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Section A





OVERVIEW





The governing directive for Unfavorable Information Files (UIF) is AFI 36-2907, Unfavorable Information File (UIF) Program.  This guide was developed in conjunction with the governing directive to aid in the management of your UIFs.  Key processes were taken directly from the corresponding instruction to allow for a quick reference for program processes.  This guide pertains to the management of your entire program, including active duty, assigned/attached Individual Mobilization Augmentees and Participating Individual Ready Reservists. 












































Section B


INITIATING UIF ACTIONS





NOTE:  UIFs are an official record of unfavorable information about an individual.





1.  ENLISTED PERSONNEL:  





    a.  Commanders may refer the following optional documents via AF Form 1058, Unfavorable Information File Actions:





	Letter of Admonishment


	Letter of Counseling


	Letter of Reprimand





    b.  The following documents are not referred via AF Form 1058 but are mandatory UIF documents:





	Optional Article 15s


	Article 15s with Punishment Exceeding 1 Month


	Court-martial


	Civilian Court convictions


	Substance Abuse Reorientation and Treatment (SART) 


      (Track 4/5)


	


2.  OFFICER PERSONNEL:





    a.  Commanders may refer the following optional documents via AF Form 1508:





	Letter of Admonishment


	Letter of Counseling





    b.  The following documents are not referred via AF Form 1058 but are mandatory UIF documents:





	Article 15s


	Court-martial


	Civilian Court Convictions


	SART Tract 4/5 





    c.  Letters of Reprimand are mandatory UIF documents and are referred via AF Form 1058 for the officer's signature ONLY.





3.  The individual has three duty days to acknowledge the intended actions and provide pertinent information before the commander makes the final decision.  For non-EAD reservists who depart the area prior to the 3 duty days allowed, the individual then has 30 calendar days from the date of receipt of the certified letter to acknowledge notification and provide information.





NOTE:  The date of receipt is not counted, and if the individual mails their acknowledgment, the date of the postmark on the envelope will serve as the date of acknowledgement.  An individual is presumed to be in receipt of official correspondence if it is delivered by certified mail to the individual's address.























































































































Section C





ESTABLISHING AN UIF





�1.  Upon receipt of document from the commander, if not already established, create an UIF folder and AF Form 1137, Unfavorable Information File Summary.


    


    























a.  Determine whether the following documents are mandatory or optional.  The disposition dates are as follows:


  


						   APPLIES TO		   DOCUMENT IS


DOCUMENT		DISPOSITION DATE	OFFICER  ENLISTED	MANDATORY  OPTIONAL		





Article 15		Date punishment	   X         X            X


			or suspension is due


			to be completed





Article 15, upon 	4 years from date	   X                 	    X


completion of		the commander signs


punishment/suspension	AF Form 3070, PCS,


			transfers to another


			component or 


separation plus 1


			year whichever


			is later





			2 years from date		      X            X


			commander signs


			items 6-8 of 


			AF Form 3070





Court-martial		Date punishment is	   X			    X


conviction		completed (not to 


exceed 4 years from


date sentence was


adjudged)





Date punishment		      X 	    X


is due to be


completed (not


to exceed 2 years


from date sentence


was adjudged)





Court-martial, 	4 years from date	   X                       X


upon completion	sentence was adjudged


punishment		or PCS, transfer to


another component,


or separation plus 1


year whichever is


			later





			2 years from date		      X		     X


			sentence was


			adjudged





   APPLIES TO		   DOCUMENT IS


DOCUMENT		DISPOSITION DATE	OFFICER  ENLISTED	MANDATORY  OPTIONAL











Conviction by 		Same as stated 	   X	     X		     X


civilian court		above for 


court-martial


			completion above





Control Roster		6 months from		   X	     X		     X


			date commander		


			signs section V


			of AF Form 1058


			NOTE:  AFRC/ARPC


			may establish


			longer observation


			periods not to


			exceed 12 months








Upon completion	1 year from date	   X	     X		     X


of control roster	commander signs


			Section V of


			AF Form 1058





Record of SART		1 year from		   X	     X		     X


(Track 4/5)		effective date





Failure in SART	1 year from		   X	     X		     X


(Track 4)		effective date





LOR			2 years from		   X			     X


			date commander


			signs section V


			of AF Form 1058


			or PCS, transfer


			to another component


			or separation plus


			1 year whichever


			is later





			1 year from date		      X				 X


			commander signs


			section V of 


			AF Form 1058





LOC/LOA			Same as LOR		   X	      X				 X


			


Article 15		1 year form date		      X                        X


punishment of less	commander signs


than 1 month		items 6-8 of 


			AF Form 3070





NOTE:  Review notes in AFI 36-2907, Tables 2.1 and 2.2 for further guidance.





    b.  The UIF monitor will place the individual's name and social security number on the folder.





    c.  The front and back of folder will be marked with "FOR OFFICIAL USE ONLY."





    d.  If the member is performing, selected for assignment, or a student of Personnel Reliability Program (PRP) duties, mark the folder in the upper right hand corner reflecting the member's involvement with the program.  NOTE:  The PRP marking should be visible when the folder is closed and filed, i.e. a piece of colored tape placed on the edge of the file.


    e.  Remove the portion of the AF Form 1137 of supporting documents that were removed.





    f.  Forward a copy of AF Forms 1137 on individual reservists to the MAJCOM/AF Element Program Manager each time form is updated.





    g.  Update the Personnel Data System (PDS)/PC-III.  At PC-III units, the PDS automatically relays each UIF update throughout the MPF.  For non-PC-III units, the UIF monitor must ensure that all offices within the MPF coordinate on UIF entries and documents. The following is a list of codes to update UIF information:





	   (1)  Code 1 - UIF only





	   (2)  Code 2 - Control roster and UIF





	   (3)  Code 3 - Punishment, Article 15, or court-martial


































































































Section D





REVIWING UIFs





1.  The commander and Staff Judge Advocate (SJA) will review all UIFs annually with the computer listing provided by the UIF monitor.  This review will be documented via memorandum signed by both the unit commander and SJA.  File the memorandum in the general correspondence file of your office of record.





2.  The unit commander will review all UIFs within 90 days of assumption/appointment of command.





3.  Additionally, review UIFs under the following conditions:





		Promotion


		Conditional Reserve Status


		Selective Continuation


		Regular AF Appointment


		A Specified Period of Time Contract


		Reenlistment or Selective Reenlistment Consideration


		PCS/PCA (Including assignment in/among USAFR)


		PRP Duties


		Voluntary/Mandatory Reclassification/Retraining


		Evaluation Prior to Completion


		Reservists:  Application for In-Resident PME or


		             Reserve short courses.


	                  Prior to Statutory Tour or when


		             considered for active duty over


				   30 days.


		Appointment/Enlistment in the Air Force 


            (Whether active duty or Reserve)





4.  The "Commander's Enlisted Management Roster" and the "Commander's Officer Management Roster" are management tools designed to give commanders a look at personnel in their organization with quality indicators. 





    a.  All entries on the management rosters should be reviewed by the commander to ensure appropriate action was taken. 





    b.  Rosters are retrieved from the office automation area in PC-III.  For non-PC-III units retrieve through the MPF Personnel Systems Manager.





5.  The UIF monitor will accomplish the following reviews:





    a.  Will audit existing UIFs at least twice a year by comparing the PDS to the actual UIF file.





    b.  Maintains the UIF properly and corrects the corresponding PDS entries, if applicable.





    c.  Signs audit list or self-inspection checklist (See AFI 36-2907, Attachment 2) and files it in the general correspondence file of your office of record.





 
































































































































Section E





EARLY REMOVAL OF UIFs AND DOCUMENTS


�





























1.  OFFICER PERSONNEL





    a.  The removal authority for the UIF document must accomplish an AF Form 1058 indicating early removal of the officer's UIF is approved.  The UIF monitor will then contact HQ AFPC/DPSFC in writing via message, e-mail or CRT gram.  For individual reservists contact HQ ARPC/DPSSP.  Provide the following information:





	   (1)  Title the correspondence "UIF Disposition."  Include the Member's name and SSN, list the document(s) used to establish the UIF, and the date reflected on the AF Form 1058, AF Form 3070, or court-martial order.  Include a point of contact and applicable DSN.





        (2)  If the request is in order, HQ AFPC/DPSFC will delete the UIF from the HAF system and the transaction will flow to and update the PDS.  





        (3)  Upon receipt of return correspondence from HQ AFPC/DPSFC advising of UIF deletion actions, destroy the member's UIF.  File the AF Form 1058 requesting early removal action in the general correspondence file of your office of record.





    b.  Forward a copy of the AF Form 1058 to the following offices:





        (1)  Servicing or gaining Director of Personnel Programs.





        (2)  General officers and general officer selects for active duty to AFGOMO, for Reserve to HQ USAF/REPS.





        (3)  Colonel and colonel select for active duty to AFDPO, for Reserve to HQ USAF/REPS.





        (4)  Officers in the Medical Corps, Dental, Medical Service Corps, Nurse Corps or Biomedical Sciences Corps for active duty to HQ AFPC/DPAM, for individual reservist to HQ ARPC/SG.





        (5)  Active duty chaplains to HQ USAF/HC, for individual reservists to HQ ARPC/HC.





        (6)  Active duty judge advocates to HQ USAF/JA, for individual reservists to HQ ARPC/JA.


  


2.  ENLISTED PERSONNEL





    a.  Commanders will initiate removal action via AF Form 1058 and have members acknowledge receipt on form.





    b.  To remove early an UIF document, the following applies:





        (1)  Destroy the UIF document and update PDS.





        (2)  Erase comments on AF Form 1137 and distribute copies on individual reservists to the MAJCOM/AF Element Program Manager. 





        (3)  If no further documents exist, file AF Form 1058 in general correspondence file of your office of record.





NOTE:  Commanders cannot remove any documents or adjust disposition dates for Article 15 or court-martial punishment, sentence, judgment, or action that IS NOT complete.

































































Section F





TRANSFERRING UIFs





NOTE:  Transfer UIF case files in an envelope marked with "FOR OFFICAL USE ONLY" front and back.  DO NOT use Standard Forms 65B/65C, US Government Messenger Envelopes when transferring UIFs.





1.  Upon separation/discharge on officers from active duty, or individual Reserve officers who transfer to the nonparticipating Reserves, forward all officer UIF case files to HQ ARPC/DPSTQ for disposition. NOTE:  Enlisted UIF case file disposition is still pending.





2.  See AFI 36-2907, Table 2.3 for annotating and disposing of AF Form 1137.





3.  Follow the below procedures for Temporary Duty (TDY) personnel:





    a.  TDY en route PCS:  TDY commander sends a completed copy of AF Forms 1058/1137 and a copy of the individual's PCS orders to the gaining MPF after EACH UIF entry.





    b.  TDY:  If the individual is TDY and will return to permanent unit, the TDY commander will send a completed package to the individual's unit commander.





4.  Follow the below procedures for individuals that are Absence Without Leave (AWOL):





    a.  The commander notifies the UIF monitor in writing of the member's status.  This letter serves as the source document for the PDS update.  The UIF monitor retains the UIF and updates the UIF disposition date to "8s."  NOTE:  Do not annotate the AF Form 1137. 





    b.  If the individual returns from AWOL, the commander will advise the UIF monitor whether to destroy the UIF or establish a new UIF disposition date.  NOTE:  This date is not more than 3 months from the date the commander signs the UIF notice advising the UIF monitor of the member's change in status.  If a document is added to the UIF before the end of the 3 months, the UIF disposition date is extended, if not the UIF will be destroyed.      





  





   


Section G





CONTROL ROSTER








1.  Initiate control roster actions via AF Form 1058.  NOTE:  This is a mandatory UIF entry.





2.  The individual has 3 duty days to submit a statement on their behalf before the AF Form 1058 is finalized.  For individual reservist, not on EAD, who depart the duty area prior to the 3 duty days has 30 calendar days from the date of receipt of the certified letter to acknowledge receipt.  NOTE:  In calculating the time to respond, the date of receipt is not counted and if the individual mails their acknowledgment, the date of the postmark on the envelope will serve as the date of acknowledgment.  An individual is presumed to be in receipt of official correspondence if it is delivered by certified mail.





3.  Early removal is authorized for enlisted members, but not for officers.
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