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This instruction provides guidance for using the AFFTC Form 5876, Amendment to Application for Federal Employment and AFFTC Form 5876A, Amendment to Application for Federal Employment Continuation Sheet.  This instruction applies to all federal appropriated fund employees at Edwards Air Force Base.

1.
General:  Use the AFFTC Form 5876 and AFFTC Form 5876A to update experience, education, training, and certification.  Normally, past federal work experience will not be changed.

1.1.  In order to have experience accurately coded, it is necessary that it be fully explained in the format used on an AFFTC Form 5876, Amendment of Application for Federal Employment.  If any work experience that you believe may be important in aiding you in achieving your career goals is not in this format and has not been filed in your Official Personnel Folder, you should submit an AFFTC Form 5876 to 95 MSS/DPCC.  

1.1.1.  Areas that should be considered include:

1.1.1.1.  Military Experience:  It should be broken out by assignments (include accurate dates) as if each is separate employment.

1.1.1.2.  Part-time Employment and/or Volunteer Work:  It should reflect the average number of hours worked per week.

1.1.1.3.  Supervisory Experience:  If you claim non-Federal supervisory experience, explain your personnel management responsibilities; for example, interviewed applicants, hired and appraised employees, and counseled employees.

1.1.2.  An AFFTC Form 5876 may be submitted to record the performance of duties not covered in an employee's official Position Description (PD), Core Personnel Document (CPD), Position Requirements Document (PRD) or Statement of Duties and Experiences (SDE), only if the assignment cannot be fully documented by use of the detail authority.  This authority requires completion of an SF-52, Request for Personnel Action, to be filed in the employee's OPF if the additional duties are assigned for more than 30 days.  The SF-52 will be processed only if it is submitted prior to the expiration of the initial detail assignment (120 days or less).

1.1.3.  An AFFTC Form 5876 may be submitted to record all additional experience gained within the previous 12 months, if management failed to document the assignment on an SF-52 as an official detail.  

1.1.4.  Any AFFTC Form 5876 that merely details duties already described in an employee's official PD, CPD, PRD, or SDE will be returned without action.

1.2.  Education and training completions not included in your original application for employment or Official Personnel File should be entered in block 8 of the AFFTC Form 5876.  Attach a copy of your grade slip or transcript for education updates.  Give specific course information such as:  title, inclusive dates hours, sponsor, and location.  Attach a copy of your training certificate or other certificate of successful completion, as appropriate, to the Form for updating training completions.  Deliver this completed form to 95 MSS/DPE.  Do not prepare an AFFTC Form 5876 for Government-funded education and training course completions.  

1.3.  Claims of licenses or certificates must be accompanied by appropriate documentation showing requirements have been met to earn a current license or certificate before records can be updated.  License or certificates not included in your application for employment or Official Personnel File should be entered in block 8 of the AFFTC Form 5876.  Attach a copy of the certificate.  Deliver this completed form to 95 MSS/DPCS.

2.
Procedures for filling out the form:  

2.1.
Complete personal information requested in areas numbered 1, 2, 3, 4, and 5.

2.2.
Complete items 6a and 6b.  Information provided must be specific and complete.  Try to answer who, what, when, where, why and how questions in describing the work you performed.  Give examples (unclassified, please) if possible.  Show the inclusive dates (FROM:  TO:) for each period of work as well as average hours a week.  It is particularly important, if the period of time involved use of more than one specialized skill, to show the average hours per week if the entry is covering volunteer work or experience gained on a "part-time" basis.  The average hours a week should be broken out for each skill.  When describing military experience, do not lump it all into one block if you have had more than one assignment and/or job.  There is a vast difference in skill levels for jobs performed over an extended military career.  It is to your advantage to be specific.  If you have had more than one job in a given time period, you should provide information on all jobs along with a breakout of average hours a week for each job.  Continuation of experience entries may be made by using AFFTC Form 5876A.

2.3.  Complete parts 7 and 8.  Education, training and certifications not included in your application for employment or OPF should be entered in block 8 of the AFFTC Form 5876.  Attach a copy of your grade slip or transcript for education updates.  Give specific course information such as:  title, inclusive dates, hours, sponsor, and location.  Attach a copy of your training certificate or other certificate of successful completion, as appropriate, to the Form for updating training completions.  You do not need to prepare an AFFTC Form 5876 for Government funded education and training course completions.

2.4.  Read Certification Statement found at the end of the form.  False statements or misrepresentations made may be a basis for initiating disciplinary action.  Please sign and date.

3.  Other Coordination required.  For all updates to federal work experiences, the first level and second level supervisors must sign a statement after the duty descriptions stating that the above description of duties are accurate and were assigned to the employee.
4.
Prescribed Forms:  AFFTC Form 5876, Amendment to Application for Federal Employment and AFFTC Form 5876A, Amendment to Application for Federal Employment Continuation Sheet.







WILBERT D. PEARSON, JR., Major General, USAF 
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