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______________________________________________________________________________


This instruction implements AFPD 38-2, Manpower, and AFI 38-201, Determining Manpower Requirements.  It prescribes guidance for preparing and submitting manpower changes within the Information Directorate.





SUMMARY OF CHANGES


This revision updates organizational titles and office symbols.





1.  General:





1.1.  All manpower authorizations are controlled and allocated by HQ AFMC.





1.2.  OL-AA, ESC/MQ is the local  Manpower and Quality Office through which all Information Directorate (IF) manpower actions must be submitted for further processing to HQ AFMC through AFRL/HR for approval and implementation.





1.3.  The Operations & Support Division, Workforce Relations Branch (AFRL/IFOW) is responsible for monitoring the IF Manpower Utilization Program.





1.4.  All manpower requests should be addressed to OL-AA, ESC/MQ.  When upgrading a Security Access Requirement (SAR) code to Top Secret SCI (S), the request must be routed through AFRL/IFE, and OL-AA, with information copy to AFRL/IFOW.





1.5.  All divisions and staff offices should insure that manpower actions initiated within the areas of their responsibility are supportable by mission objectives.





2.  Changes to Current Authorizations.  Divisions and staff offices must send requests for authorization changes to OL-AA, ESC/MQ.  Requests must be signed by the director, deputy, division chief, or designated alternate.  Cross-division changes require director or deputy director approval.





2.1.  Attachment 1 provides a format for requesting manpower changes.  Justification for changes must be based on workload requirements.





2.2.  Changes to civilian authorizations, if approved, are effective immediately upon completion of computer processing, unless a later effective date is requested.  OL-AA notifies organization of approval or disapproval.





2.3.  Changes to military AFSCs or grades are effective the third fiscal quarter beyond the quarter in which approved.  For example, a military AFSC change approved during the third fiscal quarter will be effective the second quarter of the next fiscal year.  This lead time is necessary for the Command personnel activity to process assignment notifications.  Other  military  changes, such as realignments between branches, are effective when computer processing is completed unless a later date is requested.





2.4.  Short cycle change.  This is a change in military AFSCs requiring less than the normal three-quarter lead time.  Short cycle changes may be accommodated if a military resource can be identified and is available.  Otherwise, short-cycle changes must be justified as an emergency action and a statement made that emergency personnel action is needed.








	RAYMOND P. URTZ, Director


	Information Directorate














1 Attachment


Sample letter for requesting manpower changes


�









SAMPLE





MEMORANDUM FOR:  OL-AA, ESC/MQ	(Date)





FROM:  (Requesting Organization)





SUBJ:	Manpower Change Request





1.  Request the following change(s) be made to our Unit Manpower Document:





	OSC*	FAC*	MPCN*	AFSC*	GRD*	SAR	RLA





FROM:	LOA	623000	0044278	062E3	D02***	****	**


TO:	LOB	“	“	“	“





FROM:	LOA	623000	0248873	3A051	SGT


TO:	“	“	“	3P050	“





2.  Rationale/Justification:(* why change is necessary).***





3.  Point of Contact:  (* who can answer any questions on the specifics of the request; include telephone extension).








	Signature Block


	(*Signed at division level; when action 	is cross-division, or both division chief’s 	signatures are required or AFRL/CC


	approval block is necessary.)





cc:  (as required below)








*	Mandatory entry


**	Other columns may be added as dictated by type of change requested.


***	When changes involve civilian authorizations, a statement must be included in Para 2 	that:  (1) no adverse action will result, or (2) civilian authorization is currently vacant.


****	When changes involve Top Secret SCI (SAR Code = S), route request “IN TURN” 	through AFRL/IFE and OL-AA, ESC/MQ with info copy to AFRL/IFOW.





Changes affecting civilian resources require info copies to:  AFRL/IFFD and AFRL/IFOW.


Changes affecting military resources require info copies to:  AFRL/IFFD and AFRL/IFQ.








Sample


Manpower Change Request Letter
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