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DEPARTMENT OF THE AIR FORCE

HEADQUARTERS AIR RESERVE PERSONNEL CENTER
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1 September 2004
MEMORANDUM FOR  PROGRAM MANAGERS

FROM:  HQ ARPC/DPB

  6760 E. Irvington Place #2010


  Denver, CO  80280-2010 

SUBJECT:  IMA/PIRR Promotion Enhancement Program (PEP) Policy

1.  This memorandum establishes policy for the IMA/PIRR PEP.  
2.  General Guidance on PEP:   PEP is designed to promote outstanding and deserving IMAs and PIRR in the ranks of SSgt through SMSgt who are not in a higher graded position.  Only those individuals who clearly demonstrate outstanding potential should be considered for promotion under PEP.

3.  Policy:  Promotions are based on Air Force Reserve needs for specific grades.  Promotion quotas are controlled by HQ USAF/RE based on a percentage of the authorized number of each grade and are provided in January of each year.  Eligibility rosters are provided reflecting those who meet promotion criteria as of the cutoff dates for each cycle.  There is no restriction on the number of submissions each MAJCOM can make.  MAJCOMs may submit any eligible NCOs deemed to demonstrate outstanding potential.
a. Promotion cycles will be twice a year with promotion effective dates of 1 April and            1 October of each year.  Eligibility cut-off dates are 1 January and 1 July, respectively.  Individuals must meet all eligibility requirements with the exception of being in a higher graded position prior to the cut-off dates.

b. The date of rank (DOR) under this program is as established IAW AFI 36-2604.

c. Nomination packages are submitted from the unit to their program manager.  Elements will forward their packages to HQ ARPC/DPRFS for review.  Nominations can be disapproved at any level in the submission process.

4.  Promotion Authority:  The promotion authority for PEP resides with HQ ARPC/CC.
5. IMA/PIRR PEP Promotion Eligibility:  
a. IMAs must be a satisfactory participant as outlined in AFMAN 36-8001.  PIRR members  with an unsatisfactory retention/retirement year for the year prior are ineligible for consideration.
b. Nominees must meet eligibility requirements as outlined in AFI 36-2502, Chapter 4 and Table 4.2., with the exception of being in the higher graded unit manning document position.

c. Nominees must be recommended by the supervisor with a 1st indorsement from the commander to the program manager.  The program manager will complete a 2nd indorsement to the PEP Board.
d. Nominations will be for no more than one grade over the authorized grade of the position UMD position the member fills.
6.  IMA/PIRR PEP Nomination Package Guidelines (use Atch 1 as sample):
a. Nomination letter and indorsements must be at least two but no more than three standard-size pages total.  We recommend using 12 pitch font as letter will be displayed on a computer screen.  
b.   AF Form 224, Recommendation and Authorization for Promotion as Reserve of the Air Force (instructions at Atch 2).
7.  IMA/PIRR PEP Selection Process:
a. HQ USAF/RE provides the promotion quotas by grade to HQ ARPC/DPB in January of 

each year.
b. HQ ARPC/DPBPF provides eligibility rosters to each program manager who will send them to the appropriate units.  If eligible members are not included on the roster; the nomination may be accomplished with a request for the program manager to add them.  Nominations will be forwarded to the program managers for a quality and eligibility review.

c. The Board will convene in March and September of each year.
d. The board will consist of at least three voting members.  Board members will consist of three to five chief master sergeants with the senior ranking chief as Board President.  A board recorder from HQ ARPC/DPB will also be present during all board proceedings.  The members of the board will include a general representation of the reserve community.

8.  IMA/PIRR PEP Board Procedures:  Board members assess each nomination package using the whole person concept considering the following factors:
a.    The nomination letter (sample, Atch 1):

· Leadership and Job Performance in Primary Duty
· Breadth of Experience
· Significant Self-Improvement
· Base and/or Community Involvement
b. Copies of two most recent enlisted performance reports (AF Form 910/911).


c. Scoring will be accomplished using the yes/no or 6 to 10 point scales in half point increments (depending on number of quotas versus applicants).    The board members will not discuss their rating with other board members.  Discussion is only permitted if a split occurs.  A split happens when there is a difference of two or more points between any panel members’ scores on a given record using the 6-10 point scale.  The board members will then discuss the package and only those involved in the split may change their scores.  After scoring is complete, the packages meeting the quota are looked at for a fully qualified determination until one is found to be so.  

d.  The board does not have to use all quotas allocated.  Unused quotas will be held over for the second board in September and then returned to HQ USAF/RE after the 1 October promotions.
9.  IMA/PIRR PEP Processing Procedures:  After selection, nominations will be forwarded to HQ ARPC/CC for approval.  
a.  Results of the PEP board will not be released publicly until final approval by HQ    ARPC/CC.   HQ ARPC/DPBPF will forward PEP board statistical information to HQ ARPC/CC to include the following information:  name, grade, MAJCOM, unit of assignment of PEP board members, name of nominees considered (by grade), the number of nominees selected, etc.


b.  HQ ARPC/CC will sign Block II of the AF Form 224 authorizing promotion and HQ ARPC/DPBPF will update MILPDS to reflect promotion on either 1 Apr or 1 Sep.  HQ ARPC/DPB will notify program managers on the public release date.  Program Managers will then notify unit commander who will in turn inform member.  

10.  These procedures will remain in effect until until superseded.
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   EARL V. MCCALLUM, JR., Colonel, USAF

   Chief, Reserve of the Air Force 
     Selection Board Secretariat
Attachments:

1. PEP Nomination Package – Sample

2. AF Form 224 Instructions

PEP NOMINATION LETTER

PEP CYCLE___________

I recommend _____________________________________ for promotion to the grade of ________________.

Leadership and Job Performance in Primary Duty:
- Describe significant leadership accomplishments and how well the member performed assigned primary and additional duties.

- Identify what places this individual above his/her peers in job performance.  Identify how the individual has stepped forward as a leader or demonstrated leadership potential (define scope and level of responsibilities).
- Include any new initiatives or techniques developed by the member that positively impacted the unit and/or mission.  Include results of Air Force and/or MAJCOM inspections/evaluations.  Include awards received, e.g. NCO of the Quarter, Maintenance Professional of the Year, etc.  

Breadth of Experience:  
- Include past job experience, level of responsibility, and impact on the mission and unit.

- AFSC related civilian experience.
- Leadership/managerial experience (military and civilian).

Significant Self-Improvement:  
- Show how the member developed or improved skills beyond those required for skill level advancement and promotion.  
- May include Senior NCO Academy in-residence, education (civilian and military), AFSC-related certifications (Airframe and Power plant license, nationally certified EMT, RN, Physician Assistant, FCC license, etc.), quality classes, technical schools, seminars or conferences which benefit the mission.  
- Cite any other relevant training or activity that significantly enhanced the member’s value as a military citizen.

Base and/or Community Involvement:  
- Any additional comments to support the recommendation.  May include community involvement (not a gift contribution but actual participation with specific involvement), professional military/civilian memberships with involvement (AFA, AFSA, NCOA, Top Three, First Sergeants Group, etc.), communication skills and/or any areas which contribute to the overall image or betterment of the Air Force Reserve.

   //Signature//
   Name of Recommending Official (Supervisor)
   Duty Title
Atch 1

1st Ind, (Unit Commander’s Office Symbol)
MEMORANDUM FOR  (MAJCOM PM – HQ ACC/CCR)

Put “finishers” here.  Make strong promotion recommendations.  Do not standardize comments.  Board members do notice standardized comments, so make comments that are unique to the individual nominated for promotion.






       
   //Signature//







   JOHN E. DOE, Lt Col, USAF







   Commander

2nd Ind, (Program Manager’s Office Symbol – HQ ACC/CCR)

MEMORANDUM FOR  PEP BOARD 03-B
Concur/Non-concur

   //Signature//







   CARRY T. NATION, Colonel, USAF


  




   Program Manager 
INSTRUCTIONS FOR COMPLETING AF FORM 224

SECTION I.  Request

Thru:  Program Manager’s Office (i.e. HQ AFMC/CCR)

To:  HQ ARPC/CC

From:  Nominee’s current unit of assignment

Name:  Last, First, Middle Initial

Grade: Nominee’s current grade

SSN:  Nominee’s Social Security Number

Recommending official fills in Table and Rule number.  Type in “PEP Cycle CYXXA OR CYXXB.  Overage Code:  L”
Recommended for Promotion To:  Next higher Rank/Grade

Typed Name, Grade, Title, and Signature Block of Recommending Official:

(Anyone in member’s chain of command may recommend)

Section II.  Member Promotion Data

Position Control Number:  7-digit number listed on UMD (position number the member is assigned to).

Authorized AFSC:  AFSC the individual is assigned against on UMD.

Current Date of Rank:  Nominee’s current DOR (on RIP).

PAFSC:  Individual’s Primary AFSC (on RIP).

TEMSD (E-8 & E-9 only) Functional Acct Code:  Total Enlisted Military Service Date  Functional Account Code (Found on the RSAA01 SURF beside DAS on page 2).

Date Qualified USAFSE/SNCOA (E-8 & E-9 only):  Date of In-residence Graduation or CD-Rom completion.

MPF Certification – Program Manager signature block and signature after quality/eligibility verification.

Section III.  Action by Recommending/Approving Official (if required):

Approval or disapproval:  Mark appropriately.

Date:  Date of signature

Typed Name, Grade, Organization, and Signature of Sq Commander:

Commander signs.

Second signature element will be typed by HQ ARPC/DPBA.  HQ ARPC/CC will approve/disapprove and sign.

Atch 2
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