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Fly, Fight and Win… Fly, Fight and Win… 

Overview 
 IR Assignments Process 

 Det Responsibilities 
 Unit Responsibilities 

 Reserve Vacancies/RMVS 
 Colonel Vacancies 

 Overages & Over-grade 

 Rated AFSCs 

 Retraining 

 Select/Non-Select Process 

 Unit In-Processing  
 URC Responsibilities 
 IR Responsibilities 
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Fly, Fight and Win… Fly, Fight and Win… 

IR  Assignments Process: 
AFI 36-2115 

  Unit POC 
 Forwards position description  (PD) to  Det staff   

 Detachment POC  
 Advertises position via RMVS 

  RMVS is the Reserve Management Vacancy System 
  RMVS is located on the AFPC secure website  
 Vacancy is posted with a close-out date 

  Det receives application packages & QCs 
 Application packages & hire sheet/1288 will be forwarded to URC * 

 URC  
 Ensures Unit CC receives  packages 
 Normally Unit CC is the hiring authority** 

  makes the decision to select/non-select 
 URC sends hiring sheet and/or 1288 back to the Det  
 Include applicant’s personal & work email 

 Note:  *Contact applicable Det with questions regarding hire sheet/1288 

           **Please reference next slide  for additional AFI guidance 
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Fly, Fight and Win… Fly, Fight and Win… 

IR  Assignments Process: 
AFI 36-2115 

  IAW AFI 36-2115, Assignments Within The Reserve Components 

 Para 1.8.1.6.2. In the IMA program, interviews are to be conducted for all E-7 or O-4 and above 
positions; all positions in the chapel, legal, and medical career fields regardless of grade; all HQ 
USAF/XOI-RE and AFOSI positions regardless of grade; and all AFSCs requiring a Top Secret, or 
above, security clearance. 

 Para 1.25.1.1. A fully qualified IMA airmen must have a skill level 5 or higher AFSC than the 
assignment AFSC. A fully qualified IMA officer must have a company grade level or higher AFSC 
than the assignment AFSC or have completed a formal training course with an entry-level AFSC. 

 Para 1.25.1.2. Assign fully qualified IMAs without MAJCOM review to positions that are not in 
special categories, do not require interviews (TSgt/Capt and below), require waivers, or are not 
centrally managed. 
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Fly, Fight and Win… Fly, Fight and Win… 

How to Apply for Vacant Reserve Position 
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Reserve Vacancies  
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https://w20.afpc.randolph.af.mil/AFPCSECURENET20/CheckPortal.aspx 
 

https://w20.afpc.randolph.af.mil/AFPCSECURENET20/CheckPortal.aspx


Fly, Fight and Win… Fly, Fight and Win… 

Reserve Vacancies 
Civilian URC Access  
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 Civilian URC 
 Contacts AFPC/A1 service desk for assistance 
 Email:  afpoa.a1.sd.sd@us.af.mil 
 DSN: 665-5004 
 All email requests must be digitally signed 

 
 AFPC/A1 

 Creates trouble ticket  
 Access granted within 24 hours 

 If not, contact service desk & reference trouble ticket number 
 

mailto:afpoa.a1.sd.sd@us.af.mil


Fly, Fight and Win… Fly, Fight and Win… 

Snapshot of Reserve Vacancies 
By AFSC 
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Fly, Fight and Win… Fly, Fight and Win… 

Snapshot of Reserve Vacancy  
 By Location 
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Fly, Fight and Win… Fly, Fight and Win… 

Snapshot of Reserve Vacancy 
Announcement 
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Position Number 

Reserve Category: IMA/B 

Unit POC 
Det POC 

Advertisement Closeout Date 



Fly, Fight and Win… Fly, Fight and Win… 

Example of AF Form 1288 
  

 First Page 

 

 
 

 
   

 

11 



Fly, Fight and Win… Fly, Fight and Win… 

Example of  AF Form 1288    
  

 Second Page 
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Fly, Fight and Win… Fly, Fight and Win… 

What does EDCSA stand for? 
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EDCSA stands for 
 
Effective Date Of Change Of Strength Accountability: 
 
It specifies the exact date the member is counted as officially joining new unit 
  i.e. Gain date 
 
 



Fly, Fight and Win… 

Colonel Vacancies 
• AF/REG manages all Col Key/ Command/ Joint billets & advertises via the link below 

 
• AFRC/A1L manages all Col positions & advertises via link below: 
 
• https://www.my.af.mil/gcss-

af/USAF/ep/globalTab.do?channelPageId=s6925EC134CCC0FB5E044080020E329A9&command=o
rg 
 

• The left side of the page is owned by  A1L and half way down the page you will find vacant positions 
  
• The right side of that page is owned by REG where all the KCJ O-6 assignments are advertised 

 
• Det will coord with A1L/REG & URC on Vacancy Announcement 

 
• Applicants applying must follow application instructions 
 
• Once the position has closed, all applications will be reviewed by A1L/REG & AFRC/CV 

 
• Valid packages will be placed on the A1L/REG SharePoint site for the hiring authorities review 
 
• Hiring authorities must rack & stack their top 5 choices & forward to the Det 

 
• Det will send the selections to A1L/REG  
 
• A1L/REG will NOT double billet an O-6 position earlier than 60 days prior to it becoming vacant 
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https://www.my.af.mil/gcss-af/USAF/ep/globalTab.do?channelPageId=s6925EC134CCC0FB5E044080020E329A9&command=org
https://www.my.af.mil/gcss-af/USAF/ep/globalTab.do?channelPageId=s6925EC134CCC0FB5E044080020E329A9&command=org
https://www.my.af.mil/gcss-af/USAF/ep/globalTab.do?channelPageId=s6925EC134CCC0FB5E044080020E329A9&command=org


Fly, Fight and Win… 

ARCNet 
Readiness Verification 

• Det checks readiness prior to sending ANY application to URC 
 Member must be green/yellow (exception is security clearance but it must be initiated) 
 If a package is submitted & the member is red (not-ready), then the package will be returned 

without action  
• Documentation must be provided if member has completed a readiness items but ARCNet hasn’t 

updated to reflect the completion 
• IRs can check their personal readiness at any time at: 

https://www.my.af.mil/reservenetprod/resnet/classic/home.asp  

This application  
would be returned 
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Fly, Fight and Win… 

Overages / Overgrades 

 Overage Waivers 
 Overages are allowed up to 110% of your IR manning  
       (i.e. If you have 10 IR authorizations we can authorize 1 overage) 

 
 Justification must be submitted to the Det to go beyond 110% 

 
 This 110% cap is subject to change (depending on AFRC manning)***currently no limit 

on overages 
 

 Overages are good for two years, with an option to extend an additional year.  
Overages will not exceed 3 years.  Members should be looking for valid vacancies 
during the two years 
 

 Overages that exceed 3 years will be coordinated through Unit/ CC and 
approved/disapproved by Det/CC 

 
 Overgrade waivers 

 
 Required if the member’s current rank is over the authorized grade of position 

 Det/CC is the approval authority for Overgrade waivers  
 Applicant CANNOT be an Overage and an Overgrade at the same time 
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Fly, Fight and Win… 

Rated AFSCs 
(11X, 12X, 13B, 1AX, X & J prefix) 

 Members must provide Flight History Report (FHR) and Individual Data Summary (IDS) to 
obtain rated AFSC approval from RIO/HARM prior to official consideration for assignment 

 
 RIO/HARM verification/approval is mandatory if applicant holds or has EVER held a 

Rated AFSC 
 
 Required even if member is not going into a rated position  

 
 If approved, applicant’s Flight Records are maintained by the RIO/HARM office 
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Fly, Fight and Win… 

Retraining 

 IR is a “Retrainee” if placed in an AFSC that he/she DOES NOT currently hold or has held  
 Note: If member has been out of the career field for so long and AFSC has been removed, mbr 

is a retrainee 
 

 Retrainees must meet qualifications as outlined in: 
 Air Force Officer Classification Directory (AFOCD) 
 Air Force Enlisted Classification Directory (AFECD) 

 
 AF 422 is mandatory for all Enlisted applicants retraining into a new AFSC.   AF 422 verifies that 

mandatory physical qualifications have been met & can be obtained from MTF 
 

 AF 2096 is required to reflect new AFSC 
 Det will assist by providing required data 
 URC will review & obtain signatures  
 

Note: If retraining is approved AFRC will pay for required AFSC formal courses 
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Fly, Fight and Win… Fly, Fight and Win… 

Select/Non-Select   

 Unit CC 
 All assignment packages are reviewed  
 Conducts interviews (if applicable); then makes a selection 
 Completes the second endorsement area of the AF Form 1288 or hire sheet 

 URC  
 sends completed 1288  or hire sheet to the Detachment 

 Detachment  
 Informs the member of the selection/non-selection 
 Then routes the package through ARPC for gain actions 

 IR 
 Begins duty anytime AFTER the EDCSA 
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Fly, Fight and Win… Fly, Fight and Win… 

New Hire  

 Integration Cell 
 Sends IR Orientation email 
 Schedules member for quarterly IR Orientation CY Sessions: 

 1st (Robins AFB GA) 
 2nd (Peterson AFB, CO)  
 3rd ( Washington, DC) 
 4th (MacDill AFB, FL) 

 
 Detachment 

 Sends IR Welcome Letter w/ copy to URC & supervisor 
 Provide Welcome Brief to all newcomers 

 
 URC 

 Sends unit level  IR Welcome Letter to member & supervisor 
 Creates IR Management Folder 
 Informs UTM, UFPM, GTC Monitor  & CSS (if  applicable) of new member  
 Ensure members in-process  using the unit’s in-processing checklist 
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Fly, Fight and Win… Fly, Fight and Win… 

In-Processing 
 

 Unit Responsibility 

 In-process new IR into the unit on the first tour day 

 Utilize unit’s in-processing checklist 
 N/A items not pertaining to IRs 
 Establish mil pay account; contact servicing detachment for assistance 
 Ensure IR in-processes with UTM, UFPM, GTC coordinator, First Sgt, etc 
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 In order to be authorized to process assignment/separation actions on behalf of the 

Commander/Director, you must have a current URC appointment letter (within the last 
year) 
 

 Only the Commander/Director is authorized to sign the URC Appointment Letter 
 
 RAs, IMAs to the CC, etc... are not authorized to sign the letter  

 
 Coordinate with your Det to ensure your URC letter is accurate and up to date 

 
 URCs must complete initial URC training and recurring URC training 

 These training sessions are offered monthly by RIO Integration Cell 
 

*More information can be found on the IC Website: 
http://www.arpc.afrc.af.mil/Home/HQRIO/HQRIOIntegrat 

Unit Reserve Coordinator (URC):  
 AFI 36-2629  
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http://www.arpc.afrc.af.mil/Home/HQRIO/HQRIOIntegrationCell


 

 Create and maintain an IR Management Folder on all assigned unit/directorate  IRs 
 AF Form 1288  
 AF Form 2096  
 Reserve Appointment Order 
 Promotion order 
 Reenlistment recommendation,  
 Current FY participation schedule  
 Unit welcome letter 

 Maintain an IR INTRO Program; ensure inbound IRs are sent a unit welcome letter  

 In process all newly assigned IRs (use unit in processing checklist) 

 Integrate IRs into unit recall roster  

 Maintain an IR supervisor roster (ensure supervisor is current!) 
 Use an IR alpha roster to verify supervisor and duty info is correct in MilPDS 

Note: AFI 36-2629 is pending rewrite 

 

Unit Reserve Coordinator (URC):  
 AFI 36-2629  
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Fly, Fight and Win… 

Support and Tools 

 
  
 
 

HQ RIO Website 
http://www.arpc.afrc.af.mil/Home/HQRIO.aspx 

 
HQ RIO Integration Cell Website 

http://www.arpc.afrc.af.mil/Home/HQRIO/HQRIOIntegrat
ionCell 

 
HQ RIO Integration Cell workflow 

AFRC.HQRIO.IntegrationCell@us.af.mil 
 

HQ RIO Integration Cell Main Line 
Comm 720-847-3638 or DSN 847-3638  
 

 
 

IMA Travel:  1-800-808-5942 
EMAIL: Dobbins.imatravel@us.af.mil 
FAX: 478-327-0625 or DSN 497-0625 
MAIL:  IMA TRAVEL 
            1392 Second St. 
            Dobbins ARB GA 30069-4823 

UTAPS Website 
https://utapsweb.afrc.af.mil/utapsweb/ 
UTAPSweb Email: 
AFRC.UTAPSweb@afrc.af.mil 

Total Force Service 
Center (ARPC) 
1-800-525-0102 

 
IMA Travel Companion 

http://www.arpc.afrc.af.
mil/Portals/4/Document
s/RIO/RIO-IR-Travel-
Guide.pdf  

Orders Writing Cell (OWC) 
478-327-2167/DSN 497 
rmg.orders@us.af.mil 

RIO Pay Office 
720-847-3711/DSN 847 
FAX:  847-3960 
Arpc.riorpo.1@us.af.mil 
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AROWS-R homepage or 
helpdesk: 
https://arowsr.afrc.af.mil/a
rows-r/cac/login.do 

Email: 
AFRCFM.AROWSR@us.
af.mil (0700-1700 EST) 

DTS/DoD Travel 
Assistance Center: 1-888-
435-7146 or 
http://www.defensetravel.o
sd.mil/ 

http://www.arpc.afrc.af.mil/Home/HQRIO.aspx
http://www.arpc.afrc.af.mil/Home/HQRIO.aspx
http://www.arpc.afrc.af.mil/Home/HQRIO/HQRIOIntegrationCell
http://www.arpc.afrc.af.mil/Home/HQRIO/HQRIOIntegrationCell
http://www.arpc.afrc.af.mil/Home/HQRIO/HQRIOIntegrationCell
mailto:AFRC.HQRIO.IntegrationCell@us.af.mil
https://utapsweb.afrc.af.mil/utapsweb/
mailto:AFRC.UTAPSweb@afrc.af.mil
http://www.arpc.afrc.af.mil/Portals/4/Documents/RIO/RIO-IR-Travel-Guide.pdf
http://www.arpc.afrc.af.mil/Portals/4/Documents/RIO/RIO-IR-Travel-Guide.pdf
http://www.arpc.afrc.af.mil/Portals/4/Documents/RIO/RIO-IR-Travel-Guide.pdf
http://www.arpc.afrc.af.mil/Portals/4/Documents/RIO/RIO-IR-Travel-Guide.pdf
https://arowsr.afrc.af.mil/arows-r/cac/login.do
https://arowsr.afrc.af.mil/arows-r/cac/login.do
https://arowsr.afrc.af.mil/arows-r/cac/login.do
https://arowsr.afrc.af.mil/arows-r/cac/login.do
https://arowsr.afrc.af.mil/arows-r/cac/login.do
mailto:AFRCFM.AROWSR@us.af.mil
mailto:AFRCFM.AROWSR@us.af.mil
mailto:AFRCFM.AROWSR@us.af.mil
http://www.defensetravel.osd.mil/
http://www.defensetravel.osd.mil/


Fly, Fight and Win… 

Support and Tools cont’d  
 Local Force Support Squadron (MPS)/or CCQ-CSS 

  OPRs, EPRs, Supervisor Updates (Force Management) 
  DEERS, Officer Promotions (Customer Service/Career Development) 
  Deployment out processing (Personnel Readiness) 

 

 myPers website: https://gum-crm.csd.disa.mil/app/login/redirect/home 
 vPC-GR (virtual Personnel Center-Guard & Reserve) 

 

 DTS/DoD Travel Assistance Center: 1-888-435-7146 or http://www.defensetravel.osd.mil/ 

 

 Your servicing detachment or Operating Location (OL) 
 Ref slide 4 to locate your Det 
 http://www.arpc.afrc.af.mil/Home/HQRIO/HQRIODetachments 
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https://gum-crm.csd.disa.mil/app/login/redirect/home
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Fly, Fight and Win… 

 
Questions? 

 
 

 

 
 
 
 
 
 
 
 
 
                      We welcome your feedback!   
Please email the IC workflow box with your comments/suggestions… 
                    AFRC.HQRIO.IntegrationCell@us.af.mil 
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