Non-US Program – Procedure for Authorization Change Request (ACR):
(POC: FSPL-C, 480-4205/4214)
An Authorization Change Request (ACR) is a tool used to propose changes on manpower requirements and organization in the Unit Manning Document (UMD) on Air Force funded positions (appropriated funds) and to implement approved programming actions.  This action is submitted by the unit to adjust manpower authorizations on the UMD. 

An ACR must be submitted to increases, decreases, realignments and changes of manpower authorizations on the Unit Manning Document. 

As the Defense Civilian Personnel Data System (DCPDS) and the unit manning documents have merged, please be aware that Civilian HR Flight cannot process changes in DCPDS without prior Manpower Office implementation:

· Management provides an ACR template (see attached sample) to their respective Manpower Office to include CC endorsement. 

· Manpower in turn validates the requested adjustment


· Civilian HR Flight must coordinate on all civilian changes and rationale should include the statement  “the proposed changes will/will not have an adverse impact.  The affected position is/is not encumbered”. 


· Manpower notifies unit when action has been updated and provides an Authorization Change Notice (ACN)


· Civilian HR Flight will then implement changes on encumbered and vacant positions in DCPDS.

Explanation on UMD Codes:

· PAS = A four digit code identifying a specific unit and its specific location.  Each unit has its own Pas Code. 

· ORG = Organization name

· OSC = Organizational Structure Code:  Identifies the internal organization of a unit; used in constructing unit organization charts.  OSC’s should be the same as office symbols or functional address symbols.  

· FAC = Functional Account Code:   Assigned by Air Force or MAJCOM, this code identifies a particular work center within an organization. 

· POS  # = Position Number:   A seven digit number assigned by the computer to control positions or authorizations. 

· AFSC = Air Force Specialty Code:  Includes authorized prefixes and suffixes assigned to the positions. 

· GRD = Grade, Civ for Local Nationals 

· PEC = Program Element Code:  Identifies the specific Air Force Program which the position is tied to and from which congressional funding has been approved and appropriated.

Please contact the Non-US Classification Section (FSPL-C) for further Information under DSN 480-4205/4214. 

MEMORANDUM FOR 786 FSS/FSMM   





(Date)

FROM:  (REQUESTING ORGANIZATION)/CC

SUBJECT:  Authorization Change Request (ACR) 

1.  Request the following change(s) be accomplished as indicated below:

	PAS
	ORG
	OSC
	FAC
	POS #
	AFSC
	GRD
	PEC
	EFF

Date

	
	
	
	
	
	
	
	
	

	F123
	12 FSS
	CC
	101000
	0123456
	3D051
	GS-05
	28561A
	

	
	
	FSP
	16C100
	
	3S071
	Civ
	
	1 Oct 11

	
	
	
	
	
	
	
	
	

	F123
	12 FSS
	FSP
	16C100
	1234567
	3S071
	Civ
	28561A
	

	F234
	123 FSS
	FSM
	108A00
	
	
	 
	28534D
	1 Oct 11


2.  Justification:  This paragraph should provide a complete statement that fully justifies the requested action.  Include any changes in workload, mission, organizational structure, technology, and the driving instruction or authority that mandated the change.

3.  Coordination:  Include Name, Unit, DSN, and email of those who have coordinated.

· Civilian HR Flight:  Any ACR that proposes a change to a civilian position must be coordinated through the servicing Civilian HR Flight prior to being submitted to the Manpower Office.

· MAJCOM  Functional:  Name and DSN (Base level OPRs must contact their HQ’s functional OPR to discuss proposed changes prior to submitting the ACR to their serving Manpower Office.)  

· Commander:  A squadron commander is the ACR approval authority when the authorization impacted is subordinate to and reports to that commander.  The group commander approves the ACR when the proposed action impacts authorizations across squadron lines of command, within that commander's group.  The wing or vice wing commander approves the ACR when the proposed action impacts authorizations across group lines of command, or are on the wing staff.

4.  Unit POC’s Name, Unit, DSN, and email.









SIGNATURE BLOCK









COMMANDER

