UNITED STATES AIR FORCE ACADEMY
CIVILIAN PERSONNEL FACT SHEET

Updating Personnel Records

Initial coding of an employees record into the personnel data system is accomplished within 90 days of a permanent or term appointment (no coding is done for temporary employees). The initial coding includes experience, education, training, awards, licenses & certifications, providing the resume or Official Personnel File contains sufficient information to code. After the initial coding, employees need to ensure their electronic personnel record is complete and accurate. The personnel data system, not the Official Personnel File, is the key tool the Air Force uses for placement in jobs, promotions, and career management. Several key areas of the personnel data system require review by the employee. These areas include (but are not limited to): prior work experience, education, training, licenses, certifications and language. 

Employees can review this information by accessing their Career Brief located on the AFPC Secure Web Site at https://wwa.afpc.randolph.af.mil/AFPCSecure.  The Civilian Personnel Liaison within your organization or the Civilian Personnel Office can assist you if you need help accessing this site. 
Employees who require an update to their records must submit a request to the Civilian Personnel Office or AFPC. The procedures for each request will vary, depending on the type of update. Updates to education, license, language, and/or occupation certification will be updated within 30 days of receipt by the Air Force Personnel Center (AFPC). Experience updates will be accomplished within 90 days of receipt by AFPC. Employees can verify that their information has been updated by accessing their Career Brief on the AFPC Secure Web Site.

Read the following instructions carefully.
Updates that do not contain the required information will be returned without action.
LICENSES / OCCUPATIONAL CERTS /WARRANTS
· Coding: Input accomplished by AFPC.
· Required Documentation:  Optional Form 612 (available from www.opm.gov/forms/html/of.asp), accompanied by a clear copy of the license/certification/warrant.
· Where to send request:  Fax required documentation to HQ AFPC/DPCMC, DSN 665-2937, COMM. (210) 565-2937, utilizing the AFPC fax cover sheet. The fax cover sheet must be signed and dated. See the Civilian Personnel Liaison in your organization if you do not have fax capability, or send your request to the Civilian Personnel Office, 10MSS/DPCU, and we will fax it for you. For more information call 333-2753. 
· Instructions for OF 612 (only the sections indicated need to be completed): 
· Section A (Applicant Information): Blocks 4a, 4b, 5, 6a (enter USAF Academy, organization and office symbol), 7a, 8 (if applicable)

· Section E (Other Qualifications): Enter License/Certificate/Warrant Data here
- Type of license or certification

- Date of license or certification (year/month/day) 

- Name of licensing agency/school

- Amount of Warrant (for Warrant updates)

· Section G (Applicant Certification): Signature and date
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EDUCATION

· Coding: Input accomplished by AFPC. For post high school education claimed, AFPC will only code and input education from an accredited institution.
· Required Documentation:  Optional Form 612 (available from www.opm.gov/forms/html/of.asp ). 
· Where to send request:  Fax required documentation to HQ AFPC/DPCMC, DSN 665-2937, COMM. (210) 565-2937, utilizing the AFPC fax cover sheet. The fax cover sheet must be signed and dated. See the Civilian Personnel Liaison in your organization if you do not have fax capability, or send your request to the Civilian Personnel Office, 10MSS/DPCU, and we will fax it for you.  For more information call 333-3738.
· Instructions for OF 612 (only the sections indicated need to be completed):
· Section A (Applicant Information): Blocks 4a, 4b, 5, 6a (enter USAF Academy, organization and office symbol), 7a, 8 (if applicable)

· Section D (Education): Note: In lieu of completing section D, you may attach a legible copy of your transcript.
- Complete start and end dates (dd/m/yy)

- Number of total semester/quarter hours (if business, technical or vocational school, provide 
  classroom hours)
- Type of credit hours (semester/quarter/classroom)

- School type (high school, business college, technical or vocational school or college/university)

- Name of academic institution
- Address of institution (city and state)

- Academic discipline (major field of study)

- Credit hours in academic discipline (to qualify as a recordable major, there must be at least 20
  semester hours or 18 quarter hours)

- Number of hours in minor (to qualify as a recordable minor, there must be at least 12 semester
  hours or 18 quarter hours)

- If degree granted, year of degree
· Section G (Applicant Certification): Signature and date
TRAINING

· Coding: Input accomplished by the Civilian Personnel Office. 

· Required Documentation:  Memo on plain bond paper or OF 612 (available from www.opm.gov/forms/html/of.asp ), accompanied by a copy of the certificate. You may submit a copy of the certificate in lieu of the above as long as it contains all of the required information below.

· Where to send request:  10 MSS/DPCU or fax to 333-3741. For more information call 333-2455.
· Required information:

· Name, SSN, Organization/Office Symbol, Work Phone, Email (if applicable)
· Course title

· Training inclusive dates

· Training source (e.g. Air Force, Army, Company name)

· Number of classroom hours (Continuing Education Units, CEUs, aren’t classroom hours)

· If the training was funded by the Air Force in the current year, annotate registration fee, travel and per diem costs (show registration and per diem costs separately) and who paid (unit funds, career program, civilian training funds, etc.)
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AWARDS

· Coding: Input accomplished by the Civilian Personnel Office. 

· Required Documentation:  Memo on plain bond paper accompanied by supporting documentation such as a certificate or SF50. You may submit a copy of the document/certificate in lieu of the memo as long as it contains all of the required information below.

· Where to send request:  10 MSS/DPCE or fax to 333-3965. For more information call 333-4363.

· Required information:

· Name, SSN, Organization/Office Symbol, Work Phone, Email (if applicable)

· No letters or certificates of appreciation

· Do not submit requests to add military awards

WORK EXPERIENCE

· Coding: After review by the Civilian Personnel Office it will be faxed to AFPC for input. 

· Required Documentation:  Optional Form 612 (available from www.opm.gov/forms/html/of.asp ). 

· Where to send request:  10 MSS/DPCU. Faxes not accepted. For more information call 333-2753.

· Instructions for OF 612 (only the sections indicated need to be completed):
· Section A (Applicant Information): Blocks 4a, 4b, 5, 6a (enter USAF Academy, organization and office symbol), 7a, 8 (if applicable)

· Section B (Work Experience): For each work experience entry, provide the following:
- Job Title (If military, include rank; if federal, include pay plan, series and grade)
- Number of employees supervised (if applicable)

- Average hours per week

- Start and end dates (dd/mm/yy)

- Employer’s name and address (include city, state, zip code)

- If federal, what agency

- If Air Force, what major command

- If Air Force, position location (e.g. base, city and state or country)

- Description of duties and responsibilities (you may attach continuation sheet on plain bond
  paper if necessary)
· If more than one type of work is described, write the approximate percentage of time doing each.

· If a supervisor, describe the number of employees and type of work supervised and the percentage of time spent performing supervisory duties.

· Section G (Applicant Certification): Signature and date
Note 1:  If update is being requested for past federal experience, it must be supported by official documents, such as the position description and SF50.

Note 2:  If update being requested is for your current position and is not covered in your current Core Document (position description), your first and second level supervisors must certify that these duties are being performed. Include the below statement on the OF 612 (you may enter this statement below your description of duties (Section B, block 9), below your signature (Section G), or on a continuation sheet.
Supervisor: By signing, you are verifying that the duties described are a complete and true representation of duties being performed by your employee and are IN ADDITION to the duties in their current Core Document. If these duties will be on a continuing basis, please contact the Civilian Personnel Office. (Include typed name, signature and date of first and second level supervisors).
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LANGUAGE (including American Sign Language)
· Coding: Input accomplished by AFPC.

· Required Documentation:  Optional Form 612 (available from www.opm.gov/forms/html/of.asp). 

· Where to send request:  Fax to HQ AFPC/DPCMC, DSN 665-2937, COMM. (210) 565-2937, utilizing the AFPC fax cover sheet. The fax cover sheet must be signed and dated. See the Civilian Personnel Liaison in your organization if you do not have fax capability, or send your request to the Civilian Personnel Office, 10MSS/DPCU, and we will fax it for you.  For more information call 333-2753.
· Instructions for OF 612 (only the sections indicated need to be completed): 
· Section A (Applicant Information): Blocks 4a, 4b, 5, 6a (enter USAF Academy, organization and office symbol), 7a, 8 (if applicable)

· Section E (Other Qualifications): Enter Language Data here
- Name of language

- Language Proficiency Level (enter code/description from left column below)

- Reading Proficiency (enter code/description from right column below)

- Speaking Proficiency (enter code/description from right column below)

- Listening Proficiency (enter code/description from right column below)

· Section G (Applicant Certification): Signature & date
                    Language Proficiency Levels
                   Reading/Speaking/Listening Proficiency
	A
	No Knowledge
	
	00
	No Proficiency

	B
	No Practical Knowledge
	
	06
	Memorized Proficiency

	C
	Extremely Limited Knowledge
	
	10
	Elementary Proficiency

	D
	Very Limited Knowledge
	
	16
	Elementary Proficiency, Plus

	E
	Limited Knowledge
	
	20
	Limited Working Proficiency

	F
	Routine Knowledge
	
	26
	Limited Working Proficiency, Plus

	G
	Proficient
	
	30
	General Professional Proficiency

	G
	Very Proficient
	
	36
	General Professional Proficiency, Plus

	I
	Extremely Proficient
	
	40
	Advanced Professional Proficiency

	J
	Equivalent to Native
	
	46
	Advanced Professional Proficiency, Plus

	K
	Equivalent to Well-Educated Native
	
	50
	Functional Native Proficiency

	M
	Occupying Language Position
	


MISCELLANEOUS UPDATES

Typing/Steno Proficiency:  You can add or update your typing/steno proficiency by self-certifying at the AFPC Secure Web Site (Employment option) or by calling 1-800-616-3775 and following the Employment Opportunities/Update Resume menus. 

Name changes: Contact your Civilian Personnel Liaison in your organization or the Civilian Personnel Office at 333-4363.
Updating Home Address (Leave & Earnings Statement, Health Benefits, TSP, etc):  You can change your home address through the My Pay website at https://mypay.dfas.mil/mypay.aspx.  
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