AFO.)
TR cost from MSY 1o GFK and retumn is $793. [n accordance with Public Law 105-264, Govt Travel Card use is mandatory for all anthorized
expenses unless otherwise exempted under the specific provisions detailed in paragraph E of the Travel Transportation Reform Act. Advance by
FS0 is not authorized. Traveler has a govs charge card and PN, which will be used for ATM cash advances for meals and incidental expenses
(M&IE}) plus miscellaneous cxpenses. Member's Duty Status is 24, PerstempoCode is D (TDY CONUS to CONUS). Govt meals are not available
or divected. Member pays Jodging costs. ITEMS 1, 2, 3, 4A AND 8 ON REVERSE APPLY. DPT NET 1630 HRS ON 09 MAR 2002. TVL
DAY(S) AUTH ON 06 MAR 2002. If this tour is nol performed, retum the ticket to the issuing agency. Reimbursable ticket fee authorized for
airline tickets purchased from all contracted ticket offices {CTOs). For payment of travel expenses on this order, mail proper documentation to:
IMAT-OL/FMFQT, 1392 SECOND ST, DOBBINS ARB, GA 30069-4823. Phone #1-800-808-5942. CI Performance of this order beyond 30 SEP
2001 is contingent upon availability of appropriated Fands.

20. TNG-CAT-CODE 21. TOUR-IND 22. MEAN CODE 23, MAN-DAY 1D
MC OPER TNG
- j L
ESTIMATED Cost| 2 TRAYEL  FUGB205 P715618 |25 PERDIEM 7 GTHER T
$793 $ 150 s0 $943

28. PAY AND ALLOWANCE 5723400 502 6242 P727.01 380100 01 [OMC
TRAVEL AND PER DIEM 5723400 502 6462 MO103M 727.13 503000 FCA:02A24003 $943

29. FUNDS CERTIFYING | 30. APPROVING OFFICIAL {Typed name,grade, DSN} 2 .
OFFICIAL requesting the issuance of this order is o
C,t DARRYL W. RUSH MSgt, USAF 926-6535 fa with the orders authenticating offical | 20020304
33. DEPARTMENT OF THE AIR FORCE TDN: FOR THE COMMANDER
(Inchude designation & location of headquarters)
37, SIGNATURE ELEMENT OF AUTHENTICATING CFFICIA

HQ ARPC
Denver, CO 80280-5000

31. SIGNATURE A signed letter J32. DATE
n

34, RESERVE ORDER NO. Jss. BATE 36, DISTRIBUTION %;Eg‘g};ﬁﬁ:ggf Management

IA-08610 20020304 1A ;
3. STATEMENT OF TOUR OF DUTY

| LOCATION HOUR (mif] DAY [RONTH| LOCATION HOUR {mil] DAYTMONTH] = A
a. R 3
perart] Cajun, LA 1400 | 6 | Mar pRRVEGrand Forks AFB 210016 Mar GA
€. .
DEPART| Grand Forks AFB 1500’ 9 ll‘[ar s (% LA Mar | GA, CP, PA

39. | certify that | have complied with the above order. The statements Cl ICATION

on this form are trus and complete. If this tour was extended under the | 42. Member reported for duty at() 7 30 howson 7 Mgy [p dwas
vartable tour provisions, it was with my pror knowiedge and consent, [f | released fram duly af 1500 hours on

a Federat Civil Service Emplayes, | certify that | have applied for 43. CERTIFYING OFFICIAL'S PRINTED NAME 44. DSN

apprapriate leave. My Spouse (Circfe One) was / was not in Active Duty Walter B. Snoeski, Lté, USA 222-5565

status during this tour. | (Circte One) did / did not octupy goviquarters, | Staff Judgg Advocate
40, MEMBER'S SIGNATURE 41. DATE 45. CERTIFYING O£FICIAL'S SIGNATURE 48. DATE

/IM%& 4 Lw‘kl: 9 Mar 02 %‘M 9 Mar Q2
47. TIMEKEEPER STATEMENTA certify receiving a copy of this order for 48. TIME PER SIGNATURE 49. FMQ INITIALS
civilian pay reiated review and processing.

AF FORM 938, 20000401 (EF-1) (TBAS for Windows) PREVIOUS EDITION IS OBSOLETE





[image: image9.png]AF FOAM 938, CONTINUATION SHEET

1. Member and dependentis) are authorized use of commissary and exchange during the period of this tour.

travel days will not exceed computed travel time. Travel at other times and deviations from
e FSO. Attach receipts for all lodgings
-workdays after tour

2. Unless use of POV is specifically authorized,
direct travel are st members own risk. Tum in promotional items, i.e., gifts, bonus tickets, ete. to th
used during the period of this claim. Travel voucher and completed statement of tour needs to be filed within &

completion.
3. Utilize government quarters if available.

4, The following mods of transportation applies:

a. TR AUTHORIZED - Member is not directed to use government transportation. Aeimbursement for public transportation of travef by POC
for member's own convenience will be limited to the constiuctive cost to the gavemment [JFTR U3310). To procure own ticket; you must go
to a government contracted ticket office. DO NOT PURCHASE AIRLINE FICKETS FROM A NON-CONTRACTED TICKET OFFICE.

b. TR DIRECTED - Member must comiracr focal TMO/oficial government travel office upon receipt of orders to make travel srrangements
{JFTA 31704,

5. Reimbursemsnt of registration fee is suthonzed [JFTR 4535). if the registration fee includes meals andfor quarters, member must indicate
meals and quarters provided on the travel voucher.

6 TOURS OF 30 DAYS OR MORE - Active duty Superwsor must contact individuals's reserve pay office to get a control number before any
leave is authorized. If member is not commuting, member must report to the Base Housing Referrel Office servicing the new duty station
befors entering into rental, lease, or purchase sgreement for off-base housing. If you have not presnroled your dependents in DEERS, bring
copies of mariage and birth certificares and 2 copy of this order to the MPF to complete DEERS enroliment and for issue of dependent ID

cards for the period of active duty.

7. RENTAL CAR - Authorization for hire of special conveyance is cost reviewed, justified, and authorized within area of TDY, as mors
sdvantageous to the government or necessary for mission sccomplishment.

8. I member is bifleted off base, vicinity travel is authorized, including round trips daily, as required between fodging and place of duty, and

trips to dining establishments when suitable dining estabiishments are not near the lodging and/or place of duty.

INDIVIDUAL MOBILIZATION AUGMENTEE {IMA) END OF TOUR REPORT
FROM (/MA NAME - Last Name, First, Mil THROUGH {IMA Supervisar} TO (IMA Program Manager)

Lawyer; Nathan A. Lt Col Wilsom

See attached {or type statement here.)

MEMBER'S SIGNATURE DATE
9 Mar 02

Vil # Lacy,

ACTIVE DUTY SUPERVISOR'S SIGNATRE
9 Mar 02

HOL ARPC/FM OVERPRINT, JAN 2001




End of Tour Report

GRAND FORKS AFB

6 Mar 02 to 9 Mar 02

· Labor Law Cases

· Case involving receptionist at Mental Health Clinic

· Assisted Mr. Hansen and CPO in arriving at a course of action

· Participated in brief of Mental Health Clinic supervisor

· Determined fitness to work exam should be offered before proceeding with proposal to suspend.

· Was chief Air Force representative in an unemployment compensation hearing (telephonic) 

· Involved snow removal employee

· Left employment voluntarily (resigned) instead of being terminated at end of season

· Resignation disqualified him for UC benefits under ND law

· Johnston carnal knowledge case

· Drated charges

· Conducted witness interviews along with Capt Barnes

· Co-counsel w/Capt Barnes at Art. 32 investigation

· Examined two witnesses

· One (Lee) apparently testified falsely or had made a previous false sworn statement

· Prepared MFR on Lee

· Asst. Capt Austin in finding correct procedure for subpoenas duces tecum.

· Claims 

· Acting Claims Officer while Capt Mitchell was at CTLC

· Gaston – slip and fall

· Interviewed witnesses

· Revised 7 point memo

· Signed on Capt Mitchell’s behalf and forwarded 7 point memo

· Reviewed and revised proposed Blood Alcohol Testing OI for MTF laboratory

· Signed 5 HR assertions

· Tried to track down Policy number on Brenton HR (sent new letter checking on license plate #)

· Attended FMCMT

· Attended Quality Assurance and Improvement Meeting at Hospital

· Completed Cycle Ergometry test

· Researched whether signs had to be used when surveillance cameras were used

· Completed LOD review (Michaels)

· Worked mobility line (did several POA’s)

· Legal Assistance

· 4 non-will clients

· 3 will clients

[image: image10.png]CLAIM FOR REIMBURSEMENT
FOR EXPENDITURES
ON OFFICIAL BUSINESS

3. NAME (Last, first, middie initial)

Jones, Eance K.

1. DEPARTMENT OR ESTABLISHMENT, BUREAU, DIVISION OR

Aead the Privacy Act Statement on the back of this form.

c. MAILING ADDRESS finctude ZIF Cade/
(7932 S Valentia St

¥ IEagledale

AIMANT

IN 47222

2. VOUCHER NUMBER

3. SCHEDULE NUMBER

b. SOCIAL SECURITY NUMBER

111-11-1111
d. OFFICE TELEPHONE
NUMBER

(317) 555-5555

6. EXPENDITURES (/f fare claimed in col. ig) exceeds charge for one person, show in cof. Ih) the number of additional persons which sccompanied the claimant.}

oW appropriate code in ool (D)7

DATE MILEAGE AMOUNT CLAIMED
A - Local travel RATE
B - Telephons or telsgraph, or FARE TIPS AND
1 - grap'
9 C - Other Expenses fitemized) $0.3100 MILEAGE OR TOLL MISCEL-
IExplain expenditures in specific detail.) o. oF LANEOUS
fa) fe) FROM id) TO fel fg! |1
3/02
02/2 Rental Car $125'00

Recimbursement for rental car

I certify that this claim is

true correct and proper. 1

have not received payment or

I certify that the expenses

credit for this expenditure

shown were incurred to provide

direct mission support.

7. AMOUNT CLAIMED (Total of cols (fl,

g} and .} | 125.0000
B.This claim is approved. Long distance telephone calls, if shown, are certified as
necessary in the interest of the Government. (Note: If long distance calls are
included, the approving official must flave been authovized, in writing, by the head
of the depanment or agency to 5o certify 131 U.5.C. 650a).)

Sign Original Only

DATE

APPROVING
OFFCIAL
SIGN HERE

i additional space is required continue on the back. e oTALS CARRIED FORWARD FROM

Sign Criginal Only
AUTHORIZED

CERTIFYING

9. This claim is certified correct and proper for payment.
DATE
OFFCER

SIGN HERE

ACCOUNTING CLASSIFICATION

TOTALS

.nu

10. | certify that this claim is true and corsect to the best of my knowledge and
belief and that payment er credit has not bean received by me.

PAYMENT DESIRED

$0.0000

Sign Original Only

m cHeck | A casH -
77 I DATE
Sttt TSP - faa 02/23/02

1.
a. PAYEE [Signaiure)

CASH PAYMENT RECEIPT

12. PAYMENT MADE
BY CHECK ND.

STANDARD FORM 1164 (REV, 11-77
Prescribed by GSA, FPMR {CFR 41) 101-7




APPENDIX C: 
DIRECTIVES AND REFERENCES

Judge Advocate Reserve Directives and References

AFPD 51-8, Assignment, Training, and Management of Members of The Judge Advocate


General’s Department Reserve (TJAGDR)
AFI 51-801, Training of Air Reserve Component Judge Advocates and Paralegals
AFI 51-802, Assignment to The Judge Advocate General’s Department Reserve
TJAG Policy No. 2, Professional Responsibility
TJAG Policy No. 5, Standards of Professional Conduct for Reserve Judge Advocates
TJAG Policy No. 32, Miscellaneous Policies Relating to Administration of Air Reserve


Component Judge Advocate and Paralegal Programs
TJAG Policy No. 35, Use of Telecommuting (Distant Training) for IMA Training
TJAG Policy No. 36, Information Technology and the Air Reserve Component
TJAG Policy No. 37, Identifying and Certifying Air Reserve Component Military Legal


Specialists and Military Civilian Legal Experience
Generally Applicable Judge Advocate Directives and References

Uniform Code of Military Justice, Article 6

AFPD 51-1, The Judge Advocate General’s Department
AFI 51-101, Judge Advocate Accession Program
AFI 51-102, The Judge Advocate General’s Department
AFI 51-103, Designation and Certification of Judge Advocates
Generally Applicable Reserve Directives and References

AFPD 36-80, Reserve Training and Education
AFI 36-2005, Appointment in Commissioned Grades and Designation and Assignment in


Professional Categories – Reserve of the Air Force and United States Air Force
AFI 36-2008, Voluntary Extended Active Duty (EAD) for Air Reserve Commissioned Officers
AFI 36-2115, Assignments Within the Reserve Components
AFI 36-2116, Extended Active Duty for Reserve Component Officers
AFI 36-2504, Officer Promotion, Continuation and Selective Early Removal in the Reserve of


the Air Force
AFI 36-2619, Military Personnel Appropriation (MPA) Man-day Program
AFI 36-2629, Individual Mobilization Augmentee Management
AFI 36-3209, Separation and Retirement Procedures for Air National Guard and Air Force


Reserve Members
AFI 36-8002, Telecommuting Guidelines for Air Force Reservists and Their Supervisors
AFMAN 36-8001, Reserve Personnel Participation and Training Procedures
ARPCI 36-2604, Central Manager Individual Reserve Quality Review Panels
ARPCI 36-3203, Computation of Creditable Service for Reserve Retired Pay
Individual Reserve Guide:  A Guide for Individual Reservists and Their Supervisors, HQ ARPC,


on the web at http://arpc.afrc.af.mil/dpst/index.htm
Travel Guide, IMAT-OL/FMFQ, on the web (FLITE accessed) at


https://aflsa.jag.af.mil/GROUPS/AIR_FORCE/MAJCOMS/ARPC/travel4.htm
Generally Applicable Air Force Directives and References

AFI 36-2301, Professional Military Education

AFI 36-2406, Officer and Enlisted Evaluation Systems
AFI 40-501, The Air Force Fitness Program

AFI 40-502, The Weight and Body Fat Management Program
appendix d: 
glossary

A

Above-the-Promotion Zone (APZ)—A subsequent consideration for promotion for an officer previously not selected, declined a promotion, or removed from a promotion list.  The officer is also senior to the senior IPZ officer for their competitive category for that board.

Account—A specific unit, man-day program, and personnel identity.

Active Duty (AD)—Full-time duty in the active military service of the United States.  This includes members of the Reserve components serving on active duty or full-time training duty but does not include full-time National Guard duty.

Active Duty for Training (ADT)—A tour of active duty used for training members of Air National Guard (ANG), United States Air Force Reserve (USAFR), and individual mobilization augmentees (IMA).  The aim is to make available to the armed forces trained units and qualified persons for service during war, national emergencies, or at other times as national security requires.  The member is under orders until the period of active duty for training is completed. When ADT ends, the member returns to inactive status.
Active Duty List (ADL)—A list of all Air Force officers serving on extended active duty other than those excluded by 10 U.S.C. § 641.  Lists officers by competitive category and, within their competitive category, in the order of seniority of the grade in which they are serving.
Active Guard Reserve (AGR)—All personnel of the National Guard of the United States and Reserve components serving on statutory tours of active duty for periods in excess of 179 days under 10 U.S.C. §§ 3015, 8033, 10301, 10142, 10143, 12301, 12310, or 12402, or 32 U.S.C. § 502(f) in connection with organizing, administering, recruiting, instructing, or training members of the Reserve components.
Active Status—The status of all Reserve members except those on an inactive status list or in the Retired Reserve.  Reservists in an active status may train for points or pay and may be considered for promotion.

Agency Program Coordinator (APC)—The person at an IMA’s unit of attachment who is responsible for managing and coordinating the GTC program at the unit.
Air Force Legal Intern Program—A program in which all commissioned AFROTC graduates granted an educational delay to study law perform a legal internship during law school summer vacation, normally between the second and third year.  Duration is at least 60 days but no more than 89 days.  Legal Interns receive all pay and allowances during this period.
Air Force Specialty Code (AFSC)—A combination of numbers and alpha characters used to identify an AFS.  Officer AFSCs consist of four characters; airman AFSCs consist of five characters.  When more specific identification of position requirements and individual qualifications is needed, alpha prefixes or suffixes are authorized for use with the numerical codes.

Air National Guard of the United States (ANGUS)—A reserve component of the United States Air Force consisting of all federally recognized units, organizations, and members of the Air National Guard of the several States, and territories, District of Columbia, and Commonwealth of Puerto Rico, who, in addition to their status as ANGUS members, are Reserve members of the Air Force in the same grades in which they are enlisted or appointed and federally recognized.

Air Reserve Component (ARC)—All units, organizations, and members of the Air National Guard of the United States and the Air Force Reserve.

Allocation—Man-days given to a subordinate unit for expenditure (also referred to as sub-allocation).

Annual Tour Window—The longest period of time during which an IMA’s R/R year and the FY overlap.  This is the time period during which the AT tour (and, preferably, all IDTs as well) should be performed to ensure a satisfactory year for both FY and R/R year purposes.
Annual Training (AT) Tour—The minimal period of training reserve members must perform each year to satisfy the training requirements associated with their reserve component assignment.  Annual training is used interchangeably with annual tour (AT).
Appointment—The creation of a commissioned status.  In this context, an appointment is neither a promotion nor a demotion.  Appointments generally require nomination by the President, confirmation by the Senate (depending upon the grade and component), tender of the appointment to the person, and acceptance of the tender.  Often used to refer to an “original” appointment as defined in Title 10, U.S.C. § 101(b)(10).

Armed Forces of the United States—A term used to denote collectively all components of the Army, Navy, Air Force, Marine Corps, and Coast Guard.

Assignment—An administrative act performed by competent authority to direct an individual to perform duties in a particular AFSC or in a particular Air Reserve Squadron.  For example, active judge advocate IMAs are assigned (but not attached; see Attachment) as judge advocates to the 9005 Air Reserve Squadron at HQ ARPC.  TJAG, working through HQ USAF/JAAR and HQ ARPC/JA, is the assignment authority.  See also Unit of Assignment.

Attachment—An administrative act performed by competent authority to direct an individual to perform duties at a particular unit or location.  For example, active judge advocate IMAs are attached (but not assigned; see Assignment) to the active duty legal offices where they actually perform their duty.  TJAG, working through HQ USAF/JAAR and HQ ARPC/JA, is the attachment authority.  See also Unit of Attachment.

B

Base Individual Mobilization Augmentee Administrator (BIMAA)—Administrator responsible for improving the IMA program at base level to ensure the highest level of readiness through education, public relations, and training. Serves as an extension of the MAJCOM Program Manager.  HQ ARPC/CVG has oversight responsibilities.  The BIMAA has limited involvement with judge advocate and paralegal IMAs because these IMAs are centrally managed by HQ ARPC/JA, not by the MAJCOMs.

Below-the-Promotion-Zone (BPZ)—Officers eligible for promotion consideration, but junior to officers eligible IPZ and APZ for their competitive category.  The Reserve of the Air Force will not consider officers for BPZ promotion.

Best and Fully Qualified—Method of selection by which a board may only recommend for promotion a specified number or percentage of officers considered within each competitive category.  The board may not recommend an officer for promotion unless it considers the officer fully qualified for promotion.
C

Central Manager—The office responsible for managing reservists in specific skills which have been designated as requiring centralized management of personnel resources – medical, legal, chaplain, special investigations, and intelligence.

Competitive Category—A group of officers who compete among themselves for promotion.  The established categories are:  ANGUS Line of the Air Force (LAF), Judge Advocate (JA), Medical Corps (MC), Dental Corps (DC), Chaplain (HC), Medical Service Corps (MSC), Biomedical Sciences Corps (BSC), and Nurse Corps (NC); and USAFR Line of the Air Force (LAF), Judge Advocate (JA), Medical Corps (MC), Dental Corps (DC), Chaplain (HC), Medical Service Corps (MSC), Biomedical Sciences Corps (BSC), and Nurse Corps (NC).
D

Deferred Officer—An officer, considered for promotion to the next highest grade by a mandatory board, who has failed of selection for promotion by the first board for that grade.  Also an officer, in a grade below lieutenant colonel, who has declined promotion to the next higher grade.
Designation—A professional status to which competent authority (the designating authority) selects an individual to perform certain professional functions.  Title 10, U.S.C. § 8067, specifies those functions, which include medical, judge advocate and chaplain functions.  Designating authorities (SG, TJAG, Chief of Chaplains) are established by appropriate Air Force instruction.
E

Extended Active Duty (EAD)—A tour of active duty (normally more than 90 days) performed by a member of the Air Reserve components.  ADT and AD in a service academy or Armed Forces preparatory school are not creditable as EAD.
F
Federal Legal Information through Electronics (FLITE)—The Air Force’s web-based legal research and information system.

G
Government Contracted Ticketing Office (GCTO)—The official travel and ticketing office used to make travel reservations and to purchase tickets for official travel, e.g., SATO.

Government Travel Card (GTC)—A charge account card used for payment of reimbursable expenses on official government travel.

H
-- (no entries) --

I

Inactive Duty Training (IDT)—The authorized training performed by a member of a reserve component not on active duty, annual training or active duty for training, and consisting of regularly scheduled unit training periods, or equivalent training, and performed by them in connection with the prescribed activities of the organization to which they are assigned.
Inactive Status—The status of Reserve members on an inactive status list of a Reserve component or assigned to the Inactive Army National Guard.  Those in an inactive status may not train for points or pay, and may not be considered for promotion.

Individual Mobilization Augmentee (IMA)—An individual filling a military billet who receives training and is identified as augmenting the active component structure of the Department of Defense or other departments or agencies of the U.S. Government, which must be filled to support mobilization (including pre and post mobilization) requirements, contingency operations, operations other than war, or other specialized or technical requirements for fill with individual members of the Selected Reserve.  IMAs train on a part-time basis with these organizations to prepare for mobilization.  Inactive duty training for IMAs is decided by component policy and can vary from 0 to 48 drills a year.

Individual Mobilization Augmentee Program Manager (IMAPM)—The MAJCOM, FOA, or central manager point of contact responsible for personnel, manpower, and programming issues relating to assigned IMAs.

Individual Ready Reserve (IRR)—A manpower pool consisting of individuals who have had some training and who have served previously in the Active Component or in the Selected Reserve and have some period of their military service obligation remaining.  Members may voluntarily participate in training for retirement points and promotion with or without pay.  See also Selected Reserve.
In-the-Promotion-Zone (IPZ)—The first consideration for mandatory promotion to a specific grade.  The officer is the junior officer or is senior to the junior officer eligible for promotion consideration in the competitive category.  These officers have not failed selection to the next higher grade, have not been removed from a promotion list to that grade after selection, or have not declined a promotion to that grade.

J

Judge Advocate—An officer of The Judge Advocate General’s Corps of the Army or the Navy; an officer of the Air Force or the Marine Corps who is designated as a judge advocate; or an officer of the Coast Guard who is designated as a law specialist.
K
-- (no entries) --

L

Law Office Manager (LOM)—An active duty NCO (or Reserve NCO in a Category A or ANG unit) paralegal assigned to a legal office, who is the senior NCO assigned to that legal office and who assists the SJA in managing office functions.  Also the supervisor of the other NCOs assigned to the office.
Legal Intern—See Air Force Legal Intern Program.
M

Man-Day Program—A grouping of authorized man-days established by HQ USAF/DPPR for managing the allocation, obligation, and use of man-days.  It identifies the MAJCOM, FOA or single manager budget category (where pay is charged) receiving man-days.

Man-Days—The number of days of active duty a member is entitled to pay (include duty days, travel days, and, if the tour is 30 days or more, includes leave taken during the tour).

Military Personnel Appropriation (MPA)—The active duty account that funds the man-day program.

Military Record—An individual’s overall performance while a member of a military service, including personal conduct and performance of duty.

Military Service Obligation (MSO)—The time that a member must serve in a Regular or Reserve component of the Armed Forces as required by the Military Selective Service Act of 1967 or Title 10 U.S.C. § 651, as amended.
Mobilization Assistant (MA)—A portion of the duty title exclusively established for IMA program general officer positions by a MAJCOM commander or Air Staff agency chief.  Mobilization assistant refers to the broad scope of responsibilities of the position (e.g., MA to TJAG, MA to ACC SJA).
MPA—See Military Personnel Appropriation (MPA)

N

Nonparticipating Categories—Training and retirement Categories E (Obligated Reserve Section and Nonparticipating Nonobligated Ready Personnel Section), J (Obligated Reserve Section and Reserve Stipend Programs), and N (standby nonobligated) (AFMAN 36-8001, Table 1.1).

O
-- (no entries) --

P

Participating Categories—Training and retirement Categories A, B, C, D (except standby), E (participating IRR, except Reserve Stipend Program), F, G and P (AFMAN 36-8001, Table 1.1).

Position Vacancy (PV) Promotion—A method by which a Quality Review Panel (QRP) selects, and a supervisor and senior rater nominate, an IMA with superior qualifications to be considered for PV promotion consideration by the next promotion board.  To be eligible for PV promotion consideration by a promotion board, an IMA must (1) have four years or more time in the current grade (TIG); (2) be selected by a QRP as having superior qualifications that merit placement in a higher graded position; (3) be nominated by the active duty supervisor and senior rater for PV promotion consideration; and (4) be placed in the higher graded position within the personnel system.
Professional Military Education (PME)—Consists of those educational programs which supply the systematic acquisition of theoretical and applied knowledge of the profession of arms as defined in the military education policy document.
Promotion Zones—Officers eligible for promotion fall into one of the three promotion zones based on their date of rank (DOR).  An officer is In- the-Promotion-Zone (IPZ), Above-the-Promotion-Zone (APZ), or Below-the-Promotion-Zone (BPZ).
Q

Quality Review Panel (QRP)—A panel convened annually by TJAG, normally composed of senior members of TJAGDR,  to review the qualifications of all members of TJAGDR.  The primary purpose of a QRP is to recommend IMAs for PV promotion consideration.
R

Ready Reserve—The Selected Reserve and Individual Ready Reserve liable for active duty as prescribed by law (Title 10 U.S.C. §§ 10142, 10143, 10144, 12301, and 12302).

Reattachment—An administrative act performed by competent authority to direct an individual to no longer perform duties at a particular unit or location, and to begin performing duties at another particular unit or location.  For example, active judge advocate IMAs are reattached (but not assigned; see assignment and attachment) from the active duty legal offices where they previously performed their duty to the active duty legal offices where they will now perform their duty.  TJAG, working through HQ USAF/JAAR and HQ ARPC/JA, is the attachment/reattachment authority.  See also Unit of Attachment.

Reserve Active Status List (RASL)—A list of all Reserve of the Air Force Officers in an active status, not on the Active Duty List (ADL), and in the order of seniority of the grade in which they are serving.  Officers serving in the same grade are carried in the order of their rank in that grade.  The RASL for the Air Force includes officers in the Air National Guard and Air Force Reserve.  Except as otherwise provided by law, an officer must be on the RASL to be eligible for consideration for selection for promotion, continuation, or selective early removal as a member of the Reserve of the Air Force.
Reserve Pay Offices (RPOs)—Offices at various locations that handle pay and allowances for IMAs.
Reserve Officer—An officer member of one of the Reserve components.  The term "Reserve" with respect to appointment, grade, or office, means appointment, grade, or office held as a Reserve of the armed forces.
Reserve Personnel Appropriation (RPA)—The reserve account that funds the reserve training program, and also funds all pay and allowances for reservists.
Reserve of the Air Force (ResAF)—The Federal status possessed by members of the ANGUS and USAFR.
Reserve Training Folder—A 6-part file folder maintained by the Training Supervisor or Reserve Coordinator for each attached IMA.  The folder contains records concerning the IMA’s training, in accordance with AFI 51-801, para 4.4 and Attachment 2.
Retention/retirement (R/R) date and year—Date shown on IMA's AF Form 526, ANG/USAFR Point Credit Summary, order assigning the IMA to the Reserve, and personnel records.  Establishes the start of the R/R year, which runs exactly 12 consecutive months.  The R/R year is the period of time in which each IMA must accomplish their AT tour requirement.
Retired Status—USAFR member who according to law, is eligible for retirement with or without pay and is assigned on request or by law to the retired reserve.
RPA—See Reserve Personnel Appropriation (RPA)
R/R date and year—see Retention/retirement (R/R) date and year
S

Selected Reserve (Sel Res)—Those units and individuals within the Ready Reserve designated by their respective Services and approved by the Joint Chiefs of Staff as so essential to initial wartime missions that they have priority over all other Reserve units and individuals. All Selected reservists are in an active status.  The Selected Reserve also includes persons performing initial active duty for training.
Selection Folder—The term commonly used for the HQ USAF Officer Selection Record.  It consists of the documents given to selection boards.
Senior Rater—For the Air Reserve Components, the senior rater is the evaluator who completes the AF Form 709, Promotion Recommendation (PRF), for mandatory promotion as well as Position Vacancy nomination.  For the purpose of the PRF, the senior rater for lieutenant colonels and below must be at least a colonel serving as a wing commander or equivalent, as determined by the management level.  For colonels, it’s the first general officer (including brigadier general selects occupying general officer billets) or equivalent, in the rating chain.

Service—That period of time from date of enlistment or appointment to a conditional release or discharge from any military component.
Single Manager—A man-day program that deals with a specific area of expertise, i.e., chaplain or surgeon. Single managers include: HQ AIA/DPB for all intelligence support; HQ ARPC/HC for chaplain and chapel management support; HQ ARPC/JA for judge advocate and legal services support; and HQ ARPC/SG for all medical AFSCs except aeromedical.

Special Review Board (SRB)—A board to consider those officers who were eligible for consideration by a selection board, but because of an error or injustice, were not considered.  This procedure is used for promotions and considerations in question before the enactment of ROPMA (1 October 1996).

Special Selection Board (SSB)—A board to consider those officers who were eligible for consideration by a selection board, but because of an error or injustice, were not considered.  An SSB will also consider an officer if a previous selection board acted contrary to law or if the officer’s record was incomplete or contained errors and the officer was not selected as a result.  This procedure is used for promotions and considerations in question after the enactment of ROPMA (1 October 1996).
Standby Reserve—Those ANG, USAFR or IMA members and units (other than those in the ready reserve or retired reserve) who are liable for active duty only as provided in Title 10 U.S.C. §§ 273, 672, and 673.
S7 Officers—All officers in the Ready Reserve not in the Selected Reserve, not in the participating IRR, and not in a student status, and all officers in the Standby Reserve.
T

Termination of Active Status—Includes transfer to the Inactive Status List Reserve Section (ISLRS), the Retired Reserve, discharge, vacation or termination of appointment, dropped from the rolls of the Air Force, entry level separation, or release from the custody and control of the Air Force.
U

Uniformed Services—The Army, Navy, Air Force, Marine Corps, Coast Guard, National Oceanic and Atmospheric Administration, and Public Health Service.
United States Air Force Reserve (USAFR)—All reservists of the Air Force except those units, organizations, and members assigned to the ANGUS.  The USAFR consists of the Ready, Standby and Retired Reserve.

Unit of Assignment—The organization to which an individual is assigned and would report to upon mobilization.  See also Assignment.

Unit of Attachment—The unit to which a member may be attached for training. Inactive duty training is usually located nearest the reservist’s home.  See also Attachment and Reattachment.
V
-- (no entries) --

W

Whole Person Concept—Includes performance, breadth of experience, job responsibilities, professional competence, specific achievements, academic and professional military education, leadership, civilian skills, and military participation. Selection board members use this concept to subjectively assess an officer’s potential for serving in the next higher grade.
Web Orders Transaction System (WOTS)—The automated system for secure on-line submission of a request for active duty orders.
WOTS—See Web Orders Transaction System (WOTS)
X
-- (no entries) --

Y

-- (no entries) --

Z

-- (no entries) --

appendix E: 
abbreviations and acronyms

A

ACSC—Air Command and Staff College

AD—Active Duty

ADL—Active Duty List

ADS—Active Duty for Support

ADSC—Active Duty Service Commitment
ADT—Active Duty for Training

AETC—Air Education and Training Command

AFALO—Air Force Admissions Liaison Officer

AFBCMR—Air Force Board for Correction of Military Records

AFI—Air Force Instruction
AFLSA—Air Force Legal Services Agency

AFMC—Air Force Materiel Command

AFOSI—Air Force Office of Special Investigations

AFPC—Air Force Personnel Center
AFRC—Air Force Reserve Command

AFSC—Air Force Specialty Code

AFTP—Additional Flying Training Period

AGR—Active Guard Reserve

AGTP—Additional Ground Training Periods

ANG—Air National Guard

ANGUS—Air National Guard of the United States

APC—Agency Program Coordinator
ARC—Air Reserve Components

ARGOS—Air Reserve and Guard Officer’s Seminar

ARPC—Air Reserve Personnel Center

ARPC/JA—Air Reserve Personnel Center Legal Office
ART—Air Reserve Technician

ARV SQ—Air Reserve Squadron

ASL—Annual Survey of the Law

AT—Annual Tour

AWC—Air War College

B

BIMAA—Base Individual Mobilization Augmentee Administrator

BMT—Basic Military Training
C

CAPRAP—Civil Air Patrol Reserve Assistance Program

CCAT—Contracted Civilian Acquired Training

CDC—Career Development Course

CHE—Continuing Health Education

CIOR—Interallied Confederation of Reserve Officers

CJCS—Chairman of the Joint Chiefs of Staff

CLE—Continuing Legal Education

CONUS—Continental United States

COT—Commissioned Officer Training

CSAF—Chief of Staff of the Air Force
CSSB—Central School Selection Board

CY—Calendar Year

D

DJAG—Deputy Judge Advocate General

DoD—Department of Defense

DoDD—Department of Defense Directive

DoDI—Department of Defense Instruction

DOR—Date of Rank

DRU—Direct Reporting Unit

E

EAD—Extended Active Duty

ECI—Extension Course Institute

EDCSA—Effective Date of Change of Strength Accountability
EPR—Enlisted Performance Report

ERI—Equivalent Reserve Instruction

EST—Enlisted Specialty Training

ET—Equivalent Training

ETS—Expiration Term of Service

F

FLITE—Federal Legal Information through Electronics

FOA—Field Operating Agency

FPerR—Field Personnel Record

FY—Fiscal Year

G
GCTO—Government Contracted Ticketing Office

GTC—Government Travel Card
H

HAF—Headquarters Air Force
HPSP—Health Professional Scholarship Program

HQ—Headquarters

I

IADT—Initial Active Duty for Training

IDT—Inactive Duty Training

IMA—Individual Mobilization Augmentee

IMAPM—Individual Mobilization Augmentee Program Manager

IRR—Individual Ready Reserve

ISLRS—Inactive Status List Reserve Section

ISS—Intermediate Service School

J

JAAR—Reserve Advisor to The Judge Advocate General

JAGD—Judge Advocate General’s Department

JAGDR—Judge Advocate General’s Department Reserve

JASOC—Judge Advocate Staff Officer Course

JAX—Professional Development Division, Office of The Judge Advocate General, HQ USAF

JCS—Joint Chiefs of Staff

K
-- (no entries) --

L

LOD—Line of Duty

LOM—Law Office Manager

M

MA—Mobilization Assistant

MAJCOM—Major Command

MilMod or MILMOD—Obsolete name for MilPDS

MilPDS—Military Personnel Data System

MPA—Military Personnel Appropriations

MPerR—Master Personnel Record

MPerRGp—Master Personnel Record Group
MPF—Military Personnel Flight

MRD—Mandatory Retirement Date
MSC—Medical Service Corps

MSD—Mandatory Separation Date
MSO—Military Service Obligation

MT—Military Technician Air National Guard of the United States

N

NAF—Numbered Air Force

NARS—Nonaffiliated Reserve Section

NGB—National Guard Bureau

NGR—National Guard Regulation

NNRPS—Nonobligated Nonparticipating Reserve Personnel Section

NQP—Not Qualified for Promotion
O

OASD—Office of the Assistant Secretary of Defense

OGD—Officer Grade Determination
OJCS—Office of the Joint Chiefs of Staff

OJT—On-the-Job Training

OPB—Officer Preselection Brief
OPR— Officer Performance Report or Office of Primary Responsibility

ORS—Obligated Reserve Section

OSD—Office of the Secretary of Defense

P

PAS—Personnel Accounting Symbol
PME—Professional Military Education

PV—Position Vacancy promotion (previously known as Unit Vacancy)
Q

QRP—Quality Review Panel

R

RASL—Reserve Active Status List

REFLEX—Reserve Flexibility Program

RegAF—Regular Air Force

ResAF—Reserve of the Air Force

RFJAC—Reserve Forces Judge Advocate Course

RFPC—Reserve Forces Paralegal Course

RIP—Report of Individual Personnel

RMVS—Reserve Management Vacancy System
ROA—Reserve Officer Association

ROTC—Reserve Officer Training Corps

RPA—Reserve Personnel Appropriations

RPO—Reserve Pay Office

R/R—Retention/Retirement

RRPS—Ready Reinforcement Personnel Section

RS—Reserve Section

RSO—Reserve Service Obligation

S

SAF—Secretary of the Air Force

SAV—Staff Assistance Visit

SJA—Staff Judge Advocate

SJAC—Staff Judge Advocate Course

SOS—Squadron Officer School

SOU—Statement of Understanding

SRB—Special Review Board

SSB—Special Selection Board

SSN—Social Security Number

SSS—Senior Service School or Selective Service System

ST—Statutory Tour
T

TAFMS—Total Active Federal Military Service

TAFMSD—Total Active Federal Military Service Date

TDRL—Temporary Disability Retirement List

TDY—Temporary Duty

TFCS—Total Federal Commissioned Service

TFCSD—Total Federal Commissioned Service Date

TIG—Time in Grade

TJAG—The Judge Advocate General

TJAGD—The Judge Advocate General’s Department

TJAGDR—The Judge Advocate General’s Department Reserve

TMS—Training Management System

TP—Training Period

TPDC—Training and Performance Data Center

TPR—Trained Personnel Requirements

U

UCMJ—Uniform Code of Military Justice

UMD—Unit Manning Document

UNT—Undergraduate Navigator Training

UPRG—Unit Personnel Record Group
UPT—Undergraduate Pilot Training

URC—Unit Reserve Coordinator

USAF—United States Air Force
USAFR—United States Air Force Reserve

U.S.C.—United States Code
UTA—Unit Training Assembly

V
-- (no entries) --

W

WBFMP—Weight and Body Fat Management Program

X
-- (no entries) --

Y
-- (no entries) --

Z
-- (no entries) --

appendix F: 
reserve pay offices

ANDREWS (PAS S3)
459 AW/FMAP
3755 PATRICK AVE
ANDREWS AFB MD 20762-4814
DSN VOICE: 857-0315; FAX: 857-9202; COMM VOICE: 240-857-0315; FAX: 240-857-9202 

BARKSDALE (PAS U6)
917 WG/FMFP
1000 DAVIS AVE E, ROOM 203
BARKSDALE AFB LA 71110-2287
DSN VOICE: 781-9711; FAX: 781-9040; COMM VOICE: 318-456-9711; FAX: 318-456-9040

BEALE (PAS U8)
940 ARW/FMFP
19395 EDISON AVE, BLDG 11606
BEALE AFB CA 95903-1215 
DSN VOICE: 368-1883; FAX: 368-1888; COMM VOICE: 530-634-1883; FAX: 530-634-1888

CARSWELL (FT. WORTH) (PAS S4)
301 FW/FMF
1654 LYONS DR, STE 19 
NAS JRB FORTWORTH TX 76127-6200
DSN VOICE: 739-6964/6967; FAX: 739-6968; COMM VOICE: 817-782-6967; FAX: 817-782-6968

CHARLESTON (PAS T5)

 HYPERLINK "http://subjects/rpolist.htm" \l "Charleston" 
315 AW/FMFP
218 N BATES ST.
CHARLESTON AFB SC 29404-4917
DSN: 673-2048; DSN FAX: 673-3309; COMM VOICE: 803-963-2048; FAX: 803-963-3309

CORAOPOLIS (PITTSBURGH)(PAS W1)
1240 SERGEANTS WAY
PITTSBURGH IAP ARS
CORAOPOLIS PA 15108-4412
DSN: 277-8541; FAX: 277-8293; COMM VOICE: 412-474-8541; FAX:
412-474-8293
POC: JOHN LENGYEL (LETTER)
John.Lengyel@pit.afres.af.mil 
DAVIS-MONTHAN (PAS R3)
305 RQS/FMP
3845 S PHOENIX STREET
DAVIS-MONTHAN AFB AZ 85707-5260
DSN VOICE: 228-5935; FAX:  228-1243; COMM VOICE: 520-228-5935; FAX 520-228-1243

DENVER (PAS 96)
AFRPO/FMFQ-P
6760 E IRVINGTON PL #9100
DENVER CO 80280-9100
DSN VOICE: 926-6727; FAX 926-6739; COMM VOICE: 303-676-6727; FAX; 303-676-6739
TOLL FREE 1-800-525-0102 EXT 353

DOBBINS (PAS R9)
94 AW/FMFP
1392 2ND ST, ROOM 10
DOBBINS AFB GA 30069-4823
DSN VOICE: (A-D) 925-3358, (L-Z) 925-3352; FAX: 925-5811; COMM VOICE: (A-K) 770-919-3358, (L-Z) 770-919-3352; FAX: 770-919-5811

DOVER (T4)
512 AW/FMFP
202 LIBERTY WAY, ROOM 117
DOVER AFB DE, 19902-7202
DSN VOICE: 445-3494; FAX: 445-3495; COMM VOICE: 302-677-3494; FAX: 302-677-3495
TOLL FREE 1-888-302-3494

EGLIN (PAS W6)
919 SOW/FMFP
506 DRONE STREET, STE 6
EGLIN AFB FLD 3 FL 32542-6644
DSN VOICE: 875-6547, FAX: 875-6681; COMM VOICE: 850-883-6547; FAX: 850-883-6681
TOLL FREE: 1-800-344-7821, ext 6547

GEN MITCHELL (PAS R7)
440 AW/FMFPM
300 E COLLEGE AVE
GENERAL MITCHELL IAP-ARS WI 53207-6299
LOCATION (AGENT OFFICE) BLDG 101 RM 103
DSN VOICE: 950-5353, FAX: 950-5912; COMM VOICE: 414-482-5353; FAX: 414-482-5912

GRISSOM (PAS U2)|
434 ARW/FMFP
GRISSOM AFB IN 46971-5000
DSN VOICE: 928-3236; FAX: 928-9007; COMM VOICE: 765-688-3236; FAX: 765-688-9007

HILL (PAS U9)
419 FW/FMFP
5713 LAHM LANE
HILL AFB UT 84056-5410
DSN VOICE: 777-3674/6727; FAX: 775-2078; COMM VOICE: 801-777-3674; FAX 801-777-2078

HOMESTEAD (PAS U3)
482 FW/FMFPM
29050 CORAL SEA BLVD
HOMESTEAD ARS, FL 33039-1299
DSN VOICE: 791-7005, FAX: 791-7408, COMM VOICE: 305-224-7005; FAX: 305-224-7408

KEESLER (PAS W7)
403 WG/FMFP
701 FISHER ST, ROOM 103 
KEESLER AFB MS 39534-252
DSN VOICE: 597-3698; FAX: 597-1238; COMM VOICE: 228-377-3698; FAX: 228-377-1238

KELLY (PAS R5)
433 AW/FMFP
101 HANGAR WAY
KELLY AFB TX 78241-5552
LOCATION: BLDG 908, RM 213; 
DSN VOICE: 969-5443, DSN FAX: 945-2498; COMM: 210-977-5443
LUKE (PAS R6)
944 FW/FMFP
14708 W SUPER SABRE ST
LUKE AFB AZ 85309-1722
LOCATION: BLDG 988, RM 223
DSN VOICE: 896-5311, FAX: 896-8517; COMM VOICE: 602-856-5311; FAX:  602-856-8517

MARCH (U4)
452 AMW/FMP
820 BAUCOM AVE NW STE 1
MARCH AFB CA 92518-2259
DSN VOICE: 947-3081; FAX: 947-4338; COMM VOICE: 909-655-3081; FAX: 909-655-4338

MAXWELL (PAS T7)
908 AW/FMA
401 WEST MAXWELL BLVD, RM 125
MAXWELL AFB AL 36112-6501
DSN VOICE: 493-6722; FAX: 493-7595; COMM VOICE: 334-953-6722; FAX: 334-953-7595

MCCHORD (PAS T2)
446 AW/FMFP
1205 12TH ST NE STE 102W
MCCHORD AFB WA 98438-1326
DSN VOICE: 984-9117, FAX: 984-2384; COMM VOICE: 253-982-9117; FAX: 253-982-2385

MCCONNELL (PAS R2)
931 ARG/FMFP
53447 KANSAS CT STE 211
MCCONNELL AFB KS 67221-3606
DSN VOICE: 743-4633, FAX: 743-6045; COMM VOICE: 316-652-4633; FAX: 316-652-6045

MCGUIRE (T3)
514 AMW/FMFP
2217 WEST ARNOLD AVE
MCGUIRE AFB NJ 08641-5218
DSN VOICE: 650-5219/5221/2781; FAX: 650-2505; COMM VOICE: 609-754-5219/5221/2781; FAX: 609-754-2505

MINN-ST PAUL (PAS W3)
934 AW/FMFPM
760 MILITARY HWY
MINNEAPOLIS MN 55450-2000
DSN VOICE: 783-1411; FAX:783-1413; COMM VOICE: 612-713-1411; FAX: 612-713-1413
TOLL FREE: 1-800-872-3235

NEW ORLEANS (PAS W4) 
926 FW/FMFPM
P.O. BOX 50
NAS JRB NEW ORLEANS LA 70143-0050
DSN VOICE: 678-3286; FAX: 678-3418; COMM VOICE: 504-678-3287; FAX: 504-678-3418

NIAGARA (PAS U5)
914 AW/FMFPM
2720 KIRKBRIDGE DR
NIAGRA FALLS NY 14304-5000
DSN VOICE: 238-2292, FAX 238-3110; COMM VOICE: 716-236-2292; FAX: 716-236-3110

PATRICK (PAS U1)
920 ROG/FMFP
734 SPACELIFT AVE
PATRICK AFB FL 32925-3323
DSN VOICE: 854-4616, FAX 854-9368, COMM 407-494-4616; FAX: 407-494-9368

PETERSON (PAS W8)
302 AW/FMF
295 DOVER ST SUITE 104
PETERSON AFB CO 80914-8040
DSN VOICE: 834-7442; FAX: 834-4002 COMM VOICE: 719-556-7442; FAX: 719-556-4002
TOLL FREE: 1-800-446-9624

PORTLAND (PAS R3)
939 RQW/FMFPM
6801 NE CORNFOOT, BLDG 300
PORTLAND IAP OR 97218-2797
LOCATION: (AGENTS OFFICE) BLDG 304; 
DSN VOICE: 638-4698; FAX: 638-4167; COMM VOICE: 503-335-4698; FAX: 503-335-4167

ROBINS (PAS R1)
HQ AFRC/FMAPH-RPO
155 2nd STREET
ROBINS AFB GA 31098-1635
LOCATION: BLDG 222, RM 103
DSN 468-7898, FAX 468-9823; COMM VOICE: 912-926-7898; FAX: 912-926-9823
TOLL FREE 1-888-550-3209

SCOTT (PAS T6)
932 AW/FMFP
2400 EAST DR ROOM 133
SCOTT AFB IL, 62225-5408
DSN VOICE: 779-7008; FAX: 779-7015; COMM VOICE: 618-229-7008; FAX: 618-229-7015
TOLL FREE: 1-877-875-9886

SELFRIDGE (PAS R4)
927 ARW/FMFPM
43087 LAKE ST, BLDG 301
SELFRIDGE ANGB, MI 48045-5247
DSN VOICE: 273-4163; FAX: 273-2473; 
TOLL FREE 1-800-610-4828, Ext 4163

SEYMOUR-JOHNSON (PAS S2)
916 ARW/FMFP
1195 Blakeslee Ave
Seymour Johnson AFB, NC 27531-2203
DSN VOICE: 722-2223, FAX: 722-2242, COMM VOICE: 919-722-2223; FAX: 919-722-2242

TINKER (PAS U7)
507 WG/FMP
7435 RESERVE RD STE 210
TINKER AFB OK 73145-8726
DSN VOICE: 884-5016; FAX: 884-4394; COMM VOICE: 405-734-7207; FAX: 405-734-4394

TRAVIS (PAS T8)
349 AMW/FMA
520 WALDRON ST
TRAVIS AFB CA 94535-2123
DSN VOICE: 837-3985; FAX: 837-1686; COMM VOICE: 707-424-3985; FAX 707-424-1686 
TOLL FREE: 1-800-453-8011

VIENNA (YOUNGSTOWN)(PAS T9)
910 AW/FMFPM
3976 KING GRAVES ROAD
YOUNGSTOWN-WARREN REG ARPRT, VIENNA OH 44473-0910
DSN VOICE: 346-1176; FAX: 346-1337; COMM VOICE: 330-609-1176; FAX: 330-609-1337
 
WESTOVER (PAS W5)
439 AW/FMFPH
800 ELLIPSE DR
WESTOVER ARB, CHICOPEE MA 01022-1770
DSN VOICE: 589-3880, FAX: 589-2948, COMM: 413-557-3880; FAX: 413-557-2948

WHITEMAN (PAS R8)
442 FW/FMFP
931 ARNOLD AVE, BLDG 48 ROOM 107
WHITEMAN AFB, MO 65305-5070
DSN VOICE: 975-3472, FAX: 896-3534; COMM VOICE: 660-687-3470; FAX 660-687-3534
TOLL FREE 1-800-260-0253
 
WILLOW GROVE (PAS S5)
913 AW/FMFP
1051 FAIRCHILD ST
WILLOW GROVE ARS PA 19090-5203
DSN VOICE: 991-1084; FAX: 991-1089; COMM VOICE: 215-443-1084; FAX: 215-443-1089

WRIGHT-PATTERSON (PAS W9)
HQ ASC/CCV
BLDG 57, Bay 1, 2130 MONAHAN WAY
WRIGHT PATTERSON AFB OH 45433-7012
DSN VOICE: 785-0438; FAX: 986-4881; COMM VOICE: 937-255-0438; FAX: 937-656-4881
 

appendix g: 
points of contact

Customer Assistance

See IMA Customer Assistance

Education and Training

HQ ARPC/DPAT

6760 E. Irvington Place, # 2700

Denver CO 80280-2700

DSN 926-6396, commercial 303-676-6396

Toll-free 1-800-525-0102, ext. 71330

Fax DSN 926-6326 (comm. prefix 303-676)
E-mail: DMS-DPA@arpc.denver.af.mil or

hqarpc.dpa@arpc.denver.af.mil
IMA Customer Assistance

HQ ARPC/DPSSA and DPSSB

6760 E. Irvington Place, # 4010

Denver CO 80280-4010

DSN 926-6528/6730, commercial 303-676-6528/6730

Toll-free 1-800-525-0102, ext. 71388

Fax DSN 926-6298/8642 (comm. prefix 303-676)

E-mail: DMS-DPS@arpc.denver.af.mil or

hqarpc.dps@arpc.denver.af.mil
IMA Program Management

HQ ARPC/JA

6760 E. Irvington Place, #5200

Denver CO 80280-5200

DSN 926-6494, commercial 303-676-6494

Toll-free 1-800-525-0102, ext. 71251/2

Fax DSN 926-6586 (comm. prefix 303-676)

E-mail:  arpc.ja@arpc.denver.af.mil
Website:  https://aflsa.jag.af.mil/GROUPS/AIR_FORCE/MAJCOMS/ARPC/ARPC.htm (via FLITE) or http://arpc.afrc.af.mil/ja/index.htm (public)

Personnel Records

HQ ARPC/DPSR

6760 E. Irvington Place, #4300

Denver CO 80280-4300

DSN 926-6147/6465/6358, commercial 303-676-6147/6465/6358

Toll-free 1-800-525-0102, ext. 71345

Fax DSN 926-8999 (comm. prefix 303-676)
E-mail: DMS-DPS@arpc.denver.af.mil or

hqarpc.dps@arpc.denver.af.mil
Points Management

HQ ARPC/DPPKB

6760 E. Irvington Place, #2120

Denver CO 80280-2120
DSN 926-6012, commercial 303-676-6012

Toll-free 1-800-525-0102, ext. 71285

Fax DSN 926-6893 (comm. prefix 303-676)
E-mail: DMS-DPP@arpc.denver.af.mil
Program Management

See IMA Program Management

Promotions

General Promotions Issues

HQ ARPC/DPB
6760 E. Irvington Place, #2000
Denver CO 80280-2000

DSN 926-6398, Commercial: (303) 676-6398

Toll Free 1-800-525-0102, ext. 71281

Fax DSN 926-6847 (comm. prefix 303-676)

E-mail: DMS-DPB@arpc.denver.af.mil or

hqarpc.dpb@arpc.denver.af.mil
Website:  http://arpc.afrc.af.mil/promo/
Promotion Selection Folders

HQ ARPC/DPBR1

6760 E. Irvington Place, #2030
Denver CO 80280-2030

DSN 926-6341, commercial 303-676-6341

Toll-free 1-800-525-0102, ext. 71221/ 222/341

Fax DSN 926-6880 (comm. prefix 303-676)

E-mail: DMS-DPB@arpc.denver.af.mil or

hqarpc.dpb@arpc.denver.af.mil
Retirements Eligibility
HQ ARPC/DPPR

6760 E. Irvington Place, #1900
Denver CO 80280-1900

DSN 926-6369/6370/6371/6372/4941/4942, commercial 303-676-6369/6370/6371/6372/4941/4942

Toll free 1-800-525-0102, ext. 71270/2

Fax DSN 926-6058/8481/8482
E-mail: DMS-DPP@arpc.denver.af.mil
Travel Pay

IMAT-OL/FMFQ

1392 Second St

Dobbins ARB GA 30069-4823

1-800-808-5942

E-mail: AFRCCAFO.FMF@dobbins.af.mil
USERRA

National Committee for Employer Support of Guard and Reserve (ESGR)

1555 Wilson Blvd, Suite 200

Arlington VA 22209-2405

1-800-336-4590

Fax 703-696-1411

Website:  http://www.esgr.org/
Veteran’s Employment and Training Service (VETS)

Contact information for regional offices is on their website, http://www.dol.gov/elaws/userra0.htm

Index

A

Abbreviations and acronyms, 67

Accession to the Category B IMA



Reserve, 4-5


Application interview, 5


Applications, 4


JASOC requirement, 5


Judge Advocate Staff Officer Course



(JASOC) requirement, 5


Physical examination, 5

Acronyms, abbreviations and, 67

Air National Guard, 2, 59

Annual Tour Window, 12, 13, 60

Annual Tour Window calculations, 13

Annual Tour Window examples, 13

Annual training (AT) tour, 6, 8, 9, 10, 12-14,


18, 60

Application Interview, 5


Air Force Judge Advocates, 5


All others (including line officers and



JAG transfers from other services), 5

Applications, 4-5


Interview, 5


JASOC requirement, 5


Judge Advocate Staff Officer Course



(JASOC) requirement, 5


Physical examination, 4, 5

Assignment, 6

Attachment, 6


Limitations on attachments, 6


Unit of attachment, 6, 10, 14, 15, 18, 23,



24, 26, 33, 34, 51, 60, 65

AT tour – see Annual Training (AT) tour

Awards and decorations, 24

B

Billeting, IDT restrictions 10-11

Body Fat Management Program, Weight and


(WBFMP), 33-34

C

Career development, 21-27


Awards and decorations, 24


Continuing education requirements, 24


Decorations, awards and, 24


Officer Performance Reports (OPRs), 23

C (cont.)

Career development (cont.)


PME, 25


Professional Military Education



(PME), 25


Promotions, 21


Reattachments, 26


Retirement, 25

Career management and training



requirements, 8-20


Annual Tour Window, 12-13, 60


Annual training (AT) tour, 6, 8, 9, 10,



12-14, 18, 60


Cars, rental, 15


Coordinator, reserve, 18-19


Duty hours, 13


Fiscal year (FY), 8


Funding, 17


Government travel card (GTC), 14


GTC – see Government travel card (GTC)


IDT periods – see Inactive Duty Training



(IDT) periods


Inactive Duty Training (IDT) periods, 1, 6,



8-14, 18, 61


Pay, 15


Personnel appropriation



tours, types of, 17


Point crediting, 9


Rental cars, 15


Reserve coordinator, 18-19


Reserve Pay Office (RPO), 9, 12, 15, 64,



70


Reserve training folder, 15, 18-20, 28, 33,



64


Retention/retirement (R/R) date or year,



8-10, 12-14, 18, 19, 26, 64


RPO – see Reserve Pay Office (RPO)


R/R date or year – see Retention/



retirement (R/R) date or year


Share the Wealth, 16-17


Supervisor, training 18


Telecommuting, 14


Training folder – see Reserve Training



Folder


Training supervisor, 18

C (cont.)
Career management and training



Requirements (cont.)


Types of personnel appropriation



tours, 17

Cars, rental – see Rental Cars

Category A reservists, 1

Category B (IMA) reservists, 1

Conduct, Standards of – see Standards of


Conduct

Continuing education requirements, 24

Coordinator, reserve – see Reserve


Coordinator

Courses, voluntary ECI, 25

D

Decorations, awards and, 24

Directives and references, 58

Documentation, maintaining training, 18

Documenting training, 18

Duty hours, 13

E

ECI courses, voluntary, 25

Education, Professional Military – see


Professional Military Education (PME)

Examination, physical – see Physical


examination

F

Fiscal year (FY), 8

Fitness, physical, 33

Forms, 50-57

Funding, 17


Military Personnel Appropriation (MPA)



tours, 16, 17, 63


Reserve Personnel Appropriation (RPA)



tours, 17, 64

G

Glossary, 59

Government travel card (GTC), 6, 14, 59, 61

GTC – see Government travel card

H

-- (no entries) --

I

IDT periods – see Inactive Duty Training


(IDT) periods

IDT restrictions, 10-12


Billeting, 10-12


IDT for points only, 12

Inactive duty training (IDT) periods, 1, 6,


8-14, 18, 61

Initial reserve attachment, 6

Interview, application, 5

J

JASOC, 5

Judge Advocate Staff Officer Course


(JASOC), 5

K

-- (no entries) --

L

Limitations on attachments, 6

M

Maintaining training documentation, 18

Master Personnel Records (MPerRs), 26

Military Education, Professional – see


Professional Military Education (PME)

Military Personnel Appropriation (MPA)


tours, 16, 17, 63

MPA tours – see Military Personnel


Appropriation (MPA) tours

N

-- (no entries) --

O

Officer Performance Reports (OPRs), 23-24


Forms, 24


Letters of Evaluation (LOEs), 24


LOEs, 24


Procedures, 23


When required, 23

P

Pay, 15

Performance Reports – see Officer


Performance Reports

Personnel appropriation tours – see Funding

Personnel Records, Master (MPerRs), 26

P (cont.)
Physical examination, 4, 5

Physical fitness, 33

PME – see Professional Military Education

Point crediting, 9

Points of contact, 74

Points only IDTs, 12

Position vacancy (PV) promotion


recommendations, 22-23

PRFs (Promotion Recommendation


Forms), 22

Professional Military Education (PME), 25


Seminar study groups, 25


Testing, 25


Voluntary ECI courses, 25

Professional standards, 28-34


Conduct, Standards of, 28


Fitness, physical, 33


Physical fitness, 33


Standards of Conduct, 28


WBFMP (Weight and Body Fat



Management Program), 33


Weight and Body Fat Management



Program (WBFMP), 33

Promotion Recommendation Forms


(PRFs), 22

PV promotion recommendations – see


Position vacancy (PV) promotion


recommendations

Promotions, 21-23


Eligibility criteria for mandatory



consideration, 21


Point of contact for promotion issues, 21


Position vacancy (PV) promotion



recommendations, 22-23


PRFs (Promotion Recommendation



Forms), 22


Procedures, 21


Promotion Recommendation Forms



(PRFs), 22


Quality Review Panels (QRPs), 22-23


Recommendation Forms, Promotion



(PRFs), 22


ROPMA (Reserve Officer Personnel



Management Act), 21


Selection folder, 22


Writing to the promotion board, 22

Q

Quality Review Panels (QRPs), 22-23

R

Reattachments, 6, 26

Recruiting, 3

References, directives and, 58

Rental cars, 15

Reserve coordinator, 18-19


Duties, 18-19


Selection, 18

Reserve Officer Personnel Management Act


(ROPMA) – see ROPMA

Reserve Pay Office (RPO), 9, 12, 15, 64, 70

Reserve Personnel Appropriation (RPA)


tours, 17, 64

Reserve training folder, 15, 18-20, 28, 33, 64

Retention/retirement (R/R) date or year, 8-10,


12-14, 18, 19, 26, 64

Retirement, 26-27


Grade, at retirement 27


Master Personnel Records (MPerRs), 27


Notification of eligibility for retired pay



at age sixty, 26


Official notification of eligibility for



retired pay at age sixty, 26


Personnel Records, Master (MPerRs), 27


Qualifying for retirement, 26


Retired grade, 27

ROPMA (Reserve Officer Personnel


Management Act), 21

RPA tours – see Reserve Personnel


Appropriation (RPA) tours

RPO – see Reserve Pay Office (RPO)

R/R date or year – see Retention/retirement


(R/R) date or year

Rules, of the Standards of Conduct – see


Standards of Conduct

S

Share the Wealth, 16-17


Assigning IMAs, 16


Duration of tours, 17


Funding, 17


List, 16


Requests, 16


Share the Wealth funding, 17


Share the Wealth list, 16


Submitting requests, 16

S (cont.)

Share the Wealth (cont.)


Tour duration, 17

Standards of Conduct, 28-33


Advisory opinions, 33


Complaints, 33


Definitions, 31


Implementation, 33


Public trust, 28


Requests for consent, 32


Rules, 28-31



Advertising, 30



Prior participation in a matter on




behalf of a private client, 30



Prior participation in a matter on




behalf of the Air Force, 29



Private business activities during




duty hours, 30



Representation adverse to the Air




Force, 28



Representation of the same client in




both judge advocate and private




capacities, 31



Solicitation of clients, 31



Use of nonpublic government




information in representation, 30

Standards, professional – see Professional


Standards

Supervisor, training – see Training


Supervisor

T

Telecommuting, 14

Training documentation, maintaining, 18

Training, documenting, 18

Training folder – see Reserve Training Folder

Training requirements – see Career


management and training requirements

Training supervisor, 18


Documenting training, 18


Duties, 18


Maintaining training documentation, 18

Training supervisor duties, 18

Travel vouchers, 15

Types of personnel appropriation tours – see


Funding

U

Uniformed Services Employment and



Reemployment Rights Act



(USERRA) of 1994, 35-49


Assistance, enforcement, and



investigation, 46


Character of service, 38


Conduct of investigation; subpoenas, 48


Definitions, 37


Discrimination against persons who



serve and acts of reprisal, 38


Employee pension benefit plans, 44


Enforcement, 46


Enforcement with respect to certain



federal agencies, 48


Enforcement with respect to federal



executive agencies, 47


Enforcement with respect to state or



private employer, 46


Health plans, 44


Obtaining reemployment or other



employment rights or benefits, 46


Outreach, 49


Points of contact, 35


Purposes; sense of Congress, 36


Reemployment by certain federal



agencies, 42


Reemployment by the federal



government, 42


Reemployment positions, 41


Reemployment rights of persons who



serve, 39


Regulations, 49


Relation to other law, 36


Reports, 49


Rights and limitations; prohibitions, 38


Rights, benefits, and obligations, 43


Rights in foreign countries, 45


Summary, 35


Text of the law, 36

Unit of attachment, 6, 10, 14, 15, 18, 23,


24, 26, 33, 34, 51, 60, 65

USERRA – see Uniformed Services


Employment and Reemployment


Rights Act

V

Voluntary ECI courses, 25

Vouchers, travel, 15

W

WBFMP -- see Weight and Body Fat


Management Program (WBFMP)

Web Orders Transaction System (WOTS)


requests, 12, 16, 25, 66

Weight and Body Fat Management Program


(WBFMP), 33

WOTS -- see Web Orders Transaction System


(WOTS) requests

X

-- (no entries) --

Y

-- (no entries) --

Z

-- (no entries) --
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