The accumulation of deployment days for purposes of determining eligibility for high deployment per diem and the requirement for general and flag officers to personally manage deployments are suspended until further notice.  TRACKING AND REPORTING IS REQUIRED AND NOT SUSPENDED.
The accumulation of deployment days for purposes of determining eligibility for high deployment per diem and the requirement for general and flag officers to personally manage deployments are suspended until further notice.  TRACKING AND REPORTING IS REQUIRED AND NOT SUSPENDED.
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To ensure you have the most current information & references, please see: 

http://arpc.afrc.af.mil/site_map/perstempo.htm
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GENERAL GUIDANCE 

FOR ALL

AF RESERVE MEMBERS 

PROGRAM SUMMARY

Today’s environment requires America’s Air Force to maintain strong global readiness and warfighting capabilities to support the National Security Strategy.  Every Air Force member must be an expeditionary airman, which requires a mindset that we are ready to go anywhere, anytime to carry out our mission.  10 USC 991, enacted by the FY2000 and FY2001 National Defense Authorization Acts (NDAA), standardizes Service requirements to track, manage and report PERSTEMPO for each military member.  Subsequently, on 1 Oct 00 we began to track and manage “deployments” which essentially include temporary duty days away from home, excluding schools. 

PERSTEMPO management supports the Expeditionary Aerospace Force (EAF) concept by ensuring our ability to avoid degradation in readiness and/or adverse impacts on our people's quality of life.  The cornerstone of Air Force PERSTEMPO management is Duty Status Reporting (DSR), which allows commanders to assess the availability of personnel to meet mission requirements.  All changes in duty status (deployments, leave, training, etc.) affect PERSTEMPO tracking and management.  Therefore commanders and their support staffs must ensure timely and accurate duty status updates to the Personnel system.
The Air Force’s desired maximum number of days TDY remains 120 days a year per person.  Air Force Reserve‘s desired maximum number of total participation days remains 110 days a year per person.  Commanders will continue to work to manage PERSTEMPO below this level.  However, for those individuals that cannot be managed below the desired maximum, commanders will strive to keep their deployments below the NDAA High Deployment thresholds as described below:
a.  Reservists deployed or projected to be deployed more than 181-days in a 365-day period are considered “High Deployment” members.  Their deployed time must be managed/approved by the first Air Force Reserve general officer in their chain of command (atch 1).
b.  Reservists deployed or projected to be deployed more than 220-days in a 365-day period must have their deployment time managed/approved by HQ USAF/CV (atch 1).
c.  Reservists projected to deploy more than 400 days out of the preceding 730 days must have prior approval from HQ USAF/RE.  Individuals will receive $100 for each day deployed in excess of 400 days.  High deployment pay will be chargeable as a military personnel expense from the component for which the member performs duty (atch 1).
This guide outlines Air Force Reserve procedures for tracking and managing PERSTEMPO in support of NDAA deployment requirements.  These instructions apply to Unit Reservists, Unit Active Guard/Reserve (AGRs), Individual Mobilization Augmentees (IMAs), Participating Individual Ready Reservists (PIRR), and Headquarters AGRs.  The legislation does not apply to DoD civilians, Reserve Technicians in civilian status, or Reserve members in Inactive Duty Training Status (i.e., IDTs, UTAs, FTPs, RMPs, AFTPs, etc.).  Additional detailed guidance can be found on the Air Force’s Tempo website at http://www.tempo.hq.af.mil
PROGRAM MANAGEMENT

A.  Definition of Deployed  

For the purposes of this directive the term “deployed” is intended to comply with the FY00/ FY01 NDAAs.  It is any day pursuant to orders where the member is performing duty at a location or under circumstance that make it impossible or infeasible to spend off-duty time in their residence, this includes: unit training, exercises, operations, mission support TDY (conferences, etc.), and home station training.  More specifically, prior to 1 Aug 01 a member of the Air Force Reserve will be considered deployed any day pursuant to orders that do not establish a permanent change of station (i.e. less than 139 days); and the member is performing active duty at a location that is not the member’s permanent training site and is more than 100  miles, or three hours travel time, from the member’s permanent civilian residence.  This includes duty performed under MPA or RPA orders.  Permanent  training site is the member’s unit of assignment or attachment where they normally perform their required fiscal year training (i.e.,  AT, IDT/UTA).

Effective on 1 Aug 01, a member of the Air Force Reserve will be considered deployed any day pursuant to orders that do not establish a permanent change of station; and the member is performing active duty that makes it impossible or infeasible for the member to spend off-duty time in the housing that the member normally occupies when on duty at their permanent training site or in their permanent civilian residence.  (i.e.  a member that is normally billeted on base while performing active duty is considered deployed if the unit conducts home station/local area training that precludes the member from staying in billeting.)  The following events affect PERSTEMPO but are not considered Deployment events: student at any government school/course, home station alert, guard duty, Funeral Honors Duty, discipline, or hospitalization at the member’s permanent duty station.

B.  Tempo Management And Tracking System (TMTS)

TMTS is a web-based data management tool developed to assist commanders and program managers in meeting legislative requirements to accomplish near-real time tracking and management of individual PERSTEMPO.  This system resides at HQ Air Force Personnel Center (https://www.afpc.randolph.af.mil/AFPCSecure) and relies on accurate and timely inputs to Personnel’s MILPDS system through duty status reporting (DSR).  AF Reserve accomplishes DSR through a variety of systems to include PCIII, MILPDS, the Travel Budget & Analysis System  (TBAS), the Command Man-day Allocation System (CMAS), the Duty Status Information System (DUSTY), and the PERSTEMPO Tracking Utility (PTU).

Commanders and program managers must query TMTS to obtain PERSTEMPO data on their personnel and determine when their members are projected to exceed the 181-day, 220-day, or 400-day thresholds.  If the deployment or continued deployment of a member requires approval, commanders will forward the appropriate request for each deployment event which exceeds a threshold (i.e., no blanket waivers), per procedures outlined below.  Individual Reservists must periodically review their PERSTEMPO data to verify its accuracy.  Erroneous data should be reported to the commander/support staff with applicable orders and travel vouchers. 
C.  Responsibilities
(HQ USAF/CV) Vice Chief of Staff of the Air Force provides centralized management approval for Reserve members who exceed the 220-day High Deployment threshold in a 365-day period (i.e., Joint Staffs, Agencies, Direct Reporting Units, Air Staff, MAJCOMs, Units, etc) (atch 1.1).

(HQ USAF/RE) Chief of the Air Force Reserve has overall responsibility for the management of PERSTEMPO for all Air Force Reserve members.  Provides centralized management approval for Reserve members who exceed the 400-day High Deployment threshold in a 730-day period.

(HQ USAF/RE (Deputy)) Deputy Chief of the Air Force Reserve provides centralized management approval for Reserve members not assigned to AFRC who exceed the 181-day High Deployment threshold in a 365-day period (atch 1.1).

First Air Force Reserve General Officer in members’ chain of command provides centralized management approval for Reserve unit members who exceed the 181-day High Deployment threshold in a 365-day period (atch 1.1). 

(HQ AFRC/ACV)  Headquarters Air Force Reserve Command Assistant Vice Commander provides centralized management oversight for Reserve members assigned to HQ AFRC who exceed the 181-day High Deployment threshold in a 365-day period (atch 1.1).

(HQ ARPC/CC)  Headquarters Air Reserve Personnel Center Commander provides centralized management oversight for PERSTEMPO data collection of IMAs and PIRRs .

IMA and PIRR Program Managers are responsible for PERSTEMPO management of assigned members, which includes establishing procedures for providing timely and accurate duty status and travel data (atch 3.1).

Mission Support Commanders are responsible for ensuring unit commanders receive guidance regarding PERSTEMPO management and tracking.

Financial Management offices are responsible for processing and exporting Travel Order and Travel Voucher information. 

Commanders at all levels are responsible for establishing procedures for proactive PERSTEMPO management and providing timely, accurate duty status and travel data. 

Individual Air Force members are responsible for filing their travel vouchers in a timely manner and for monitoring and ensuring the accuracy of their PERSTEMPO data in TMTS.

D.  How To Process A High Deployment Waiver 

      1.  Standard Procedures For All Reservists

-  Requester:  O6/equivalent or above in the organization requesting to utilize a High Deployment member will initiate the request as indicated below.

-  Subsequent requests for a member to exceed High Deployment thresholds (181/220/400-days) require applicable general officer consideration/waivers.

-  Requests will include the following (atch 1.3):

   --  Requester Inputs:  Requested member’s rank/name; Social Security Number (SSN); Unit being supported; AFSC in which duty is to be performed; Brief explanation of support being requested; Verification that tour does not duplicate a validated manpower authorization (UMD for permanent party or DMD for contingency/exercise); Deployment inclusive dates; Non-availability of other Reservists; Impact if request is disapproved.

   -- Owning Commander or Program Manager Inputs:  (If concurs with the request) Verifies that: Member will not exceed High Year of Tenure or Mandatory Separation Date; Member is not identified for AEF deployment during this period of duty; Member has met/is projected to meet FY statutory requirements (IDT/AT) or agrees to consider Reserve unit member Constructively Present for scheduled statutory requirements during this period of duty; Member (except AGRs) will not go into active duty sanctuary during the deployment (unless waived); TMTS verification of days deployed prior to the start of the deployment and number of days which will accumulate over and above the threshold; Waivers required to support the deployment (i.e., High Deployment Pay; 139/179 MPA/RPA Manday waiver; Sanctuary, etc.).  Include copies of all applicable waivers which have been requested or which have been approved and supporting documentation (atch 1.3).

-  Requests should arrive to the final approval authority (atch 1.1) at least 45 days before the start date of the deployment which will cause the member to exceed their High Deployment threshold.

-  Requester should initiate their requirement as early as possible.  As a minimum allow five (5) processing days for each intermediate level of review.

-  Members should not normally be directed to begin a High Deployment tour before the issuance of a required waiver.  In no situation should an individual exceed a High Deployment threshold before issuance of a required waiver.

      2.  Specific Processing Requirements
a.  Levels of Review/Approval For Unit AGRs & Unit Reservists:

181-Day High Deployment Waivers:

-  Waiver requests flow from requester - to member’s unit/CC - to member’s Wg/CC (then to NAF/CC if this is the 1st General Officer in the reporting chain).

--  Requester forwards a courtesy copy of all approved waivers to HQ AFRC/DPXX

220-Day High Deployment Waivers:

-  Waiver requests flow from requester - to member’s unit/CC - to member’s Wg/CC - to NAF/CC - to AFRC/DP - to AFRC/ACV (with AFRC functional manager review) - to AF/REP - to AF/RE - to AF/CV

b.  Levels of Review/Approval For IMAs/PIRRs:

181-Day High Deployment Waivers:

-  Waiver requests flow from requester - through member’s commander/program manager/ General Officer in the member’s reporting chain - to ARPC/DPST - to AF/REP - to AF/RE (Deputy)

   -- IMAs assigned to HQ AFRC will seek approval to exceed the 181-day threshold from the 1st General Officer in their chain.

220-Day High Deployment Waivers:

-  Waiver requests flow from requester - through member’s commander/program manager/ General Officer in the member’s reporting chain - to ARPC/DPST - to AF/REP - to AF/RE - to AF/CV

c.  Levels of Review/Approval For Headquarters AGRs & HQ AFRC Reservists:

181-Day High Deployment Waivers:

-  Waiver requests flow from requester - to member’s commander - to 1st General Officer in the member’s reporting chain - to AF/REP - to AF/RE (Deputy)

   -- AGRs assigned to HQ AFRC will seek approval to exceed the 181-day threshold from the 1st General Officer in their chain.

220-Day High Deployment Waivers:

-  Waiver requests flow from requester - to member’s commander - to 1st General Officer in the member’s reporting chain - to AF/REP - to AF/RE - to AF/CV

   -- Waiver requests for AGRs assigned to HQ AFRC flow from requester – to member’s commander/program manager – for coordination/recommendation, to AFRC/DPXX to AFRC ACV (with AFRC Functional Manager review) to AF/REP to AF/RE to AF/CV

E.  POCs for Air Force Reserve High Deployment Waivers:

HQ AFRC:

HQ AFRC/DPXX

155 Richard Ray Blvd

Robins AFB GA 31098

DSN: 497-1262/52

FAX: 497-0356

HQ ARPC:

HQ ARPC/DPST 

6760 E. Irvington Pl #4000

Denver CO 80280

DSN: 926-6531

FAX: 926-6534
Attachment 1.1

HIGH DEPLOYMENT COORDINATION AND APPROVAL PROCESS

	Member
	Threshold
	Requester -        (O6 or above)                         Owns the Requirement
	Concurrence - Owns the Resource
	Coordination
	Final Approval

	
	
	
	
	
	

	Unit Reservist or Unit AGR
	>181
	Gp/Wg Cmdr or O6 equivalent in the organization requesting the use of the member 
	The member's Wing/CC 
	N/A
	1st GO in chain Wing/CC or NAF/CC

	
	>220
	
	
	NAF/CC - AFRC/ACV - AF/RE
	AF/CV

	
	>400
	
	
	NAF/CC - AFRC/ACV
	AF/RE

	
	
	
	
	
	

	IMA &

PIRR

NOTE  2
	>181
	Gp/Wg Cmdr or O6 equivalent in the organization requesting the use of the member 
	GO in the member's chain and Program Manager
	ARPC/DPST
	AF/RE (Deputy)

	
	>220
	
	
	ARPC/DPST - AF/RE
	AF/CV

	
	>400
	
	
	ARPC/DPST - AF/RE
	AF/RE

	
	
	
	
	
	

	Headquarters AGR

NOTE 1 & 2
	>181
	Gp/Wg Cmdr or O6 equivalent in the organization requesting the use of the member 
	GO in the member's chain
	N/A
	AF/RE (Deputy)

	
	>220
	
	
	AF/RE
	AF/CV

	
	>400
	
	
	N/A
	AF/RE

	NOTES:


	
	
	
	
	

	Applicable to all-

Forward waiver requests to the applicable organization’s Personnel office for processing (See Para 1.E for addresses)

  -  For NAF/CC, send to NAF/DPM

  -  For ARPC, send to ARPC/DPST

  -  For AFRC/ACV, send to AFRC/DPXX

  -  For AF/RE, send to AF/REPP

	

	1.  Headquarters AGRs are assigned to Air Staff (or their FOAs), MAJCOMs, DRUs, Joint Staffs, other Services, and DoD agencies.

	

	2.  Reservists assigned to HQ AFRC will receive approval to exceed the 181-day threshold from the 1st GO in their chain vice AF/RE (Deputy).

	
	
	
	
	
	


Attachment 1.2

PERSTEMPO WAIVER MATRIX

	
	
	
	FINAL APPROVING AUTHORITY

	Waiver Type
	# Days Which Exceed Threshold
	Unit
	NAF
	HQ AFRC
	IMAs
	HQ AGRs

	
	
	
	
	
	
	
	

	End Strength (RPA)

NOTE 1
	>139
	Cumulative within a Fiscal Year
	Wing/CC
	NAF/CC
	AFRC/CC
	ARPC/DPS
	N/A

	
	>179
	Cumulative within a Fiscal Year 
	AF/REP
	AF/REP
	AF/REP
	AF/REP
	

	End Strength (MPA)

NOTE 1
	>139
	Cumulative within a Fiscal Year 
	AF/DPPR
	AF/DPPR
	AF/DPPR
	AF/DPPR
	N/A

	
	>179
	Cumulative within a Fiscal Year
	AF/DPPR
	AF/DPPR
	AF/DPPR
	AF/DPPR
	

	High Deployment

NOTE 2 & 4
	>181
	Cumulative within a rolling 365- day period
	Wing/CC or NAF/CC
	NAF/CC
	GO Dir or AFRC/CV
	AF/RE (Dep)
	AF/RE (Dep)

	
	>220
	Cumulative within a rolling 365- day period
	AF/RE Coord AF/CV Appr
	AF/RE Coord AF/CV Appr
	AF/RE Coord AF/CV Appr
	AF/RE Coord AF/CV Appr
	AF/RE Coord AF/CV Appr

	High Deployment Pay

NOTE 3 & 4


	>400
	Cumulative within a rolling 730- day period
	AF/RE
	AF/RE
	AF/RE
	AF/RE
	AF/RE

	
	
	
	
	
	
	
	

	NOTES:
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	

	1.  179-Day End Strength Policy - If a reserve member is on active duty for support (not ADT) for more than 179 cumulative days within a fiscal year, that member will be counted towards Active Duty strength (if on MPA mandays) or AGR strength (if on RPA mandays).   RPA Waivers: AFMAN 36-8001, Chapter 6 [OPR: AF/REPP] and MPA Waivers: AFI 36-2619 [OPR: AF/DPRR]

	
	
	
	
	
	
	
	

	2.  181/220-Day High Deployment Policy - If member is deployed more than 181/220-days within a rolling 365-day period, the member is a "High Deployer" and must have their PERSTEMPO managed by a GO in their chain of command.  [OPR: AF/REPP]

	
	
	
	
	
	
	
	

	3.  400-Day High Deployment Pay Policy - If a member is deployed for more than 400-days within a rolling 730-day period, the member will collect $100 a day high deployment pay for each day deployed over 400-days.  [OPR: AF/REPP]

	
	
	
	
	
	
	
	

	4.  Separate requests must be submitted for each deployment which exceeds a threshold and should reach the approval authority at least 45 days before the start date of the deployment which will cause the member to exceed their applicable threshold.


Attachment 1.3
HIGH DEPLOYMENT WAIVER CHECKLIST

Waiver requests must include the following information for consideration.

Requester Inputs:

___  Requested member’s rank/name & Social Security Number (SSN)

___  Unit being supported

___  AF Specialty Code (AFSC) in which duty is to be performed

___  Brief explanation of support being requested

___  Verification that tour does not duplicate a validated manpower authorization 

___  Deployment inclusive dates including travel time

___  Verification that other Reservists (which don’t require a waiver) are not available

___  Impact if request is disapproved

Owning Commander or Program Manager Inputs:  (If they concur with the request) 

___  Member will not exceed High Year of Tenure or Mandatory Separation Date

___  Member (except AGRs) will not go into active duty sanctuary (unless waived)

___  Member’s requested tour of duty does not conflict with AEF commitment 

___  Member met/is projected to meet FY statutory requirements (IDT/AT) or will be

        considered Constructively Present (Reserve unit member) for scheduled statutory

        requirements during this period of duty

___  TMTS verification of days deployed prior to the start of the deployment and number

        of days which will accumulate over and above the threshold

___  Waivers required to support the deployment (i.e., High Deployment Pay; 139/179

        MPA/RPA Manday waiver; Sanctuary, etc.).  Include copies of all applicable waivers which

        have been requested or approved and supporting documentation

PART 2.

PROCESSING DATA AND

TRACKING PERSTEMPO FOR

UNIT RESERVISTS & UNIT AGRs

FOR USE BY:

COMMANDERS

UNIT ORDERLY ROOMS 

MILITARY PERSONNEL FLIGHT (MPF)

FM TBAS PROGRAM OFFICE

FM RESERVE TRAVEL OFFICE

PROCESSING DATA AND TRACKING PERSTEMPO FOR 

UNIT RESERVISTS

A. General Guidance.  Successful management and accurate tracking and reporting of PERSTEMPO events/days must be a collaborative effort by all commanders, unit orderly rooms, the MPF, Financial Management, and all members.  The cornerstone of successful PERSTEMPO tracking is through duty status reporting.  To give you a pictorial view, see the flow chart below of the events and data processing required to accurately track all PERSTEMPO events and High Deployment days.  
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B. Orders Preparation (Orderly Rooms).  Note:  For those without an orderly room, this applies to personnel who prepare orders.

1. Unit orderly rooms will prepare travel orders for those members assigned to their units.  A Duty Status Code (DSC) input is required in TBAS.   It is imperative that the correct code is entered.  See attachment 2.1 for a listing of DSCs.  

2. The orders clerk will then immediately email their TBAS orders information to the Wing TBAS Program manager for orders certification and funds authorization.  The unit orderly rooms will file original copy of the orders transmittal and approval document and retain for one year.

3. It is important that orders clerks become familiar with the definitions of the duty status codes (Atch 2.1).  Prior to 1 Aug 01, if a member traveled to a location within 100 miles of their official home of residence, the event will not be counted as a deployed event.  Your FM travel manager should be able to provide you with the official travel distance website and shared password so a determination can be made. In addition, if a member happened to live within 100 miles from their deployed location but it takes more than 3 hours to travel there, it is counted as a deployed event.  It is the responsibility of the member to inform his/her supervisor or commander when this occurred.  A memo or written statement signed by both the member and the commander is required as a source document for the duty status code update and will be kept on file in the members official personnel folder.  All high deployment travel that occurred prior to 1 Aug 01 should be based on the above definition.  For all travel beginning 1 Aug 01, the 100 mile/3 hour rule is not to be considered.   A member will be considered in a high deployment status when he/she is performing active duty that makes it impossible or infeasible for the member to spend off-duty time in the housing that the member normally occupies when on duty at their permanent training site or in their permanent civilian residence.  (i.e.  a member that is normally billeted on base while performing active duty is considered deployed if the unit conducts home station/local area training that precludes the member from staying in billeting.)

C. TBAS Orders Processing and Funds Certification (TBAS Program Manager).  The TBAS program manager will immediately certify the order and ensure pay and travel funds are available to support the event. The TBAS program manager will send the TDY export file electronically to the MPF PSM for upload into MILPDS.

D. TBAS DSC Upload to MILPDS (MPF PSM). The PSM will upload the duty status information in the MILPDS according to the following instructions:

TBAS to MILPDS INSTRUCTIONS FOR MPF

The TBAS files are received from FM (usually handcarried, but sometime thru distribution).  The unit's orders clerk handcarries the file to FM.  Then you FTP the file to the server at AFPC to update duty status in MILPDS.  You must use lower case letters when you are using the FTP process to send files to the server at AFPC.  The USER-ID's  and PASSWORDS were sent out to the PSMs in a previous email.  If you do not have the user-id and password for TBAS then please contact AFRC/DPXA, MSgt Joseph Whitfield, at DSN 497-1351 or joseph.whitfield@afrc.af.mil.

TBAS  FTP INSTRUCTIONS

1.  At the DOS prompt type "ftp" 

2.  type "open"  return

3.  you will get "TO”  Type the I.P. address "136.149.142.48"  ( return)

4.  you will get "USER"  Type the type of file you are transferring tbas (return)

5.  you will get "password"  Enter your password   (return)

6.  you will get "USER TBAS/UTAPS   logged in"

7.  type "pwd" to see which directory you are in -  It should say /interface/data/tbas is current directory

8.  At the FTP prompt: type "put"       (return)

9.  You will get "local file" .  Type in the name of your file and the location (i.e.  a:tdy.txt)

10.  You will get "remote file".  Type  the type of file (TBAS ), your MPF ID, number of files sent today, and the julian date  (i.e.  tbasr11.143).  This example represent a TBAS file from MPF "R1".  It's the 1st file of the day and the julian date is 143.

11.  If the transfer is successful you will get "transfer complete and the number of bytes transferred.

12.  To check to see if your file is there: at the FTP prompt: type "ls" and you should see the name of the file you transferred along with other files on the server.  

13.  quit (to exit)

14.  Please go out to the server where you FTPed your TBAS file and review or pull off your rejects.  If you want to keep a copy of the file you will probably have to down load them from the server into notepad or similar program.  HQ AFPC will be deleting the reject files soon, so please make sure you review your files before they are deleted. You can also delete your own files after viewing if you like.  An example of the reject files would be "tbrejr11.173".  This would indicate a TBAS reject file from MPF "R1", the first file of the day and the julian date.  You can use command "ls" to list the files on the server.  Another helpful command would be  "ls tbrejxx*", replace the "xx" with your MPF ID and you will only list your MPF's files or you can type "help" at the ftp prompt to see a list of other commands available.  Please ensure you use lowercase letters when you are using the UTAPS and TBAS processes.

E. Travel Voucher Data Processing (FM Travel Manager).   At the same time the TBAS export file is sent to the MPF for MILPDS upload, the TBAS file which contains two export files will also be forwarded to the FM Travel Office and uploaded to ATRAS and Reserve Travel System (RTS).   Once the travel voucher information is received, HQ AFRC/FM will pull the completed travel voucher data once a week, consolidate all RTS voucher data on all Reserve Wings, and send to AFPC for TMTS update.  The travel voucher data will overlay all projected travel orders and duty status information.  

F. PCIII Duty Status Reporting (Unit Orderly Room).  The majority of Duty Status reporting will be entered in TBAS as the source of entry; however, several situations will require direct input into PCIII.  All rejects except multiple occurrences and past events will have to be corrected in PCIII by the unit orderly room.  Also, changes to an initial order (such as amendments, rescissions and revocations) do not process through TBAS, therefore those adjustments must be entered in PCIII by the orderly room personnel.  Each orderly room should receive a copy of all orders changes and revocations from the TBAS Manager.  This should be used as a reminder to the orderly room to verify and/or update the Duty Status change in PCIII.  Note: A travel order should not be amended solely to correct a duty status code.  If the duty status code is incorrect, make a pen-and-ink change to the order and make the correction in PCIII. 

G. MPF processing of Contingency/Exercise/Deployment (CED) Orders in MANPER-B.  When a member is activated in support of a contingency, exercise or deployment, the member is first placed on active duty orders via a 938 in a duty status code 19.  The member is then placed on a CED travel order with a duty status code of 20.  The personnel data system is designed to accept the MANPER-B CED duty status code 20 in place of a 19 for the length of the CED travel order.  It is imperative that all orderly room personnel responsible for cutting orders are aware of the importance of the DSC 19 as well as all other codes.

H. Orders Amendments, Revocations & Rescissions (Unit Orderly Rooms). Changes to an order (amendments, rescissions and revocations) in TBAS do not update MILPDS duty status information; therefore, the orderly room personnel must enter the adjustments in PCIII.  Each orderly room should receive a copy of all orders amendments, revocations, and rescissions from the TBAS Manager.  This should be used as a reminder to the orderly room to verify and/or update the Duty Status change in PCIII.  Note: A travel order should not be amended solely to correct a duty status.  If the Duty Status Code is incorrect, the adjustment should be made in PCIII.  

I. Timely Travel Voucher Submissions (FM Travel Office and Unit Orderly Rooms).  DoD FMR 7000.14-R, Volume 9, states that travel vouchers are to be filed within 5 working days from the TDY end date.  The FM travel office should send a suspense log of all open orders to the unit orderly rooms.  The unit orderly rooms should actively ensure all open orders are closed.  The deployed event cannot be closed out and verified until the voucher data is received and exported to TMTS. 

J. Processing and Fixing PCIII Rejects (MPF and Unit Orderly Rooms).  The MPF PSM receives the system-generated PCIII  reject listings.  All DSC 20 and 70 rejects should go to the Readiness POC for reconciliation and corrective action.  All other rejects should go to the unit orderly room of the unit to which the member is assigned.  The unit orderly room has the responsibility of correcting the information that caused the transaction to reject.  Per AFCSM 36-699, Personnel Data System, Vol I, para 1.17.4.2., Readiness is responsible for all contingency-related data (DSCs 20 and 70) and Employments is responsible for all others.  Although the unit orderly rooms are making their own corrections, the MPF’s full-time Employments POC is responsible for management oversight to ensure the orderly rooms are correcting the rejects. 

K. Direct TMTS Updates (Unit Orderly Rooms).  There are situations when it’s more feasible to make corrections or add information directly into TMTS versus updating PCIII.  For the most part, this applies to those events that have already occurred.  Orderly rooms may initially have a significant amount of corrections, but after the program gets started and all processes and procedures are in place, there should be very few corrections.  A source document (copy of Travel Voucher or Certified Order) must be used for all TMTS updates.  The unit orderly room should keep a file of all vouchers used to make any TMTS updates.  Unit order room personnel who have PCIII update capability are automatically given TMTS update permissions.    

L. Transfers from other Services (Unit Orderly Room).   A transfer from the Active AF or ANG to the USAFR should have an existing TMTS record; however, it’s highly recommended that the gaining unit ensures the member reviews and validates the data for accuracy.  Members gained to the USAFR from another branch of the service will not have a TMTS file so it is the gaining unit’s responsibility to build one.  Since all Services are tracking individual PERSTEMPO, there’s a possibility the member may have supporting documentation for the gaining unit to use to create a TMTS record.  If not, information can be made available by the Defense Manpower Data Center (DMDC).  Please contact Michele Rudolph at DSN 878-2951 or Comm (831)583-2400 to obtain PERSTEMPO Information.  It is highly recommended that the unit orderly rooms add an item to their Unit In-Processing Checklist called “Verification of TMTS Information” for AF transfers and “TMTS Record Build” for the non-AF transfers.

M. Verification of TMTS Data by the Member.  It is important that each member is aware of TMTS and that it is also the member’s responsibility to ensure the data is accurate.  The member should go to their unit orderly room with supporting documentation if a discrepancy is found.  The supporting document can be either a travel voucher for past events or a travel order for future events.

N. Checklists.  Included at attachments (2.2 thru 2.4) are individual checklists for all parties involved in the tracking and management of PERSTEMPO.  Please use these checklists.  We’ve developed these to make your job easier!  If they can be improved, please send all suggestions regarding personnel issues to david.holly@afrc.af.mil and all finance enhancements to debbie.kennedy@afrc.af.mil
Attachment 2.1

DUTY STATUS CODES FOR UNIT RESERVISTS

	PERSTEMPO ITEM
	DSC 
	DEFINITION
	EXPLANATION                                                                 

	Permanent Training Site

NON-COUNTER
	19
	TDY to Permanent Training Site

(not supporting contingency)
	Use when member is on any non-contingency AD order at their permanent training site.  Do not use if member has further TDY to another CONUS or overseas base. 

	Operations (PID)

* COUNTER *

	20
	TDY Contingency

Operation
	Use when member will be deploying immediately from permanent training site on a contingency operation (associated with a PID).  Ex.  Member will be deploying to participate in a declared contingency that has a PID assigned.  

	Exercises (PID)

* COUNTER *

	20
	TDY Rotational/

Exercise
	Use when member will be deploying immediately from permanent training site on a rotational/exercise TDY (associated with a PID).  Ex.  Member will be deploying to participate in an exercise that has a PID assigned. 

	Exercises (PID)

* COUNTER *

	21
	TDY Contingency/

Rotational/Exercise
	Use when member is deployed on a PALACE TRIP manning assist, contingency/exercise tasking, CONUS or OCONUS (associated with a PID). Ex.  Member will be deploying to participate in an exercise. 

	Individual Training TDY

NON-COUNTER
	22
	TDY Formal School
	Use when member is TDY to a formal school  Ex. Member is TDY to a formal school as outlined in the USAF formal schools guide. 

	Mission Support TDY

* COUNTER *

	24
	TDY CONUS to CONUS
	Use when member is TDY CONUS to CONUS.  Do not use if member has further TDY to an overseas base.  Ex.  Member is assigned to a CONUS location and will be TDY to another CONUS without proceeding to an overseas location.   

	Mission Support TDY

* COUNTER *

	25
	TDY CONUS to Overseas
	Use when member is TDY CONUS to overseas.  Also used when a member is TDY CONUS to CONUS with further TDY to an overseas area. Ex.  Member is TDY from a CONUS location to an overseas location or member is TDY to a CONUS location which will require additional TDY to an overseas location.

	Mission Support TDY

*COUNTER *

	26
	TDY Overseas to Overseas
	Use when member’s permanent training site  is overseas and is going TDY to another overseas location.  Ex.  Permanent training site is Hawaii and going TDY to Germany. 

	Mission Support TDY

* COUNTER *

	27
	TDY Within OS

Country
	Use when member’s permanent training site is overseas and is going TDY within country.  Ex. Home station is Germany and going TDY in Germany. 

	Mission Support TDY

* COUNTER *

	29
	TDY Overseas to CONUS
	Use when member’s permanent training site is overseas and going TDY to CONUS. Ex.  Home station is Hawaii and going TDY to California.  

	Home Station/Local Area Field Training

* COUNTER *

	31
	Home Station/

Local Area Field

Training
	Training which prevents a member from returning to their permanent civilian residence or billeting location for 24 hours or more.  Training is usually in the field and can be accomplished on the member’s permanent training site, or a satellite base using any type of active duty man-day.  Ex.  Member is sent to the field to “pitch” tents and live in the woods for more than 24 hours in preparation for an ORI.  

	Mission Support TDY

* COUNTER *

	61
	TDY ARC Conversion
	Use when member is performing active duty away from permanent training site in support of an aircraft or ground equipment conversion.  Ex. Member is assigned to Charleston AFB and is on active duty orders at McChord AFB performing TDY to support conversion of C-141 to C-17 aircraft.  

	Home Station Support

NON-COUNTER
	62
	TDY Home Station AD Support of Contingency
	Use when member is performing AD at permanent training site in direct support of a contingency operation.  Ex.  Member is on AD orders performing TDY at permanent training site supporting a declared contingency.  

	Mission Support TDY

* COUNTER *

	63
	TDY Counter-drug/  Drug Interdiction
	Use when member is performing AD away from permanent training site in support of counterdrug or drug interdiction TDY CONUS/OCONUS. 

	Mission Support TDY

* COUNTER *

	64
	TDY for Management Support for  Sister Wing
	Use when member is away from permanent training site providing support to sister wing TDY in CONUS  Ex. Reserve wing colocated with another AD or Guard wing and a member performs support for that wing away from permanent training site. 

	Mission Support TDY

* COUNTER *

	65
	TDY Service for Mission Support
	Use when member is performing TDY CONUS, away from permanent training site and providing support to another reserve wing, NAF or HQ ARPC.  

	Unit Training

* COUNTER *

	66
	TDY Operational

Training
	Use when member is performing AD, TDY CONUS, away from permanent training site for operational training. Ex. Use when member is on AD performing strictly flying training. 

	Mission Support TDY

* COUNTER *

	67
	TDY-ARC-Natural

Disaster/Emergency
	Use when member is performing AD TDY CONUS/OCONUS, away from permanent training site, supporting disaster relief or emergencies.  Ex. Use when member is performing duty in support of hurricanes, tornados, and other emergencies/disasters.  

	Operations (PID)

NON-COUNTER
	70
	TDY Contingency

Operation
	Use when member will be deploying immediately on a contingency operation (associated with a PID).   Ex.  Member will be deploying to participate in a declared contingency that has a PID assigned.    

	Exercises (PID)

NON-COUNTER
	70
	TDY Rotational/

Exercise
	Use when member will be deploying immediately on a rotational/exercise TDY (associated with a PID).   Ex.  Member is performing routine TDY at home station which does not require travel to an additional location.   

	Exercises (PID)

NON-COUNTER
	71
	TDY Contingency/

Rotational/Exercise
	Use when member is deployed on a PALACE TRIP manning assist, contingency/exercise tasking, CONUS or OCONUS.

	Unit Training

NON-COUNTER
	72
	TDY Operational

Training
	Use when member is performing AD at home station for Operational training.  

	Mission Support TDY

NON-COUNTER
	73
	TDY CONUS to CONUS
	Use when member is TDY CONUS to CONUS. Do not use if member has further TDY to an overseas base.  

	Mission Support TDY

NON-COUNTER
	75
	TDY Overseas to

Overseas
	Use when member’s home station is overseas and is going TDY to another overseas location. 

	Mission Support TDY

NON-COUNTER
	76
	TDY Within OS

Country
	Use when member’s home station is overseas and is going TDY in country.  Ex. Home station is Germany and going TDY in Germany.  

	Mission Support TDY

NON-COUNTER
	78
	TDY ARC

Conversion
	Use when member is performing AD at permanent training site for aircraft or ground equipment conversion.  Ex. Member is assigned to Charleston AFB and is on AD orders at Charleston AFB performing TDY to support conversion of C-141 to C-17 aircraft.  

	Mission Support TDY

NON-COUNTER
	79
	TDY Counterdrug/

Interdiction
	Use when member is performing AD in support of counterdrug or interdiction TDY at permanent training site.  

	Mission Support TDY

NON-COUNTER
	80
	TDY Management Support for Sister Wing
	Use when member is providing  AD support to sister wing TDY CONUS (co-located AD or ANG wing). 

	Mission Support TDY

NON-COUNTER
	81
	TDY Service for

Mission Support
	Use when member is performing AD TDY CONUS and

providing support to another reserve wing, NAF or HQ ARPC.  

	Mission Support TDY

NON-COUNTER
	82
	TDY-ARC-Natural

Disaster/Emergency
	Use when member is performing AD TDY CONUS/OCONUS supporting disaster relief or emergencies. 

	IDT With Travel

NON-COUNTER
	84
	ARC Individual

Training w/Travel
	Use when a 1610 is cut for member to travel in inactive duty status. 

	Funeral Honors Detail

NON-COUNTER
	85
	TDY Serving on

Funeral Detail
	Use when a member is performing active duty on a funeral honors detail.


* COUNTER * The member is in a high-deployment category if serving on active duty pursuant to written orders that DO NOT entitle permanent change of station (PCS). Such duty would make it impossible or infeasible, upon unit commander determination, for the member to spend off-duty time in the housing that the member normally occupies when on duty at their permanent training site or in the member’s permanent civilian residence.   For travel prior to 1 Aug 01, the member must have performed active duty at a location that is not the member’s permanent training site and is more than 100 miles or three hours travel time from the member’s permanent civilian residence.  

Attachment 2.2

UNIT ORDERLY ROOM PERSTEMPO CHECKLIST
ORDERS PREPARATION

1. MAKE SURE THE CORRECT PERSTEMPO ITEM/DEFINITION IS ENTERED IN TBAS SO THE MEMBER’S TDY IS PROPERLY DOCUMENTED IN THE PERSONNEL DATA SYSTEM OUTPUT FILE FOR DUTY STATUS UPDATE

2. IF YOU’RE UNSURE OF THE CORRECT DUTY STATUS CODE, CALL THE MPF:

READINESS POC __________________________ PHONE # ____________

EMPLOYMENTS POC ______________________ PHONE # ____________

3. MEMBER’S HISTORY: IF MEMBER’S HISTORY IS INCORRECT IN TMTS, ENTER CORRECT INFORMATION DIRECTLY INTO TMTS.  ENSURE PROPER SOURCE DOCUMENTS ARE KEPT ON FILE.
PCIII UPDATES

1. UPDATE PCIII WHEN ORDERS ARE AMENDED, REVOKED, OR RECINDED

2. CORRECT DUTY STATUS REJECTS (LIST RECEIVED FROM THE MPF PSM)

3. CORRECT DUTY STATUS CODE IN PCIII WHEN IT IS ENTERED INCORRECTLY IN TBAS (DO NOT AMEND THE ORDER).  MAKE A PEN AND INK CHANGE TO THE TRAVEL ORDER.

TRAVEL VOUCHERS

1. ENSURE ALL UNIT MEMBERS CLEAR OPEN TRAVEL VOUCHERS WITHIN 5 WORKING DAYS AFTER THE END OF THE TDY.

TMTS UPDATES

1. OBTAIN ACCESS/PASSWORD TO TMTS ON THE WEB:

http://afpc.randolph.af.mil/
2. RETRIEVE LISTING OF THE NUMBER OF DEPLOYED DAYS IN TMTS ON ALL PERSONNEL ASSIGNED TO YOUR PAS CODE(S)

3. SET UP LOCAL PROCEDURES WITH YOUR UNIT COMMANDER TO ENSURE INDIVIDUAL MEMBERS VALIDATE DATA ACCURACY

4. IF CORRECTIONS/UPDATES ARE REQUIRED, OBTAIN AND FILE SOURCE DOCUMENT (COPY OF TRAVEL VOUCHER OR ORDER), AND ENTER CORRECT DATA IN TMTS.

Attachment 2.3

MPF

PERSTEMPO CHECKLIST
MPF COMMANDER

1. ENSURE ALL UNIT COMMANDERS AND ORDERLY ROOMS ARE AWARE OF THE IMPORTANCE OF PERSTEMPO MANAGEMENT AND TRACKING 

PSM

1. UPLOAD TBAS DUTY STATUS INFORMATION INTO MILPDS ON A DAILY BASIS (SEE INSTRUCTIONS AT PARAGRAPH D. ABOVE.)

2. ON A DAILY BASIS, DISSEMINATE REJECT LISTING TO ALL UNITS, MPF READINESS AND MPF EMPLOYMENTS 

READINESS

1. CORRECT ALL PCIII REJECTS RELATED TO DUTY STATUS CODES 20 AND 70

EMPLOYMENTS

1. MONITOR ALL DUTY STATUS CODE PCIII REJECTS EXCEPT 20 AND 70.  ENSURE THE UNITS ARE CORRECTING EACH AND EVERY ONE

Attachment 2.4
FINANCIAL MANAGEMENT

PERSTEMPO CHECKLIST
TBAS PROGRAM MANAGER

1. AFTER THE ORDERS ARE CERTIFIED, EXPORT TBAS DUTY STATUS FILES TO THE MPF PSM ON A DAILY BASIS

2. SEND TBAS EXPORT ORDERS FILE TO THE TRAVEL OFFICE ON A DAILY  BASIS

TRAVEL MANAGER

1. ENSURE TRAVEL VOUCHER DATA IS PROVIDED TO AFRC/FMF ON FRIDAY OF EACH WEEK.

2. MONITOR THE PROGRESS OF EACH UNIT AND ENSURE ALL OPEN TRAVEL VOUCHERS ARE CLOSED, IDEALLY WITHIN 5 WORKING DAYS, OF THE TDY COMPLETION DATE

PART 3.

PROCESSING DATA AND

TRACKING PERSTEMPO FOR

IMAs AND PIRRs

FOR USE BY:

COMMANDERS/DIRECTORS

IMA PROGRAM MANAGER

ARPC/FMF

ARPC/DPA

ARPC/SCQ

IMA TRAVEL OFFICE

 TRACKING PERSTEMPO FOR 

IMA AND PIRR MEMBERS
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General Guidance.  Successful management and accurate tracking and reporting of PERSTEMPO events/days must be a collaborative effort by all IMA Program Managers, Reserve Advisors, Active Duty users, MAJCOMs and organizations to which the IMA is assigned, Air Reserve Personnel Center, and all members.  The cornerstone of successful PERSTEMPO tracking is through duty status reporting.  To give you a pictorial view, see the flow chart below of the events and data processing required to accurately track all PERSTEMPO events and High Deployment days.  

P. RPA Tours Request (Member).  Members will submit a request for RPA-funded Annual or Special tours through their IMA Program Management Office via the Web-based Orders Transaction System (WOTS).  For members without access to WOTS, an AF Fm 1289, Application for RPA Man-day Tour, will be used.   All members should be cognizant of all waiver requirements reflected in attachment 2 and be encouraged to track their own activity.  Members should be aware of TMTS to ensure their own tour and duty status information is accurate.  RPA and MPA deployed days are counted toward High Deployment.   

Q. RPA Orders Approval and Processing (Program Managers).  IMA program managers will approve the RPA orders request, ensure the correct duty status code is entered, validate waiver requirements, and process waivers if applicable.  If a waiver is (or waivers are) required, the orders request will be held until final approval is received.  See Part 1, paragraph D for exact procedures on waiver processing.  Once all requirements are met, the program manager will release the WOTS request or AF Fm 1289 to ARPC for funds validation and orders preparation.

R. RPA Orders Preparation and Dissemination (ARPC/FMF).  ARPC/FM orders clerks will receive WOTS information and ensure the PM has validated waiver requirements and duty status code.  Orders will be prepared and a copy provided to the PM and the member.  

S. TBAS Tempo Export File (ARPC/FMF & SCQ).  ARPC/FM will send the TBAS Tempo export file to the FTP Server maintained by ARPC/SCQ.  The information then flows automatically at midnight each night to the TEMPO Management and Tracking System at AFPC.

T. RPA Orders Amendments/Revocations (ARPC/FMX).   If an order is amended or revoked after the original order was entered into TBAS, the duty status and tour date change needs to be updated in MILPDS.  TBAS is not designed to flow updated tour information into MILPDS.  Therefore, ARPC/FMX will enter all adjustments directly into MILPDS.   Note: A travel order should not be amended solely to correct a duty status code.  If the duty status code is incorrect, make a pen-and-ink change to the order and make the correction in MILPDS. 

U. MPA Orders Request (Member).  After the command or agency has determined and validated an MPA requirement, members will submit an AF Fm 49 (Application for MPA Man-day Tour) to the IMA program manager with required coordination as depicted on the form.  All members should be cognizant of all waiver requirements reflected in attachment 1.2 and be encouraged to track their own activity.  Members should be aware of TMTS to ensure their own RPA/MPA tour and duty status information is accurate.    

V. MPA Orders Approval and Processing (Program Managers).  IMA program managers will review the MPA orders request for proper coordination, correct duty status coding, and applicable waiver requirements. 

1. PERSTEMPO tour information automatically flows to AMC if the PM is using the Command Man-day Accounting System (CMAS) to prepare orders.  Otherwise, duty status and tour information must be entered in the PERSTEMPO Tracking Utility (PTU) program by the IMA program manager of the command/organization to which the IMA is assigned (AFMC uses Duty Status Information System (DUSTY)).  This information is automatically FTPed to ARPC for further processing.   To obtain a copy of the PTU program or for further guidance, please refer to the Program Manager’s Page on the ARPC website (http://www.arpc.org).

2. If a waiver is (or waivers are) required, the orders request will be held by the PM until final approval is received by the appropriate authority.  See Part 1, paragraph D for exact procedures on waiver processing.  Once all requirements are met, the program manager will approve the order for further processing by the using organization and at that time, information in the PTU will be updated.

W. Processing of Contingency/Exercise/Deployment (CED) Orders in MANPER-B (ARPC/DPA).  When a member is activated in support of a contingency, exercise or deployment, the member is first placed on active duty orders via a AF Fm 938 by the using organization in a duty status code 19.  The member is then placed on a CED travel order with a duty status code of 20 by ARPC/DPAR.  The personnel data system is designed to accept the MANPER-B CED duty status code 20 in place of a 19 for the length of the CED travel order.  It is imperative that the personnel responsible for cutting orders are aware of the importance of the DSC 19 as well as all other codes.  

X. Processing CED orders in support of AEF (ARPC/DPA).  The owning MAJCOM forwards AF Fm 49 with applicable waiver requests to AEF/CRM for review and approval of MPA man-days and associated travel/per diem dollars.  The IMA Program Manager of the MAJCOM to which the IMA is assigned is responsible for ensuring the member does not pass any thresholds as reflected in attachment 1.1; and if so, is responsible for processing the waiver requests through the AEF cell and eventually to the approving authority.  AEFC/AESM will produce the AF Fm 938 and forward a copy to ARPC/DPAR.  Again, it is important that the AEF personnel input a DSC 19 so when the CED order is prepared, the DSC 20 will overlay the 19 for the duration of the CED order. 

K. 100 Mile or 3 Hour Rule (Prior to 1 Aug 01).  It is important that the Member, IMA Program Manager and Orders Clerks become familiar with the definitions of the duty status codes (Atch 3.1).    Prior to 1 Aug 01, if a member traveled to a location within 100 miles of their official home of residence, the event will not be counted as a deployed event.  Refer to the official DoD travel distance website at http://dtod-mtmc.belvoir.army.mil/ to determine actual distances.  In addition, if a member happened to live within 100 miles from their deployed location but it takes more than 3 hours to travel there, it is counted as a deployed event.  It is the responsibility of the member to inform his/her supervisor when this occurs.  A memo or written statement signed by both the member and the supervisor is required as a source document for the duty status code update and will be kept on file in the members official personnel folder. All high deployment travel that occurred prior to 1 Aug 01 should be based on the above definition.  For all travel beginning 1 Aug 01, the 100 mile/3 hour rule is not to be considered.   A member will be considered in a high deployment status when he/she is performing active duty that makes it impossible or infeasible for the member to spend off-duty time in the housing that the member normally occupies when on duty at their permanent training site or in their permanent civilian residence.  (i.e.  a member that is normally billeted on base while performing active duty is considered deployed if the unit conducts home station/local area training that precludes the member from staying in billeting.)
Y. Overall Responsibility (IMA PM).  The IMA program manager of the organization to which the IMA is assigned is ultimately responsible for managing the member’s PERSTEMPO activity and deployed days.  Only the IMA program manager has total visibility to track both RPA and MPA tours.   

Z. Timely Travel Voucher Submissions (IMA Travel Office and PMs).  DoD FMR 7000.14-R, Volume 9, states that travel vouchers are to be filed within 5 working days from the TDY end date.  The IMA travel office at Dobbins AFB, GA should send a suspense log of all open orders to the PMs.  The PMs should actively ensure all open orders are closed.  The deployed event cannot be closed out and verified until the travel voucher data is received and exported to TMTS. 

AA. Direct TMTS Updates (IMA PMs).  There are situations when it’s more feasible to make corrections or add information directly into TMTS versus updating other input systems.  For the most part, this applies to those events that have already occurred.  Program managers may initially have a significant amount of corrections, but after the program gets started and all processes and procedures are in place, there should be very few corrections.  A source document (copy of Travel Voucher or Certified Order) must be used for all TMTS updates.  The PM should keep a file of all vouchers used to make any TMTS updates. 

AB. Transfers from other Services (Unit Orderly Room).   A transfer from the Active AF or ANG to the USAFR should have an existing TMTS record; however, it’s highly recommended that the gaining unit ensures the member reviews and validates the data for accuracy.  Members gained to the USAFR from another branch of service will not have a TMTS file so HQ ARPC will build one.  

AC. Verification of TMTS Data by the Member.  It is important that each member is aware of TMTS and that it is also the member’s responsibility to ensure the data is accurate.  The member should contact their PM with supporting documentation if a discrepancy is found.  The supporting document can be either a paid travel voucher for past events or a travel order for future events.

AD. Checklists.  Included at attachments are individual checklists for all parties involved in the tracking and management of PERSTEMPO.  Please use these checklists.  We’ve developed these to make your job easier!  If they can be improved, please send all suggestions to dave.gallop@arpc.denver.af.mil. 

Attachment 3.1

DUTY STATUS CODES FOR IMAs and PIRRs
	PERSTEMPO ITEM
	DSC 
	DEFINITION
	EXPLANATION                                                                 

	Permanent Training Site

NON-COUNTER
	19
	TDY to Permanent Training Site

(not supporting contingency)
	Use when member is on any non-contingency AD order at their permanent training site.  Do not use if member has further TDY to another CONUS or overseas base. 

	Individual Training TDY

NON-COUNTER
	22
	TDY Formal School
	Use when member is TDY to a formal school  Ex. Member is TDY to a formal school as outlined in the USAF formal schools guide. 

	Mission Support TDY

* COUNTER *

	24
	TDY CONUS to CONUS
	Use when member is TDY CONUS to CONUS.  Do not use if member has further TDY to an overseas base.  Ex.  Member is assigned to a CONUS location and will be TDY to another CONUS without proceeding to an overseas location.   

	Mission Support TDY

* COUNTER *

	25
	TDY CONUS to Overseas
	Use when member is TDY CONUS to overseas.  Also used when a member is TDY CONUS to CONUS with further TDY to an overseas area. Ex.  Member is TDY from a CONUS location to an overseas location or member is TDY to a CONUS location which will require additional TDY to an overseas location.

	Mission Support TDY

*COUNTER *

	26
	TDY Overseas to Overseas
	Use when member’s permanent training site  is overseas and is going TDY to another overseas location.  Ex.  Permanent training site is Hawaii and going TDY to Germany. 

	Mission Support TDY

* COUNTER *

	27
	TDY Within OS

Country
	Use when member’s permanent training site is overseas and is going TDY within country.  Ex. Home station is Germany and going TDY in Germany. 

	Mission Support TDY

* COUNTER *

	29
	TDY Overseas to CONUS
	Use when member’s permanent training site is overseas and going TDY to CONUS. Ex.  Home station is Hawaii and going TDY to California.  

	Home Station/Local Area Field Training

* COUNTER *

	31
	Home Station/

Local Area Field

Training
	Training which prevents a member from returning to their permanent civilian residence or billeting location for 24 hours or more.  Training is usually in the field and can be accomplished on the member’s permanent training site, or a satellite base using any type of active duty man-day.  Ex.  Member is sent to the field to “pitch” tents and live in the woods for more than 24 hours in preparation for an ORI.  

	Home Station Support

NON-COUNTER
	62
	TDY Home Station AD Support of Contingency
	Use when member is performing AD at permanent training site in direct support of a contingency operation.  Ex.  Member is on AD orders performing TDY at permanent training site supporting a declared contingency.  

	Mission Support TDY

* COUNTER *

	63
	TDY Counter-drug/  Drug Interdiction
	Use when member is performing AD away from permanent training site in support of counterdrug or drug interdiction TDY CONUS/OCONUS. 

	Mission Support TDY

* COUNTER *

	67
	TDY-ARC-Natural

Disaster/Emergency
	Use when member is performing AD TDY CONUS/OCONUS, away from permanent training site, supporting disaster relief or emergencies.  Ex. Use when member is performing duty in support of hurricanes, tornados, and other emergencies/disasters.  

	Mission Support TDY

NON-COUNTER
	73
	TDY CONUS to CONUS
	Use when member is TDY CONUS to CONUS. Do not use if member has further TDY to an overseas base.  



	Mission Support TDY

NON-COUNTER
	75
	TDY Overseas to

Overseas
	Use when member’s home station is overseas and is going TDY to another overseas location. 

	Mission Support TDY

NON-COUNTER
	76
	TDY Within OS

Country
	Use when member’s home station is overseas and is going TDY in country.  Ex. Home station is Germany and going TDY in Germany.  

	Mission Support TDY

NON-COUNTER
	79
	TDY Counterdrug/

Interdiction
	Use when member is performing AD in support of counterdrug or interdiction TDY at permanent training site.  

	Mission Support TDY

NON-COUNTER
	82
	TDY-ARC-Natural

Disaster/Emergency
	Use when member is performing AD TDY CONUS/OCONUS supporting disaster relief or emergencies. 

	IDT With Travel

NON-COUNTER
	84
	ARC Individual

Training w/Travel
	Use when a 1610 is cut for member to travel in inactive duty status. 

	Funeral Honors Detail

NON-COUNTER
	85
	TDY Serving on

Funeral Detail
	Use when a member is performing active duty on a funeral honors detail.


* COUNTER * The member is in a high-deployment category if serving on active duty pursuant to written orders that DO NOT entitle permanent change of station (PCS). Such duty would make it impossible or infeasible, upon unit commander determination, for the member to spend off-duty time in the housing that the member normally occupies when on duty at their permanent training site or in the member’s permanent civilian residence.   For travel prior to 1 Aug 01, the member must have performed active duty at a location that is not the member’s permanent training site and is more than 100 miles or three hours travel time from the member’s permanent civilian residence.  

Attachment 3.2
IMA & PIRR PROGRAM MANAGER’S

PERSTEMPO CHECKLIST
PERSTEMPO AWARENESS

1.  CONTACT HQ ARPC/FMX TO OBTAIN ACCESS TO TMTS ON THE WEB.

http://www.afpc.randolph.af.mil/

2.  REGISTER ON THE TMTS WEB AT  
3.  PERIODICALLY RETRIEVE A LIST OF ALL IMAS ASSIGNED TO YOUR PASCODE AND CHECK THE STATUS OF EACH MEMBER.

4.  MAKE SURE ALL IMAs AND ALL OTHERS INVOLVED IN THE PROCESS ARE AWARE OF THE IMPORTANCE OF PERSTEMPO MANAGEMENT AND TRACKING.

5.   INFORM THE IMAs AND LEADERSHIP OF THE TMTS TRACKING TOOL.

ORDERS PREPARATION

1. MAKE SURE THE DUTY STATUS CODE IS CORRECT ON EACH ORDER (RPA AND MPA) PRIOR TO APPROVAL (ATCH 3.1)

2. MAKE SURE THE TRAVELER DOES NOT CROSS A THRESHOLD.  DO NOT RELY SOLELY ON TMTS INFORMATION AT THIS POINT.  IF A MEMBER IS CLOSE TO A THRESHOLD, PERFORM AN AUDIT OF RPA AND MPA ORDERS.

3. ENSURE THE 100 MILE/3 HOUR RULE IS CONSIDERED AS THE DSC IS DETERMINED (FOR TRAVEL THAT OCCURRED PRIOR TO 1 AUG 01 ONLY).

MANUAL DUTY STATUS REPORTING FOR MPA ORDERS (IF APPLICABLE)

1.  IF YOU USE THE PERSTEMPO TRACKING UTILITY PROGRAM FOR MPA TOUR DUTY STATUS REPORTING, ENSURE THE TOUR INFORMATION IS ENTERED INTO THE PTU PROGRAM.  

WAIVER PROCESSING

1.  IF A WAIVER IS REQUIRED, ENSURE ALL STEPS ARE TAKEN AS REFLECTED IN THIS HANDBOOK AT PART 1, PARA D.2.b.  AND ATCH 1.1.

2.  ENSURE OTHER REQUIRED WAIVERS ARE PROCESSED (PART 1, ATCH 1.2).

Attachment 3.3

ARPC/FM’S

PERSTEMPO CHECKLIST
RPA ORDERS

1.  ALTHOUGH THE PM IS RESPONSIBLE FOR THE ACCURACY OF DUTY STATUS CODES, PERFORM A SANITY CHECK ON THE DUTY STATUS CODE REFLECTED ON  THE ORDERS REQUEST (SEE PART 3, ATCH 1 FOR A DUTY STATUS CODE LISTING APPLICABLE TO THE IMAs)

2.  MAKE SURE THE PM RECEIVES A COPY OF THE RPA ORDER SINCE THE IMA PM IS RESPONSIBLE FOR THE ACCURACY OF A MEMBER’S PERSTEMPO DATA.

PERSTEMPO MANAGEMENT

1.  PERFORM A PERIODIC CHECK ON THE NUMBER OF HIGH DEPLOYMENT MPA AND RPA DAYS THE MEMBER HAS PERFORMED WITHIN THE PAST 365 DAYS TO ENSURE A WAIVER IS NOT REQUIRED.

2.  IF AN ORDER IS AMENDED, RESCINDED OR REVOKED, MAKE THE CHANGE IN MILPDS.  TBAS WILL NOT PROCESS PERSTEMPO INFORMATION OTHER THAN FROM THE ORIGINAL ORDER.

TBAS EXPORT FILE

1.  SEND THE TBAS EXPORT FILE TO FTP SERVER IN ARPC/SCQ DAILY AFTER COMPLETION OF PBAS PROCESSING.  

TRAVEL VOUCHER DATA 

SEND THE TBAS RTS EXPORT FILE TO DOBBINS AFB, GA DAILY AFTER COMPLETION OF PBAS PROCESSING. 

PART 4.

PROCESSING DATA AND

TRACKING PERSTEMPO FOR

HEADQUARTERS AGRs

FOR USE BY:

COMMANDERS

DIRECTORS

SERVICING MPFs

SERVICING TRAVEL OFFICE

TRACKING PERSTEMPO FOR 

HEADQUARTERS AGRs

AE. General Guidance.  Successful management and accurate tracking and reporting of PERSTEMPO events/days must be a collaborative effort by all commanders, unit orderly rooms, the MPF,  HQ USAF/REPS, Financial Management, and all members.  The cornerstone of successful PERSTEMPO tracking is through duty status reporting.  Duty status reporting for the Reserve AGRs at headquarters level assigned to the Active Personnel file (AA and BA) will be accomplished by the servicing Active Duty MPF through PCIII.    

AF. Program Oversight.   HQ USAF/REPS will be responsible for ensuring the Active Duty MPFs and Orderly Rooms are aware of their responsibility to update duty status for all assigned AGRs.  AGR duty status and PERSTEMPO requirements will be processed the same as the Active Duty.  However, waiver authority is different (See Part 1, Atch 1).
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