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	TO:  AFPC/DPCMC 

FAX Number:

     DSN:  665-2937 or 

     COMM: (210) 565-2937
	SUBJECT:  (Please check and/or fill all applicable areas) 

 FORMCHECKBOX 
 Education Updates                FORMCHECKBOX 
 Occupational Certifications    

 FORMCHECKBOX 
 License                              FORMCHECKBOX 
 CPF ONLY – Experience Update

 FORMCHECKBOX 
 Language 

	FROM:                                
	DATE:                           
	NUMBER PAGES:     

	BASE NAME:                        
	VOICE:                           
	FAX:      

	NAME OF EMPLOYEE: 

                                                 
	SS# (Mandatory): 

       

	E-MAIL ADDRESS:                                                  
	OFFICE SYMBOL:       

	Refer to Appendix D of the Procedures Guide for AFPC and Civilian Personnel Flights at http://www.afpc.randolph.af.mil/dpc/proguide2/toc.htm for more detailed guidance.

EDUCATION UPDATE CHECKLIST: 

For post high school education - submit education updates only from an accredited institution.

 FORMCHECKBOX 
 Submit educational update requests on Optional Form (OF) 612.  Complete Sections A, D, and G.  In lieu of completing Section D, employees may attach a legible copy of their transcript.

     FORMCHECKBOX 
  OF-612 to include the following information that is applicable:  Education/Academic Level (Highest), number of total semester/quarter/classroom hours, name/address of academic institution, and field of study(s)

LICENSE/LANGUAGE/OCCUPATIONAL CERTIFICATION UPDATE:

 FORMCHECKBOX 
  Submit update requests on OF-612.  Complete Sections A, E, and G.  Attach a legible copy of the license and/or occupational certification and provide the date (year/month/day) it was issued.  For languages, provide proficiency level and proficiency level for reading, speaking and writing.  

Note:  Your base is responsible for updating training that occurs after your appointment.  Contact your local Civilian Personnel Flight for local procedures. 

 FORMCHECKBOX 
  I understand that AFPC will update my education, license, language, and/or occupational certification within 30 days of receipt of this fax.

 FORMCHECKBOX 
  I understand that AFPC will update my experience within 90 days of receipt of this fax from my local Civilian Personnel Flight. 

 FORMCHECKBOX 
  I understand that I may check the status of my update by reviewing my Web Career Brief on the AFPC Secure Web Site at http://www.afpc.randolph.af.mil/afpcsecure/default.asp under Web Applications, Civilian Career Brief.

 FORMCHECKBOX 
  I certify that, to the best of my knowledge and belief, all of the information on and attached to this application is true, correct, complete, and made in good faith.  I understand that false or fraudulent information on or attached to this form may be grounds for firing me, and may be punishable by fine or imprisonment.  I understand that any information I give may be investigated.
Employee’s Signature:  ___________________________________________  Date:  ____________________

Comments:       
     
     


	THIS AREA IS FOR CPF USE ONLY

	CPF POC:       
	VOICE:       
	E-MAIL ADDRESS:      

	EXPERIENCE UPDATES (submitted by CPFs only)

(PAST EXPERIENCE):

 FORMCHECKBOX 
 “Past” experience, is defined as experience that does not overlap with the “current” position.  If the employee is requesting credit for experience gained while assigned to the “current” position, credit should be addressed by the servicing CPF

     FORMCHECKBOX 
 CPF has reviewed and coordinated attachment (OF-612 form) and determined that complete documentation and information is provided.

     FORMCHECKBOX 
 Employee has signed and dated attachment

     FORMCHECKBOX 
 Supervisor (1st & 2nd level have certified {signed/dated} attachment) for federal experience 

 FORMCHECKBOX 
 LARGE BASE:  For updates to current position, as defined above.  The CPF codes experience or annotates coding on coding sheet or update request and forwards to AFPC/DPCMC for input.

     FORMCHECKBOX 
  No coding is required/for scanning only


"This document and the ones to follow, contain information which must be protected IAW AFI 33-332 and DoD Regulation 5400.11; Privacy Act of 1974 as Amended Applies, and it is For Official Use Only (FOUO)."

