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CIVILIAN PERSONNEL

   FREQUENTLY ASKED QUESTIONS

Q:  What is the Military Spouse Preference Program (MSP)?

A:  The Military Spouse Preference Program was implemented to increase employment opportunities for  spouses of members of the Armed Forces. The intent is to lessen the career interruptions of spouses who relocate with their military sponsors. Military spouse preference provides priority in the employment selection process for military spouses who are relocating to accompany their military sponsor on a Permanent Change of Station (PCS) move to an active duty assignment.

Q:  When does MSP apply?

A:   MSP applies to spouses of active duty military members of the U.S. Armed Forces, including the U.S. Coast Guard and full-time National Guard, who desire priority consideration for positions at DoD activities in the U.S. and its territories and possessions; applies only within the commuting area of the permanent duty station of the sponsor; applies only if the spouse entered into the marriage with the military sponsor prior to the reporting date to the new duty assignment. The Military Spouse Preference Program does not apply when the sponsor is separating or retiring.

Q:  When are military spouse preference eligibles subject to priority consideration?

A:  Spouse preference applies when management wants to fill a position from a competitive list of applicants. A spouse preference eligible who is ranked among the “best qualified” on a competitive list must be selected for the position.  If more than one spouse is determined to be best qualified among the candidates, management may select any one of them.

Preference applies to DoD appropriated fund positions at grades GS-15 and below (and equivalent wage grade positions) in the competitive or excepted service.  Positions that require mandatory mobility agreements and positions in intelligence-related activities are excluded.  Preference also applies to non-appropriated fund positions at grades NF-03 and below.

Spouse preference does not apply when management chooses to select from a list of noncompetitive candidates or from one of the alternative recruitment sources. The alternative recruitment sources include: appointment of a 30% disabled veteran; VRA appointment; transfer at the same or lower grade, reassignment or change to lower grade; placement to correct an EEO deficiency; placement of a handicapped individual; or placement of an employee returning from an overseas tour of duty.

Q:  What is Executive Order (E.O.) 12721?

A:  Executive order 12721 enables certain eligible family members (EFMs) to be appointed non-competitively to Civil Service once they return to the U.S. Those individuals may be appointed to any Federal occupation and grade level for which qualified.

Q:  What is the definition of “family member” under E.O. 12721?

A:  An unmarried child under age 23 or a spouse. An individual must have been a family member at the time he or she met the overseas service requirement and other conditions, but does not need to be a family member at the time of non-competitive appointment in the United States.

Q:  Who is eligible under E.O. 12721?

A:  To be eligible, an individual must have worked as an Appropriated Fund Federal employee overseas while a family member of an Uniformed Service Member, civilian employee, or Non-Appropriated Fund (NAF) employee serving overseas. In the overseas assignment, the EFM must have completed 52 weeks of creditable service; received a fully successful or better (or equivalent) performance rating; and must have returned to the U.S. from the overseas tour of duty and met time requirements.

Q:  What is the time limit for using E.O. 12721 eligibility?

A:  An individual is eligible for temporary, term or career-conditional appointment(s) under E.O. 12721 for a period of 3 years following the date of return from overseas to the United States to resume residence.
Q:  What is the procedure to request an update to a career brief?

A: Employees can submit education, license, language, occupational certification and experience update requests using Optional Form (OF) 612, Optional Application for Federal Employment, via fax to AFMA/MAH at DSN 665-2937/Commercial 210-565-2937.  AFMA fax cover sheet should be used

when submitting update requests. 

Employees must also complete the following information from Section A on the OF 612 for all update requests: last, first and middle name, social security number, phone numbers, mailing address, phone numbers, and e-mail address, if available.  To clarify this is an update request, simply indicate “Record Update” in Job Title in Announcement.  In Section I, employees must sign and date the applicant certification. Employees may obtain an OF 612 from OPM’s website.   

Q: What is the procedure to request an update to education in a career brief?

A:  In addition to the above, employees complete Section D, Education, of the OF 612.  In lieu of completing Section D, employees may attach a legible copy of their transcript to the OF 612.  AFMA/MAH prefers to code directly from the transcript and the transcript will be profiled into the employee’s electronic Official Personnel File (OPF) for future reference.  For post high school education, AFMA/MAH will code and input education only from accredited institutions.  You also have the possibility of updating your own education by going to My Biz at https://compo.dcpds.cpms.osd.mil or via the Ask AFPC Website at

http://ask.afpc.randolph.af.mil/MyBiz/?prods3=2469
Q:  What is the procedure to request an update to licenses in a career brief?

A:  In addition to the above, employees complete Section E, Other Qualifications, of the OF 612. Employees should attach a legible copy of their license and provide the date (year/month/day) the license was issued, if it is not contained on the license.

Q:  What is the procedure to request an update to languages in a career brief?

A:  In addition to the above, employees complete Section E, Other Qualifications, of the OF 612.  Employees should indicate the language, the language proficiency level (limited knowledge, routine knowledge, proficient, equivalent to native) and the proficiency level for reading, speaking, and writing (no proficiency, elementary proficiency, limited working proficiency, general professional proficiency, advanced professional proficiency, and functionally native proficiency).   
Q:  What is the procedure to request an update to occupational certifications (i.e. Firefighters or Acquisition Professional Development Program -APDP) in a career brief?

A:  In addition to the above, employees complete Section E, Other Qualifications, of the OF 612.  Employees should attach a legible copy of their certification and provide the date (year/month/day) the certification was issued, if it is not contained on the certification.
Q:  What is the procedure to request an update to training in a career brief?

A:  The AFMA  Classification Division is responsible for coding training that occurred prior to an employee's appointment to an Air Force position, as documented on their resume or application.  The base is responsible for coding all training that has occurred since the employee's appointment action.  Employees should contact their local Civilian Personnel Flight (CPF) for procedures for updating training that has occurred since their appointment action.

Q:  What is the procedure to request an update to experience in a career brief?

A:  Employees must submit all experience coding update requests to their servicing CPF.  In addition to the above, employees must complete Section B, Work Experience, and Section C, Additional Work Experience, if applicable.  If additional space is required, please continue on plain bond paper.  Once the CPF has determined the experience update request is appropriate, they will fax it to AFMA/MAH at DSN 665-2937 or Commercial 210-565-2937.

Q:  How long will it take for the update to process?

A:  AFMA/MAH processes updates on a first in, first out basis.   They will process update requests for education, licenses, languages, and occupational certifications within 30 days of receipt and update requests for experience coding within 45 days of receipt.  
Q:  What is Emergency Visitation Travel (EVT)?

A:  The purpose of Emergency Visitation Travel (EVT) is to allow an eligible employee and/or family member(s) at OCONUS foreign permanent duty station to travel at Government’s expense to the United States or other locations in certain situations of family emergency.  EVT is not permitted for travel within the country of assignment abroad.

Q:  Who is eligible for EVT?

A:  An employee who is a US citizen assigned at an OCONUS foreign are/country Permanent Duty Station (PDS) who has a transportation agreement that provides for return travel to the employee’s actual residence.

Q:  Are family members eligible for EVT?
A:  Yes, the eligible employee’s spouse or children of the eligible employee and/or the spouse who are part of the employee’s household. Immediate family member:  For the purpose of this part means the following relatives of the employee:

A. Spouse, and parents thereof;

B. Children, including adopted children and spouses thereof;

C. Parents;

D. Brothers and sisters, and spouses thereof; and

E. Any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship.

Q:  What is the procedure for EVT?

A:  The DD Form 1610 (Request and Authorization for TDY Travel of DoD Personnel) is used to authorize EVT transportation.  

Q:  Where is the reference for EVT?

A:  JTR Chapter 6 Part M

Q:  What are the procedures to request an extension beyond the 5-year limitation?

A:  All requests for extensions beyond 5 years will be submitted to 31 FSS/FSMCS (Staffing Specialist) for initial review.  The CPF will provide recommendation for approval/disapproval before forwarding to the final approval authority. 

Tour extensions beyond 5 years are approved in rare instances provided the employee is performing acceptably, is current in the knowledge, skills and abilities required for the positions, and has successfully adapted to the foreign work and cultural environment.

Short-Term Extensions (up to 6 months): 

A one-time request beyond the initial 5-year tour for centrally managed and non-centrally managed positions may be submitted for the following reasons:  

 - to allow children to complete the current school year 

- to reach retirement eligibility date (SF-52 for Retirement and request for replacement fill must be      submitted)

- to continue employee’s services while recruitment is pending 

The Civilian Personnel Officer is the approval authority for short-term extensions.  For centrally managed positions, coordination through the applicable Career Field Management Team (CFMT) will be obtained.  Requests are submitted by employee’s supervisor with specific period (months) and reason to the CPF (Staffing Specialist) by e-mail.  Upon review, the Staffing Specialist will forward for final approval.  
Q:  What is the effect of Extensions on Return Rights?
A:  The overseas activity, with notification to the U.S. activity to which return rights have been granted, may grant one short-term extension (up to 6 mo), beyond the initial five-year period without loss of return rights. 

Q:  Can Long-Term Extensions be requested? 

A:  Yes, each long-term extension request must contain the following: 
- Name of Employee.
- Title, series, and grade or pay band equivalent of present position.

- Organizational assignment and duty location.

- Date assigned overseas, specific period for which the extension is requested, the reason for the request,   and why the amount of time is necessary. 

- Total time the employee will have served overseas, without an intervening period of service or residence in the U. S. or non-foreign area (includes all time in overseas environment – USAFE & PACAF),  as of the beginning date above.

- Statement that the employee’s performance is acceptable, and that he or she is current in the knowledge, skills and abilities (KSA’s) required in his/her position, and has adapted successfully to the foreign working and cultural environment.

- Whether or not the employee has “return rights”.  If so, the title, series, grade or pay band equivalent, and location of the position to which the employee has return rights, date of return rights expiration and whether those rights will be extended by the activity which granted those rights (attach a copy of the correspondence from the stateside activity either agreeing to or refusing to extend those rights--CPF).

- Efforts taken by management to locate a replacement.  Efforts must demonstrate that a suitable candidate was not identified after extensive recruitment efforts.  Advanced recruitment is not required for initial extension requests beyond the 5-yr limit (5 to 7 years). 

- Efforts taken to reallocate the work or an explanation as to why reallocation it is not feasible.

- Reasons why the loss of the employee adversely impact the mission.

Q:  Who has approval authority for long-term extension requests?

A:  Non-Career Program covered positions: 
- The request must be endorsed by the organization’s Group Commander and submitted to the CPF.  

- The CPF will route the request to the appropriate Wing Commander for approval/disapproval. 

 Career Program covered positions:

- The request must be endorsed by the organization’s Group Commander and submitted to the CPF.  

- The CPF will route to HQ USAFE/A1, who will then forward to the Career Program for final approval/disapproval. 

NOTE:   If a long-term extension request is disapproved, a short-term extension request cannot follow.  
Q:  Where is the regulation?

A:  AF Manual 36-204

USAFE/A1C letter dated 29 Dec 06
Q:  What is Renewal Agreement Travel (RAT)?

A: During your tour of duty in a foreign area, you may be eligible to use Renewal Agreement Travel (RAT) in between two overseas tours of duty.  With RAT, you and your family members will be provided Government funded round trip transportation up to your place of actual residence in the United States for the purpose of taking leave in between two consecutive periods of overseas employment.

Q:  Who is eligible for RAT?

A:  To be eligible for RAT you must be employed with a transportation agreement, complete the prescribed tour of duty, sign a renewed transportation agreement prior to being issued official travel orders to use RAT, have an approved extension to your tour of duty on file with DPCS, and you must have at least 12 months remaining to the end of your tour upon return from RAT. Here in Italy, the period of service under a renewal agreement is 24 months.  RAT is normally taken in between two consecutive foreign tours of duty and is not cumulative.

 RAT may be denied if you are being processed for separation; if you are involved in a Reduction in Force (RIF); if you are being reassigned back to the United States; or if a removal action is pending against you.
Q:  What is the procedure for requesting RAT?

A:    RAT is requested at least 30 days in advance of travel.  The shipment of household goods as non-temporary storage (NTS) may be authorized.  RAT may be authorized in conjunction with a permanent change of station (PCS) move from an overseas location to another overseas location, and the RAT must be completed before the entry on date (EOD) at the new overseas duty station.  Using RAT to travel to an alternate destination other than the place of actual residence may be authorized as long as the cost to the Government is not more than to the place of actual residence, as the employee is obligated to pay for any additional costs.  

Q:  Who is authorized RAT?

A:  Authorized dependents may travel with the sponsor on RAT.

Q:  Can dependents travel without the sponsor? 

A:   Dependents are not required to travel with the sponsor on RAT, as they may travel before the sponsor but cannot return to the overseas duty station until the sponsor has exercised RAT.   

Q:  Where is the paperwork submitted?

A:  You must submit the required documentation to the Civilian Personnel Office, Staffing Section

Q:  Where is the reference for RAT?
A:    http://www.dtic.mil/perdiem/jtr.pdf
Q:  What is the purpose of a Time Off Award?

A:  The Time-Off Award (TOA) may be granted without loss of pay or charge to leave in recognition of a superior accomplishment or personal effort that contributes to the quality, efficiency, or economy of Government operations. The intent of a time-off award is to provide an alternate means of recognition in lieu of granting a monetary award. Therefore, the decision to grant a time-off award shall be based upon the same criteria or circumstances as for other incentive awards, such as the Special Act or Service Award. 
Q:  Who is eligible for a TOA?

A:  This is an incentive time-off award and not a performance time-off award.  This award may be granted to any Federal employee (NSPS or Non-NSPS and FWS).  This award is NOT open to Local Nationals (LN).  This award is to recognize a one-time, nonrecurring event. Full-time employees may be awarded a total of 80 hours during any one leave year. The maximum amount of time-off that can be approved for any single contribution is 40 hours. Time-off awards to individuals or groups shall not be granted to give the perception of an additional paid holiday (e.g., the day after Thanksgiving), and shall not be used in lieu of administrative or other categories of leave. Also, they shall not be granted in conjunction with a military "down" or "training" day or the like which would grant the entire civilian employee population, or a majority of the civilian population, a time-off award to be used on a specified day. Under NSPS, employees who are awarded a time-off award for a one-time, nonrecurring event may not receive recognition during the performance appraisal rating period for the same event.

Air Force policy is that TOAs are granted to recognize outstanding achievement and service on an individual basis. They cannot be given for the sole purpose of enabling civilian personnel to participate in a down day (or any similar situation); however, if a civilian employee has earned a TOA for legitimate reasons, the employee may use it on a day for which the military has been given a down day (of course, with the supervisor's concurrence … in accordance with mission needs). 
Q:  What is the process to request a Time Off Award?

A:  Nomination for each time-off award must be supported by written justification and the following certification statement signed by the supervisor or recommending official: 

"I have considered the cost of this time-off award in lost production time and believe that the benefits to the Air Force from the employee's contributions justify the amount of time- off approved. I also considered the unit's workload and unit employee leave projections and certify that this employee can schedule the time-off in addition to other projected leave no later than __ (date not to exceed 90 calendar days from submitting the time-off award for approval, if possible; otherwise, not to exceed 1 year). I also considered other available forms of recognition and cash awards in determining the amount of this time-off award." 
Submit signed staff summary sheet to 31 FSS/FSMC for processing. 

Employees may never convert a time-off award to a cash payment. 

Employees may not transfer approved unused time-off when they transfer from the Air Force to another DoD component or to another Federal agency, nor may employees coming from another department or Federal agency transfer time-off to the Air Force.

Q:  What is the approval process?

A:  The first-level supervisor can approve a time-off award of 8 hours or less; if over 8 hours: 

Wing Level: – Group Commanders 

Q:  What is the process for recording scheduled time off?

A:  The employee is responsible for requesting supervisory approval to schedule and use a time-off award. Requests for time-off must be made far enough in advance to use it without disrupting the unit’s work. To the extent possible, it should be used within 90 calendar days from the effective date, but no later than 1 year from the effective date. Scheduling of time-off should be done to avoid adversely affecting an employee who has an annual Leave “use or lose” situation. (Awarded time-off cannot be used to justify restoring forfeited annual leave.) File approved award in the Employee Performance Folder which is maintained by the supervisor. Record the employee’s use of time-off on the employee’s time and attendance reports using LY as the code. 

Q:  Where is the reference located?

A:  AFI 36-1004, AFP 36-2861

