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ARPCM 11-35 

 

7 October 2011 

 

MEMORANDUM FOR ALL MILITARY PERSONNEL SECTIONS 

 

FROM:  HQ ARPC/CC 

               18420 E Silver Creek Ave Bldg 390 

   Buckley AFB, CO 80011-9502 

 

SUBJECT:  CY12A Air Force Reserve School Selection Board Convening Notice and Invitation 

       to Apply Instructions;  SUSPENSE:  21 December 2011  

 

1.  The CY12A Air Force Reserve School Selection Board (RSSB) will convene 6 February 2012 at the 

Air Reserve Personnel Center, Buckley AFB, Colorado.  In order to be considered by this board, all 

applications must comply with the instructions outlined in Attachment 1. Applications will only be 

accepted via vPC-GR and must be submitted NLT midnight MST, 21 December 2011.  At Attachment 2 

is a chronological listing of milestones to aid in preparing the application.   

  

2.  The RSSB is convened to identify the best qualified officers for placement in select academic courses.  

RSSB courses are short in either duration or format and can be taken as seminar, online, and/or by 

“blended” methods.  Board members will evaluate applicants based on the whole person concept which 

includes depth/breadth of military experience/responsibilities for a follow-on assignment that capitalizes 

on the member’s attendance at a specified course, and professional qualities such as demonstrated 

leadership, academic and Developmental Education (DE) achievements.  The RSSB process complements 

the Air Force Reserve (AFR) force development construct by aligning best qualified applicants with 

selected courses.  All school board selections will be based on the needs of the AFR.   

 

3.  My action officer for the RSSB is Maj Susan Wheatley who can be reached at 1-800-525-0102.   

              
       PATRICIA S. BLASSIE, Colonel, USAFR 

       Commander 

 

Attachments: 

1.  Application Information 

2.  Milestones 

3.  Eligibility Criteria 

4.  Available Courses   

5.  Application Process via vPC-GR 

6.  Waiver Request Form 

7.  Record Update Information 

 

 

DEPARTMENT OF THE AIR FORCE 
HEADQUARTERS AIR RESERVE PERSONNEL CENTER 
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Attachment 1 

APPLICATION INFORMATION 

 

1.  Application Process:  Applicants must submit completed nomination package via vPC-GR by 

midnight, 21 December 2011.  Completed applications must be vetted through appropriate Rater, 

Commander, and Final Endorsement Authority (FEA).  For Individual Mobilization Augmentees (IMAs) 

and Participating Individual Ready Reserve (PIRR) members, applications must be coordinated 

with/through the respective Reserve Management Group (RMG) Program Managers (PMs).  Applications 

will not be accepted from these two participating categories without adhering to this coordination 

requirement.  It is imperative potential applicants pay particular attention to the eligibility criteria outlined 

in Attachment 3 and the “Record Update Information” in Attachment 7. Attachment 5 outlines specifics 

on how to complete the application process via vPC-GR.  Partial applications will be returned; if a 

complete package is not received by the deadline the package will not meet the board. 

 

2.  Course Selection:  Each applicant may apply for a maximum of six courses, however, only two 

courses are permitted for each of the three categories:  Developmental Education (DE), Officer 

Professional Development (OPD), and Joint courses.  A member may opt to apply for only one course per 

category; however, if only one course is selected, no alternative placement will be considered by the 

board if member is not selected for the one specified course.  If identifying more than one course option; 

prioritize the desired courses by marking specific attendance date and/or course preference.  Pay 

particular attention to courses that are rank specific in order to ensure basic eligibility requirements are 

met.  Applications not meeting basic eligibility requirements will not go forward for board consideration.   

 

3.  Approval Authority:  All applicants are required to work closely with Supervisors, Career Field 

Managers, Assignment Facilitators, RMG, and chain of command, as appropriate, to ensure school 

selections are aligned not only with the member’s goals but the Air Force Reserve’s return on investment.  

This guidance is in lock-step with other AFR corporate force development processes such as the Reserve 

Developmental Education Designation Board (RDEDB) and the Career Management Board (CMB).   

 

4.  Funding:  RSSB courses are centrally funded as Reserve Personnel Appropriation (RPA) for AFR 

members (Traditional Reservists, IMAs, and PIRR) selected to attend in military status.  Air Reserve 

Technicians (ARTs), attending in civilian status, and Active Guard Reserve (AGR) members will be 

funded by unit O&M.  After central funding has been allocated, member must have their respective units 

(PM for IMAs/PIRRs) request orders by normal methods.  ARPC is not the POC for funding issues; 

school selects must work with their respective Finance Managers (FMs) or Force Support Squadron (FSS) 

to accomplish school tour orders.  

 

5.  Dual Board Consideration:  If a member has applied for school tour consideration through both the 

RDEDB and the RSSB and is deemed a RDEDB select, that selection quota will take precedence and the 

member will not be considered by the RSSB.  Due to the timing of the annual RDEDB, any member who 

applied for an RSSB course and was selected through the RDEDB process will have their application 

cancelled by ARPC.  Any request from applicants for the RSSB who are currently enrolled in a school 

tour will be addressed by the FEA prior to forwarding to ARPC.  Any application forwarded to ARPC 

that supports a member’s request for overlapping school tour consideration will be considered on a case-

by-case basis by the RSSB Board President who has final authority.  

 

6.  Nomination Packages:  Milestones are provided to institutionalize the RSSB process as well as 

provide standardization for fair and equitable consideration of all nomination packages.  It is the 

applicant’s responsibility to ensure his/her nomination package meets the minimum requirements outlined 

in Attachment 3.   
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7.  Application Deadlines:  ARPC will be final authority on the application process IAW AFI 36-2604, 

Service Dates and Dates of Rank, AFI 36-2254v2, Reserve Personnel Training, and AFI 36-2301, 

Developmental Education. All applications for the CY12A RSSB are due by midnight MST 21 December 

2011. Each Numbered Air Force (NAF), RMG, FSS, or PM/Unit Training Manager (UTM) is encouraged 

to establish an internal suspense for their respective applicants which allows for sufficient time for quality 

control and still meet the ARPC 21 December 2011 suspense.  This suspense will be strictly enforced. 

Note:  Recommended suspense for RMG/NAFs is 7 December 2011. 

 

8.  Personnel Records:   It is the responsibility of the applicant to ensure the accuracy of their personnel 

record, and updates to records should be made prior to submitting an application.  See Attachment 7, to 

assist you in contacting the appropriate office for corrections to your record.  You may also contact the 

Total Force Service Center at 1-800-525-0102.  

 

9.  Waivers:  Airmen requesting eligibility waivers must submit a letter of justification signed by their 

FEA with the application. The DE board will evaluate all waivers requests. Final decision rests with the 

Board President.   See Attachment 6 for sample waiver letter.  Failure to submit a required waiver will 

render the package incomplete and not board eligible. 

 

10.  Developmental Education (DE):  Applicants applying for DE courses through the RSSB process 

need to ensure they meet all eligibility (grade/service DE) requirements of the requested course(s).  Please 

refer to AFI 36-2301 regarding the completion of Air Force sponsored DE before applying/completing a 

sister-Service resident/non-resident DE course.  For example, an AFR Major cannot apply to attend the 

USMC Command and Staff College course without first completing the AF Air Command and Staff 

course.  Applicants should contact ARPC/DPTTF at 1-800-525-0102 for clarification; if required.  

 

11.  Point of Contacts:  Questions concerning your RSSB application process should be directed to your 

respective Force Support Squadron/Program Managers first and then to ARPC/DPTTF at 1-800-525-0102 

if further clarification is required.    

 

12.  SOS Withdrawal:  Officers who decline attendance after selection to Squadron Officer School for 

other than humanitarian or mission essential reasons do so with prejudice and the officer should be 

counseled by his or her commander. 
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Attachment 2 

RSSB MILESTONES 

MILESTONES 

CY12A 

Reserve School Selection Board (RSSB) 

 (Class start dates May 2012 - September 2012) 

 

Invitation to Apply posted on 

AFPERS/ARPC websites 
September – December 2011 

Application open on vPC-GR  

 Must get FEA endorsement 

 Monitor through coordination process 

 

13 October 2011 

 

 

Email reminder to units/members/NAFs/RMG 

 

 

2 November 2011 

 

 

Email reminder to units/members/NAFs/RMG  

 

 

23, 30 November 2011 

 

 

Email reminder to units/members/NAFs/RMG 

 

7, 14 December 2011 

All applications must be submitted through 

vPC-GR.   

 

Midnight MST 

21 December 2011 

 

 

ARPC/DPTTF will begin quality check of all 

applications 

 

22 December 2011 

School board data pull from MilPDS &  

ARCNet 
9 January 2012 

 

ARPC/DPTTF will continue to quality check 

applications 

17 January 2012 

 eSURFS built 

 Determine Board Demographics 

 Final QC 

23 January 2012 

Board Convening dates 6 – 10 February 2012 

Approximate Public Release 12 March 2012 
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Attachment 3 

ELIGIBILITY CRITERIA 

 

NOTE: 

1. Waiver Required (See Attachment 6) 

2. State if transferred to the IRR 

 

 

 

 

 

 

 

 

 

 

ELIGIBILITY  NOTE 

Fitness Must attach current fitness assessment.  This report should come from AF Fitness Management 

System (AFFMS) located on the AF Portal website. 

ARCNet Review your readiness profile to ensure it is updated and current.  You DO NOT need to attach 

a readiness report.  HQ ARPC will pull ARCNet reports.  Contact your unit readiness 

monitor/IMR for update if required. 

Duty Limiting Condition (DLC) Is considered on case-by-case basis 

Dental Not eligible to apply if in Class 3 or 4 status. 

Security Clearance Must have Secret clearance. Qualified officers/enlisted lacking the required security clearance 

may apply for DE schools. If selected, they must obtain the proper security clearance prior to the 

class entry date 

RCPHA Reserve Component Preventive Health Assessment (RCPHA) must be current. Any profiles will 

be considered on a case by case basis with the Board President as the final authority. 

Mandatory Separation Date (MSD)
1
 Member is responsible to ensure MSD is accurate. Contact HQ ARPC 1-800-525-0102 to 

review and update if needed 

Total Federal Commission Service Date 

(TFSCD)
1
 

Member is responsible to ensure TFSCD is accurate. Contact HQ ARPC 1-800-525-0102 to 

review and update if needed 

Participation Summary/History
1, 2

 School boards look at last 5 years participation.  Members are not penalized for being in an 

inactive status; however, a waiver is required with an explanation for unsatisfactory years  

Retainability
1
 RODE, RCJOPD, JOLD, IJOLD and SOS courses each require 18 months retainability after 

graduation date  

Retainability
1
  ACSC-ARCS, MCCSC, CFSC, AJPME, RFIC, CIOR, CIOMR, AWC-ARCS, RCNSC, NSDM, 

ROS&W, SROC, and SOPC courses each require 36 months retainability after graduation date  
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Attachment 4 

AVAILABLE COURSES 

DEVELOPMENTAL EDUCATION 

COURSE DESCRIPTION REQUIREMENTS NOTES 

Squadron Officer 

School (SOS) 

SOS helps officers grow professionally. While at SOS, officers step 

out of their specialties and broaden their focus on essential leadership 

competencies in AFDD1-1 as well as Officership, Leadership, 

Problem solving, Core Values, and the Air Force as an institution in 

the profession of arms. Students strengthen their Officership and 

Leadership techniques and apply what they learn in classroom 

discussions and field exercises.  SOS develops dynamic Airmen ready 

to lead air, space and cyberspace power in an expeditionary 

warfighting environment.  

 

Specific Course Information:  http://sos.au.af.mil/  

Captain  

 

* Captain selects 

must pin-on prior to 

class start date 

 

Total Federal Commissioned 

Service Date must not 

exceed 11 years 

 

Course Dates: 

June 2012 

August 2012 

Air Command and Staff 

College (ACSC-ARCS)  

Prepares field grade officers of all services (primarily majors 

and major selects), international officers, and US civilians to 

assume positions of higher responsibility within the military 

and other government arenas.  Geared toward teaching the 

skills necessary for air and space operations in support of a 

joint campaign as well as leadership and command.  

Participants in the ACSC-ARCS program complete the regular 

ACSC Distance Learning curriculum course in a two-year, 

two-phase course composed of two-weeks in seminar at 

Maxwell AFB, Alabama in June of each year with individual 

study learning efforts between the two course years.  

 

Specific Course Information:  

http://originwww.maxwell.af.mil/au/acsc/air_reserve.asp  

Major selects through Major 

 

* Major selects must pin-on 

prior to class start date 

 

If currently enrolled in ACSC 

by correspondence and have 

taken ANY block test, you are 

not eligible to apply. 

 

Course Date: 

June 2012 

 

 

Air War College              

(AWC-ARCS) 

To develop and support senior leaders through education, research, and 

information programs focused on strategic and institutional leadership, 

joint and multinational warfighting, multi-agency international security 

operations, air and space force development, and national security 

planning The ARCS seminar program has been revised and now uses a 

3-phase approach to completing AWC through the Distance Learning 

curriculum.  The phases are 10 days, 14 days and 14 days. Individuals 

who are accepted into the first phase of the AWC ARCS program will  

not need to re-apply to complete the following phases.   

 

Specific Course Information:  

http://originwww.maxwell.af.mil/au/acsc/air_reserve.asp  

Lt Col selects through 

Colonel 

 

* Lt Col selects must pin-on 

prior to class start date 

 

If currently enrolled in AWC 

by correspondence and have 

taken ANY block test, you are 

not eligible to apply. 

Course Date: 

June 2012 
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Attachment 4 (Continued) 

AVAILABLE COURSES 

OFFICER PROFESSIONAL DEVELOPMENT 

COURSE DESCRIPTION REQUIREMENTS NOTES 

Junior Officer 

Leadership 

Course 

(JOLD) 

A four day course designed to provide company grade officers a 

professional development opportunity to obtain valuable tools and skills 

in leadership principles and practices. 

 

Various Locations 

 

                   

Specific Course Information:  https://etca.randolph.af.mil/default1.asp   

Second Lieutenant through 

Captain 

 

Course Dates: 

June 2012 

August 2012 

International Junior 

Officer Leadership 

Course (IJOLD) 

Provides company grade officers an opportunity to work with equivalent 

international officers in an intensive seven day course focusing on 

leadership, cooperation and multi-cultural mobilization.   

 

Various International Locations 

 

Specific Course Information:  https://etca.randolph.af.mil/default1.asp  

Second Lieutenant through 

Captain 

 

Prerequisite: RODE
1
 

 

Course Date: 

July 2012 

Reserve Officer 

Development Course 

(RODE) 

A structured Reserve leadership training program developed to provide 

junior officers with improved leadership performance, confidence and 

skill. Senior leaders contribute as facilitators as well as presenters. 

 

 

Specific Course Information:  https://etca.randolph.af.mil/default1.asp  

Second Lieutenant through 

Captain 

 

Prerequisite: JOLD
1 
 

Course Date: 

October 2012 

 

 

NOTE:   

1. If prerequisite is not updated in MilPDS member must attach copy of proof of attendance 

 

 

 

 

 

https://etca.randolph.af.mil/default1.asp
https://etca.randolph.af.mil/default1.asp
https://etca.randolph.af.mil/default1.asp
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Attachment 4 (Continued) 

AVAILABLE COURSES 

JOINT COURSES 

COURSE DESCRIPTION REQUIREMENTS NOTES 

Advanced Joint 

Professional Military 

Education (AJPME)  

Focuses its curriculum on educating RC officers to build upon the 

foundation established in JPME phase1 and prepares RC Officers for 

joint duty assignments. AJPME fulfils the requirement for RC JPME 

directed in “Reserve Component Joint Officer Management Program” 

 

 

Specific Course Information:  
http://www.jfsc.ndu.edu/schools_programs/ajpme/welcome.asp  

Major through Colonel 

 

* Major selects must 

pin-on prior to class 

start date and have 

Completed JPME 

Phase I IDE/SDE or an 

approved equivalent. 

Course Dates: 

Apr 2012 

July 2012 

Oct 2012 

 

Reserve Component 

National Security Course  

(RCNSC) 

 

This course is designed to lay a foundation for students moving on to 

joint command management and staff responsibilities in a multinational, 

intergovernmental, or joint nation security setting. The curriculum 

consist of lectures, panel discussions, seminars, on-site visits and 

simulation exercise dealing with national security policy and defense 

resource management. 

 
Specific Course Information: 

http://www.ndu.edu/jrac/index.cfm?ty%5be=section&secid=319&

pageid=201  

Majors and above 

 

* Major selects must 

pin-on prior to class 

start date. 

Course Date: 

July 2012 

Advanced Command 

and Staff Course 

(ACSC-R) 

The ACSC-R is a new operational-level Joint course for 

Reserve officers of all three RAF Services in order to encourage 

common understanding and to further joint training.  In addition 

to formal instruction, officers are encouraged to develop their 

powers of deduction and analysis, in an atmosphere of debate 

and intellectual freedom, and drawing on a wealth of experience 

around them.  One Air Force Reservist is invited to attend the 

class each year. 

 

Specific Course Information:  Website currently not available 

Majors and Lt Colonels
 

 

 

 

Course Date: 

July 2012 

 

http://www.jfsc.ndu.edu/schools_programs/ajpme/welcome.asp
http://www.ndu.edu/jrac/index.cfm?ty%5be=section&secid=319&pageid=201
http://www.ndu.edu/jrac/index.cfm?ty%5be=section&secid=319&pageid=201
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Attachment 4 (Continued) 

AVAILABLE COURSES 

JOINT COURSES 

Naval Short Course Reserve 

Officer Strategy & Policy 

(ROS&P) 

Reserve Officer Strategy and Policy Course is an abbreviated 12-day 

course, designed to teach students to think strategically and to 

prepare for positions of strategic leadership. Strategy is the 

relationship between war’s purpose, objective, and means. The aim 

of the course is to sharpen the student’s ability to assess how 

alternative strategic courses of action best serve to achieve overall 

national objectives. 

 

Specific Course Information:  http://www.usnwc.edu/Departments---

Colleges/Strategy-and-Policy.aspx   

Major through Colonel 

 

* Major selects must 

pin-on prior to class 

start date. 

Course Date:           

September 2012 

   

 

 

 

 

 

 

 

COURSE DESCRIPTION REQUIREMENTS NOTES 

NATO Senior Reserve 

Officer Course (SROC) 

The NATO Senior Reserve Officer Course is intended to prepare 

senior reserve officers for employment in support of NATO operation 

or for appointments at a Higher Headquarters of the Alliance.     

 

Location: Germany 

 

Specific Course Information:   

https://www.natoschool.nato.int/academics.asp  

Colonel and above 

 

* Colonel selects must 

pin-on prior to class 

start date 

 

Course Date:           

September  2012 

NATO Senior Officer Policy 

Course (SOPC) 

The aim of the NATO Senior Officer Policy Course is to 

provide Senior NATO personnel with an evaluation of 

NATO’s current and future security environment. 

 

Location: Germany 

 

Specific Course Information: 

https://www.natoschool.nato.int/academics.asp  

Colonel and above 

 

* Colonel selects must 

pin-on prior to class 

start date  

 

Course Date: 

September 2012 

http://www.usnwc.edu/Departments---Colleges/Strategy-and-Policy.aspx
http://www.usnwc.edu/Departments---Colleges/Strategy-and-Policy.aspx
https://www.natoschool.nato.int/academics.asp
https://www.natoschool.nato.int/academics.asp
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Attachment 4 (Continued) 

AVAILABLE COURSES 

JOINT COURSES 

COURSE DESCRIPTION REQUIREMENTS NOTES 

Marine Corps Command & 

Staff College 

(MCCSC-Seminar) 

Marine Corps Command and Staff College offers a unique seminar 

construct built around resident and online learning. This approach 

gives U.S. and international students a wider scope of learning and 

different points of view to help students understand how other 

countries’ militaries think and operate 

 

Location: Quantico, VA 

 

DOES NOT AWARD IDE CREDIT! 

 

Specific Course Information:  

http://www.mcu.usmc.mil/Pages/CSC.aspx  

Major Selects through Lt 

Colonel 

 

* Maj selects must pin-on 

prior to class start date. 

 

Prerequisite: ACSC 

Course Date: 

June 2012 

Canadian Forces Staff 

College (CFSC-Blended) 

The aim of the Canadian Forces Staff College is to prepare selected 

senior officers of the Defense Team for command and staff 

appointments in the contemporary operating environment across the 

continuum of operations in national and international settings. 

 

DOES NOT AWARD IDE CREDIT! 

 

Specific Course Information: 

http://www.cmp-cpm.forces.gc.ca/pd/pi-ip/07-89-eng.asp  

Majors and Lt Colonels
 

 

* Major selects, must pin-

on prior to class start date 

 

Course Date: 

October 2012 

 

 

NOTE:  1. If prerequisite is not updated in MilPDS member must attach copy of proof of attendance 

NATO Reserve Forces 

Integration Course (RFIC) 

 

The NATO Reserve Forces Integration Course instills in students 

an understanding of the various roles, missions and doctrines of 

Reserve Forces throughout the Alliance. Building on the Military 

Committee (MC) policy, the course surveys how the Alliance 

integrates Reserve forces in current operations. The course explores 

numerous national “best practices” in a comparative analysis 

framework.  

 

Location: Germany 

 

Specific Course Information: 

https://www.natoschool.nato.int/academics.asp 

Captain through Colonel 

 

* Captain selects must 

pin-on prior to class start 

date 

Course Date: 

July 2012 

http://www.mcu.usmc.mil/Pages/CSC.aspx
http://www.cmp-cpm.forces.gc.ca/pd/pi-ip/07-89-eng.asp
https://www.natoschool.nato.int/academics.asp
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Attachment 5 

 

APPLICATION PROCESS via vPC-GR 

 

Application is “role-based” and will only flow properly using the following instructions. If you should 

require “other coordination” outside of ApplicantRaterMPF Management/PMFinal Endorsement 

AuthorityMPF Management/PMARPC, you must use “Individual vPC-GR” accounts to do so 

PRIOR to the MPF Management/PM coordination.  

 
Ideal application flow: 

 

1. APPLICANT logs on to vPC-GRDashboardAction Requestsselects RSSB  
 

a. Fill out application selecting at least one course (maximum of six, two in each category) and preferred 

quarter, completing justification, answering relative application information, etc.  

b. Attach a copy of  your Fitness Report from AF portalFeatured linksFitness & HealthAFFMS-

AF Fitness Management System where it currently says attach ARCNet Report.  

b. Input name of applicant’s Rater, using Select Account radio button/vPC-GR search tool to populate 

rater’s name.  If Rater’s name won’t populate, they may need to create a vPC-GR account. 

d. Submit application; application flows to rater. 

 
2. RATER logs on to vPC-GR Dashboard Worklist double-click application  

 

RATERS & FINAL ENDORSEMENT AUTHORITIES WITHOUT vPC-GR  ACCOUNTS must create an 

account.  Instructions for accessing vPC-GR: 

Log in to AFPERS at https://gum-crm.csd.disa.mil/app/login/redirect/home first, click tab labeled Air Reserve 

and under “I would like to access”…click on vPC-GR Dashboard. 

 

a. Scroll to bottom of page, past applicant information and previous coordination’s, under “Your 

Coordination,” answer supervision timeframe, consider (yes/no) the officer an appropriate candidate, 

inputs justification, employment of skills, promotion deferment, etc.  Do not use the table of “Return 

Remarks” unless you’re returning the application to the applicant.  

b. Input name of applicant’s final endorsement authority.  If final endorsement authority name won’t 

populate, they may need to create a vPC-GR account.  The definition of final endorsement authority for 

RSSB is the Wing CC or equivalent (if unit assigned TR’s/AGR) and the first O-6, or equivalent, in the 

member’s rating chain (if IMA).  Do not use “Individual vPC-GR account” unless the application requires 

additional routing throughout your organization. Under “Next Coordination” select role of: “Final 

Endorsement Authority”.  

c. Add attachments if needed.  

d. Under “Next Coordination” select role of:  “MPF Management” (if unit assigned/AGR) or “RMG 

Program Manager” (if IMA/PIRR).  Do not use “Individual vPC-GR account” unless the application 

requires additional routing throughout your organization.  

e. Submit application; application flows to FSS Management (Unit/AGR)/RMG Program Manager 

(IMA’s). 

 

https://gum-crm.csd.disa.mil/app/login/redirect/home
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3. FSS MANAGEMENT/RMG PROGRAM MANAGER logs on to vPC-GR Dashboard

Worklist double-click application  
 

a. Scroll to bottom of page, past applicant information and previous coordination’s; under “Your 

Coordination” enter your coordination comments into the “Comments” table.  Do not use the table of 

“Return Remarks” unless you’re returning the application to the applicant.  

b. Under “Next Coordination” select role of: “Final Endorsement Authority”.  The definition of final 

endorsement authority for RSSB is the Wing CC or equivalent (if unit assigned TR’s/AGR) and the first 

O-6, or equivalent, in the member’s rating chain (if IMA).  Do not use “Individual vPC-GR account” 

unless the application requires additional routing throughout your organization.  

c. Submit application; application flows to the applicant’s Wing CC or equivalent (Unit/AGR) or the first 

O-6, or equivalent, in the member’s rating chain (if IMA).  

d. PM only:  If you need to coordinate on an application as the final endorsement authority, send the 

application to the final endorsement authority role, log off, then on again to enable endorsements.  Once 

the final endorsement is complete, send the application back to your RMG Program Manager role to 

enable final push to ARPC.  

 

        4.  FINAL ENDORSEMENT AUTHORITY logs on to vPC-GR DashboardWorklist 
double-click application  

 

a. Scroll to bottom of page, past applicant information and previous coordination’s; under “Your 

Coordination”, answer the two final endorsement authority questions and input your justification (how 

can the AF benefit from members attendance at school).  Do not use the table of “Return Remarks” unless 

you’re returning the application to the previous coordinator.  

b. Add attachments if needed  

c. Under “Next Coordination” select role of “MPF Management” (if unit assigned/AGR) or RMG 

Program Manager (if IMA).  Do not use “Individual vPC-GR account” unless the application requires 

additional routing throughout your organization.  

d. Submit application; application flows back FSS Management (if unit/AGR) or to RMG Program 

Manager (if IMA).  

 

5. FSS MANAGEMENT/RMG PROGRAM MANAGER  

 

a. Conduct final review of application ensuring all required attachments are present and proper 

coordination’s have been completed.  

b. Submit application to ARPC for processing. 
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Attachment 6 

 

WAIVER REQUEST FORM 

 
          DATE 

MEMORANDUM FOR RSSB PRESIDENT 

 

FROM: 

 

SUBJECT:   

 

1.  I respectfully request a waiver with regard to meeting the (INSERT WAIVER TYPE HERE) due to 

(PROVIDE JUSTIFICATION HERE) 

 

2.  I can be reached at (INSERT CONTACT NUMBER HERE).  Thank you for your consideration. 

 

 

 

 

SIGNATURE BLOCK 

 

 

 

1
st
 Ind, SUPERVISOR/SQUADRON CC 

 

TO: ARPC/DPTTF 

 

Recommend Approval/Disapproval of (INSERT WAIVER TYPE HERE) waiver. 

 

 

 

 

       SIGNATURE BLOCK 

 

 
2

nd
  Ind, FINAL ENDORSEMENT AUTHORITY 

 

TO: ARPC/DPTTF 

 

Recommend Approval/Disapproval of (INSERT WAIVER TYPE HERE) waiver. 

 

 

 

 

       SIGNATURE BLOCK 
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Attachment 7 

RECORD UPDATE INFORMATION 

  
What The Board Sees: 

 

How Do I Get It Updated? 

 

OPRs  Must be current (Top 5 are reviewed by board). It is the responsibility of the member to ensure their records are 

updated at ARPC. Contact the Total Force Service Center at 1-800-525-0102.   

Decorations Does member have recent decoration? If none within 4 years, member should contact chain of command for 

submission. 

Academic Education Reflects your two most recent levels of education, to include your academic specialty. The Air Force Institute 

for Technology (AFIT) is the single input source for updating academic education. All correspondence to AFIT 

should include a statement indicating the name and date of board you are meeting. An Official Transcript is 

required to changes/updates. AFIT/Academic Coding Branch, 2950 Hobson Way, Wright-Patterson AFB OH 

45433  

Deployment History Must be deployed 45 days or more to be on an MilPDS SURF; if not, ensure Decorations/OPRs/R-ODP include 

deployment history 

IMA Assignment Category Reflects your current PAS code:  Contact RMG for assistance.  DSN 497-2279 Comm.  478-327-2279 

Assignment History Reflects last 10 duty assignments, including Duty AFSC.  Usually mirrors your OPRs.  Contact the Total Force 

Service Center at 1-800-525-0102 to  review and update 

Date of Rank (DOR) 

 

Selects projection date for promotion must be identified clearly in MilPDS. This date must be identified for 

confirmation of member choosing a course above current grade level in application.  Contact the Total Force 

Service Center at 1-800-525-0102.   


