25 Jul 16
Version 7
Career Status Bonus (CSB) Program

Personnel Services Delivery (PSD) Guide

The purpose of this PSD guide is to assist Regular Air Force
(RegAF), servicing Commander Support Staff (CSS), Military
Personnel Section (MPS), Force Support Squadron (FSS), and Air
Force Personnel Center in understanding the Career Status Bonus
program.
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Career Status Bonus (CSB) Program

Section A:
Introduction

Revision History:

Date of Revision (s) Revision(s)

25 Jul 16 Section B-3 was updated to clarify report preparation procedures. The
hyperlink for the CSB notification in Section B-4 was updated. The
checklist in Section C-4 was updated to remind AFPC technicians to
review the on-line notification to confirm the CSB acknowledgement
date. The checklist was also updated to remind readers that the address
in items 11e, 15e, and 17e is a physical address and not an email address.
Section C-4: Includes a note to remind the MPS to only submit the DD
17 May 16 Form 2839 to AFPC within 3 duty days of CSB election effective date.
28 Mar 16 Updated AFPC email addresses throughout the publication.

Updated Section C, table titled “Actions for Preparing and Submitting
DD Form 2839.” Changed title and removed the requirement in step 23
to include the notification memorandum with the Case Management

22 Jan 16 System (CMS) case.

This guide has been revised extensively to clarify procedures on the
automated notification process, as well as outlining responsibilities at all
6 Nov 15 levels. Readers should review all sections carefully.

5 Mar 15 Clarified Target Audience on page 1.

1. INTRODUCTION:

The FY00 National Defense Authorization Act (NDAA) and Title 37, United States Code (USC),
Section (§) 354, Special Pay: 15-year career status bonus for members entering service on or after
August 1, 1986, allow certain Airmen to choose between the High-3 retirement and the Military
Retirement Reform Act of 1986 (REDUX) retirement systems. This guide provides instructions
on notification and election associated with REDUX and the Career Status Bonus (CSB).

2. OFFICE OF PRIMARY RESPONSIBILITY (OPR):
e Policy and Procedures — Air Force Personnel Center (AFPC) Transition, Retention and
Skills Management Branch (AFPC/DP3ST)
e Access to Retrieval Applications Web (RAW) module and Notification/Overdue Listings—
AFPC Military Retirements & Separations Section (AFPC/DP2STM)

e Notification Follow-up/Election Processing — AFPC Military Retirements Section — CSB
Processing (AFPC/DP1TSR)

3. TARGET AUDIENCE:
Regular Air Force (RegAF) and HQ AGR members serviced by the Air Force Personnel
Center and active MPS, with Military Personnel Data System (MilPDS) File Type AA/BA.
4. REFERENCES/RELATED PROCESSES:
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e 37 USC § 354 - Special Pay: /5-Year Career Status Bonus for Members Entering Service
on or After August 1, 1986

e Department of Defense (DoD) Financial Management Regulation 7000.14-R, Volume
7A, Chapter 66, Career Status Bonus/REDUX Election Option

e PSDM 15-07, Career Status Bonus Guidance, dated 30 January 2015
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Section A-1:
General Information

1. ELIGIBILITY:
Eligibility for the CSB is outlined in PSDM 15-07, CSB Program Guidance, as well as the DoD
Financial Management Regulation and the law governing the REDUX program. In general, to be
eligible the elect the CSB, personnel must:

e Be on active duty and remain on continuous active duty to at least 20 years of active

service

e Have a Date of Initial Entry to Military/Uniformed Service (DIEMS/DIEUS) of 1 Aug 86
or later
Have completed 15 years of Total Active Federal Military Service (TAFMS)
Qualify under service regulations for retention to 20 years of active duty service
Not be pending separation or adverse action
Not be pending review by a Medical Evaluation Board or Physical Evaluation Board under
provisions of AFI 36-3212, Physical Evaluation for Retention, Retirement, and Separation
(For RegAF enlisted members) Have a High Year of Tenure (HYT) of 20 years or more
o (For enlisted members) Be eligible for reenlistment or extension of enlistment

e o o o

2. NOTIFICATION:

At approximately 14 'z years of TAFMS, eligible Airmen are notified by the Air Force Personnel
Center (AFPC) of the opportunity to elect the CSB. See Section B-1 for the procedures used to
notify eligible Airmen. All eligible personnel are notified of the election opportunity; however,
CSB election is accomplished on an exception-only basis, i.e., only those Airmen desiring the CSB
are required to complete the DD Form 2839, Career Status Bonus (CSB) Election.

3. ELECTION OPTION:

By accepting the CSB, Airmen agree to remain on continuous active duty until attaining at least 20
years of active service. If discharged or separated prior to attaining 20 years of active service, the
Defense Finance and Accounting Service (DFAS) may recoup any unearned portion of the bonus.
See the DoD Financial Management Regulation 7000.14R, Volume 7A, Chapter 66, for
information on recoupment.

Following notification of the opportunity to elect the CSB, Airmen should research the available
CSB documentation, seek financial counseling regarding the CSB, and make a decision on election
of the bonus. If desired, the Airmen must complete the DD Form 2839 no later than 6 months
following notification, or the date they reach 15 years of TAFMS, whichever is later.

Airmen who do not elect the CSB automatically revert to the full High-3 average system known as
“High 3/50 percent” retirement plan, currently available to personnel who entered uniform service
between 8 Sep 80 and 31 Jul 86.

NOTE: Refer to PSDM 15-07 for more information on CSB eligibility, recoupment, and
other policy issues.
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Section B:
Notification Process

1. AFPC identifies eligible Airmen on the AA/BA files of the Military Personnel Data System
(MilPDS), who reach 14 years, 6 months of TAFMS during the current month, have the applicable
DIEMS/DIEUS date, and are currently able to serve to 20 years TAFMS. AFPC uses this listing
to generate an email message to the Airmen to notify them of the opportunity to elect the CSB.
See Section B-1 for more information on the notification process.

2. The notification provides general information regarding the CSB program, along with
resources available for Airmen to use in reaching a decision on the CSB. See Section B-2 for a
sample of the CSB notification email. By reviewing and acknowledging the marketing message,
the Airmen recognize their option to elect the CSB. If Airmen do not respond to the original
notification, follow-up reminders are sent at 3, 7 and 10 days following the initial email.

3. Following release of the 10-day follow-up messages, AFPC identifies Airmen who have not
acknowledged the CSB notification through the virtual MPF and posts the results on the Report
Application Website (RAW) module of the AFPC Secure website. AFPC sends a change
management message to the field announcing the availability of the updated roster. See Section
B-3 for AFPC’s procedures for follow-up actions.

4. The MPS downloads the overdue listing and distributes to the units for follow-up action. (See
Section B-4 for follow-up actions by the MPS and Section B-5 for procedures on downloading the
overdue listing.) Airmen failing to acknowledge the CSB notification could lose valuable
entitlements; therefore, it is vital that all Airmen are notified of the CSB opportunity. As such,
unit commanders/civilian leaders must ensure Airmen complete the notification by the MPS-
established suspense by accessing the link provided in the instruction email. The MPS works with
the commanders/civilian leaders to ensure all notifications are made and advises AFPC of the
reason for any delays.

5. Following return of the MPS response regarding the overdue listing, AFPC identifies Airmen
who have completed the acknowledgement and prepares a batch update for MilPDS. See Section

D-1 for more information on the batch update process.

NOTE: Use of the MilPDS-generated notification memo is no longer authorized; therefore,
the Personnel Systems Manager (PSM) suppresses printing of the CSB notification memo.

RESPONSIBILITIES:

AIRMEN:
e Complete notification acknowledgement received through virtual MPF marketing message

File name: CSB PSD Guide Last Modified: 25 Jul 16
Please give us feedback! AFPC/DP3ST Ret & Sep Programs Page: 4 of 77




COMMANDER/CIVILIAN LEADER:
e Ensure Airmen complete notification acknowledgements
e Respond to MPS tracking suspense with status of acknowledgements

MILITARY PERSONNEL SECTION (MPS):

e MPS Chief or Superintendent identifies individuals requiring access to the RAW module
on the AFPC secured website. Requests must include grade, full name, full SSN, full PAS
code, direct telephone number, organizational email addresses [personal and organizational
(org box), if applicable]. Submit new requests or immediately provide changes to AFPC
via email at afpc.dp2stm.retsepbranch@us.af.mil

e Monitor the myPers messaging for notification of availability of the monthly overdue

listing

Distribute overdue listings to unit commanders/civilian leaders and suspense for return
Follow-up with unit commanders/civilian leaders as required

Ensure all Airmen are notified of CSB opportunity by established suspense

Notify AFPC/DP1TSR of completion by established suspense

AFPC TRANSITION, RETENTION AND SKILLS MANAGEMENT BRANCH
(AFPC/DP3ST):
e Implement CSB in accordance with all DoD and Air Force policies and directives
e Publish guidance to provide CSB processing procedures and outline responsibilities
between the commander/civilian leader and the MPS

AFPC MILITARY RETIREMENTS & SEPARATIONS SECTION (AFPC/DP2STM):
e Identify Airmen requiring notification

Provide monthly listing to AFPC/DPOK for processing

Identify Airmen who fail to respond to marketing message

Provide monthly listing to AFPC/DSYD for update of the RAW module

Manage the access listing for the RAW module

AFPC MILITARY RETIREMENTS SECTION - CSB PROCESSING (AFPC/DP1TSR):
e Monitor receipt of all notification acknowledgments
e Follow-up until all Airmen complete the appropriate acknowledgement

AFPC KNOWLEDGE MANAGEMENT OPERATIONS BRANCH (AFPC/DPOK):
e Upon receipt of roster from AFPC/DP3ST, send marketing message to Airmen
e Manage marketing program that sends follow-up messages at 3, 7 and 10 days after
original notification

AFPC REPORTS AND RETRIEVAL BRANCH (AFPC/DSYD):
e Upon receipt of roster from AFPC/DP2STM, add missing data elements to the Force
Support Listing (FSL)
e Post to RAW module when needed
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Section B-1:

AFPC Procedures for Notifying Members through Virtual MPF

1. Upon receipt of the monthly Quality Control rosters provided by AFPC/DSYD,
AFPC/DP2STM prepares the listing for submission to AFPC/DPOK for release through the myPers
messaging. The roster contains the grade, name, and SSN of the individuals reaching 14 2 years of
TAFMS as of the current month, have a DEIMS/DIEUS date of 1 August 1986 or later, and meet
general eligibility criteria (See Section A-1.)

2. Approximately the 5™ day of each month, AFPC/DP2STM saves the notification listing on the
restricted drive (in the CSB-Monthly Notification Process-Notification Rosters folder) and emails
the listing to AFPC/DPOK (courtesy copy to AFPC/DPITSR) for processing. AFPC/DP2STM
titles the file with the notification month (see below).

4] 09-CSB Listing-Sep 15
£1] D8-CSB Listing-Aug 15
£] 07-CSB Listing-Jul 15

4] 06-CSB Listing-Jun 15

] 05-CSB Listing-May 15
<] 04-CSB Listing-Apr 15
£.] 03-CSB Listing-Mar 15
2] 02-CSB Listing-Feb 15

3. A sample of the email to submit the list for processing is shown below.

4. AFPC/DPOK generates the email marketing message to notify Airmen of the opportunity to
elect the CSB, using the format in Section B-2. If Airmen do not respond to the original
notification, the system automatically sends follow-up reminders at 3, 7 and 10 days following the
initial email.

Sample Email to Distribute CSB Notifications via Virtual MPF

FROM: AFPC/DP2STM
To: AFPC/DPOK
Subject: CSB Notifications - Sep 15

Attached is the list of individuals who need CSB notification this month. Please forward through
the myPers messaging system and let us know when it is done.

Thank you.
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Table B-1. Step-by-Step Procedures for the CSB Notification Process.

STEP
1

ACTION OWNER
AFPC/DP2STM

NARRATIVE
Identify Airmen requiring notification. Retrieves product
each month to identify Airmen requiring CSB notification,
and provides a copy to AFPC/DPITSR and AFPC/DPOK for
processing.

AFPC/DPOK

Dispatches CSB Notification through Virtual MPF. Sends
predefined CSB notification email to Airmen through the
virtual MPF.

Airman

Acknowledges CSB Notification. Opens email received
through the virtual MPF. Reads CSB information and clicks
the acknowledgement button to certify he/she understands the
opportunity to elect the CSB and the election suspense.

AFPC/DPOK

Send Follow-up Reminders. The notification system sends
out email reminders to the Airmen who have not completed
the acknowledgement at 3, 7 and 10 days following initial
notification.
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Section B-2:

Sample Format of Automated CSB Notification Email and Memorandum

Below are samples of the cover email and notification memorandum sent to the Airmen through
the myPers messaging process. Emails are generated to the Airmen via the virtual MPF.

Sample Cover Email to Airmen

Grade Name,

You have reached the point in your career where you must be notified
of your option to receive a Career Status Bonus. To receive the most
current information and acknowledge your receipt of your notification,
please access the Career Status Bonus information on myPers.

NOTE: Airmen must click on the Career Status Bonus link to review the CSB notification
data and complete the acknowledgement. Once the Airman clicks on the link, the notification
memorandum opens.

CSB Notification Memorandum

Once the Airman clicks on the Career Status Bonus link in the cover email (shown above) the
CSB notification memorandum opens. The Airman reads the information and clicks the
acknowledgement button at the bottom of the page to complete the acknowledgement. If Airmen
do not open this page, the acknowledgement is not recorded.

\/ my Pers

&
-0
Grade FIRST NAME LAST NAME,

1. Based on the date you initially entered military service, you are currently under the retirement pay
plan commonly known as REDUX. Under that plan, you have the option of electing a $30,000 Career
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Status Bonus (CSB) and reverting to the High-3/40 percent retirement pay plan. If you choose not to
take the CSB, you will remain under the High-3/50 percent retirement pay plan.

REDUX includes a reduction in the multiplier used to calculate your retired pay which is readjusted
when you reach age 62. REDUX also includes a one percent reduction in annual cost-of-living
adjustments (COLAs); however, the COLA rate is adjusted when you reach age 62.

Electing the CSB requires you to serve continuously on active duty for at least 20 years; however,
electing the bonus does not guarantee that you will be allowed to remain on active duty to reach
the required years of service. If you take the CSB and separate prior to that, you may be required
to repay the unearned portion of the bonus. You may also be required to repay the unearned
portion of the bonus if you transfer to another component/branch of service and have a break in
service or do not remain on continuous active duty.

If you elect the CSB, you have a choice of payment options:
One payment of $30,000

Two annual installments of $15,000 each

Three annual installments of $10,000 each

Four annual installments of $7,500 each

Five annual installments of $6,000 each

®opo o

Because of the impact on your retirement pay, you are encouraged to seek financial
counseling, prior to making your decision. Counseling is available at the Airman & Family Readiness
Center. You may also contact your personal financial advisor. Additionally, the websites below
have up-to-date information on the CSB program.

o DoD Career Status Bonus Web Site

o Defense Finance and Accounting Service Web Site

You MUST complete the following steps whether or not you choose to take the CSB.

a. Complete the endorsement below. By completing this, you are acknowledging that you
were advised of your option to elect CSB, if eligible, and advised of the tools available to
use in reaching your election decision.

b. Print a copy of the memorandum for future reference.

c. Review the DoD and DFAS websites on CSB. We highly recommend you seek counseling
regarding the CSB and how you could be affected. Your decision will directly affect your
retired pay, so please review all resources available before making your election.

If you would like to elect the CSB, you must:

a. Complete Section | of the DD Form 2839, Career Status Bonus (CSB) Election, and take it to
your commander/civilian leader for review.

b. Your commander/civilian leader will review your record, make a determination of your
eligibility for the CSB and complete Section Il of the form. Normally, you will only be
denied CSB election if you are facing action that might prevent you from completing 20
years of active service.

c. If your commander/civilian leader determines that you are not eligible to make an election,
he or she will counsel you on the reason why and you will be required to document your
understanding by completing Section Ill of the DD Form 2839, which must be signed in front
of a witness. Your commander/civilian leader will send this form to your MPS for inclusion in
your personnel record. If your commander/civilian leader later revises your eligibility, you
may make your election at that time. Please contact your MPS for assistance if this occurs.

d. If your commander/civilian leader determines that you are eligible, you will make your CSB
election by completing Section IV of the form, which must be signed in front of a
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witness. Take the completed DD Form 2839 to your MPS for submission no earlier than 30
days prior to and no later than your election suspense date (see item g below).

e. Keep a copy of your DD Form 2839 for your records.

f. If you elect the CSB prior to reaching 15 years of active military service, the CSB becomes
effective the date you reach 15 years of service. If you elect the CSB after reaching 15
years of active service, the CSB is effective the day you sign the DD Form 2839. Your MPS
will submit your election form to the Air Force Personnel Center and the Defense Finance
and Accounting Service (DFAS) through the Case Management System within 3 days of the
election effective date. DFAS typically issues payment within a few weeks of the
submission.

g. You must complete your CSB election no later than the date you reach 15 years TAFMS
or six months from this notification, whichever is later. If you fail to submit your CSB
election by that date, your record will reflect a non-response and you will automatically
and irrevocably remain in the High-3/50 percent retirement pay plan.

8. If you have questions on the CSB program, please visit myPers or contact the myPers - Total Force
Service Center.

***Acknowledgement***

| have read the above information and | acknowledge notification of my opportunity to elect the Career
Status Bonus (CSB). I understand my responsibility in initiating the election by the suspense date in item 7g
above. | further understand that if | fail to submit a CSB election by that date, | will automatically and

irrevocably remain in the High-3/50% retirement pay plan.
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Section B-3:

AFPC Procedures for Identifying Overdue Acknowledgements

1. Approximately 48 hours after the 10-day follow-up message is sent, AFPC identifies Airmen
who have not acknowledged the CSB notification through the virtual MPF and provides copy of

the report to AFPC/DSYD. To identify these Airmen:
a. Access the Reports Explorer in the Analytics Section of the RightNow Technology (RNT)

system.

Analytics
Pty

b. The Folders screen appears. Click on the “+” to the left of the folder titled “Military

Reports™.

jatod Inial Run  Redesh on Edit

Crastod Reports for Raview

TF PEB Review
TF PMPreject
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c. Click on the folder titled “CSB Notifications™ and the available reports appear on the right

side of the page.

Treports Expiarer
Address Pots ~ E3Ga
Foidars
=12 Puble Roports

FEJ5 Airmen & Fordy v
Cw Raports

[ Common
[ Contigurason

[FEf= Guastom Raports

[ Deprecated
Dynarmic Form ACL
Fesdback

Fsa

Guasd Rapors
Knowladge Managemsat
Morkating

| meocon

15 Mizary Reports

Ao Asgt

F
s modent mgm

Nama
/28 C38 - Masing Ackwy Lookp
4 £58 Follow Up - by e range
il S8 FoliowUp - Not Acknowleded - LastMorth B4/161

QUISZIS 07 AM DI

d CS8MIPOS Update - LastMoeth

d. Double-click on the report titled “CSB Follow-up — by date range™.

Jesorts Expiorer
Address Pt~ BGo
Feiders
=2 Pubic Reparts

| T s Awmon & Famity Dy
O Raports
Comman
Configuratian

) Custom Floports
Deprecated
Dynemic Form ACL
Fecdunck
£sn
Guned Roports
Koautedge Managorment
Markoting
MEDCON

A CREaRaEaasas:

T

[$)i Enstod PME DL - AD

x Nare Crnated Updated Iosbal Run Feeah on Eda
T 409014 1044 AM 102072014 Q757 AM Mo Yes

e 40120150930 AN DTIEZD15 1114AM No No
TBaged - Lasi Moo 04162015 0200PM 07

ntho Acknowledgemant (4292014 0839 AM No

o - by ot sanga o
d CSBMPDS Update - Cument Monih OMERDIS1TIEAM Ko o
4 ©58MIPDS Update - Lastonth OFMEROISTIISAM Mo No

e. The “Search” box appears. Click the “Search” button.

Search

Filters
Date Range
02/01/2015 09:43 AM
[ Relative

[# to NoValue (=

| Relative

Limit and Order

{t
Order by FULL NAME-Asc

Per Page

Save as Defaults Restore Defaults Reset Search ] I Cancel
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f. The system generates the report which identifies the Airmen who have not completed the

automated acknowledgement.

e e | 00 Taibem Uy by e s
| CSB Notifications - by selected date range
Maximum date range time is 6 months
Andtial Notilcation I Procoss Tene  SS8 Crale Full Narew MPF 1D MO PAS
PR " " fr==n
- by R O A L, 3 PENFTM
S 2055 230 10 e " st
S 2085 00 4 - i
oy 0 . e
O doy TS 500 1 W ~ et
kg Es 00 1% e i Py
e s 720 30 41 " e
O s WA i -y Fioe
-seg-ry 734 o a1 i warw
0 S 205 230 i ~ PORINY
O g 2085 T3 2 O w JECECIT
e bkt e w wcre
: " s
v » e
L Lt iil)
" IRG
e R
LS LR
a Qusem
n a0
srcrcns

MIEPDS Lt
CET 3 | WEATHER 80 PRELL

OO AT STADARDS 46 P
OO0 11 APRIOLH CE FIPWD

B ]
]
053 MOBLITT 5 RS0

g P
- CONTRASTRNG ) FRCITD

19858 ST CP B VRO
$COMAT COMM P ) i)

0 ACRARY MY 80 PN
00 U8 FORCES POLICE 50 FFBARS
M EEPMRT MARYT 5 FVID
18 MIRRCAL CPERATIINS 53 FINFPD
473 LOGINTICS READPAES 90 7FR001

g. Click the “Export” icon at the top of the page and a drop-down menu appears. Select

Excel.

by Gate range « Pravecy Act of 1974 sappies
L s .
/ L ot Latngn o
o g e
rovw
hte unged
-
Crade ol e Y 1D
“
n

h.  The “Export Options™ screen appears.

Click the “OK” button.

|| Save the selected directory as the default directory

e o
File
ISP \User5\1062969205C\Documents ports\CSB Follow Up - by date range xis ®|
V| Launch Application
" | Append dateftime to file name using the following format:  “.V-%.m-%d %H %M %S Reset

Report Options

Add report name to output

Excel Options

Convert all dates into excel formatted dates.
[V Include cell images
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i. A “File Exists” pop-up box appears. Click “Yes”.

File Exists

!_ The file already exists. Are you sure you wish to replace it?

Yes | | Mo

j. The system creates the report in Excel format. Delete the first two lines.

o % & rEscesan

i 3 c
: CSB Notifications - by selected date range

e S50 Gl ol Mamse MR miroseas  suros o

o ok e cae K 8 [ | -
Pome 5 B A IEEEEE Mewwavon 9oy v o 41| s o ewy [ceica (R

k.  Copy and paste the data into the template titled “Overdue Listing Template”. It contains
additional data fields that AFPC/DSYD adds to the roster before posting on the RAW module.

JJ CSB Overdue Listing for RAW - Sep 15
4} Master Overdue - Mar 15

Microsoft Excel W...

6/15/2015.7:09 AM  Microsoft Excel W...

.} Overdue Listing Template

45 KB
27KB

21 KB

1. Sort the roster by the “Date_Email_Sent” field using the “A to Z” option under the Sort &

Filter icon in the upper right corner of the screen.

Z Autos ™
utosum %? ﬁ

[#] Fill -

> al . Sort & Find &

2 Clear Filter ~ Select =
Editing

m. Identify the individuals who were notified prior to the current month.

DATE_EMAIL_SENT
04-Aug-2015
04-Aug-2015
05-May-2015

06-Jul-2015

06-Jul-2015
06-Jul-2015
06-Jul-2015
06-Jul-2015
06-Jul-2015
06-Jul-2015
06-Jul-2015
06-Jul-2015
06-Jul-2015
06-Jul-2015
06-Jul-2015
06-Jul-2015
06-Jul-2015
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n. Columns Q, R, or S of the roster must be marked with “Yes” on these records to indicate
how late the notifications are. For example, if generating the overdue listing in September,
records with the “Date_Email Sent” of August are marked “Yes” under Column Q-Overdue
more than 30 days; records with the “Date Email Sent” of July are marked “Yes” under
Column R-Overdue more than 60 days; and all remaining individuals notified in previous
months are marked “Yes under Column S-Overdue more than 90 days.

A BC D EF 6 H I|JKLMNDO ] a R
DATE_EMAIL_SENT Ovardus mora than 30 Days Ovardus more than 60 days Overduas mora than 90 days
5 moy-2015 YES

YES

YES

YES
YES
YES
YES
YES
YES

YES
YES
YES
YES
YES
YES
YES

YES
YES
YES
YES
YES
YES
YES
YES
YES
YES

0. Save the report on the restricted drive (in the CSB-Monthly Notification Process-Master
Overdue Listings folder). Be sure to title it with the month it was created.

i"._'j CSB Overdue Listing for RAW - Sep 15
4] CSB Overdue Listing for RAW - Aug 15

2. Prepare an email to AFPC/DSYD Workflow (dsyd.workflow(@us.af.mil) to post the overdue
listing on the Report Application Website (RAW) module of the AFPC Secure website. Sample
email is shown below.

3. AFPC/DSYD adds the additional information (Columns M-P) and posts the roster to the RAW
module. ADPC/DSYD notifies AFPC/DP2STM when the roster is available on the site.

4. AFPC/DP2STM prepares a myPers message to the field announcing the availability of the
updated roster and sends to AFPC/DPOK for publication. Include a suspense date for the MPS to
respond with the status of the follow-up action. Sample myPers message is shown below.

5. Each Monday, follow the procedures in step 1 to update the listing on the RAW module;
however, no message is dispatched for the interim updates. NOTE: For these weekly reports,
during step m above delete the individuals notified during the current month since their
notifications are not overdue.
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Table B-3: AFPC Procedures for Preparing Overdue Listings

STEP ACTION OWNER NARRATIVE

1 AFPC/DP2STM Identify Airmen Not completing Acknowledgement. Run
analytic product to identify Airmen who have not completed
the acknowledgement after the 10-day reminders are sent.
2 AFPC/DP2STM Prepare and Send for Release. Prepare roster using the
“Overdue Listing Template”. Annotate those records that are
30-days, 60-days, and 90+ days overdue. Send to
AFPC/DSYD for inclusion in Retrieval Applications Web
(RAW) module.
3 AFPC/DSYD Post to RAW Module. Add requested data fields, Projected
PAS, RNLTD, Record Status, and Service Component, then
format and post to the RAW under the FSL Listing section.
Notify AFPC/DP2STM of completion.

4 AFPC/DP2STM Prepare myPers Message to MPS. Announces availability of
overdue listing to MPS and suspense for MPS to respond.
5 AFPC/DPOK Post myPers Message. Upon receipt, post to next available

myPers message to field.

Sample Email to Post Overdue Listing to RAW Module

From: AFPC/DP2STM
To: AFPC/DSYD Workflow
Subject: CSB Overdue Listing for RAW Module

Attached is the latest CSB overdue listing to post to the RAW module. Please:

1. Add Projected PAS, RNLTD, and Record Status (Columns M-P) to the roster before it is
posted. If any of these individuals have been separated, please let us know so we can remove them
from the master tracking list. Then post to the RAW module, replacing the latest version of the
CSB overdue listing.

2. Once it's ready for upload, please let us know so we can send out the monthly announcement
message. If you have any questions, please give us a call. Thanks for the great support.
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Sample myPers Message to Announce Availability of Overdue Listing

(NEW) Career Status Bonus Overdue Listing Available for Download - Suspense: XX XXX
XXXX

Applicable to: Active Duty

1. The list of individuals who have not responded to the myPers Career Status Bonus (CSB)
notification is available for download through the Retrieval Applications Web (RAW) module of
AFPC Secure web site.

2. Military Personnel Section (MPS) representatives authorized to access the RAW module must
download this roster and take the following actions:
e Notify impacted commanders/civilian leaders of the Airmen who have not acknowledged
using the listing from the RAW module and the email template in Section B-4 of the CSB
PSD guide
e Suspense for return and follow-up with commanders/civilian leaders to ensure
acknowledgements are made
e Notify us of completion of these actions no later than XX XXX XXXX

3. It is critical the MPS and commanders/civilian leaders ensure Airmen are notified of this
requirement and acknowledge the CSB opportunity immediately. Failure to complete the
acknowledgement by the established suspense could impact the Airman's retirement entitlements;
therefore, you must take action to contact deployed Airmen and those on leave using email or any
other available methods. If you exhaust all efforts to notify an Airman or the Airman is unable to
complete the acknowledgement by the established suspense, provide the reason for the delay and
an estimated completion date. NOTE: Remember to track the incomplete actions to ensure all
Airmen acknowledge the CSB opportunity.

4. We included a sample email for the MPS to use in notifying unit commanders or civilian leaders
about overdue responses. The email format is found in Section B-4 of the CSB PSD guide. Please
review the follow-up procedures outlined in the guide and take action by the established suspense.

Related Resources

e Career Status Bonus (CSB) PSD Guide
e PSDM 15-07 Career Status Bonus (CSB) Program Guidance.

Point of Contact

For questions or comments on overdue listings, you may contact our myPers - Total Force Service
Center - Retirements at DSN 665-0102, commercial (210) 565-0102 or toll-free 1-800-525-0102.
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Section B-4:
Base-Level Follow-up Actions

1. MPS monitors myPers messaging, downloads the roster from the AFPC Secure website using
the instructions in Section B-5 and distributes to the commanders/civilian leaders via email to
ensure the Airmen who have not completed the required acknowledgment are notified and comply
with the requirement. The MPS suspenses the unit to respond and ensures all Airmen complete the
acknowledgments. Sample email is shown below.

2. Airmen failing to acknowledge the CSB notification could lose valuable entitlements;
therefore, it is vital that all Airmen are notified of the CSB opportunity. As such, unit
commanders/civilian leaders must ensure Airmen complete the notification by the MPS-
established suspense by accessing the link provided in the instruction email.

3. The MPS works with the commanders/civilian leaders to ensure all notifications are made.
Once notifications are completed, but no later than the suspense established in the myPers
message, the MPS advises AFPC/DPITSR via email (afpc.dptot.1@us.af.mil) and provides any
reasons for delay.

Table B-4: Step-by-Step Instructions on Base-Level Follow-up Procedures

STEP ACTION OWNER NARRATIVE

1 MPS Downloads Overdue Listing. MPS downloads overdue list
from RAW module using the instructions in Section B-5.

2 MPS Distributes Overdue Listing. Distributes to unit commanders
using email sample below, and suspenses for return.

3 Unit Commander/ Contacts Airmen. Unit commander/Civilian leader contacts

Civilian Leader Airmen to ensure notification acknowledgement is completed.
4 Airman Acknowledges CSB Notification. Accesses the notification

link via email. Reads CSB information and annotates
acknowledgement to certify he/she understands the
opportunity to elect the CSB.

5 Unit Commander/ | Identify Airmen Not Completing Acknowledgement. Tracks
Civilian Leader completion of CSB notifications. Provides completion status

to MPS by established suspense.
6 MPS Have all Airmen Completed Acknowledgement? 1f YES, go

to step 8. If NO, annotate status to provide to AFPC/DPITSR
and go to step 7.

7 MPS Continue Follow-up Action. Follow-up with unit
commander/civilian leader until all Airmen are notified.

Upon completion, go to step 8.

8 MPS Notifies AFPC of Follow-up Completion. Notifies
AFPC/DP1TSR of status of Airmen identified on the overdue
notification listing.
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Sample Email for MPS to Distribute Overdue Listing to

Unit Commanders / Civilian Leaders

Dear Commander/Civilian Leader,

The Department of Defense requires all eligible individuals to be notified of the opportunity to
elect the Career Status Bonus (CSB). The Air Force Personnel Center (AFPC) made four (4) in-
system attempts to contact the individuals identified in the attached listing; however, as of this
date, the Airmen have not responded. AFPC is requesting your assistance to resolve this matter.

Failure to respond or improper recording of an acknowledgement could impact the Airman’s
retirement entitlements; therefore, it is critical that everyone is made aware of their election
opportunities. Please contact the Airmen listed and have them access the link below to review the
information on CSB and record their notification no later than XXXXXXXXX.

https://mypers.af.mil/ci/documents/detail/2/CSBNotification

Please advise when the acknowledgement is completed. If an Airman is unable to complete the
action, please let us know why and when we can expect this to be done. We must notify AFPC of
the outcome of these efforts.

If you have any questions or require any assistance, please let us know. Your assistance in this
important matter is greatly appreciated.

MPS Career Status Bonus (CSB) POC
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Section B-5:

MPS Procedures for Accessing the Overdue Listing in RAW

1. Log into the AFPC Secure website and click on the RAW module link.

Wy Stulf | Privacy & Security Policy | Contact Us

AIR FORCE
PERSONNEL CENTER AFPC Secure

. ck on the column headers to sort the f o
Nosoummtaticaecns et atinmainianl | | G5 s tacond Sne to rerve the pot ot
Click Here... Application Title...
Phone Number: ACHS | Acqusition Career Managemant System 7
app Airmen Development Plan
AFEMS I Air Force Fitness Management System II
Click here to update your information Aus Assignment Management System
o ——— ARMS Automated Records Management System
Civitian Career Brief Virtual Civilian Career Brief for Air Force Appropriated Civikan Employees
Case Management System
CPDSS Web Centficate | Civilian Personnel Decision Support System
1| pupwen Discoverer Users Password Web
€8IS Employee Benefits Information System
* * Updated data posted: 01 Dec 2014 * EPROM Release Virtual Enisted Promotion Release Web
Fill RPA Status Roport Fil RPA Status Report
« Force Shaping Information HPERB Air Force Medical Service Health Professions Education Requirements Board
MIPDSPrintViewNET 20 | Mi PDS Printview Net 20
MIUPDS SasRpINET 20 SAS MAXCOM Manning Reports
e PARIS Libraries PARIS Electronic OPF Documents for CPFs
tab, located upper right, next to Logout. S A P

This will allow you to login after you turm in
your CAC ID and access/download your Dg
Form 214 for 60 days after official
separation/retirement date.

Personnel Records Display Application

Retrieval Applications Web
Requirements Management System

. . “MPE Virtual Miitary Personnel Fight Sute of Applications
Civ Career Brief Data i e U Sulle'ct Apvicy

v Virtual Personnel Service Center - Role Based Access
Issues
Civilian employees can now access their | Appiication List Display Preferences |
Civilian Career Brief via the MvBiz+

2. Ensure your email address and duty phone are updated. Select the “Continue” button.

For Official Use Only Retrieval Applications Website (RAW) Secure RAW Log Out

Welcome to the Retrieval Applications Website. Please take a moment to provide your
maost current e-mail address and phone number below

Current Account Information

Email Address:

Phone: (numbers only, 7-digit DSN or 10-digit commercial)

3. You’'ll see the list of options for the RAW module. Click on the one titled “FSL” for the Force
Support Listings.

Application Description Date Last Reviewed

View My Contactinfo  View / Modify your email and phone Nov 4 2014 12:01AM (69 days)
Application List List of Applications in RAW Jan 12000 12:00AM (5430 days)
Access Requests Access Reguests Jan 12000 12:00AM (5490 days)
I FSL Farce Support Listings INOV4 2014 12:00AM (69 days)
IDEAS Interactive Demographic Analysis System  Nov4 2014 12:00AM (69 days)
PAS Codes PAS Code Hierarchy Application Nov 4 2014 12:00AM (69 days)
R-Status Retention Status Report Nov 4 2014 12:00AM (69 days)
Secure RAW Logout  Leave the Retrieval Applications Website Nov 4 2014 12:01AM (69 days)
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4. When the listings page appears, you’ll see the options for pulling rosters. The options
available for the CSB listing are by MPS and Unit (PAS code).

Force Support Listings

Roster Definitions updated: 19FEB2015 16:03.33
fary Persorinel Squadron (MPS)

(8! Gurrent or Projected Data
BaseRosteron: () Current Data
() Accounting Data
UNIT (PAS Code): |
Note: UNIT (PAS Cade) ignare< ail other parameters
and gives al records for that UNIT

Roster Type: | Select Roster —— ~|

5. Begin by pulling the MPS listing. Click on the dropdown arrow to select the roster.

Force Support Listings

Helio Roster Definitions updated: 16FEB2015 16,0333

Your access level is- Mitary Personnel Squadron (MPS)
(®) Gurrent or Projected Data

Base Rosteron: () Gumrent Daia
O Accounting Data

UNIT (PAS Code): | ]

Note: UNIT (PAS Code} ignores ail other parameters.
‘gives allrecords for that UNIT.

[ Cear

Roster Type: | — Select Roster ~ v

6. Click on the roster title to select the CSB report.

Force Support Listings
Rosters

Heto Roster Definitions updated: 19FEB2015/16 03 33

Yous acoass level is: Military Paryonnel Squadron (MPS)

) Cumert or Projected Data
Base Roster on: Current Data
Accaunting Data
UNIT(PAS Code)

Note: UNIT (PAS Code) ignares ail cther parameters:
and gves all records for that UNIT

Cloar

— Solact Rostor
| (CSB_BONUS) Carcer Status Bonus Repor

7. Then click the “Generate Roster” button.

Force Support Listings

Hels Roster Definitions updated: 16FEB2015.16.03.:33)

Your access level is- Miltary Personnel Squadron (MPS).
® Curment or Projected Data
Base Rosteron: () Gurrent Data
O Accounting Data
UNIT(PAS Code): [
Note: UNIT (PAS Coe) ignores all other parameters
and gives al records for that UNIT.

Clear |

RosterType: (€58 BONUS) Career Staus Eonus Fspor L[ Goneralo oo |
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8. The File Download pop-up box appears. You can save or open the file, as desired.

Do you want to open or save this file?

\XE Name: roster.csv
2

Type: Microsoft Excel Comma Separated Values File
From: itewll.afpcrandolph.af.mil

[ open J[ save ][ Cocel |

ii " While files from the Intemet can be useful, some files can potertially
a‘ ham your computer. if you do not trust the source, do not open or
- save this file. What's the risk?

9. Select the “Open” button to view the roster.

FOR OFFICIAL USE ONLY. SUBJECT TO THE PRIVACY ACT OF 1374 AS AMENDED,
Career status Bonus Regort

Records selected where (Current_MPS="RJ" or Projected_MPS="RJ").

ssn GRADE  NAME - PERSON. DATEEMAILSENT MPF  PASCODE UNIT OFFICE SYMBOL OFFICE PHONE PAS INSTALLATION LOCATION NAME DUTY STATUS EMAIL ADDRESS. GPAS.
o3san-2015 R RIOIFTID  AF PERSONNEL CENTER - FOA (OL 0C00)
o3-ian-2015  m RIOIFTID  AF PERSONNEL CENTER - FOA (OL CC00)
o3an2008  ® RIOIFTIK  AF PERSONNEL CENTER - FOA (OL DPAD)
03.an-205 R RIOIFTIK  AF PERSONNEL CENTER - FOA (OL DPAD)
o3an205  m RIDIFND9  AF PERSONNEL CENTER - FOA (OL DPSO)
o30an-205 m RIOIENZR  AF PERSONNEL CENTER - FOA (OL DOTO)
03uan-205 R RIOIFQTR AF PERSONNEL CENTER - FOA (OL MAOO)
o3san-205 m RIOIFWG3 AF PERSONNEL CENTER - FOA (OLDPLD)
o3san2015  m RIOIFIL7  AIR EDUC AND TRNG COMMAND (OL A2A3)
o3uan2015 R RIOIFGI0  AF RECRUITING SERVICE
o3san-2015 R RIOJFG7L  AFROTC SW REGION (DET 805)
o3san208  m RIOIFNG2 560 FLYING TRAINING SQUADRON
o3sana01s R RILQFCLT  AF FLT STD AGENCY - FOA (OLICM)
o3san20i5  m RIISFCIC _ SPACE-MISSILE SYS CENTER (OL'S)

10. Use the MPS roster to track and manage the unit responses.

RUNNING REPORTS BY PAS

YMOJFa48  31-MAR-2105

ANLTD

11. Once you run the MPS listing, you can run individual reports by PAS code (if desired). Click

the “Clear” button, if necessary, to remove any previously used filters.

Force Support Listings
Rosters

Your access level is: Milary Personnel Squadron (MPS)

® Current or Projected Data
Base Rosteron: () Current Data
() Accounting Data

UNIT (PAS Coda):
Note: UNIT (PAS Code) ignares all other parameters
and oo Gl UNIT.

[T Sl (CSB_BONUS) Career Status Bonus Report B Generate Rosier

Hellu_ Roster Definitions updated: 15FEB2015 16,03 33

|
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12. Enter the desired PAS code into the “UNIT (PAS Code)” block.

Force Support Listings

Resers
e

Your access level is. Military Personnel Squadron (MPS)
(®) Curent or Projected Data
Base Rosteron: () Cument Data
O Accounting Data

P il other parameters
and gives all records for that UNIT.

[ cear ]

Roster Type: [(CSB_BONUS) Career Status Bonus Report | | Generate Roster |

13. Click the “Generate Roster” button.

Roster Definitions updated: 19FEB2015.16:03.33

I ———

Force Support Listings

.

Your access level is: Miitary Personnel Squadron (MPS)

(®) Current or Projected Data
Base Rosteron: () Current Data
0 Accounting Data

UNIT(PAS Code): [ )0uFamQ |

Note: UNIT (PAS Code) ignores all other parameters
and gives all records for that UNIT

Ciear |

14. The File Download pop-up box appears. You can save or open the file,

oot L e

Do you want to open or save this file?

LEE[] Name: roster.csv
i Type: Microsoft Excel Comma Separated Values File

From: itewll.afpc.randolph.af.mil

oo ) [ soe ) (o]

While files from the Intemet can be useful. some files can potentially
harm your computer. i you do not trust the source, do not open or
gave this file. What's the risk?

15. Select the “Open” button to view the roster.

Roster Type: [(CSB_BONUS) Career Status Bonus Report W, | Generate Roster | :

Roster Definitions updated: 19FEB2015 1603 33,

as desired.

FOR OFFICIAL USE ONLY. SUBJECT TO THE PRIVACY ACT OF 1574 AS AMENDED,
Career Status Bonus Report

Frecords selected where (Cumant_MPSs"Ri" or Projected_MPS="RU") (Current_PASCodes"RUOJFIMQ" or Projected PASCodes"RIOIFIMQ").

SN GRADE  FULLNAME DATEEMAILSENT MPF  CURRPAS MILPDSUNIT (OFFICE SYMBOL OFFICE PHONE MILPDS BASE ASSIGNED DUTY STATUS 7ia1L ADDRESS

TSR AIIFIMO OLCCeC AR EDUC AND TRNG v peswoo [N <. R<00L5H A58 20 20-TOY CONTINGENCY/ROTATIONAL/EXERC

16. Send this listing to the unit to use to contact the affected members.
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Section B-6:

Procedures When Individuals were Never Notified of CSB Opportunity

1. If an Airman contacts the MPS and indicates he/she was never notified of the CSB opportunity,
the MPS reviews the Airman’s record and determines if the member is eligible for notification. See
Section A-1 for eligibility.

2. If the Airman was eligible for notification, the MPS reviews Airman’s Total Active Federal
Military Service Date (TAFMSD).

a. Ifthe TAFMSD is 1 August 2000 or later, the MPS sends an email to AFPC/DPITSR at
afpc.dptot.1 @us.af.mil or AFPC/DP2STM at afpc.dp2stm.retsepbranch@us.af.mil and
requests that the Airman’s name be added to the next notification list. The Airman receives the
CSB notification through the myPers messaging process within 30 days.

b. If the TAFMSD is prior to 1 August 2000, the Airman should have been notified through
the previous process via email. The MPS prepares the notification memorandum below and has
the Airman sign the form immediately. The MPS then scans and emails the completed
memorandum to AFPC/DP1TSR at afpc.dptot.1@us.af.mil for update and filing in the
Airman’s record.

NOTE: Unless authorized by AFPC, the manual notification memorandum is only used as
described above. In rare instances, AFPC may authorize the use of a hardcopy memorandum for
members with a TAFMSD of 1 August 2000 or later when all efforts have been exhausted to use
the on-line notification process.

3. Upon receipt of a manual notification memorandum, APFC/DP1TSR updates the Airman’s
acknowledgement in MilPDS using the procedures outlined in Section D-2 and sends the
memorandum to ARMS for filing.

4. When using email to send Privacy Act or Personally Identifying Information (PII), authors must
review AFI 33-332, Privacy Act Program, Chapter 7, in particular paragraph 7.3, Sending
Personal Information over Electronic Mail, and Chapter 12, Disclosing Records to Third Parties.
Take appropriate action to protect this information prior to forwarding by email.
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Sample CSB Notification Memorandum for Members with a TAFMSD

before 1 August 2000 or When Authorized by AFPC

FROM: MPS/CSB Representative
SUBJECT: Mandatory Notification of Career Status Bonus Program — YOU MUST RESPOND NLT __
TO: GRADE, NAME, SSN

1. Based on the date you initially entered military service, you are currently under the retirement pay plan
commonly known as REDUX. Under that plan, you have the option of electing a $30,000 Career Status
Bonus (CSB) and reverting to the High-3/40 percent retirement pay plan. If you choose not to take the
CSB, you will remain under the High-3/50 percent retirement pay plan.

2. REDUX includes a reduction in the multiplier used to calculate your retired pay which is readjusted
when you reach age 62. REDUX also includes a one percent reduction in annual cost-of-living adjustments
(COLAs); however, the COLA rate is adjusted when you reach age 62.

3. Electing the CSB requires you to serve continuously on active duty for at least 20 years; however,
electing the bonus does not guarantee that you will be allowed to remain on active duty to reach the
required years of service. If you take the CSB and separate prior to that, you may be required to repay the
unearned portion of the bonus. You may also be required to repay the unearned portion of the bonus if you
transfer to another component/branch of service and have a break in service or do not remain on continuous
active duty.

4. If you elect the CSB, you have a choice of payment options:
a. One payment of $30,000

b. Two annual installments of $15,000 each
c. Three annual installments of $10,000 each
d. Four annual installments of $7,500 each

e. Five annual installments of $6,000 each

5. Because of the impact on your retirement pay, you are encouraged to seek financial counseling, prior to
making your decision. Counseling is available at the Airman & Family Readiness Center. You may also
contact your personal financial advisor. Additionally, the websites below have up-to-date information on
the CSB program:

e DoD Career Status Bonus Web Site

e Defense Finance and Accounting Service Web Site

6. You MUST complete the following steps whether or not you choose to take the CSB.

a. Complete the endorsement below. By completing this, you are acknowledging that you were
advised of your option to elect CSB, if eligible, and advised of the tools available to use in reaching
your election decision.

. Print a copy of the memorandum for future reference.

c. Review the DoD and DFAS websites on CSB. We highly recommend you seek counseling
regarding the CSB and how you could be affected. Your decision will directly affect your retired
pay, so please review all resources available before making your election.
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7. If you would like to elect the CSB, you must:

a.

b.

Complete Section I of the DD Form 2839, Career Status Bonus (CSB) Election, and take it to your
commander/civilian leader for review.

Your commander/civilian leader will review your record, make a determination of your eligibility
for the CSB and complete Section II of the form. Normally, you will only be denied CSB election
if you are facing action that might prevent you from completing 20 years of active service.

If your commander/civilian leader determines that you are not eligible to make an election, he or
she will counsel you on the reason why and you will be required to document your understanding
by completing Section III of the DD Form 2839, which must be signed in front of a witness. Your
commander/civilian leader will send this form to your MPS for inclusion in your personnel record.
If your commander/civilian leader later revises your eligibility, you may make your election at that
time. Please contact your MPS for assistance if this occurs.

If your commander/civilian leader determines that you are eligible, you will make your CSB
election by completing Section IV of the form, which must be signed in front of a witness. Take
the completed DD Form 2839 to your MPS for submission no earlier than 30 days prior to and no
later than your election suspense date (see item g below).

Keep a copy of your DD Form 2839 for your records.

If you elect the CSB prior to reaching 15 years of active military service, the CSB becomes
effective the date you reach 15 years of service. If you elect the CSB after reaching 15 years of
active service, the CSB is effective the day you sign the DD Form 2839. Your MPS will submit
your election form to the Air Force Personnel Center and the Defense Finance and Accounting
Service (DFAS) through the Case Management System within 3 days of the election effective
date. DFAS typically issues payment within a few weeks of the submission.

You must complete your CSB election no later than the date you reach 15 years TAFMS or
six months from this notification, whichever is later. If you fail to submit your CSB election by
that date, your record will reflect a non-response and you will automatically and irrevocably
remain in the High-3/50 percent retirement pay plan.

8. If you have questions on the CSB program, please visit myPers or contact the myPers - Total Force
Service Center.

1%t Ind,

//signed//
MPS Technician

(GRADE, NAME)

I have read the above information and I acknowledge notification of my opportunity to elect the Career
Status Bonus (CSB). I understand my responsibility for initiating the election by the suspense date in item
7g above. I further understand that if I fail to submit a CSB election by that date, I will automatically and
irrevocably remain in the High-3/50% retirement pay plan.

Date Member’s Signature
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Section B-7:

AFPC Follow-up Actions

Airmen failing to acknowledge the CSB notification could lose valuable entitlements; therefore, it
is vital that all Airmen are notified of the CSB opportunity. As such, unit commanders/civilian
leaders must ensure Airmen complete the notification by the MPS-established suspense by
accessing the link provided in the instruction email. The MPS works with the unit
commanders/civilian leaders to ensure all notifications are made and advises AFPC of the reason
for any delays.

Timeline for Follow-up Actions

1. AFPC/DP2STM identifies all overdue acknowledgements, posts the overdue listings on the
RAW module, and provides a copy to AFPC/DP1TSR for follow-up action. See Section B-3 for
instructions. APFC/DPI1TSR monitors responses from the MPS to ensure corrective action is
completed.

2. For Airmen whose acknowledgements are 30 days overdue, AFPC/DP1TSR contacts the MPS
Chiefs or Superintendents to ensure the acknowledgements are completed and monitors for
accomplishment.

3. For Airmen whose acknowledgements are 60 days overdue, AFPC/DP1TSR contacts the unit
commanders/civilian leaders directly to ensure the acknowledgements are completed and monitors
for accomplishment. AFPC/DP1TSR notifies the MPS Chief or Superintendent of the overdue
status.

4. For Airmen whose acknowledgements are 90 or more days overdue, AFPC/DP1TSR contacts
the Airmen directly to ensure the acknowledgements are completed and monitors for
accomplishment. AFPC/DP1TSR notifies the MPS Chief and the unit commander/civilian leader
of the overdue status.

5. When necessary, AFPC/DP1TSR elevates a situation to AFPC/DP2STM or DP3ST for
assistance. Tier 2 or Tier 3 contacts the Group or Wing Commander, or MAJCOM/A1, for
assistance.

Table B-7: Step-by-Step Procedures for Follow-up Actions by AFPC

STEP ACTION OWNER NARRATIVE

1 AFPC/DP2STM Identify Airmen Not Completing Acknowledgement.
Following the established suspense (and weekly thereafter),
runs analytic report to identify any missing acknowledgments.
Provides report to AFPC/DPITSR.

2 AFPC/DP1TSR Track for Response. Monitor responses from MPS to ensure
corrective action is taken.
3 AFPC/DP1TSR Contact MPS on Missing Acknowledgements. Contact the
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MPS Chief/Superintendent when acknowledgements are 30
days overdue. Track to ensure Airmen receive proper
notification.

4 AFPC/DP1TSR Receive Updates to Overdue Listing. Receive updated rosters
to ensure MPS responses are accurate and acknowledgements
are accomplished.

5 AFPC/DP1TSR Contact Commanders/Civil Leaders on Missing
Acknowledgements. Contact the unit commander/civilian
leader when acknowledgements are 60 days overdue. Track
to ensure Airmen receive proper notification.

6 AFPC/DPI1TSR Receive Updates to Overdue Listing. Receive updated rosters
to ensure MPS responses are accurate and acknowledgements
are accomplished.

7 AFPC/DP1TSR Contact Airmen on Missing Acknowledgements. Contacts
Airmen directly when acknowledgements are 90 days
overdue. Track to ensure Airmen complete the
acknowledgements.

8 AFPC/DP2STM Have all Airmen Completed Acknowledgement? 1f YES, see
Section D-1 and Section D-2 for procedures to update
acknowledgement dates in MilPDS. If NO, go to step 1.

Removing an Airman’s Name from the Automated Mailings

In certain circumstances, such as long-term confinement, when the Airman acknowledged the
notification and the system did not register completion, or when circumstances require an Airman
to complete a hard-copy notification memorandum, AFPC/DP2STM will remove an individual
from the myPers messaging by creating an incident in RNT. To create the incident:

1. Perform a Quick Search to locate the Airman’s record. Enter the Airman’s SSAN and click the
“Search” button

Quick Search %

[Member Quick Search (100161) v:

Last Name First Name
Email SSAN
123456789

SSAN Last 5 EDIPYDODI

L Search ] | ) Clear ‘
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2. Click on the dropdown arrow on the Incident History tab (Add Incident — Select Type).

/" ContactNotes | AuditLog | Marketng” Incident History (2) |_Incidents Visible to Customer from myPers (0) | s,

Add Incident - Select Type > v]

% Open = _] New + &1 Print ~ 43 Assign ~ X Delete ‘% Forward #Options =

3. Select the option for “General Inquiry” and click on the “Proceed” button.

" Contact Notes | AuditLog | Marketnp” Incident History (2) |_Incidents Visible to Customer from myPers (0) |
|General Inquiry

—

y o

A [Proceed >> |

Add Incident - Select Type >

"% Open - [} New - &1 Print + 43 Assign = X Delete ‘= Forward 3 Options ~
3 My Inbor [5h Member Quick Search (100161) | @)151006-001197
AFPC General IncidentWorkspace
Reference # 151006-001197 Subject”
SSN Assigned 3
Member* | Active Duty AF |+ | Suspense Date NeValue @
Enlisted |
Category" | [No Velue] B Deployed? No
Queve* |TFSCSA =
Status* (Open |

| ARMS Attochment Uplood | Session Information | Guided Assi | ARMS Upload Status | AuditLog | Remed,

Threod |_PSU Dato | At

P

5. Enter a Private Note in the Communication Thread. Update the following fields to:

Subject:
Member:
Category:
Queue:
Status:

CSB Override

Active Duty AF (Enlisted or Officer)
Retirement/Counseling

DP2 M-Retirements

Closed

iy inbox [\ Wember Quick Search (100161) | @] 151006-001197

AFPC General IncidentWorkspace
Reference # 151006001197 Subject”  CSB Overide
SSN - =---- Assigned | [No Value] ﬂ
Member® | Active Duty AF ij Suspense Date |No Value &
Enlisted ||
Category® | Retirement P Deployed? Ne
Counselina M|
Queue® |AFPCRetrements =
Status* |[Closed 22
ion Threod |_PSUData | Al | ARMS Attachment Upioad | Session Information | Guided Assistance | ARMS Upload Status | Audit Log | Remedy
CAR Email Address.
CMS Case Number Commander Email Adc 4
[ Send On Save | & 4 Search Ki ! Standard Text | A°~ = Undock
| IAdd - View | A1 [7] Sort [Date - Descending ~|
|
Edit Delete

Private Note |+

| Memberin confinementfor 2

5 years. Closing CSB nafifcation

6. Click the “Save & Close” button and the incident will close.

=)

BTl

Y

[Ny ABC
& v-] @O
Refresh Spell Copy Info
Check
Actions Info

File name: CSB PSD Guide

Please give us feedback! AFPC/DP3ST Ret & Sep Programs

Last Modified: 25 Jul 16
Page: 29 of 77




Section C:
Submission of a CSB Election

GENERAL INFORMATION

1. Following acknowledgement of the CSB election opportunity, Airmen are encouraged to seek
financial counseling through their personal financial advisors or the Airman & Family Readiness
Center, as well as review the retirement information relating to CSB available on the DoD
website.

2. By accepting the CSB, Airmen agree to remain on continuous active duty until attaining at least
20 years of active service and retire under the REDUX retirement plan. If the Airman is
discharged or separated prior to attaining 20 years of active service, the Defense Finance and
Accounting Service (DFAS) may recoup any unearned portion of the bonus. Recoupment action is
outlined in the DoD Financial Management Regulation 7000.14R, Volume 7A, Chapter 66.

3. Election of the CSB becomes irrevocable on the date the election is effective. If an Airman
elects the CSB and completes the DD Form 2839, Career Status Bonus (CSB) Election, prior to
reaching 15 years of active military service, the CSB is effective the date the Airman reaches 15
years of service. If the Airman was notified late and completes the election form after reaching 15
years of active service, the CSB is effective the date the Airman signs the DD Form 2839, item 12.

SUBMISSION PROCEDURES

4. To elect the CSB, the Airman must submit a completed DD Form 2839 to the MPS by the
suspense date established in the CSB Notification Process. The election must be made no later
than the date he or she reaches 15 years TAFMS or 6 months after acknowledging the CSB
election opportunity, whichever is later. See Section C-1 for information on completing the
CSB election.

5. Unit commanders/Civilian Leaders must determine and document eligibility for the CSB on the
DD Form 2839 before the Airman makes an actual election. See Section C-2 for information on
completing the eligibility review.

6. Upon receipt of a completed DD Form 2839, the MPS performs an eligibility review and
identifies any issues to the unit commander/civilian leader. The MPS reviews all completed
elections and submits them to AFPC for processing through the Case Management System (CMS).
See Section C-3 for information on processing CSB elections.

7. AFPC/DPITSR reviews all CMS cases on CSB, performs an eligibility review on the applicant,
identifies any issues to the MPS, and processes the requests accordingly. See Section C-4 for
information on processing CSB elections.

8. Following submission of the CMS case, DFAS issues payment of the bonus to the Airman. If
the Airman elects payment of the bonus in installments, the initial payment is made during
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processing of the CMS case. Future installments are made during the month of January of each
subsequent year.

RESPONSIBILITIES:

AIRMEN:

e If desired, receive financial counseling through a personal financial advisor or at the
Airman & Family Readiness Center (A&FRC). This is not a mandatory briefing, but
highly recommended. Review information on the DoD website

e If the Career Status Bonus is desired, complete DD Form 2839. Obtain unit
commander’s/civilian leader’s coordination and return to the MPS no earlier than 30 days
prior to and no later than the established suspense

e Notify MPS if decision changes prior to the election effective date (see paragraph 3 above)

e If unit commander/civilian leader determines Airman is ineligible and the circumstances
later change, immediately initiate new DD Form 2839 and present to unit
commander/civilian leader if CSB is desired

e [fdeployed to a tax-free zone during the month the CSB is effective, provide
documentation (TDY order and voucher) to MPS when submitting the DD Form 2839

UNIT COMMANDER/CIVILIAN LEADER:

e Ensure Airman obtains adequate financial counseling, if desired

e [fan Airman initiates DD Form 2839, review the Airman’s record in the Automated
Records Management System (ARMS), Commander’s Management Roster (CMR),
Unfavorable Information File (UIF), and other appropriate sources, and determine if the
Airman is eligible for CSB election (e.g., able to complete 20 years of active service)

e Complete Section II of DD Form 2839

e Advise Airman of ineligibility factors, if applicable. Have Airman and a witness complete
Section III of the DD Form 2839 to acknowledge ineligibility. Ensure completed form is
sent to MPS for review and processing

e If Airman is eligible and electing CSB, have Airman and a witness complete Section IV of
DD Form 2839 and provide the completed form to the MPS no later than the established

suspense (6 months from CSB acknowledgement or the date the Airman reaches 15 years
TAFMS, whichever is later)

MILITARY PERSONNEL SECTION (MPS):
e Ensure Airmen making election are eligible as outlined in PSDM 15-07 and Section A-1

e Ensure completed DD Forms 2839 are correct. Use the DD Form 2839 Review Checklist at
Section C-4 to ensure accuracy. Correct administrative errors as necessary

e Suspense DD Forms 2839 initiated by the Airman and submit CMS case to AFPC within
three duty days of election effective date

e If unit commander/civilian leader determines the Airman is ineligible for CSB, ensure
completed DD Form 2839 is forwarded to AFPC/DP1TSR using CMS for filing in ARMS

e Notify AFPC using CMS if the Airman does not receive payment within 60 days of the
election effective date
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e Advise Airmen who do not comply with the parameters of this program and wish to elect
CSB to submit a request for consideration using the DD Form 149, Application for
Correction of Military Record Under the Provisions of Title 10, U.S. Code, Section 1552

AIRMAN AND FAMILY READINESS CENTER (A&FRC):
e Provide guidance to the service member enabling a well-informed selection

e Provide assistance to assess financial wellness, goals and identify options for managing
funds

AIR FORCE PERSONNEL CENTER (AFPC/DP3ST):
e Implement CSB in accordance with all DoD and Air Force policies and directives
e Publish guidance to provide CSB processing procedures and outline responsibilities
between the commander/civilian leader and the MPS
e Review and provide advisories to the Air Force Board for Correction of Military Records
when Airmen submit requests for CSB consideration using the DD Form 149

AIR FORCE PERSONNEL CENTER MILITARY RETIREMENTS SECTION-CSB
PROCESSING (AFPC/DP1TSR):
e Ensure Airmen making election are eligible as outlined in PSDM 15-07 and Section A-1
e Review any submitted DD Forms 2893 for completeness. Ensure corrective action is taken
as necessary
e Review CMS cases for accuracy. Coordinate payment issues with MPS and DFAS when
necessary. Annotate in CMS case the “Service dates are verified. Please issue payment.”
Update the election data in MilPDS
Coordinate payment issues with MPS and DFAS when necessary
If required, contact DFAS if any payment issue occurs and follow up until resolved
Forward DD Forms 2839 to ARMS for inclusion in master record

e o o o

AIR FORCE PERSONNEL CENTER AIRMAN AND FAMILY SUSTAINMENT
BRANCH (AFPC/DPFFF):
e Provide guidance to Airman & Family Readiness Center (A&FRC) Community Readiness
Consultants (CRC) on personal financial options related to CSB/REDUX. A&FRC
financial assessment and consultation are upon service member’s request

Table C: Step-by-Step Procedures for Preparing and Submitting DD Form 2839

STEP ACTION OWNER NARRATIVE

1 Airman Review CSB resources. Review the DoD website on CSB.
Seek financial counseling if desired. Contact the Airman &
Family Readiness Center (A&FRC) or personal financial
advisor for assistance before making CSB election.

2 Airman Initiate DD Form 2839. Initiate a DD Form 2839, Career
Status Bonus (CSB) Election, if electing the CSB.
Complete Section I, items 1-6 and forward to the
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commander/civilian leader for an eligibility determination.

Commander/Civilian
Leader

Determine Eligibility. Review Automated Records
Management System (ARMS), unfavorable information file
(UIF), Commander’s Management Roster (CMR), and other
appropriate sources to determine if circumstances exist
which may prevent the Airman from continuing on active
duty to a minimum of 20 years of service. If not eligible,
GO TO STEP 4. If eligible, GO TO STEP 16.

Commander/Civilian
Leader

Annotate Ineligibility. Complete Section II of the DD
Form 2839. Mark block labeled “Not eligible to elect the
Career Status Bonus.” Include explanation of ineligibility
factor(s) in item 7 and sign/date items 8 and 9.

Commander/Civilian
Leader

Brief Airman. Brief Airman on ineligibility factors and the
opportunity to make a CSB election if the disqualifying
factors change. Instruct the Airman to complete Section III
of the DD Form 2839 with witness. Resolve any questions
with the Airman.

Airman

Acknowledge Ineligibility. Complete item 10 of the DD
Form 2839. Have witness complete/sign item 11.

Airman

Return Form. Return completed form to
commander/civilian leader.

Commander/Civilian
Leader

Forward. Ensure the completed DD Form 2839 is
forwarded to MPS for review and processing.

MPS

Review and Forward Form. Use the DD Form 2839
Review Checklist to ensure DD Form 2839 is completed
correctly and contact commander/civilian leader or Airman

if corrections are required. Send completed form to
AFPC/DPITSR immediately through the CMS.

10

AFPC/DP1TSR

Is DD Form 2839 on Ineligible Airman Attached to CMS
Case? Review CMS case and confirm DD Form 2839 is
attached. Ifyes, GO TO STEP 11. 1fno, GO TO STEP
12.

11

AFPC/DP1TSR

If DD Form 2839 accurate and complete? Use the DD
Form 2839 Review Checklist to ensure the DD Form 2839 is
accurate. If yes, GO TO STEP 13. Ifno, GO TO STEP 12.

12

AFPC/DP1TSR

Return case. Return case for completed/corrected form to
MPS using CMS to obtain/correct DD Form 2839. GO TO
STEP 9.

13

AFPC/DP1TSR

Print copy of DD Form 2839. Print copy of the completed
DD Form 2839. Close CMS case.

14

AFPC/DP1TSR

Update MilPDS. Update MilPDS with the Airman’s
ineligibility using the procedures in Section D-3.

15

AFPC/DP1TSR

File. Send DD Form 2839 to ARMS for filing. Process
ends for ineligible Airmen.

16

Commander/Civilian
Leader

Document Eligibility. Complete Section II of DD Form
2839. Mark block labeled “Eligible to elect the Career
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Status Bonus™ and sign/date items 8 and 9.

17

Commander/Civilian
Leader

Brief Airman. Brief Airman on eligibility. Ensure the
Airman has reviewed CSB documentation at DoD CSB
website and sought appropriate financial counseling, as
desired. Instruct the Airman to complete Section IV of the
DD Form 2839 with witness. Resolve any questions with
the Airman.

18

Airman

Complete the Election. Acknowledge eligibility and make
election. Complete Section IV, item 12 of DD Form 2839.
Have witness complete/sign item 13. NOTE: The election
must be made no later than the date Airman reaches 15
years TAFMS or 6 months after acknowledging the CSB
election opportunity, whichever is later.

19

Airman

Submit. Submit the completed DD Form 2839 to MPS no
earlier than 30 days prior to and no later than the
election suspense date.

20

MPS

Ensure Eligibility of Airman. Review Airman’s record for
any ineligibility factors outlined in Section A-1 and PSDM
15-07. Return DD Form 2839 to unit commander/civilian
leader and notify of ineligibility condition found. If eligible,
GO TO STEP 21. If ineligible, GO TO STEP 3.

21

MPS

Review DD Form 2839/CMS Case. Use CSB DD Form
2839 Review Checklist in Section C-3 to ensure DD Form
2839 is complete and accurate. Correct as necessary.

22

MPS

Endorse DD Form 2839. Complete Section VI of the form.

23

MPS

Create CMS case. Attach the DD Form 2839 to a CMS
case and submit to AFPC/DP1TSR. (See Section C-3 for
procedures on creating a CSM case.) Submit CMS for
Airmen electing CSB within THREE DUTY DAYS of the
election effective date for payment authorization. NOTE:
If the Airman is claiming tax-exemption, include a copy of
the Contingency, Exercise and Deployment (CED) orders
and latest travel voucher for verification of service in the
combat zone.

24

AFPC/DP1TSR

Review CMS Case. Review CMS case and confirm DD
Form 2839 is attached. If yes, GO TO STEP 25. Ifno, GO
TO STEP 26.

25

AFPC/DP1TSR

Is DD Form 2839 accurate and complete? 1f yes, GO TO
STEP 27. 1Ifno, GO TO STEP 26.

26

AFPC/DP1TSR

Return case. Return case to MPS using CMS to
obtain/correct DD Form 2839 or identify ineligibility factor.
GO TO STEP 21.

27

AFPC/DP1TSR

Ensure Eligibility of Airman. Review Airman’s record for
any ineligibility factors outlined in Section A-1 and PSDM
15-07. Return DD Form 2839 to the MPS and notify of

ineligibility condition found. If eligible, GO TO STEP 28.
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If ineligible, GO TO STEP 26.

28

AFCP/DP1TSR

Process CMS case. Print DD Form 2839 for filing in
ARMS. Annotate the CMS case “Service dates are verified.
Please issue payment” and submit to DFAS for payment
authorization within three duty days of receipt.

29

AFPC/DP1TSR

Update MilPDS. Update MilPDS with the Airman’s
election using the procedures in Section D-3.

30

AFPC/DP1TSR

File. Send DD Form 2839 to ARMS for filing. Process
ends for Airmen electing CSB.
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Section C-1:

Member’s Actions for Submitting a CSB Election

1. Airmen interested in electing the CSB should receive financial counseling and research the
effects the CSB has on retirement before making the election. Following this research, if an
Airman wants to elect the CSB, he or she completes Section I of the DD Form 2839.

NOTE 1: Item S is the Airman’s Total Active Federal Military service Date (TAFMSD).
NOTE 2: Item 6 is the date the Airman acknowledged the CSB opportunity.

CAREER STATUS BONUS (CSB) ELECTION

(Read Instructions before completing form.)

PRIVACY ACT STATEMENT

AUTHORITY: 37 U.S.C.Section 354; 10 U.S.C. Section 1409; DoD Financial Management Regulation, Volume 7A, Chapter 66: and E.O. 9397 (SSN).

PRINCIPAL PURPOSE(S): To record a member's eligibility and election to receive or not receive the Career Status Bonus with reduced retired pay
(REDUX) and to adjust such retired pay according to the member's election

ROUTINE USE(S): To the Internal Revenue Service to report taxable earnings and taxes withheld, accounting, and tax audits, and to compute or
resolve tax liability or tax levies; to the National Finance Center, Office of Thrift Savings Plan. for participating service members

DISCLOSURE: Voluntary: however, failure to provide the requested information by the time instructed by the member's branch of Service could result
in an irevocable determination affecting the amount of retired pay the individual may later qualify to receive and disqualification for electing the Career
Status Bonus.

SECTION | - PERSONAL IDENTIFICATION (To be completed by Service Officials)

1. NAME (Last, First, Middie Inihal) 2. SSN 3. RANK/PAY GRADE/BRANCH OF SERVICE
DOE. JOHN A 123-45-6789 TSGT/E-6/USAF
4. DIEMS (YYYYMAMOL 5. DATE FOR DETERMINATION OF ACTIVE 6. DATE OF NOTIFICATION (YYYYMMOD)
DUTY SERVICE COMPLETED (YYYYMMDD)
20000610 20150205
20000820

2. The Airman can locate his or her DIEMS and TAFMSD by accessing the Service Dates section
of the virtual MPF. If necessary, the Airman may contact the MPS to determine these dates, as
well as the acknowledgement date for Item 6.

3. Upon completion, the Airman presents the DD Form 2839 to the unit commander/civilian
leader for an eligibility determination. See Section C-2 for the actions required by the unit
commander/civilian leader.

4. If the commander/civilian leader finds the Airman ineligible to elect the CSB (see Section C-
2), the commander/civilian leader ensures the Airman and a witness complete Section I1I of the
DD Form 2839. The Airman completes item 10. The witness completes item 11 and signs
immediately after the Airman signs.

SECTION Il - NOT CURRENTLY ELIGIBLE FOR CAREER STATUS BONUS
Complete this sectien enly if you are not currently eligible to elecl{ the Career Status Bonus and retum the form as instructed by your Service.
10. | understand that | am not eligible for the Career Status Bonus at this time and that my ineligibility does not preciude my continued service to
retirement if my Service so permits. | understand that | will not receive a bonus and | remain under the High-3 retirement system. | understand that my
Service will notify me if | later become eligible to elect the bonus.
a. SIGNATURE b. DATE SIGNED (YYYYMMDLD)
20150912
11. WITNESS
a. PRINTED NAME (Last, First, Middle initial) b. RANK/PAY GRADE . POSITION/DUTY TITLE
SMILL MRS T S E . 5L RS
d. ORGANIZATION e. ORGANIZATIONAL ADDRESS
123 UNIT 123 MAIN STREET. ANY BASE,  USA
f. SIGNATURE g. DATE SIGNED (Y'¥Y YMMDD)
20150912
DD FORM 2839, APR 2009 PREVIOUS EDITION IS OBSOLETE Page 1 of 3 Pages

Adobe Professional 8.0
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5. If the unit commander/civilian leader finds the Airman eligible to elect the CSB (see Section
C-2), the commander/civilian leader ensures the Airman and a witness complete Section IV of the
DD Form 2839. The Airman completes item 12, marking the payment method in item 12a, and
signing/dating the form. The witness completes item 13 and signs the form immediately after the
Airman signs.

SECTION IV - ELIGIBLE AND ELECTING TO RECEIVE THE CAREER STATUS BONUS
Complete this section cnly if you are eligible and you desire to elect to receive the Career Status Bonus. Then retum the form as instructed by your
Service

12. | elect {o receive the Career Status Bonus payment, with payments as indicated in block 12a below. | make this election upon my attainment of 15
years of active duty senvice and having been determined eligible for the bonus by my Service. | understand that once the election is effective it may
not be revoked. My election is effective once received and accepted at the 15th year of service, or if later, the date received and determined
accepiable by my Service, but no later than the date that is six months after being notified of my eligibility. | understand that if | receive the CSB in
error, | must repay the full, before-tax bonus amount. | agree o remain on continuous active duty, subject fo Service regulations, until | attain a
minimum of 20 years of such service. If | fail to complete such service, | understand that | will be required to repay a share of the total {$30,000) bonus
payment in proportion to the amount of service | failed to complete compared to the additional service | agreed to serve. Any unpaid installments will
be credited to my repayment. If | am separated prior to 20 years of service, | consent fo withholding from current pay, final pay, or any other money
due me to safisfy this indebtedness. | further consent to such withholding at a rate sufficient to satisfy this indebtedness no later than my separation,
and understand that this could result in the withholding of 100% of any current pay, final pay, or other money due me. | further understand that if and
when | do retire, it will be under the provisions of the 1986 Military Retirement Reform Act (1986 MRRA, known as REDUX), and that my future retired
pay, if based on length of service, will be reduced under such provisions in the form of a reduced multipiier before age 62 and annual Cost-of-Living
Adjustmenis {COLAs) that are 1 percentage point less than | would otherwise receive both before and after age 62, buf with a one-time caich-up COLA
adjustment at age 62. | have received the Faci Sheet of Information for Eligible Career Status Bonus Members, explaining the details and effects of
making this election.

a. | ELECT TO RECEIVE THE CAREER STATUS BONUS AS FOLLOWS (X the desired opfion):

(1) ASINGLE LUMP SUM PAYMENT OF $30,000 {4) FOUR ANNUAL PAYMENTS OF $7.500
{2) TWO ANNUAL PAYMENTS OF $15,000 (5) FIVE ANNUAL PAYMENTS OF $6,000
j (3) THREE ANNUAL PAYMENTS OF $10,000 ]
MNOTE: When mulfiple payments are to be made, the second and later payments are made in January of each succeeding year.
b. SIGNATURE c. DATE SIGNED (YYYYMMDD)
20150912
13. WITNESS
a. PRINTED NAME (Last, First, Middie Initial) b. RANKIPAY GRADE c. POSITION/DUTY TITLE
SMITH. JAMES T MSGT/E-T FIRST SERGEANT
d. ORGANIZATION e, ORGAMNIZATIONAL ADDRESS
123 UNIT 123 MAIN STREET. ANY BASE USA
f. SIGNATURE g. DATE SIGNED (YYYYMMDD)

20150912

6. REMINDER: To elect the CSB, the Airman must make an election and complete the DD
Form 2839, section IV, NO LATER THAN the date he or she reaches 15 years TAFMS or 6
months after acknowledging the CSB election opportunity, whichever is later.
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Section C-2:

Commander’s / Civilian Leader’s Actions When
Reviewing a CSB Election Request

1. When Airmen are interested in electing the CSB, the unit commander/civilian leader should
recommend the Airmen receive financial counseling and research the effects the CSB has on
retirement before making an election. Airmen may contact their personal financial advisors or
contact the Airman & Family Readiness Center for assistance.

2. If an Airman wants to elect the CSB, he or she completes Section I of the DD Form 2839 and
presents it to the unit commander/civilian leader. The unit commander/civilian leader reviews all
available data, including Automated Records Management System (ARMS), Commander’s
Management Roster (CMR), Unfavorable Information File (UIF), and other appropriate sources to

determine if circumstances exist which may prevent the Airman from continuing on active duty to
a minimum of 20 years of service.

3. If, at the time of CSB election, adverse action or evaluation under MEB/PEB is pending that
may impact an Airman’s ability to remain on active duty to complete 20 years of active service,
the unit commander/civilian leader must suspend election of the CSB by making the Airman
ineligible for CSB election until the action/evaluation is completed. (Follow steps below for
completing the form.) If the situation is resolved and/or the Airman is returned to duty
following MEB/PEB, the Airman may submit a new DD Form 2839 at that time.

4. If the unit commander/civilian leader finds the Airman ineligible to elect the CSB, the unit
commander/civilian leader:

-- Indicates ineligibility in Section II and states the reason why

-- Dates and signs the form

-- Counsels the Airman on the ineligibility

-- Ensures the Airman and a witness complete Section III of the form

-- Ensures the completed DD Form 2839 is sent to the MPS for review and processing.

See Section C-1 for more information on completing the DD Form 2839.

SECTION Il - DETERMINATION OF ELIGIBILITY (Te be completed by Service Officials)

7. You may be eligible to elect a Career Status Bonus (CSB). To be eligible, you must
(1) Be on active duty,
(2) Complete 15 years of active duty service,
(3) Have a DIEMS of August 1, 1986 or later, and
(4) Qualify under Service regulations for retention to 20 years of active duty service
Service records indicate that you are currently

Eligible to elect the Career Status Bonus.
X | Not eligible to elect the Career Status Bonus.
REASON NOT ELIGIBLE:

Pending evaluation under the Medical Evaluation Board Physical Evaluation Board process.

8. DATE OF DETERMINATION |9. SERVICE AUTHENTICATING REPRESENTATIVE
(¥YYYYMMDD) a. PRINTED NAME (Last, First. Middie Initiai) b. SIGNATURE

20150913 LAST NAME, FIRST NAME MI, GRADE
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5. Ifthe Airman elects the CSB and later becomes ineligible before the election effective date,
the unit commander/civilian leader ensures a new DD Form 2839 is completed and immediately
presented to the MPS.

6. If the unit commander/civilian leader finds the Airman eligible to elect the CSB, the unit
commander/civilian leader:
-- Indicates the eligibility in Section II
-- Dates and signs the form. (NOTE: This date must on the same as or after the date in item 6)
-- Ensures the Airman and a witness complete Section IV of the form
-- Reminds the Airman to present the completed form to the MPS by the established suspense

See Section C-1 for more information on completing the DD Form 2839.

SECTION Il - DETERMINATION OF ELIGIBILITY (To be completed by Service Officials)

7. You may be eligible to elect a Career Status Bonus (CSB). To be eligible, you must:
(1) Be on active duty,
(2) Complete 15 years of active duty service,
(3) Have a DIEMS of August 1, 1986 or later, and
(4) Qualify under Service regulations for retention to 20 years of active duty service.
Service records indicate that you are currently:

X | Eligible to elect the Career Status Bonus.
Not eligible to elect the Career Status Bonus.

REASON NOT ELIGIBLE:

8. DATE OF DETERMINATION |9, SERVICE AUTHENTICATING REPRESENTATIVE
(YYYYMMDD) a. PRINTED NAME (Last, First, Middie initial) b. SIGNATURE

20150915 LAST NAME. FIRST NAME MI, GRADE

7. REMINDER: To elect the CSB, the Airman must make an election and complete the DD
Form 2839, section IV, NO LATER THAN the date he or she reaches 15 years TAFMS or 6
months after acknowledging the CSB election opportunity, whichever is later.
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Section C-3:

MPS Actions When Processing a CSB Election Request

1. Upon receipt of a completed DD Form 2839, the MPS reviews item 7. If the unit
commander/civilian leader determines the Airman is ineligible to elect the CSB, review the DD
Form 2839 using the DD Form 2839 Review Checklist in Section C-4. If necessary, the MPS
representative corrects administrative errors or returns the form for correction. The MPS sends the
completed form to AFPC through the CMS within 10 days of receipt. See item 8 below on how to
create a CMS case.

2. If the commander/civilian leader determines the Airman is eligible to elect the CSB (see
Section C-2), the MPS representative reviews all available data to determine if circumstances exist
which may prevent the Airman from continuing on active duty to a minimum of 20 years of
service. If an ineligibility factor exists, return DD Form 2839 to the unit and ensure a revised DD
Form 2839 identifying the ineligibility factor is completed and sent to AFPC for processing and
filing in the Airman’s permanent record. The MPS sends the completed form to AFPC through the
CMS within 10 days of receipt. See procedures in item 8 on how to create a CMS case.

3. If the MPS representative validates CSB eligibility, the MPS representative reviews the DD
Form 2839 to ensure accuracy, using the DD Form 2839 Review Checklist at Section C-4. If
necessary, the MPS representative corrects administrative errors, or returns the form to the unit for

correction. Upon receipt of a correct DD Form 2839, the MPS representative completes Section
VL

SECTION VI - SERVICE RECORDING OF ELECTION
(To be completed by Service Officials after member makes an election to recejve the bonus)

16. CSB ELECTION EFFECTIVE DATE (vyyYMMDD) 20151031

17. RECORDING OFFICIAL
a. PRINTED NAME (Last, First, Middie Initiai) b. RANK/PAY GRADE c. POSITION/DUTY TITLE

SMITH. JANED TSGT/E-6 MPS SUPERINTENDENT

d. ORGANIZATION &. ORGANIZATIONAL ADDRESS

123 MPS 123 MAIN STREET, ANY BASE, USA 12345

1. SIGNATURE 9. DATE SIGNED (¥¥YYMMDD)
20151015

DD FORM 2839 (BACK), APR 2009 Hasat Page 2 of 3 Pages

4. To elect the CSB, the Airman must complete the DD Form 2839, section IV, NO LATER
THAN the date he or she reaches 15 years TAFMS or 6 months after acknowledging the CSB
election opportunity, whichever is later. After making the election, the Airman must submit the
completed DD Form 2839 to the MPS for processing no earlier than 30 days prior to the election
effective date. The MPS suspenses the DD Form 2839 and submits the CMS case to AFPC within
three duty days of election effective date.

5. If the Airman is claiming tax-exemption, he or she must provide a copy of the TDY order and
completed travel voucher to show deployment during the month the CSB becomes effective. The
MPS representative attaches a copy of DD Form 2839 and TDY documentation (if applicable)

to CMS case.
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6. The MPS representative notifies AFPC using CMS if the Airman does not receive payment
within 60 days of the election effective date.

7. If an Airman does not comply with the parameters of this program and wishes to elect CSB, the
MPS representative advises the Airman to submit a request for consideration using the DD Form

149, Application for Correction of Military Record Under the Provisions of Title 10, U.S. Code,
Section 1552.

8. When creating a CMS take the following actions:

a. Access the CMS system through AFPC Secure through the Air Force Portal.

AF PORTAL

L WEL B L Bl el B L PR YT

b. The DoD Notice and Consent Banner appears. Click the “OK” button.

DoD Notice and Consent Banner...

You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only.

| By using this IS (which includes any device attached to this 1S), you consent to the following conditions:

~The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC monitoring,
| network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (CI) investigations.

-At any time, the USG may inspect and seize data stored on this IS.

-Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed or used
for any USG authorized purpose.

| -This IS includes security measures (e.q., authentication and access controls) to protect USG interests--not for your personal benefit or privacy.

| -Notwithstanding the above, using this IS does not constitute consent to PM, LE or CI investigative searching or monitoring of the content of privileged
communications, or work product, related to personal representation or services by attorneys, psychotherapists, or clergy, and their assistants. Such
communications and work product are private and confidential. See User Agreement for details.
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c. The Windows Security pop-up appears. Select the non-email certificate and click the “OK
button.

Select a Certificate

Issuer: DOD CA-31
Valid From: 3/2/2014 to 3/2/2017

Click here to view certificate prope...

Issuer: DOD EMAIL CA-31
| Valid From: 3/2/2014 to 3/2/2017

S

ok || )cancel |

d. Click on the “CMS” link.

J— My Stuff | Privacy & Security Policy | Contact Us
AIR FORCE
’§<‘ PERSONNEL CENTER AFPC Secure

[Welcome, U [FAvSIE
Your current AFRC. Secure e-mall address la: Click on the column headers to sort the Nst nv that column,

Click It 3 second time to reverse the sort _

Click Here... .Applwahon Tme |

Phone Number: ape Airmen Development Plan |

Ams Assignment Management System |

Click here to update your information| aRMS Autometed Records Management System

Civilian Career Brief Virtual Civilian Career Brief for Air Force Appropriated Civilian Employees |

Case Management System
Discoverer Users Password Web |
Employee Benefits Information System
EPROM Release Virtual Enlisted Promotion Release Web |
Fill RPA Status Report
Health Professions Education Requirements Board |
Separating/Retiring? Please take time to MIPDSPONVIEWNET4Q | Mil PDS Printview Net 40
create a UserlD, /_-sswo SAS MAJCOM Manning Reports |
fresomhgbodhedil e ) PARIS Electronic OPF Documents for CPFs

t, next to Logout. This will allow you PASCodes PAS Code Information Provider

righ
to loqln after you turn in your CAC ID and
Si] S M your DD Form 214 for Personnel Records Display Application
Retrieval Applications Web |

PRDA
60 days aftes BAW
separation; retirement date. BMS Requirements Management System
yMPE Virtual Military Personnel Flight Suite of Applications |
¥PSC RBA Virtual Personnel Service Center - Role Based Access

*"E@

—

« Force Shaping Information

EE

EE

Civ Career Brief Data
Issues - UPDATED

can now access their [ Application List Display Preferences
cwlluc-m:;wmn-el:-ho i RO rG G st i -
m%PDsPM-"— your account.

AIR FORCE
PERSONNEL CENTER

‘ Home Page | Rgports | My Responsibilities | My Profile
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f. Enter the Airman’s SSN in the “Member SSN” block in the section titled
“Enter/Update/Request Status on a Case”. Select the “Career Status Bonus (ACTIVE
DUTY ONLY)” option under the “Select CMS Case Type”. Then click the “Enter New
CMS Case” button.

Enter/Update /Request Status on a Case

Member SSN:

123456789 l Update / Request Status ‘

Select CMS Case Type: (view definitions)

[Career Status Bonus (ACTIVE DUTY ONLY) g

Enter New CMS Case

| {Member's S5 above is reguired)

g. The CMS case opens. Ensure the case contains the following information:
-- Case Description: Include “CSB Authorization Notification”
-- Root Cause: Select “New AF Program — No MilPDS/DJMS Interface™
-- Category: Select “Process™
-- Additional Information:
--- Employee Type: Select “AA” for enlisted, “BA” for officers
--- Notification Date: Use the date from DD Form 2839, item 6
--- Election Effective Date: Use the date from DD Form 2839, item 16
--- Election Option: Use the data from DD Form 2839, item 12a.
--- Tax Exemption: If Airman claims tax exemption, select “Yes”

Ematl

)
2 1E
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i.  Scroll down to the “Action” section. Refer the case to AFPC by selecting “AFPC TFSC
Career Status Bonus (DPITSR)”. Then click the “Refer” button.

Action

Refer o different MACOM/MPF
MAICOM: 5

MPF? | STUTTGART GERMANY (USAFE) St
Refer Case To: f -
Fotow up on this cases 060512015 | 58| rolow
can
E-Mail this case (ony input on this form wil be last): _emal |
Click when case Is ready to close: Action Complete

j. The “Attached Files” pop-up box appears. Use the “Browse” option to locate the file.

Attached Files

Add attachments to Cases 3648677
FOR: SSAN:

[ None file(s) have been attached! g —

prm— —

o Flease dickan the “browse” buton you'l ge a “Chose Fle” cren
o Navigate to the file ("Desk Top?, *My Docur 1) where you Rave th attchen on your
o v ocatethe attachmen. cllk on the *Aitach Fle” buttan. Ths il dspiy the stk fou se stang s
+ Repaat thic process ‘Brawee's seec the docurment and -Attach Fct fof oth aftachent you see 204
2 Wikt you heve selected and attached ll Your f1es, ik on the “Fnish Duon ta attach the files £ the CMS case
« Limite size per attachment is 4 Megabytes (4096 KB),

Instructions:

k. It appears under the “Add Attachment™ section. Click the “Attach File” to attach it to the
case.

Attached Files

Add attachments to Case 5612101
oR: SSAN:

[ None filc(s) have been attached! ]

se cick on the “Browse” button, youl get a “Choose File scree

2 Ravigae t the e ('Desk Top", uments* etc) where you have the. ttachment on you FC.

+ After you locate the attachment, click on the "Attach File” button, S il dsplay th altachmen you are ading t s case
+ Eepeat s process “Brgwse"; select e cocument and“Alach FIe” fr soch aitachment youare sodng.

< Wi vou hove selected and attoched all yout s, cick on the -Pinish Button 1o aitach the e o the CHS case.

« Limite size per attachment is 4 Megabytes (4096 KB).

Instructions:

1. The file is now listed under the section titled “File Name”

Attached Files

Add attachments to Case# 8648672
FOR: SSAN:

e Fiesie Aechment owe
(" ooamso-comeceapar oo 1502015 10121 A0

ent: Browse.., Atzach File

Finish

Tnstructions:

« Please click on the "Browse™ button, you'l get a "Choose File” screen,

« Navigate to the fle ("Desk Top", "My Documents”, etc) where you have the attachment on your PC.

+ After you loate the attachment,cick on the "Altach Fil” button, Tis il dispay the altachment you ae acding to the case
< Repeat this process "Browse"; select the document and "Attach File" for each attachment you are adding

T W you pove st and sl i our Hles, chk on the i DuRon 1 aHach te Fls £ the-CH case.

« Limite size per attachment is 4 Megabytes (1096 KB).

m. Repeat step j until all documents are attached. Then click the “Finish” button.

Attached Files

Add attachments (0 Case 8512101
SSAN:

et i -0 Pevmzsas 29-5ep-2015 2147:05 1

- Mavipae e e (emk T ¥y Dosmsetar ey whertyou b the atachment on your PC

4 M Yo cae W g, cAck oS diach e ko, Thie kit v rnac o s ki e s s
is process “Browse" select the document and *Attach File” for each attachment you

1 hive Selected and tached il your e, &k on the -FSh" BLACSN 1 AMCh th 1 10 I CHS case.

« Limite size per attachment is 4 Megabytes (4096 KB),
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n. The Message pop-up appears. Click the “OK” button.

Message from webpage - &J

'o Are you sure you finish attaching files?
-

0K ] | Cancel

9. If an error is found in the CMS, AFPC returns the incident to the MPS with instructions for
corrective action. The MPS completes the corrective action within 3 duty days and return the case
to AFPC for processing.

10. If the MPS representative needs to communicate with AFPC via email regarding this case, and
includes Privacy Act or Personally Identifying Information (PII) in the email, review AFI 33-332,
Privacy Act Program, Chapter 7, in particular paragraph 7.3, Sending Personal Information over
Electronic Mail, and Chapter 12, Disclosing Records to Third Parties. Ensure appropriate action to
protect this information prior to forwarding by email.
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Section C-4:
DD Form 2839 Review Checklist

When processing the DD Form 2839, the MPS and AFPC/DP1TSR review the Airman’s record to
validate eligibility. At a minimum, consider the factors listed in item 7 below. Additionally,
utilize this checklist and instructions in Section C-3 or Section C-5, as appropriate, to ensure the
DD Form 2839 is correct. NOTE: Do not submit to AFPC any earlier than 3 duty days prior
to the CSB election effective date.

SECTION I: Personal Identification

Completed by the Airman — Verify accuracy of items 1-5 using LOSS SURF from MilPDS.

1 Name (Last Name, First Name, MI)
2 SSN (Full SSN with dashes)
3 RANK/PAY GRADE/BRANCH OF SERVICE
4 DIEMS: (Date Initially Entered Military Service). This
date must be on or after 1 August 1986. EXAMPLE:
19991010
5 DATE FOR DETERMINATION OF ACTIVE DUTY
SERVICE COMPLETED: This is the Airman’s
TAFMSD. EXAMPLE: 20000603
6 DATE OF NOTIFICATION: Date Airman
acknowledged CSB opportunity. Must match the
Acknowledgement Date in MilPDS. EXAMPLE:
20141210
AFPC validates the notification through the myPers marketing tab in the RNT console.
The marketing tab records when the member accesses the on-line notification. Use the
earliest date the “Web Page View” is recorded. (See below)

06/01/2016 12:27 AM Weh Page View CSA Thark You
06/01/2016 12:27 AM Weh Page Submit SR Motification web form

06/01/2016 12:24 AM Weh Page View CSR Matification weh form

SECTION II: Determination of Eligibility

Commander/Civilian Leader making the eligibility determination completes this
section.

7 Ensure appropriate block is marked and, if ineligible, a
reason was identified by the commander/civilian leader. If
ineligible, go to item 8.
MPS/AFPC validates eligibility of the Airman by considering, at a minimum, the items below.
Review all available sources including the LOSS SURF from MilPDS. If eligible, proceed to
Section IV. If an ineligibility factor exists, return case to the unit commander/civilian leader
for reevaluation.
Serving on active duty? (RegAF or HQ AGR on AA/BA
files in MilPDS)
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DIEMS/DIEUS date is 1 Aug 1986 or later?

(For enlisted) HYT set at 20 years of TAFMS or more?

Not projected for separation [Record Status (RS) 20]?

Not on Administrative Hold?

Not pending Medical Evaluation Board (AAC 37) or on
Medical Hold?

(For enlisted) Eligible for reenlistment or extension of
enlistment (RE code 1# or 2T, 2U)?

(For officers) Not under court-martial charges or under
investigation that could lead to court-martial (AAC 15, 17
or 21)?

(For officers) Not pending civil charges for an offense
that Manual for Courts-Martial (MCM) authorizes
confinement (AAC 15, 17, 21)?

(For officers) Not under Article 15 or court-martial
punishment or suspended punishment (AAC 12)?

(For officers) Not pending involuntary discharge (AAC
73)?

(For officers) Not serving on control roster (AAC 16)?

8 Date commander/civilian leader (or equivalent) determines
eligibility. The date must be the same as or after the date of
notification (item 6).

9a Include unit commander’s/civilian leader’s name and
grade.
9b Unit Commander/Civilian Leader signs.

SECTION III: Not Currently Eligible for Career Status Bonus
Completed by the Airman and a Witness.

10a Airman signs in the presence of witness.

10b Airman dates in the presence of witness. Date cannot be
prior to the date in item 8.

11a-11e | Witness completes all blocks. (Note: Please include the
physical address in item 11e.)

11f Witness signs immediately after Airman completes item 10.

I1g Witness dates immediately after Airman completes item 10.
Dates in items 10b and 11g must be the same.

SECTION 1IV: Eligible and Electing to Receive the Career Status Bonus
Completed by the Airman and a Witness.

12a Airman selects payment option.
12b Airman signs in the presence of witness.
12¢ Airman dates in the presence of witness. Date cannot be

prior to the date in item 8.

13a-13e | Witness completes all blocks.

13f Witness signs immediately after Airman completes item 12.

13g Witness dates immediately after Airman completes item 12.
Dates in items 12c and 13g must be the same.

File name: CSB PSD Guide Last Modified: 25 Jul 16
Please give us feedback! AFPC/DP3ST Ret & Sep Programs Page: 47 of 77




SECTION V: Eligible and Electing Not to Receive the Career Status Bonus
Completed by the Airman and a Witness.
(NOTE: Airmen choosing not to elect CSB do not need to complete the DD Form

2839)

14a Airman signs in the presence of witness.
14b Airman dates in the presence of witness. Date cannot be

prior to the date in item 8.

15a-15¢ | Witness completes all blocks. (Note: Please include the

physical address in item 15¢.)
15f Witness signs immediately after Airman completes item 14.
15¢ Witness dates immediately after Airman completes item 14.

Dates in items 14b and 15g must be the same.

SECTION VI: Service Recording of Election
MPS representative reviews the form for accuracy and ensures administrative corrections are made,

if necessary. Completes items 16 and 17 only when the Airman elects CSB in Section IV.

16

Election Effective Date: This is the date the Airman goes
over 15 years TAFMS, or if notified late and makes election
after 15 years of TAFMS, the effective date is the date
Airman signs to accept CSB — block 12c¢).

Example 1: TAFMSD is 15 Jul 2000. Election is made
before reaching 15 years of service; therefore, the election
effective date is 15 Jul 2015.

Example 2: TAFMSD is 15 Jul 2000. Member was
notified in May 2015 and signs the DD Form 2839 (item
12¢) on 1 Aug 2015; therefore, the election effective date is
1 Aug 2015.

17a-17¢

MPS representative completes all blocks. (Note: Please
include the physical address in item 17¢.)

17f

17f. MPS representative signs.

17g

17g. MPS representative dates the form. Date cannot be

prior to the dates in items 12c and 13g.
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Section C-5:

AFPC Actions When Processing a CSB Election

1. Upon receipt of a CSB CMS case, AFPC/DP1TSR reviews the attached documentation. If the
unit commander/civilian leader determines the Airman is ineligible, AFPC ensures the accuracy of
the DD Form 2839, updates the ineligibility in MilPDS, and sends to ARMS for filing.

2. If the unit commander/civilian leader/MPS determines the Airman is eligible to elect the CSB,
the AFPC representative reviews all available data to determine if circumstances exist which may
prevent the Airman from continuing on active duty to a minimum of 20 years of service. If an
ineligibility factor exists, AFPC returns the CMS case to the MPS to have the DD Form 2839
revised to identify the ineligibility factor. The MPS sends the revised form to AFPC through the
CMS within 10 days of receipt.

3. If the AFPC representative validates CSB eligibility, the AFPC representative reviews the DD
Form 2839 to ensure accuracy, using the DD Form 2839 Review Checklist at Section C-4. If
necessary, the AFPC representative corrects administrative errors or returns the form to the MPS
for correction.

4. To elect the CSB, the Airman must make an election and complete the DD Form 2839, section
IV, NO LATER THAN the date he or she reaches 15 years TAFMS or 6 months after
acknowledging the CSB election opportunity, whichever is later.

5. Ifthe Airman is claiming tax-exemption and the MPS indicates “Tax Exemption: Yes” in the
CMS case, the AFPC representative ensures a copy of the TDY order and completed travel
voucher is attached to the case to show the Airman was deployed during the month the CSB
becomes effective.

6. The AFPC representative works with DFAS to resolve pay problems that arise regarding CSB.
7. When processing CSB elections, AFPC takes the following actions:

a. Access the CMS system through AFPC Secure through the Air Force Portal.

(= B e Tam Py hm R e B
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b. The DoD Notice and Consent Banner appears. Click the “OK” button.

and Consent Bannel

You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only.
By using this IS (which includes any device attached to this IS), you consent to the following conditions:

~The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration tatmg, COMSEC monitoring,
network operations and defense, personnel duct (PM), law (cn)

-At any time, the USG may inspect and seize data stored on this IS.

-Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search, and may be disclosed or used
for any USG authorized purpose.

~This IS includes security measures (e.g., authentication and access controls) to protect USG interests--not for your personal benefit or privacy.

-Notwithstanding the above, using this IS does not constitute consent to PM, LE or CI investigative searching or monitoring of the content of privileged
communications, or work product, related to personal representation or services by attorneys, psychotherapists, or clergy, and their assistants. Such
and

rk re private and ial. See User for details.
e

c. The Windows Security pop-up appears. Select the non-email certificate and click the “OK
button.

Select a Certificate

Issuer: DOD CA-31
Valid From: 3/2/2014 to 3/2/2017
Click here to view certificate prope...

Issuer: DOD EMAIL CA-31
Valid From: 3/2/2014 to 3/2/2017

i OK I Cancel

d. Click on the “CMS” link.

My Stutt | Privacy & Secunity Policy | Contact Us

AIR FORCE
PERSONNEL CENTER AFPC Secure

["Welcome, U K T Applic: e fon Viewed Sites |

Click on the column headers to sort the list by that column
Click It 8 second time to reverse the sort order.

Click Here... | Application Title... {
Aape Alrmen Development Plan

AFEMS Il Air Force Fitness Management System 11

Ams Assignment Management System

ARMS Automated Records Management System

Civilian Career Brief Virtual Civilian Career Brief for Alr Force Appropriated Civilian Employees
CTos > Case Management System
- DUPWebNet40 Discoverer Users Password Web
i ~Cent EBis Employee Benefits Information System
EPROM Release Virtual Enlisted Promotion Release Web
FilRPA Stus Report | Fill RPA Status Report
HPERB Health Professions Education Requirements Board
Separating/Retiring? Please take time to Mil PDS Printview Net 40
create a UserID/Password before your MIPDSSasROINET 40 SAS MAICOM Manning Reports
departure. Go o "Create
LARrED | Mr tas Nicaveld Uppiet PARIS Libraries PARIS Electronic OPF Documents for CPFs
flght, next to Logout. This wil allow you | | PASCodes PAS Code Information Provider
10 login after you turn in your CAC 1D ans

« Force Shaping Information

access/download your DD Form 214 lnr EROA PerOnRd ccrie Dispisy Appcation
60 days after official RAW Retrieval Applications Web
separation/retirement date. BMS Requirements Mansgament Systen

YMPE Virtual Military Personnel Flight Suite of Applications

Civ Career Brief Data

Issues - UPDATED YPSC RBA Virtual Personnel Service Center - Role Based Access
Civillan employees can now access their Application List Display Preferences
Wmmo. ph:ugo Use Paging: () ves ® No # Items per Page: 101 v
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€.

File name:

Status Bonus (DP1TSR)” and click the “Select” button.

AIR FORCE RANDOLPH AFB TX (AFPC)
" PERSONNEL CENTER Arbx epanaioms (oron)

Superitses POC | MAICOM POC Bk el Cases
MPCIDEAS  SANDOLPH ATD T (ATPC)

Arvcoeas

The list of assigned responsibilities appears. Locate the line titled “AFPC TFSC Career

f. The “AFPC TFSC Career Status Bonus (DP1TSR)” summary of cases page appears. Click

on the button under the “Total” column of Referred cases.

AIR FORCE RANDOLPH AFB TX (AFPC)
PERSONNEL CENTER T s e Pt

Jres— T
> cases Location Move; Exceptional Family Member Program; Evaluation Appeal;
)

Certain Personnel (PPA)

Home Base Follow-On; Humanitarian Reassignment and Deferment Program; Voluntary Separation) Wahdraw/Can Vohntary Assigunent
must be coordinated by using the HR Review link In the Action block. System will ry Input screens; when completed, it will
automatically route the case to the proper office for action. Fallure to use the HR Review link will prevent processing of the case.

fer Duty Status cases to the AFPC Duty Information (TFSC-DPTOS) agency. Refer all PPA-Duty Status Change (AWOL/Deserter) cases to the
o AWOL/Deserter Pgm Mgr (DPWCM) agency.
CMS cases to the Total

Te provide you lnpraved cwstorar survice, we sek that yeu direct Fo v phone Inquiries pertaining to all the PPA type o
Center (TFSC). contact a TFSC Customer Service Representative at DSN 665-0102, COM 210-565-0102 or Toll-free (800)

ce Service Please
S25-010%. The TFSC Iy open 24/7 to assist you.
Nloa, the taining materfele $0d proceseing qguidance for all PPA type CMS cases and the Evaluations transmittal report are located on the
web site PSD Traning Matacal, Please Teview this lnk for important information.

Summary of Cases Requiring Action
Status/Type end st verdue
Reterred 3 0

Carver Status Bonus (ACTIVE DUTY ONLY)

Enter/Update/Request Statias o a Case

g. Click on the “Review” link to open a case.

a AIR FORCE
e PERSONNEL CENTER

rred(Total)

Titter:

CSB PSD Guide
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h. The CMS case opens. Review the notes in the “Case Description” box and scroll down to
the review the remainder of the page.

AIR FORCE RANDOLPH AFB TX (AFPC)
a PERSONNEL CENTER T B e For)

o e | Waporis | e mpmnsiics | e st | it

0 1S MANDATORY. INDICATE HOW SUMITTED: SCANNED AND ATTACHED ur FAXED. IMPORTANT NOTICE: SCANNED AND ATTACHED
M 210-565 4664

i. Locate the “Attachment (s)” area.

Emgloyee Type: ®
atification Date: 07

Flection ttectres Dates
Eection Option | 71

RANDOLPH AVE TX (AFPC) | AFPE TF s e, (OPTOT)
Action/Comments.

]

cante s

ermies S5 Las mame First mame.

j. In the event no documents were attached (or other corrective action is required), return the
case to the MPS by entering a statement in the “Action/Comments” block to identify the
issue and corrective action required by the MPS. Then click the dropdown list and locate
the office that referred the case to AFPC. Then click the “Refer” button.

RANDOLPIL AV TX (A1PC) / AIPC T1SE Career Statiss fomirs (DP10T)
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k. Ifthe DD Form 2839 is attached, click on the document name and a pop-up box appears.
Click the “Open” button.

F
1 ( )
Do you want to open or save CSB.pdf (981 KB) from w20.afpe.randolph.af.mil? Open Save - Cancel |

1. Pull a LOSS SURF from MilPDS and validate the Airman’s eligibility by using the DD
Form 2839 Review Checklist at Section C-4 and reviewing the data in MilPDS. If an
ineligibility factor exists, return the case to the MPS using the instructions in step j above.

Wed Sep 30 10:35:13AM 2015

PERSONAL DATE - PRIVACY BCT OF 1974 (USC 552a)

: 12 FUNG-CAT: R EUORFJFL
DOR: 01 FEB 2013 DLOC: KUNSAN ABS DUTY PH:
MDF: g ES KUNSAN AES. (BAF) QFF-S: .. BOQT
DRS: 07 SEP 2014 RNG-STATE: “%% SEDRRATION DRTA “**
REQUESTED APPROVED

WrARPECYE LS ++4+SERVICE DATES*** RET/SEP DATE:
CAF: 30172 DOB: 07 JAN 1383
DAF: 3D172 DAY DT: 03 OCT 2000 RSN/SPD:
ZAF: TAFMSD: 03 OCT 2000 SP-PROG/WVR:

1405 OT: TRACER:

ERD: 03 OCT 2000 LAW/RET-GR:
*# DROMOTTON #* DOS - 14 JUL 2013 FORCE ADT:
GR PRI/NR: DOS PREV;1]l AUG 2014 RSN: ORDER/DATE:
SVC-COMP:- R DIEMS: 20 APR 2000 APPL-DT:
REG IT: IQE: SYR 8MO ODYS EYT/RSN: 03 OCT 2020/R
COMP-CAT: DOE: 15 NOV 2013 CE/BE/ETS: 4/1M/14 JUL 201%
BTIZ: ADMIN-HLD;NQ MED-HLD:NO MEMO-DT:
S0C: VSI/ER:
MS50: SEPIND:
ADV_DT: STAT-ID:
BDV-GRO/CD:  / DEROS/RSN: 07 SEP 2015/F3 SEP-ID:
ELIG-STAT: ¥ . ELIC - ELIGIBLE FOR SEIE CHG/CANX/FLAG:

4% PRJ RES/GUARRD BRS #+ APR-LVL/CHER:

DAS: YMORFFJN OVER-4/SPEC-PAY:

AFR SEC ID: RME:
¢¢¢¢¢¢ BESTRICTTONS ### e whwah DRT ASGMT s

07 SEP Z015/PERMANENT CE RNLID: 25 OCT 2015
11 AUG 2014/PERMRNENT CH ASG/NOTIF:Q4 JUN 2014/14 JUW 2014

ADSCD 03 OCT Z013/PERMRNENT CH PROJ PAS: YMORFEJIN
RAC-1: ALC-1: ADN: oze
AAC-2: ALC-2: PpCl:

BAC-3: ALC-3: PECZ: RED

AEFI: XL LEFI VULNERABILITY PERIOD:

EXCLUSIONS:

UIF: WME -

DME IAST/YR: AIRMMN LEADERSHIP § / 2007  EPR: 4B _4E G5B EB G5B

EDUC: €0-3% SEMESIER COM 02 DEC 2006

LOST DAYS: O ACF: w#« DUTY STATUS w*+
10-ASCH TRANS-DET P

DUTY INFQ *&bewbbdt dbsdbbsssbsbss EFF- 10 SEP 2015
< YBER TRANSDORT SYSTEMS END: 04 NOV 2015

DAFSC: 3D172 SPD TRACER DREV:

DTY-EFF-DT: 07 SEP 2014

BQE SCORES: GEN-J4. ELEG-93 ADM-80 MECH-68

ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ PERSONAL DITA bt hih bbb

MARITAL STATUS: MARRIED
# DEPENDENTS IN HHLD: @

CORE ID:

m. Ifthe Airman is eligible, review the DD Form 2839 for accuracy using the DD Form 2839
Review Checklist at Section C-4. If the form is not correct, return to the MPS for
correction using the instructions in step j above.

n. Once the AFPC representative confirms the Airman is eligible and the DD Form 2839 is
correct, print a copy of the DD Form 2839 for filing in ARMS.
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0. Enter the statement “Service dates verified. Please issue payment” in the “Actions/Comments”
section. Then click the dropdown arrow for the “Refer Case to” block and select “DFAS AC
Reenlist/Extend/Bonus/LSL” and click the “Refer” button.

ANDOLPH AFB TX (AF#C) | AFPC TFSC Carcer Status Boos (DPTOT)

..... me First mame ar Grade as

p. A pop-up screen appears. Confirm that the case is being sent to the correct office and click the
“OK” button. Select the “Cancel” button if the office listed is incorrect.

Message from webpage E ﬂ

Ie Are you sure you want to REFER this case to
| DFAS AC REENLIST/EXTEND/BONUS/LSL?

[ 0K H Cancel ‘

g. The “Case Review Successful” page appears. If the AFPC technician makes corrections to the DD
Form 2839, a corrected copy must be attached to the case. Click on the “Add Attachments for this
Case” button.

& AIR FORCE RANDOLPH AFB TX (AFPC)
e PERSONNEL CENTER ASPE IFSC Career Staties OETOT,

Thank you for reviewing this case. Your comments have been stored with the case. If you would like to create/review another case, please return to the
CMS home

The “Attached Files” screen will appear. Click the “Browse” button.

Attached Files

n ave
Add Attachment: Browse.. Attach File
T
uctions:
"
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Locate the file using the Browse option. It appears on the “Add Attachment” line. Click
the “Attach File” button to attach it to the case.

Add attachments 1o Case 8648572
FOR: SSAN;

[ None file(s) have been attached! J——
Add Attachment: C:\Users\1082069205C\Desktop\  -DD2839-Corrected. pdf Browse...

tis 4 Megabytes (4096 KB)

The file appears under the section titled “File Name”. Continue to attach documents as
needed. Once completed, click the “Finish” button.

Attached Files
Add attachments to Case# 5645672
FOR: SSAN;

File Name: File size Attachment Date

[ -opasas-comecteapar ssek 5-002015 10:12:51 A

Add Attachment: ﬁ Browse. Actach File
Instructions: ~——————
. on t se
e e case

r. The “Case Review Successful” page appears. Click on the “Continue Reviewing Cases” link to review
more CSB elections.

& AIR FORCE RANDOLPH AFB TX (AFPC)
PERSONNEL CENTER ASPC TISC Carcer Staties Bonus. (DPTOT)

Thank you for reviewing this case. Your comments have been stored with the case. If you would like to create/review another case, please return to the
CMS home page.

8. Update the CSB election in MilPDS by following the instructions in Section D-3.
9. Mark the DD Form 2839 as “Reviewed” and include the date completed.

10. Send the DD Form 2839 to ARMS for filing.
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Section D:
Update Procedures for MilPDS

1. AFPC/DP2STM updates the CSB Acknowledgement Date (i.e., the date the Airman was
notified of the CSB opportunity) using the batch update procedures outlined in Section D-1. This
update typically is accomplished the first week of the month following the acknowledgement

month. If necessary, the acknowledgement date may be updated manually using the procedures in
Section D-2.

2. If the unit commander/civilian leader determines that the Airman is not eligible to elect the
CSB, AFPC updates the CSB election code to “1 — member not eligible to elect CSB”. The
update is done at the time the CMS case is processed (as described in Section C-5).

3. When an Airman elects the CSB, AFPC updates the CSB election code to “2 — Member
eligible and member did elect the CSB”, using the procedures outlined in Section D-3. The
update is done at the time the CMS case is processed (as described in Section C-5).

4. If an Airman does not elect the CSB within the notification window, AFPC batch updates the
CSB Election to “3 — Member eligible but declined and/or failed to take action by suspense date™.
This update is typically accomplished the first week of the month following completion of 15
years of TAFMS. If necessary, the acknowledgement date may be updated manually using the
procedures in Section D-2.

RESPONSIBILITIES:

AFPC MILITARY RETIREMENTS & SEPARATIONS SECTION (AFPC/DP2STM):
Identify Airmen completing notification acknowledgements

e Provide monthly listing of acknowledgement dates to AFPC DMO for batch updating
e Identify Airmen not making election by 15 years, 1 month TAFMS

e Provide monthly listing of election updates to AFPC DMO for batch updating

AFPC MILITARY RETIREMENTS SECTION — CSB PROCESSING (AFPC/DP1TSR):
e Manually update notification acknowledgement in MilPDS as required
e Update CSB elections when processing CMS cases
e Manually update election codes to “3™ as required
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Section D-1:

AFPC Actions to Batch Update Acknowledgment Dates in MilPDS

The CSB Acknowledgement Date is the date the member was notified of the CSB

opportunity. Since the notification process is automated, AFPC runs a report to identify the
individuals who completed the on-line acknowledgment and uses it to complete a batch update
of the records.

1. Approximately the 5™ day of each month, AFPC identifies the Airmen who were notified of the
CSB opportunity during the previous month. To identify these Airmen:

a. Access the Reports Explorer in the Analytics Section of the RightNow Technology (RNT)
system.

Analytics
Pty

b. The Folders screen appears. Click on the “+” to the left of the folder titled “Military
Reports™.

EINT Manoged Services Craated Reparts for Roview
RNT System Suppert

Eaacy|

Sales
sap

Service
sv

TF PEB Review
TF PM Project
£2 My Reparts

FIFIFE
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c. Click on the folder titled “CSB Notifications™ and the available reports appear on the right
side of the page.

Foders
513 Pubic Reparts
[z Aimmen & Famity Oiv

Inital P, Flehesh on Exit
e
Ho
Yoz

Yes

FEEEF

un - Rekesh on Edi

e. The “Search” box appears. Select the date range desired. Be sure to change the start time
to 12:00 AM and the end time to 11:59 PM. Then click the “Search” button.

Search XS
Filters |
Start Date* End Date*
08/01/20151200AM  [55) 108/31/201511:59PM (%)
[ | Relative || Relative
J
Limit and Order ]
[ Per Page
Order by Update Date-Asc
e — 4
Restore Defaults Reset I ( [ Search ] Cancel
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f. The system generates the report which identifies the Airmen who have completed the
automated acknowledgement during the previous month.

T2 Reparts Explorer | L S8 MIPDS Update - Last Manth
CSB Mailing
ub Title

SSN MIlPDS Grade  Full Name. How Acknowledge Update Date
C58 Notfication Admowledgement  31-Aug-2015
St Natfcaton Adrawledgement  05-Aug-2015
€S8 Notfcaton Arowledgement  11-Aug-2015
Wb Page Viw 04-Aug-2015
CSB Natification Acknowledgement 25-Aug2015
Web Page view Ot-hug 2015
€SB Natification Acknowledgement 06-Aug-2015
€S8 Notfication Admowledgement  17-Aug-2015

CSB Notfcaton Ackrowledgement  D3-Aug-2015
S8 Notfication Adrowledgement  20-Aug-2015
Web Page View 03-ug-2015
We Page view 124092015
5B Notiication Adrowledgement  26-Aug-2015
€38 Notfcation Adrowkdgement  07-Aug-2015
€58 Notffcation Adkrowledgernent  05-Aug-2015
€SB NoUfGatn Adkrowkogement  29-AUg-2015
5B totfcation Adrowlecgement  18-Aug-2015
CSB Notfeaton Adrowledgement  29-AUg-2015
5B Notfication Adrowldgement  09-Aug-2015
€SB Notication Ackrowkgement  03-Aug-2015
CSB Nobfication Acknowkeegement  09-Aug-2015
€SB Notfication Adkrowledgement  07-Aug-2015
50 Natfiation Adowlecgement 2360 2015
€S8 Nobfiation Acknowledgement  10-Aug-2015
€SB Noufication Ackrowkecgement  07-Aug-2015
CSB Natficatin Adrowlecgement  05-Ag-2015
S8 Notfication Adnowledgement  D4-Aug-201S
€58 Natficaton Achrowledgerment  5rAug-2015
€SB Natfcaton Ackrowkegement  LI-AUG-2015
€58 Novfcation Adknowledgement  17-Aug:2015
€SB Notiieation Adrowledgement  05-Ag-2015
58 Notfication Adrowldgement  04-Aug-2015
€58 Natfication Adrowkdgement  10-Aug-2015

g. Click the “Export” icon at the top of the page and a drop-down menu appears. Select
Excel.

te t araye 0- vy Ac } 4 appies
pis
I "0
-- F\Z=
PO
Crade ol = MY 1D
- "
- -

h. The “Export Options™ screen appears. Click the “OK™ button.

- |
)

V| Lounch Application
| Append dote/time to file name using the following format  *0v "o “od "aH M LS Reset
. Save the selected directory as the default directory

Repon Options

Add report name to output

Excel Options |

Convert ol dotes into excel formatted dates
¥ Include cell images
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i. A “File Exists” pop-up box appears. Click “Yes”.

File Exists

y ! The file already exists. Are you sure you wish to replace it?

Yes J [ No

j. The system creates the report in Excel format. Delete the first two lines.

. [csB Maiting sub Tite

k. Change the format of the SSNs to add in the dashes. Select the SSNs on the spreadsheet.
A small box appears with a yellow diamond in it. Right click on the diamond and select
“Convert to Number” option.

. Right click on the selected SSNs and click on “Format Cells”, a pop-up box appears, select
“Special” and “Social Security Number” and click “OK”.

Format Cells -0 ]

Mumber | Alignment | Font | Border | Fil | Protecton

Category:

General » | | Sample

Number 368-94-1575

Currency

Actounting Type:

%‘m‘: |Zip Cade

Percentage ZpCode +4

Teton

Scientific s

Text

Custom L =
Locale (location):
Englsh (United States) |E|

Spedial formats are useful for tracking kst and database values.

L
= N — —
e ——

m. Save the file on the Restricted drive under the CSB=Monthly Notification Process=
Acknowledgement Date-Batch Update Rosters folder. Save it as “CSB dataload-Notified
XXX XX (XXX XX is the month and year of the notification).

MName ¥ Date modified Type Size

“] CSB dataload - Notified Sep 15
4] CSB Dataload - Notified Aug 15

Microsoft Excel W.. 38 KB

Microsoft Excel W.. 41 KB
‘{I CSB Dataload - Notified Jul 15 Microsoft Excel W... 41 KB
File name: CSB PSD Guide Last Modified: 25 Jul 16
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n. Prepare an email to the AFPC Data Management Office (DMO) to request the batch
update. Attach the file to the email and send to DMO. Track for a response.

SAMPLE EMAIL:

FROM: AFPC/DP2STM

TO: AFPC DMO
SUBJECT: CR #8303 AND # 10449 - REDUX I (ACKNOWLEDGEMENT DATES)

Here is the list of CSB acknowledgement dates for data load. Some may be inserts and some

may be updates. If there are any questions or problems, please let us know. Thanks.

2. Upon completion, the DMO notified AFPC/DP2STM of completion.
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Section D-2:

AFPC Actions to Manually Update
Acknowledgement Dates in MilPDS

1. To update the Acknowledgement date in MilPDS, log into the system and locate the
“CSB/REDUX” function under “DPP-Personnel Programs”. Double-click on the link.

¥ Navigator - HQ AFPC/DPPRR (09/130)

Functions | Documents

DPP - Personnel Programs:CSB/REDUX

+ DPA - Assignments - 1
- DPP - Personnel Programs
& + Evaluations
B ‘ % Qua\ity_FUrce B |
+ Promotions
Enlisted Education
Verify Eligibility
Retirements/Separations
Award and Decorations '
Decoration Suspense
Reenlistments
Language
Tahle b

&

N
*h'ii
-

2. The “People Folder” appears. Press the F11 key.

O People Folder 1o x]
|
SSAN Name Rank Rec Stg|Dy Phone PAS Unit
I e
4 »
CSB/REDUX
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© People Folder

g

SSAN | Name
J 123456789

1l

CSB/REDUX |

Rank Rec Sta Dy Phone PAS Unit

4. The Airman’s information appears.

2 People Folder

&

SSAN
1

Name Rank

CSB/REDUX

o

Rec Stz Dy Phone PAS Unit

RJO9F7JH  |OL DPF=

© REDUX Transactions (Query Only)

Type

[[renu

‘ Detaiis/

File name: CSB PSD Guide
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3. Enter the Airman’s SSN, with dashes, and press the Ctrl and F11 keys.

5. The “REDUX Transactions” screen appears. Click on the “Details™ line.
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6. The “Extra Person Information™ screen appears.

© Extra Person Information 1]

Election Effective Date \

Election Code |
Acknowledgement Date
DFAS Output Date

CSB Option
L1l | b

Qanceljl Clear | Help J\

7. Enter the notification date on the line titled “Acknowledgement Date” and click the “OK”
button.

O Extra Person Informeation

Eleclion Effective Date
Election Code
Acknowledgement Date 11-SEP-2015
DFAS Output Date |
CSB Option

« »

ancel Clear Help

8. Click on the “Save” icon to save the change.

File Edit Vi Tools Window Heip
-;zvmam € g TP & ?
o

© REDUX Transactions (Query Oniy)

ype
Jreoux

Details
11-SEP-2015 i

9. A pop-up box appears indicating the change was applied and saved. Click the “OK” button.

I’g FRM-40400: Transaction complete: 1 records applied
A

and saved.
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Section D-3:

AFPC Actions to Update CSB Elections in MilPDS

When processing the CMS case as described in Section C-5, the AFPC technician ensures
MilPDS is updated before a completed DD Form 2839 is sent to ARMS for filing. The
MilPDS Extra Person Information form for CSB is used to capture the member’s election.

Explanation of CSB Data Fields

Election Effective Date — The CSB election is effective the date the member completes 15 years
TAFMS or the date the DD Form 2839 is signed if the member is notified late and completes the
form after 15 years of service. This is documented in item 16 of the DD Form 2839.

Election Code: Identifies the member’s choice to accept CSB or revert to the High-3 retirement
plan.

Election Code 1: Member not eligible to elect CSB

Election Code 2: Member eligible and member did elect CSB (completed the DD Form 2839,
item 12)

Election Code 3: Member eligible but declined and/or failed to take action by suspense date

DFAS Output Date: This data field is currently not used.

Acknowledgement Date - The CSB Acknowledgement Date is the date the member
acknowledged the CSB opportunity during the CSB notification process. This is documented
in MilPDS during the automated notification process and recorded in item 6 of the DD Form
2839.

Updating CSB Elections to Code 1 —
Member not Eligible to Elect the CSB
1. Upon receipt of DD Form 2839 documenting an ineligibility for CSB, log into MilPDS and
locate the “CSB/REDUX” function in “DPP-Personnel Programs”. Double-click on the link.

Funcions  Documents
DPP - Personnel Programs: CSB/REDUX
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2. The “People Folder” appears. Press the F11 key.

O People Folder

=]

SSAN Name Rank

Rec Stg Dy Phone

I

PAS

4

| CSB/REDUX |

CSB/REDUX

© People Folder MEE
£l
|SSAN Name Rank Rec Stg Dy Phone PAS Unit
J 123456789 [ =
7] G
CSB/REDUX |
4. The Ai ’s inf i
. The Airman’s information appears.
= People Folder = &0
&
SSAN Name Rank | Rec Stz Dy Phone PAS Unit

File name: CSB PSD Guide
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3. Enter the Airman’s SSN, with dashes, and press the Ctrl and F11 keys.
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5. The “REDUX Transactions™ screen appears. Click on the “Details™ line.

|| REDUX Ttahsactions (Quety Tty —Iolx

Type
I ReDux

Details /

.O7-MAY-2015. [ 1

6. The “Extra Person Information™ screen appears.

© Exira Person Information £l

Election Effective Date |
Election Code
Acknowledgement Date |07-MAY-2015
DFAS OQutput Date

CSB Option
]

[ oK Cancel Clear | Help

7. Update the Election Code with “1” and click the “OK” button.

© Extra Person Information L)

Election Effective Date
Election Code 1 Member not eligible to elect CSB
Acknowledgement Date TTEIINEIRE
DFAS Qutput Date
CSB Option

0

ancel Clear Help

8. Click the “Save” icon to save the change.

Fie Ean s Toci= Window et
éabmaw T e AT P E  E a2

Type
I Repux

Details.
1.07-MAY-2015 s
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9. A pop-up box appears indicating the change was applied and saved. Click the “OK” button.

"g FRM-40400: Transaction complete: 1 records applied
!

and saved.

Updating CSB Elections to Code 2 —

Member Eligible and Electing the CSB

1. Upon receipt of a DD Form 2839 documenting an Airman’s election of the CSB, log into
MilPDS and locate the “CSB/REDUX” function under “DPP-Personnel Programs”. Double-click

on the link.

A Navigator - HQ AFPC/DPPRR (09/120)

Functions \ Documents

DPP - Personnel Programs:CSB/REDUX

+ DPA - Assignments =
- NPP - Personnel Programs
& | + Evaluations
T| + Quality Force oy ‘
+ Promotions T—
Enlisted Education

E Verify Eligibifity

& | Retirements/Separations
TG| CSB/REDUX

— Award and Decorations

Decoration Suspense
Reenlistments
Language

Table

2. The “People Folder” appears. Press the F11 key.

O People Folder HE

2

SSAN Name Rank | Rec Sta Dy Phone PAS Unit

«

CSB/REDUX |
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3. Enter the Airman’s SSN, with dashes, and press the Ctrl and F11 keys.

© People Folder
2|

J 123456789

K|

CSB/REDUX |

SSAN IName Rank Rec Stg Dy Phone

PAS

Unit

4. The Airman’s information appears.

= Peaple Folder

&

SSAN Name
| [ . o

CSB/REDUX

Rank |Rec St Dy Phone

PAS

RJOIF7JH

Unit
OL DPF*

5. The “REDUX Transactions” screen appears. Click on the “Details™ line.

> REDUK Transaztions {Guery Oy

Type
I reDuUX

Details /

07-MAY-2015

6. The “Extra Person Information” screen appears.

© Extra Person Information

Election Effective Date |
Election Code
Acknowledgement Date |07-MAY-2015
DFAS Ouiput Date

CSB Option
i

File name: CSB PSD Guide
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( ok | |cancel

Clear |
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7. Enter the following from the DD Form 2839 and click the “OK” button.
-- Election Effective Date (from block 16)
-- Election Code — Enter code “2”
-- CSB Option (from block 12a)

© Extra Person Information )

Election Effective Date |03-0CT-2015
Election Code |2 Member eligible and member did elect CSB
Acknowledgement Date 07-MAY-2015
DFAS Output Date
CSB Option (1 One payment of $30,000
.

;
ancel Clear Help

8. Click the “Save” icon to save the change.

© REDUX Transactions {Query Only)A LAGEY) CER
I

Type
[ renux

Details
03-0CT-2015.2 07-MAY-2015. 1 il

9. A pop-up box appears indicating the change was applied and saved. Click the “OK” button.

'g FRM-40400: Transaction complete: 1 records applied
43

and saved.
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Section D-4:

AFPC Actions to Batch Update Election Code 3

Airmen must make an election for the CSB by the date they reach 15 years TAFMS, or 6
months from the notification date, whichever is later. If the election is not made, AFPC
updates the CSB Election Code to “3” to indicate an election was not made.

1. During the first week of the month, AFPC/DP3ST receives a report from AFPC/DSYD which
identifies the Airmen who reach 15 years, 1 month of TAFMS during the current month. AFPC
reviews the report and prepares it for batch update in MilPDS. To prepare the report, take the

following steps:

a. Locate the report titled “CSB No Election™.

b. Filter the report to identify the individuals who don’t have an acknowledgement date in
MilPDS by clicking on the dropdown arrow for the column titled

“CSB_Acknowledgement Date”.

|
3

Plelclelelelelelelelelelelelele e

0IMAR201S

c. Click the “(Select All)” box to unselect the records.

mos - | CS8_Acknowledgement Date - |

HEEHEEEHEHEHEEEEEEEE

0IMAR201S
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d. Click the box to the left of “0” to select the records with no Acknowledgement Date.

CSB_OPTION - I €SB_Acknowledgemaent_Dat ¥ EJ
| N sonawz o |
4l sgaz 0
= » |0

. 0
- ‘ o o |
"lo
. o
= 20
- Nyt AX . o]
D o
2018 0
= ourR01S o
oPR2013 -
| - CIMG2013 0 |
CIMAROLY 0
1 IMAY2015 ’o_
- CAAPR201S - ]
- 10 |
o ot | 10

@

The list of individuals with no Acknowledgement Date appears. Cut and paste these
records into another Excel spreadsheet to research later.

A 8 c ] E F 3 H 1 K L

ol ms - Duty_Status 'S‘Mu!‘omwn!'E 0os J €38_Flaction_Cod - | €58 Flaction_Effective_Datc - | €58_OPTIO! - | CSB_Acknow|

1020CT2017 | iNONE USTED)

JoaFen2017 [iNONE LiSTED)

(NONE LISTED)

305672016 ___|(NONE LisTED)

035€2020 __[(NONE LSTED)

08AUG3888__[(NONE USTED)

3056P2020 | (NONE UISTED)

14APR2000 305672017 | (NONE LiSTED)
vLi09 305672020 ___|(NONE LSTED)

0V1997
13N0V1999 [20
01APR1999

0SAUG3888__|(NONE LSTED)
[1N0Va015 SE1_|(NONE LisTED)
28FE82017 _|(NONELISTED)

305£P2020 |INONE ISTED)
31MARZ016__|(NONE LISTED)
08AUG3888__|(NONE LISTED)
3056P2017___|(NONE ISTED)
3056P2017 __|(NONEUSTED)

03APR2000 |10
14N0V1939 [10

sEEEREEEEFEEEE e

™

Click the box to the left of the “(Select All)” option to unfilter the report.

|
C$8_0PTION - ‘ CS8_Acknowledgement_Dat. ¥ | cs8

Camcw
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g. Click the “OK” button.

)
!
1
.

e S

;Js':m : ‘ €58 _Acknowladgement_Dun. T L:&ogg,

h. The remaining names appear.

[ E F 3 1 i K L
DIEUS - Duty_Status - |Servics,_Compona - os €5B_Elaction_Cods - | CSB_Election_Effactive_Datt - | €SB_OPTIO! J €58_Acknow!

09MAY2000 R 281aN2016 | (none LsTED) o |23uN2015
210011999 R 287EB2018 o D3MAR2015
S00EC1999 ® 22MAR2O17 o 0SAPRZO1S
251AN2000 R 2aMAR2017 o 01APRZ015
210EC1999 |10 20 281UL2015-091AN2016 ® 2002017 o D4MAR2015
27)UN2000 0 0BAUG38EE o 10MAR2015
111AN2000 0 05APR2020 o 06APR2015

3000 |10 09 245EP2015-020€T2015 R 231UN2019 | (NONE LISTED) o 09MAR2015
314062000 |11 10 055EP2015-220CT2015 R 265€P2020 | (NONE LISTED) o 23MAR2015
237EB2000 |10 ® o
o8seP1999 |13 ® o
14APR2000 |10 R o
27DEC1999 |10 09 145€P2015-020CT2015 R o
0amAv2000 |10 | R [1esepz016__[inone usTeD) o

Delete all the columns except Name, SSN, CSB_Election Code,
CSB_Election_Effective Date, CSB_Option, CSB_Acknowledgement Date, and
CSB_DFAS Output_Date.

A B

1 Name

SSN Ij CSB_Election_Code | -

€

D

CSB_Election_Effective_Date [ 3

E

F

CSB_OPTION EI CsB_Acknowled;

G

: Date ||  CSB_DFAS_Output_Date |- |

Enter code “3” into the column titled “CSB_Election Code™.

Coda - | C38_Elaction Efactiva_Data - Data | c38_DFAS Output Data -
0 0
o 0
o (B
o o
0 o
o o

0

o

0

0

o
o o
o s o
o os 0
o (osnAz01s 0
0 0
o Toamaszoss o
o Toamanzoas o
o o
0 0
o 0
o o
o 0
0 0
o o
o 0
0 o
0 0
" o
o o
B o
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k. Save the Excel file to the CSB=Election Code Updates folder. Name it “Roster to DMO —
TAFMS XXX XXXX”. (XXX XXXX is the year & month of the TAFMSD for the
Airmen listed on the roster.)

=

MName Date modified Type Size

File folder

Old Process Clean up
4] Roster to DMO - TAFMS Aug 2000 ...
4] Roster to DMO - TAFMS Sep 2000

Microsoft Excel W... 95 KB

40 KB

. Attach the file to an email to the AFPC Data Management Office (DMO), requesting
update of the records.

Sample email:

From: AFPC/DP2STM
To: AFPC DMO
Subject: FOUO\ CR # 8303 - REDUX I (ELECTION CODES)

Attached is the list of records requiring update of the CSB election code. Please let us
know if you have any questions or concerns. Thanks.

NOTE: Ensure the email is encrypted and identified as containing PII.

m. AFPC DMO performs the batch updates to the records and responds when the updates are
complete.

Sample Response:

From: AFPC DMO

Sent: Friday, September 25, 2015 3:32 PM

To: AFPC/DP2STM

Subject: FOUOW RE: CR # 8303 REDUX I (ELECTION CODES)

Data loads are completed. Please verify.
n. Review several of the records in MilPDS to ensure the dates are loaded correctly. Notify
AFPC DMO of any issues.
2. Research the remaining records to determine why Acknowledgement Dates aren’t loaded. If

Airman was never notified, include in next notification process (as outlined in Section B-1) or
complete follow-up (as outlined in Section B-7) if Airmen were notified and never acknowledged.
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Section E:
CSB Factsheet
Airmen who entered uniformed/military service on or after 1 August 1986 have the option of choosing to
revert to the High-3 retirement plan or remain under the REDUX retirement plan and receive a $30,000 Career

Status Bonus (CSB) at 15 years of Total Active Federal Military Service (TAFMS). CSB is governed by
U.S. Code, Title 37, §354.

Which Retirement System Applies to You

Your DIEMS (Date of Initial Entry to Military Service) or DIEUS (Date of Initial Entry to Uniformed
Services) is the date that you FIRST entered the military or uniformed service. This is the first time you
enlisted or joined the active component or reserves. This date is fixed---it does not change. Departing the
military and rejoining does not affect your DIEMS.

Your pay date may be different than your DIEMS, and your DIEMS does not determine when you have
enough time in the service to retire---it only determines which retirement system applies to you. If you are
unsure of your DIEMS date or believe your records are incorrect, contact the AFPC Service Dates
Verification Branch to discuss your particular situation.

Once you verify your DIEMS, you can determine which retirement system applies to you.

Criteria to Receive
System

DIEMS on or after September 8, 1980, but before August 1, 1986 OR DIEMS on
High-3 or after August 1, 1986, AND did not choose the Career Status Bonus and
REDUX retirement system

DIEMS on or after August 1, 1986, AND elected to receive the Career Status
CSB/REDUX | Bonus (if you do not elect to receive the Career Status Bonus, you revert to the
High-3 retirement system)

High-3 Year Average Retirement System

This system applies to members who first entered Service after September 8, 1980, but before August 1, 1986.
It also applies to individuals who entered on or after August 1, 1986, who do not elect the REDUX retirement
system with the Career Status Bonus at their 15th year of service.

Each year of service is worth 2.5% toward the retirement multiplier; hence, 2.5% x 20 years = 50% and 2.5%
x 30 years = 75%. The longer you stay on active duty the higher the multiplier and retirement pay.

High-3 50% 52.5% |55% 57.5% 60% 62.5% 65% 67.5% 70% 72.5% |75%

This multiplier is applied against the average basic pay for the highest 36 months of your career. This typically
equals the average basic pay for the final three years of service. Also, remember only basic pay is used in
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retirement calculations in all retirement system options. Allowances and special pays do not affect retired
pay.

Cost of Living Adjustments (COLA) are given annually based on the increase in the Consumer Price Index
(CPI), a measure of inflation. Under the High-3, the annual COLA is equal to CPI. This is a different index
than the one used for active duty annual pay raises. The index used for active duty pay raises are based upon
average civilian wage increases. Thus, retirement pay COLAs and annual active duty pay raises differ.

CSB/REDUX Retirement System

The Military Reform Act of 1986 created the REDUX retirement system and it applies to all members who
joined on or after August 1, 1986. The National Defense Authorization Act (NDAA) for FY2000 amended
this system to allow those in this group to choose between the High-3 retirement system and the REDUX
retirement system, and it added a $30,000 Career Status Bonus as part of the REDUX retirement system.

To remain under the CSB/REDUX retirement system, you must elect to receive the $30,000 Career Status
Bonus at 15th years of service. The REDUX retirement system and Career Status Bonus is a "package deal."
The combination of these two items can be advantageous to many individuals. The REDUX portion
determines retirement income (the longer one's career, the higher that income) and the $30,000 Career Status
Bonus provides current cash---available for investing, major purchases, or setting up a business after
retirement.

REDUX System Details

The REDUX multiplier calculation and annual cost of living adjustments differ from the other systems. Also,
REDUX has a catch-up increase at age 62 that brings the REDUX retired pay back to the same amount paid
under the High-3 System. REDUX is the only military retirement system with a readjustment feature.

Under the REDUX retirement plan, each of the first 20 years of service is worth 2.0% toward the retirement
multiplier, but each year after the 20th is worth 3.5%. Therefore, retirement at 20 years would result in a
multiplier of 2.0% x 20 years = 40%. But the multiplier for a 30-year career is computed as 2.0% times the
first 20 years (40%) plus 3.5% for the 10 years beyond 20 (35%), resulting in 75%. The table below
summarizes the initial multiplier at various years of service under REDUX.

REDUX 40% 43.5% |47% 50.5% 54% 57.5% 61% 64.5% 68% 71.5% |75%

Under REDUX, the longer you stay on active duty the closer the multiplier is to what it would have been
under High-3 retirement plan. In precisely the same way as High-3, this multiplier is applied against the
average basic pay for the highest 36 months of the individual's basic pay. This typically equals the average
basic pay for the final three years of service. Also, remember this is basic pay; allowances and special pays
do not affect retired pay.

Cost of Living Adjustments (COLA) for retired pay are given annually based on the increase in the Consumer
Price Index (CPI), a measure of inflation. Under REDUX, the COLA is equal to CPI minus 1%.

A feature unique to REDUX is a re-computation of retirement pay at age 62. Two adjustments are made. The
first adjusts the multiplier to what it would have been under High-3. For example, a 20-year retiree's new
multiplier would become 50%, a 24-year retiree's multiplier would become 60% but a 30-year retiree's would
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remain 75%. This new multiplier is applied against the individual's original average basic pay for his or her
highest 36 months. Then the second adjustment is done. Full CPI for every retirement year is applied to this
amount to compute a new base retirement salary. At age 62, the REDUX and High-3 retirement salaries are
equal. But, REDUX COLAs for later years are set at CPI minus 1%.

The $30,000 Career Status Bonus

If you elect the CSB/REDUX retirement system at your 15th year of service, you will receive the $30,000
Career Status Bonus. To receive this bonus, you must agree to complete at least twenty years of active duty
and retire under the REDUX retirement plan. Continuation beyond twenty years is possible, subject to
personnel programs and restrictions at that time; however, your commitment with the CSB is only to the 20-
year point. The entire $30,000, or first installment payment for those electing a multi-year payment option,
is paid shortly after you make the CSB/REDUX election. If you elect the bonus in installments, the remaining
payments are made in January of the subsequent years.

Generally speaking, if you fail to complete 20 years of active service, by law, you are required to return a
pro-rated share of the CSB for the time you did not complete. You may also be required to repay the unearned
portion of the bonus if you transfer to another component/branch of service and have a break in service or do
not remain on continuous active duty. Recoupment of the pro-rated amount would be waived in cases of
death, disability retirement, or separation under a service program where you were requested to separate or
retire early.

Typically, the CSB is taxable income unless the CSB election is effective during a month when you are
serving in a Combat Zone or Qualified Hazardous Duty Area. There are limitations to the taxability and
the rules vary if you elect the lump sum payment or installments; therefore, it is important that you
receive counseling before making an election. If you receive the bonus in a single payment, by using a
Thirst Savings Plan (TSP), you may shelter up to the IRS maximum from taxes by placing it into a TSP
account. However, if you receive the bonus in installments, you may contribute money to the TSP each year
and increase the amount you are sheltering from taxes. For more information, contact the Defense Finance
and Accounting Service, the Internal Revenue Service or go online to the Thrift Savings Plan web site for
information on potential tax savings.
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Frequently Asked Questions

Q.1: How do I know what retirement plan applies to me?
A: Your Date Initially Entered Military Service (DIEMS) determines which retirement plan applies to you.

Criteria to Receive
System

DIEMS on or after September 8, 1980, but before August 1, 1986 OR DIEMS on
High-3 or after August 1, 1986, AND did not choose the Career Status Bonus and REDUX
retirement system

DIEMS on or after August 1, 1986, AND elected to receive the Career Status
CSB/REDUX |Bonus (if you do not elect to receive the Career Status Bonus, you revert to the
High-3 retirement system)

Q.2: When do I have to decide on the CSB/REDUX?
A: Typically, you must decide between 14 1/2 and 15 years of service. If you receive your notice of CSB
eligibility late, you have 6 months from notification to make your decision.

Q.3: When do I get the bonus?

A: Should you decide to obtain a single lump-sum payment, you receive your bonus within 60 days the
election effective date. Thus, you are normally paid by the 15 year and 2 month point of your career.
Alternatively, you may decide to accept your payment in installments over a period of up to five years.

Q.4: Suppose I take the Career Status Bonus, can I later change my mind?

A: Once the election is effective, the decision becomes irrevocable. You cannot change your election, even
if you return the Career Status Bonus. If you elect the CSB prior to completing 15 years of TAFMS, the
election is effective on the date you complete 15 years of TAFMS. If you are notified late and sign the CSB
election after reaching 15 years of service, the election is effective that day.

Q.5: What happens if I take the Career Status Bonus and am forced to separate?

A: Typically, if you fail to complete 20 years, you are required by law to return a pro-rated share of the bonus
for the time you did not complete. Recoupment would be waived in cases of death, disability retirement, or
separation under a service program where you were asked to separate or retire early.

Q.6: This is a hard decision. Who can help me decide?

A: In the end, only you can make the decision, but there are many sources of assistance. You should seek
assistance from resources on your base such as the Airman & Family Readiness Center, or your personal
financial counselor.

Q.7: I'm under the High-3 retirement plan. Can I take the bonus and switch to REDUX?
A: No. Only members entering service on or after August 1, 1986 can choose their retirement system.

Q.8: Is the $30,000 bonus taxable?

A: Yes. If you receive the bonus in a single payment, by using a TSP, you may shelter up to the IRS maximum
from taxes by placing it into a TSP account. However, if you receive the bonus in installments, you may
contribute money to the TSP each year, and, thus, increase the amount you are sheltering from taxes. Other
rules and limits may apply to those in receipt of non-taxable pays in a Combat Zone or Qualified Hazardous
Duty Area (QHDA). Consult the IRS and TSP information sources for more specific information.
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