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This instruction implements AFPD 36-5, Civilian Personnel Re®urce Management, and AFPD 36-1,
Geneal Civilian PeasonnelProvisions ad Authorities. It includes instructions facommandes; manag-
ers and financihmanagemetnspecialists wh oversee civilian employs. Use thisnstructon with Air
Force 38- ad 65-seriespublications.Attachment 1 containsa glcssary of erms.

(HILL) AFI 36-502, ® March 1991, is supplemented a®llows:

SUMMARY OF REVISIONS

This is the fist publication & AFI 36-502,substantially revising AFRs 40-312 and-202. & updates,
clarifies, andstreamlines previous guidaron maraging civilian personnel reources.

(HILL) This revision updatesffice title and functionhaddress symbolsand updaes tex to coin-
cidewith the lasic pubication.

1. Objective. The Air Force needsto manage civibn humanresources witim budget whiie balarcing:
* Mission neds.
» Operational eonomy andefficiency.
» Skills and career paths.
» Employee development dmotivation.
* Recruitment ad retention of compent people.



2. Civilian Resource Management Responsibilty. Civilian resaurce management resmnsbility is
asigned down through the Air FFce chain of commathfrom the Secretary of the Air Fae to command-
ers d maja commands (MACOM) or comparable maniations, to suborinate commaneérs on down
to first-level supervsors. Each mamager whoemployscivilian personné within the chain of comnand
mustmanaye cvilian resources properly and is acountéle for their inmediate spervision. Managers
andsupervisorsat eadch level must evaluate theirsubordnate superisorson hov well they manage their
civilian resourceand take appropiate action o correct or reward maage's performance.

2.1 All managers athsupervisors:

* Match civilian appointments (permanemérm, or tempaary) to the projected length d the
workload and tle available funding.Appoint employees on a tempoydasis whemxecution
year dollars are used téund the positio from other tha civilian pay. Make sure that
employee widk scledules accommodate botthe employees' needsd the Hicient and
effective acomplishment of themission.

» Make sue the Air Force Resource Allocation qocess appvesreprogrammirg of civilian
pay funds pior to comnitting to longtermresource management plafgecisions that com-
mit resources for moe than 2 years). Exercise ppnnel managemeitthaity to minimize
advese impact o the civilian wakforce Track civilian resource ceats and take action to
ensure suasssful budget execution.

» Tell the corporate awd aboutsurplus fundgfor redstribution (e paragrap2.2).
* Prepare an emfpyment pla for thefollowing fiscal year, not late than Mart of each year.
2.1.1 Managers ard supervisars must set p positions and canpensae and reward pasonnel
within their civilian resource budgéand n accordance with:
* Applicable authdties.
* Sound managementgctices.
* The advice and astance & manpower, compoller, and personnel specist.
2.2 MAJCOMs, field operatilg agencies, dict reporting uits, and irstallation commandersstab-
lish acorporate board to make sure that ciailiresources are used ntosfficiently and effectively.
The commanderor designated representative cheirs the boad, which includes functond maregers

and representativelrom the civlian pesonnel,financal management, ahmanpowercommunities.
The board:

* Reviewscivilian resource nmanagement ograting budgetsubmissions ainstallation level.

* Peiodically reviewsemployment plansnd compares civilian pay expenditas against bud-
getary target Provides mangers ard supervsors with targes for thecivilian resource operat-
ing budget, allocas directel adjustmerg, and redistributeany surpls funds.

» Establishes instructioren civilian resource nanagement for thanstallation.

2.2. (HILL) The OO-ALC CivilianEmployment and Casvlanagement Committee (CEQ|

as ©-chaired by he Executive Director and Civilian Pesonrel Officer, wil serve as theorporde
boardprimarily responsible fo Civilian Resource Management.The organization$aving repesen-
tation on this committee are deggnated in Attachment 1. The OO-ALC CECMC will convene as
requiredat the call of theCivilian Personnel Oficer, who isresponsible for prepang, diseminating
and naintaining records of thecommittee neetings. The Executve Seretary will forward he



high-grade packge (preparedby therequestig organzatior) to concernedpartes ard CECMC
members prinoto CECMC meeting to obtain cearrence o nonocurrene. When neetingis con-
vened Comnitee’s final approval a disapproval wl be obtaired.

2.2. (HILL) Bullet 2. Thecommittee wil review emplyment plans and cemmend poky
andstrategy to tle ALC Commander fora@omgishing funding,manpower oworkload reprogram-
ming decsionsthat involve the change® the civilian workforce.

2.2. Bullet 4. (Added - HILL) . Review and makeecommeneédtions an employment plangor
Budge Activities (L - 04and Stock Fund.

2.2. Bullet 5. (Added--HILL). Establishes organizational targets alDY projections;
approve ovehires; review uilization andall activities necssary to assure that civilian pay is maged
within funding, manpwer authorzationsand workyears.

2.2. Bullet 6. (Added - HILL). ReviewsDepotMaintenane Activity Group (DMAG) targets
and civilian strength figes but does not edilish targets or make recommendations on employment
plans developetbr DMAG funded activities.

2.2. Bullet 7. (Added -HILL). Perodically the committee will review ahmake recommenda-
tions on basepersannel management programs and pradices sich as. Performance Management;
Affirmative Employnent objectives; LaboEmployeeRelations ativities and High Gradeprograms.
The Awards Prog@m and allocationgpintly prepared bythe Civilian Personnel and Budgetfizials,
will bebriefed and diseminated tlough the committeeRequestgor overhire authaoizations to be
included in tle employment planwiill be reviewed andapproved ead fiscal year. Othecivilian pay
cost factors such as compensation @st, environmental differential pay, and/or overtime cost will be
reviewedas required.

2.3 Air Force civilian personnel, financial managent personnel, and manwer personnel jointly
help maiagers ard supervisors by:

» Developing, @fending, and coordating budget, funding, utilization,and projectionsfor
civilian resource

» Allocating manpower resources.
» Forecasting, executinggnd adjusting civian pay budgets.
* Advising managersand supeavisors a1 human reource isues.

2.3. (HILL) Civilian Personnieofficials together with buddeand manpowr officials will con-
duct meetings as required with organizationa Resarrce Maregers dsseminating repats tracking
strength, authorization and targets, and providing information at the working level on policies and
changes affecting civilpersonnel rgources.

2.4. Civilian Personnel kghts(CPF asist managers ahsupernisorsby:
* Helping then plan employment.

» Consolidating installation employment plans not later than March awdrfting them to HQ
USAF asrequred.

* Advising managers o how hest © usecivilian humanresources.

2.4.1. CPFs hép ddgemine the costs & position managemat, pasonné administration, and
operatonal requrements, including:



* Thecods of reeruitmentand staffing.

» The kinds 6 skills availablem the locallabor market.

» Affirmative employment goals.

* Theuse of flexible workschedules ahappointment type

2.4.1. Bullet 5. (Added - HILL). Dewlops employrent plars and optios to accomplsh
various workface adjstmentsand realignments.

2.4.1. Bullet 6 (Added - HILL). Maintains datan the cat of personnel functions aners
vices and cosimplicationsof certain types dappointments/workchedule.

2.5 Manpower officeshelp managers arsupenisorshby:
» Determning ard validating manpowerequirements needed accomgish the mission.

* Processirg authorzation change reqsts to the MAJCOMs for validagd manpowerequire-
mens.

* Advising managers o how lest © use manpower rsources.

2.5. (HILL) The Manmpwer andQuality Office (OO-ALC/XPM) will provide base wde
reports a manpowerauthorizations to ta Civilian Personnel Office for use in developig employ-
ment plas.

2.6. Financial managrs ard comptollershelp managersand supavisors by:

» Developing ad defending civilian reource budgé projections baed on programsapproved
by the corpoate board.

* Advising managrs on budgeting techniques and pradian how toexecute their civilian
resource bude, and on how best to use civilian resoure funds.

2.6. (HILL) The Budget Cficewill providefunded work-years based anformatian provided
from ARMC. The Payroll Ofice will providemonthly repors for utilization analgis. All paties will
work together to ensure that civilian pay fssigned persoret is properly accounted in the correct
PEC,RC/CC aml Budge Activity.

3. Reporting Requirements.Civilian Man-Year Cost Management Progm Report (RCS HAF-DPC
[AR] 7401), is assgned any reoorts generaed by tis instructon. This reporting requiement is @sig-
naked Status Cde C-1. Continue reporting aring emergncy conditiors, precalence priority. Submit
data requiremants assigned this categry as presribed or ly any neans to asurearrival on the stab-
lished de daes.

BILLY J. BOLES, Lt General, USAF
DCS/Pesonnel



Attachment 1
GLOSSARY OF TERMS

Terms

Civilian Pay Budget—The total obligation authority comprised of Direct Obligating Authority dollars
and earnings from reimbursements.

Civilian Resource Management-The practice of balancing mission needs, operational economy and
efficiency, skills and career paths, employee development and motivation, and recruitment and retentior
of competent people within a civilian pay budget.

Employment Planning—Identifying employment levels and work years needed to accomplish the
mission within the civilian pay budget.

Resource Allocation Process-The Air Force corporate approach to planning, programming, and
budgeting the resources needed to execute Air Force programs now and for the next 6 years. The proce
uses six functional teams who develop options and make recommendations to senior leadership.

Civilian Personnel Resources-The dollars allocated to an organization for the purpose of civilian
employment.



Attachmen 2 (Added -HILL)

CECMC ME MBERSHIP

Voting Members

Executive Director (OO-ALCLCD)

Commandeés Action Officer (OO-ALC/CCX)**
Financid Management Dectorate (OGALC/FM)
Logistics Management Déectorate (OO-ALC/LG)

Space aml C3I Systems Diectorate(OO-ALC/LH)
Aircraft Directorag (OO-ALC/LA)

Commodites Directorate(OO-ALC/LI)

F-16 Managment Directorate (OO-AC/YP)

Silo Based ICBM System Progam Office (OO-ALC/LM)
Contracting Directorate (OO1AC/PK)

Techndogy andindustrial Suppot Directorate(OO-ALC/TI)
75th Air BaseWing (75ABW/CC)

Civilian Personnel Gfcer (75 SPTG/DPC)*

Specialized Managment (OO-ALC/QL)

Plans and Programs Directorate (OQ-&/XP)

ADVISORS

Directorate of Environmentd Managemein(OO-ALC/EM)
75th Suppd Group (75 SPG/CC)

Manpower Office (OO-ALC/XPM)

Staff JudgeAdvocate (OO-ALC/JA)

Inspedor General (OO-ALC/I1G)

* |stheCommittee Co-chairpeson with Executive Director
*Repreents ALC Staff Ofices
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