TO UMDINSTRUCTIONS:

**  THE “?” TAKES YOU TO THE EXPLANATIONS

**  AT THE END OF THE EXPLANATIONS YOU WILL SEE A HIGHLIGHED # (THIS WILL TAKE YOU BACK HERE)
                   CLICK BELOW TO GO TO…

 AUTHORIZATION CHANGE REQUEST GUIDANCE (ACR)…
 AUTHORIZATION CHANGE REQUEST CHECKLIST
AT THE TOP OF THE PAGES YOU WILL SEE “TO UMD” .  CLICK ON THIS TO COME BACK HERE
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TO UMD
?POS-NR: The Position Number is a 9-digit number used to identify authorizations against a particular position, and the last two digits identify the MAJCOM.  These are required to provide identification and interface capability between manpower and personnel data systems.1 
1. ?AFSC: The Air Force Specialty Code (AFSC), as listed in AFIs 36-2105 and 36-2108, identifies duties and tasks required to be performed for each position.  There are two areas of concern that should be discussed along with the AFSC column on the UMD.  They are titled the Unsatisfactory Rotation Index (URI) designated by a 36 in the RMK column and the Critical Military Skills (CMS) programs designated by a 75 in the RMKS column.2(TO UMD)
2. ?SEI: The Special Experience Identifier (SEI) is a three-character code and indicates the requirement of special experience or qualification.  The individual must possess the prerequisites in AFI 36-2101, AFI 36-2105 and AFI 36-2108 prior to designating the SEI.  SEI codes common to an AFSC are found in the data codes tables and in AFI 36-2105 and AFI 36-2108.  Not applicable to civilian authorizations. 3(TO UMD)
3. ?GRD: Authorized Grade is the grade that the personnel system uses to assign personnel.  It consists of an abbreviation of three alpha characters for military rank and "CIV" for civilians.  When there are Contract Manpower Equivalents additions, CME is entered in this column.  CME is the number of in-service man-years that would be required if the contracted workload was performed in-house at the same workload and performance level required in the contract performance work statement4(TO UMD)
4. ?RGR: This shows the Required Grade for the particular position as earned by manpower standards (guides, etc.). Differences between the required grade and the authorized grade are caused by funding constraints and by Career Progression Group (CPG) allocations  5(TO UMD)
5.  ?MNT: The Manpower Type code is a 2-digit code used to identify total wartime manpower requirements. 6(TO UMD)

PRIVATE
 
 AN-  Authorized (Funded); with No wartime requirement.
AY-  Authorized (Funded); Yes a wartime requirement exists
PN-  Peacetime (Unfunded); with No wartime requirement
PY-  Peacetime (Unfunded); Yes a wartime requirement exists.


7. ?API: ( Airman Position Identifier) : Formally listed as RPI .  Indicates that a requirement exists for an officer possessing a current flight rating.  This is a required entry for all officer authorizations, however, a “O” in this column depicts officer authorizations that do not require rated expertise. 7(TO UMD)
0=Non-rated




4=Same as above but above wing level
1=Aircraft Pilot



5=Flight Surgeon /Aerospace Med.
2=Navigator




6=Flying Sq. Commander & Ops. Officer
3=Pilot/Nav staff position


8=Pilot/Nav staff position
    at wing level and below

TO UMD
8.   ?PEC: The Program Element Code (PEC) represents a subdivision of programmed cost data (people, equipment, and facilities) that is related to a weapon system or support function.8(TO UMD)
9.  ?DTY:  The Authorized Duty Title code is a 3-digit code used as an identifying title and overrides the AFS title.  The duty codes are listed in the data code tables. 9(TO UMD)
CQDE


063 ………………….CHIEF

113………………….
COMMANDER

326…………………. SUPERVISOR

10. ?CEC: The Civilian Employment Group Category (CEC) shows the category in which the civilian would be hired.  Some examples are: 10(TO UMD)
· 10=General schedule (salaried) 

· 20=Wage grade 

· 30/40=Foreign national 

· 80=CME   

11. ?SAR: The Security Access Requirement necessary for normal recurring work to be performed in the work center by the designated authorization.
" 

11(TO UMD)


Blank
No Access Rqrd……
ENTNAC, NAC, NACI

1=Secret access,……………
ENTNAC, NAC, NACI
2=Top secret access, 
……..
BI requirement
3=Top secret, …………….   SIOP, ESI access, SBI requirement
4=Top secret, …………….
SCI access, SBI requirement

12. ?PRP: - Personnel Reliability Program Status. Identifies authorizations and individuals in the Personnel Reliability Program.12(TO UMD)
13.  ?SCI: - Sensitive Compartment Information13(TO UMD)









TO UMD
14. ?MSI: The Manpower Standard Implementation identifies the type of manpower-standard under which the authorization was approved. 
" 

14
 

· C= AF study
· E= AFRES
· F= Crew ratio 

· H= Administration Staff 

· I= Intermediate 

· J= Joint 










· K= Required AFMS revalidated 

· L= LCOM 

· M= Maintenance study 

· N= Unit variance is approved 

· O= Outside AF 

· P= Pending variance 

· Q= Program flight training 

· R= Reimbursable 

· S= Staffing pattern 

· U= MAJCOM variance to AF standard 

· V= AF approved variance 

· W= Position determined by ANG 

· X= AF directed (Wing & below) 

· Y= MAJCOM directed (Wing & below)
15. ?CRK: The Command Manpower Remarks code identifies unique characteristics of manpower authorizations that are not defined by other data codes.  It identifies manpower authorizations, which MAJCOMs may use to define manpower data.  The command manpower remarks codes are contained in the Manpower Data System Data Codes.  

Some examples are: 15(TO UMD)
CODE
DESCRIPTION/TITLE
CCS
Cost Comparison Study

DMG
Dorm Manager Authorization

FDC
Family Day Care Coordinator

QAE


Quality Assurance Evaluators Program Support
16. ?NUM: - Number. This code identifies the number of codes  found within the CRK 1 & 2 

                      columns.16(TO UMD)

























TO UMD
17. ?RMK: The Air Force Manpower Remarks code identifies spaces which are utilized in the accomplishment of a mission but are not adequately defined by other data codes.  These are found in the data codes tables located in the Manpower and Quality Office. 
" 

17(TO UMD)


CODE
DESCRIPTION
CR7
Civilian/Military Reduction

RED

Civilian Reduction with impact (position may have been filled)

18. ?MAC: Major Command Identity. 18(TO UMD)


















19. ?PAS: The Personnel Accounting Symbol identifies the organization to which a manpower authorization belongs.  The PAS has four alphanumeric characters.  Each organization has its own PAS code. (The PAS code for the 9th Reconnaissance Wing is FDVN).19 (TO UMD)











20. ?UNIT:  Unit assigned.  20(TO UMD)
21. ?ILC: The Installation Location Code identifies a particular location (BAEY is Beale).  
" 

21

22.   ?SCC: Installation State Country Code. Identifies the state or country in which a unit is located.
" 

22   

23. ?SUB: The Subcommand Identity denotes the various reporting units. Examples are: 23(TO UMD)
A = MAJCOM

E = 12TH Air Force Bases

24.  ?PAL2-4: - Servicing Personnel Accounting Level. An indicator assigned to a specific unit or a group of units  permitting their aggregation with the hierarchy desired by the major command of assignment. MAJCOM establishes and maintains codes.24(TO UMD)











25. ?CBP: The Military Personnel Flight (MPF) number designates where the servicing MPF is located ("BD" represents Beale AFB CA).  First two characters of 8 character PAS code. 25(TO UMD)













26.  ?CCP: The Central Civilian Personnel Office (CCPO) number designates the location of the servicing CCPO.26(TO UMD)
TO UMD
27. ?MET: Servicing Manpower and Quality Office (MQ) Code designates the location of the servicing MQ. Normally, this code is the same as the MPF code.  Some examples are: 27
BD - Beale

LE - Langley AFB

28.  ?IDENTITY: - Identifies the query file you have selected to pull-up on the system. (i.e., Active Duty, Reserve, Guard, IMA, NPP (Non-Permanent Party)28(TO UMD)
29.  ?PPN:- Parent PAS Number - The Personnel Accounting Symbol (PAS) from the parent unit or organization. The organization directly above the identified unit.29(TO UMD)
30. ?PARENT UNIT: - The Identified Units Parent Unit Number, Kind,and Type. 
" 

30(TO UMD)  


31. ? OSC and Title: The titles of Organization Structure Codes (OSC) are found in MDS.  The organization structure code is a 2 to 7 character code that identifies the internal organization structure of the unit.  It is used to match the OSC sequence in the UMD to the actual structural alignment of the unit.  The lesser number of characters in the OSC, the higher echelon placement of that function in the unit.  OSC's are useful to determine who reports to whom in the organization.  Listed below are examples of OSC's and how they matched to an organization chart . 31
OSC                 TITLE
CC
Command

CCQ
Squadron Administration

DPC
Civilian Personnel Flight

DPM
Military Personnel Flight

DPMA
Personnel Relocation and Employment

DPMAT
Base Training

DPW
Customer Support

DPMZ
Information Management

Notice that each succeeding level adds an additional character in the OSC.     

32. ?FAC and Title: The Functional Account Code (FAC) & title.32(TO UMD)
a.  A function is a homogeneous grouping of tasks.  That is we group together personnel using similar machines and methods of operations.  They are usually located in a centralized area.  Personnel perform work that contributes to the same end product and their duties are similar or closely related.  A FAC is used to identify these functions.

TO UMD
     b. FACs is a 6 digit codes used to identify functions down to the basic work center.  The first four digits are controlled by HQ USAF and describe the organization down to the basic function. The last two digits are MAJCOM-controlled and are used to identify command-peculiar work centers.

    c. The first digit of the FAC represents the major groups of functions.  The functional   groups are divided into seven categories to identify the major type of work performed:

1XXX
Command and Command Support

2XXX
Mission Equipment Maintenance

3XXX
Mission Equipment Operations

4XXX
Direct Support

5XXX
Medical

6XXX
Research and Development

7XXX
Activities outside the USAF

TO UMD
        d. The functional category "8XXX" is used to identify the several missions and/or support activities performed by contract personnel under a single contract for operation of Air Force installations.  Because of the restrictions imposed on its use, it is not considered a major category.

        e. The first and second digits of a function code, when combined, represent the basic function of the major grouping (11XX - Info Mgt, 15XX - Comptroller, etc.).

        f. The third and fourth digits of the function code represent a shredout of the basic function (sub-function) and a shredout of the subfunction, respectively.

33. ?OSC RECAP: This shows the total number, by quarter, under each organization structure code.  The totals are broken out by officer, enlisted, and civilian.33(TO UMD)
34. ?TOTAL REQUIREMENTS: This section recaps, by quarter, by grade, by officer, enlisted, and civilian, the required (funded and unfunded) manpower of the unit.34(TO UMD)
TO UMD
AUTHORIZATION CHANGE REQUEST GUIDANCE (ACR)…
The following is an example with instructions on how to prepare an Authorization Change Request (ACR):

MEMORANDUM FOR 9 RW/MQ

FROM:
(Originating Unit)

SUBJECT:
Examples of the most common requested subjects: 

                       Request to realign an Authorization,  Upgrade/Downgrade SAR Code, &  AFSC Change.

1. Request the following manpower changes be implemented: 

This info can be obtained from a Unit Manpower Document (UMD), which is e-mailed to the primary unit POC. 

UNIT     PAS      FAC         OSC        POS#         AFSC       GRD        RQD
9 CES     FDD6     44ECOO    CEEE        0814663       3E551        SSG            -1








                      3E751                             +1
2. JUSTIFICATION. Click here >>> (JUSTIFICATION) <<< for instructions
3. IMPACTS:

a. MISSION:  If not approved, what is the mission impact. And/or how will the mission be

             enhanced by approval.

c.
UTC: Will there be a UTC Impact

d.  Balance:  Is there a zero balance action (PEC’s, Grades, and Category)

4.
POC’s.

a. Unit POC: You could have multiple unit POC’s, one for gaining unit and one for losing unit.
     b.Coordination: Name, Office symbol, & DSN of all personnel who this action was coordinated 











//signed//











(Commandere name), (Rank), USAF











Commander

TO UMD
2. JUSTIFICATION.  All changes must be fully justified.  Be specific and factual.  NOTE: The following are guidelines concerning manpower changes:

a. Submission of realignments must consider the status of manpower in both functions.  It is usually inappropriate to realign from a function with unfunded authorizations when there are other functions funded at 100 percent of earned manpower.  Identification of a trade-off simply because a function is large may not be appropriate.  Mission priority must also be considered.  Maintenance spaces should not be identified to fund a lower mission priority support function.

b. Program Element Codes (PEC) are weapon system designations.  Increases or decreases between PECs are very difficult to change.  Air Staff and HQ ACC control the PECs. 

c. Changes that deviate or conflict with existing Air Force manpower standards may not be processed unless changes are absolutely necessary for mission accomplishment.  Only emergency changes can be made to functions that are under study for standards development.  Changes will not be made to functions where manpower standards implementation is pending.

             d. Changes in military authorizations must be UTC validated and contain the statement that these changes will not cause a UTC/UMD mismatch.

        E Changes in civilian authorizations must include a statement that the authorization(s) is/are vacant.  If the position is not vacant, we may not be able to process the changes due to civilian adverse impact.

       f . All base level OPR's are encouraged to contact their HQ ACC functional OPR to discuss proposed changes prior to submission to the 9 RW/MQ.

        g. The Squadron Commander has ACR approving authority only when all authorizations impacted are subordinates and reports to the commander.

        h.
The Group Commander must approved on all ACR's in which authorizations impacted cross squadron lines of command within that commander's 2roup.

         i. The wing or vice wing commander must approve all ACR's in which authorizations impacted cross group lines of command or are on the wing staff.

NOTE: PLEASE PROVIDE US THE POINT OF CONTACT AFTER YOU’RE

JUSTIFICATION JUST IN CASE WE HAVE QUESTIONS.

TO UMD
AUTHORIZATION CHANGE REQUEST CHECKLIST
YES
   NO

1.  Is all needed information included in the request?



    a.  Does request include UNIT, PAS, FAC, OSC, POS #, AFSC, GRD?



    b. Does request clearly show required action to be taken?  Refer to UMD User's Guide for examples.







2.  Has the  proper authority sign the request?



    a. Squadron Commander - All positions within same squadron.



    b. Group Commander - Two or more squadrons within the same group.



    c. Wing Commander (or vice) - When ACR crosses group lines or involves wing staff positions.







3. Does request involve a civilian position?



   a. Local Civilian Personnel Office coordination is required on all ACRs, which involve civilian positions.



   b. Does the CEC code correspond with the position (GS versus WG?)







4. Check for UTC/UDM mismatch.  Changes in military authorizations MUST be UTC

validated and contain the statement that these changes will not cause a UTC/UMD mismatch.







5.  Is there proper personnel lead time for adds or AFSC change?



a.  If an increase is mission critical or a position can be filled with local resources, increase is effective immediately.  ACR must contain a statement of mission essentiality.



   b. If not mission critical, change is effective current quarter plus two quarters.



   c.  Is there a decrease?  If so, it is effective immediately?







7. Is it a SAR code change?



  a. Have Security Police coordinated on the request prior to submitting to the Manpower Office



  b. Does the action require coordination with 9 ISS/SSO? (For requests to upgrade the SAR . code to SCI )







9.  Is specific and factual justification included?







10. Is a trade-off position identified?  Remember, must have a zero-balance.







11. Has the request been discussed with your HQ ACC functional OPR?  

      Include a statement who this request has been coordinated with, office symbol and DSN phone number.







12  Is it a funded authorization with a MNT code  of  "AN" or "AY"







13. Did you provide the original signed request ?



13� HYPERLINK  \l "_Hlk451910316" \s "1,6396,6397,80,,?" ��?�











35� HYPERLINK  \l "_Hlk451910576" \s "1,7689,7690,0,,?" ��?�





14� HYPERLINK  \l "_Hlk451910375" \s "1,6500,6501,0,,?" ��?�

















11� HYPERLINK  \l "_Hlk451910228" \s "1,5768,5769,0,,?" ��?�





10� HYPERLINK  \l "_Hlk451910173" \s "1,5493,5494,0,,?" ��?�





17� HYPERLINK  \l "_Hlk451910607" \s "1,7848,7849,0,,?" ��?�





16� HYPERLINK  \l "_Hlk451910576" \s "1,7689,7690,0,,?" ��?�





   6� HYPERLINK  \l "_Hlk451905446" \s "1,3918,3919,0,,?" ��?�





  12� HYPERLINK  \l "_Hlk451910262" \s "1,6205,6206,80,,?" ��?�





7� HYPERLINK  \l "_Hlk451905521" \s "1,4324,4325,0,,?" ��?�





 











15� HYPERLINK  \l "_Hlk451910459" \s "1,7133,7134,0,,?" ��?�





   9� HYPERLINK  \l "_Hlk451910136" \s "1,5195,5196,0,,?" ��?�





  8� HYPERLINK  \l "_Hlk451910068" \s "1,4956,4957,66,,?" ��?�





  5� HYPERLINK  \l "_Hlk451905398" \s "1,3596,3597,0,,?" ��?�





3� HYPERLINK  \l "_Hlk451905175" \s "1,2582,2583,0,,?" ��?�





2� HYPERLINK  \l "_Hlk451905099" \s "1,2094,2095,0,,?" ��?�





4� HYPERLINK  \l "_Hlk451905332" \s "1,3051,3052,0,,?" ��?�





�











1� HYPERLINK  \l "_Hlk451828044" \s "1,2042,2043,0,,?" ��?�





30� HYPERLINK  \l "_Hlk451911879" \s "1,10787,10788,0,,?" ��?�





29� HYPERLINK  \l "_Hlk451911844" \s "1,10548,10549,0,,?" ��?�





28� HYPERLINK  \l "_Hlk451911810" \s "1,10333,10334,0,,?" ��?�





27� HYPERLINK  \l "_Hlk451911771" \s "1,10067,10070,0,,. ?" ��. ?�





26� HYPERLINK  \l "_Hlk451911733" \s "1,9847,9848,0,,?" ��?�





25� HYPERLINK  \l "_Hlk451911695" \s "1,9595,9596,0,,?" ��?�





 24 � HYPERLINK  \l "_Hlk451911645" \s "1,9281,9282,0,,?" ��?�   �





23� HYPERLINK  \l "_Hlk451911604" \s "1,9095,9096,0,,?" ��?�





22� HYPERLINK  \l "_Hlk451911564" \s "1,8928,8929,0,,?" ��?�





 21� HYPERLINK  \l "_Hlk451911202" \s "1,8771,8772,0,,?" ��?�





20� HYPERLINK  \l "_Hlk451910848" \s "1,8681,8682,0,,?" ��?�





19� HYPERLINK  \l "_Hlk451910728" \s "1,8371,8372,0,,?" ��?�





18� HYPERLINK  \l "_Hlk451910651" \s "1,8280,8281,0,,?" ��?�











“POS” # 0217181C changes “PEC” in the fiscal year “00” in the 1st quarter





32� HYPERLINK  \l "_Hlk451911945" \s "1,11919,11920,0,,?" ��?�





31� HYPERLINK  \l "_Hlk451911913" \s "1,10926,10928,0,,? " ��? �











34� HYPERLINK  \l "_Hlk451912016" \s "1,13931,13934,0,,. ?" ��. ?�





33� HYPERLINK  \l "_Hlk451911988" \s "1,13711,13712,0,,?" ��?�





   ACC





 “PN” is unfunded and does not count against the total.


    Also, POS # 0121718 only counts as one position.


   It is only showing that there will be a change. 











Memorandum for…   NOTE:


9 MSS/CPO (Initials of CPO rep) required for civ positions


9 SFS/SFA (Initials of SFS rep) Required for SAR changes


9 INS/SSO (Initials of INS rep) Required for SAR code 


                    changes to Top Secret SCI (S)








8
9

