1.
Guidance for the consideration of funding authorization when requesting manpower assistance from a member of the RC.  Note:  This process is precluded by the review of a biography by the Reserve Liaison, Academic Affairs and with the Branch Chief/Dean concurrence/acceptance of active duty tour request.  

a.
US Air Force Reserve & Air National Guard- Military Personnel Appropriation (MPA) man-day program:

i.
Step 1:  The DMRTI Reserve Liaison will determine if person is qualified to conduct an MPA man-day tour in accordance with AFI 36-2619.  

ii.
Step 2:  Gain Host Unit Approval.  

1.
Air Force Reserve personnel in pay categories A or B must receive concurrence of their wing or group commander before they can perform a MPA man-day tour.  

2.
Air Force Reserve personnel who are Individual Mobilization Augmentee (IMA) in pay categories A, B, D and H must have approval of their MAJCOM man-day manager and active duty supervisor to perform an MPA man-day tour.

3.
Air National Guard personnel must have the approval of the State Adjutant General or authorized representative to perform an MPA man-day tour.

iii.
Step 3:  Complete an AF Form 49 and forward to the DMRTI Reserve Liaison for processing.  Attachment 6 is a copy of a properly completed request.

1.
Orders for MPA man-day tours will begin on Monday and conform with local work week schedules of the activity being supported whenever possible.

iv.
Step 4:  Processing of AF Form 49:

1.
The DMRTI Reserve Liaison, with use of the SOW and AF Form 49, prepares a memorandum of request for MPA man-day funding consideration and faxes the memorandum and AF Form 49 to ARPC/SGX (DSN 926-7589).  Attachment 7 provides an example of a standard memorandum for request of consideration of funding an MPA man-day request.

a.
NOTE:  IMA personnel require an additional step in this process.  Prior to submission of the AF Form 49 to ARPC/SGX, a fund-cite request 

must be submitted to the DMRTI travel section.  Once a fund-cite is received from DMRTI travel then the fund-cite will be added to the memorandum.  ARPC/SGX cuts the orders for IMA personnel and they need the fund-cite to ensure personnel are reimbursed for their travel and per-diem expenses.  This step is primarily used for RC personnel who are used as adjunct instructors in our Professional Programs courses.  Attachment 8 is an example of a fund-cite request for submission to DMRTI travel section.

b.
For Air Force Reserve and Air National Guard personnel, a request for fund-cite with DMRTI travel will be submitted the same time the AF Form 49 and memorandum are faxed to ARPC/SGX.   

2.
The Reserve Liaison will update the tracking log of MPA days allocated.  Attachment 9 is an example of a spreadsheet used to track MPA man-day allocation.

3.
Minimum Time Required:  At the request of ARPC/SGX, tour start dates should be projected far enough in advance to allow for the consideration and administration of orders authorization.  DMRTI policy for the request of an MPA man-day tour is to have the AF Form 49 and memorandum for consideration of funding completed and faxed to ARPC/SGX NLT 30 days prior to the start date of a requested tour.

4.
By regulation, no person shall perform more than 139 MPA man-days without a waiver from HQ USAF/DPPR.  When requesting a waiver, two separate memorandums are required.

a.
First, a signed memorandum, endorsed by the host unit’s commander, and AF Form 49 faxed to ARPC/SGX and HQ USAF/ DPPR in turn.    An example of such a memorandum can be found in Attachment 10.

b.
Second, a memorandum directed to the Host units command structure notifying them a request for waiver has been processed.  It should be noted each host unit will have a different routing requirement.  The Reserve Liaison should contact the host unit commander and inquire as to the proper routing for such notification.  

i.
DMRTI and the 433rd AES, Kelly AFB TX, have established the routing of such notifications and an example can be found in attachment 11.

v.
Step 5:  Receipt of Orders Authorization - Notification to Proceed:

1.
ARPC/SGX will process and fax to the DMRTI Reserve Liaison an Active Duty Tour orders authorization.  Attachment 12 is an example of such an authorization. 

2.
The Reserve Liaison will fax this orders authorization to the orders clerk for the host unit who will process orders for the tour.  Additionally, the RC member should be notified of the approval so they can make the necessary notifications to their civilian employers of the impending active duty tour.

3.
The Reserve Liaison should confirm the dates authorized matches the original dates requested.  If an adjustment to the tracking log needs to be made it should be done so and the gaining supervisor and member should be notified of the change.  

vi.
Step 6:  The member reports for duty on the first day of the start of the tour per their orders.  

1.
Under no circumstances should a RC member be allowed to serve a tour while not on orders.

2.
The first stop for the RC member should make should be with the Reserve Liaison for orders verification and issuance of an in-processing checklist.

vii.
Step 7:  In-processing:

1.
The RC member must in-process with DMRTI.  All personnel are required to check in with the administrative NCOIC to identify/update work location, supervisor and telephone number.

2.
The RC member must in-process with the accounting and finance sections where their pay originates.

viii.
Step 8:  Completion of tour:

1.
When a member completes a tour, he/she must sign an AF Form 458, Statement of Tour of Duty, have it certified by the commander or authorized individual (for tours completed at DMRTI this is the supervisor or Branch Chief of the duty section) and submit the form to the reserve pay office NLT 48 hours after completion.  A signed copy of the AF Form 458 must be provided to the Reserve Liaison for administrative purposes.  NOTE:  Some reserve units require a certification of the member’s orders by signature of the Active Duty supervisor.  

a.
Supervisors must review the original SOW used to generate the request for the tour.

b.
Failure to comply with the SOW  is a basis for denial of future Active Duty man-day considerations.  An email or memorandum to the Reserve Liaison should be provided by the Branch Chief/Dean identifying the item(s) of the SOW which were not complied with.

c.
Performance Evaluations must be completed for all RC personnel who perform tours of duty in excess of 90 days.  A copy of the final signed evaluation form must be forwarded to the host unit for submission into the personnel files of the RC member.
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