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This instruction implements AFPD 36-25, Military Promotion and Demotion and establishes 

procedures, policy, and responsibilities that apply to all squadrons, to include tenant units, 

assigned to the 17 TRW.  It is provided to explain and standardize the processing procedures for 

the SrA BTZ Promotion Program.  The Central Base Board (CBB), Central Student Board 

(CSB), and large units will utilize the procedures outlined in this instruction and within AFI 36-

2502, Airman Promotion/Demotion Programs.  Ensure all records created as a result of 

processes prescribed in this publication are maintained according to AFMAN 33-363, 

Management of Records, and disposed of according to the Air Force Records Information 

Management System (AFRIMS) Records Disposition Schedule (RDS), located at 

https://www.my.af.mil/afrims/afrims/afrims/rims/cfm.  Refer recommended changes and 

questions about this publication to the Office of Primary Responsibility (OPR) using AF Form 

847, Recommendation for Change of Publication; route AF Forms 847 from the field through the 

appropriate functional’s change of command.  This publication may not be supplemented. 

1. Objective.

1.1.  The SrA BTZ is designed to provide an exceptionally well-qualified Airman First Class

(A1C) a one-time promotion consideration to advance to SrA six months prior to the fixed

(fully qualified) phase point.

2. Eligibility.

2.1.  SrA BTZ eligibility requirements are as follows.
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2.2.  Airmen must meet promotion requirements established in AFI 36-2502, Table 2.1.  

Individuals nominated must be of the highest caliber and clearly deserve the recognition.  

Commanders will “pre-screen” all eligibles for negative “quality force” indicators. 

2.3.  Unit commanders will ensure non-recommended Airmen are notified either verbally or 

in writing if they are non-recommended for SrA BTZ. 

3.  Responsibilities. 

3.1.  Responsibilities for the SrA BTZ Promotion Program are as follows. 

3.1.1.  17 TRW/CC or designated representative. 

3.1.2.  Serves as the promotion authority for the wing CBB and associate units. 

3.1.3.  Establishes written administrative procedures for the SrA BTZ Promotion 

Program. 

3.1.4.  Approves quota distribution based on the percentages of eligibles (see paragraph 

4).  Approval of quota distribution is delegated to 17 FSS/FSMP, Chief, Military 

Personnel Section (MPS), IAW AFI 36-2502, paragraph 2.3.1.4. 

3.2.  17 TRW/CCC or designated CMSgt. 

3.2.1.  Serves as the CBB President and oversees the CBB process. 

3.2.2.  Selects four SNCOs (three primaries & one alternate) to be board members.  

Convenes and chairs the CBB. 

3.2.3.  Coordinates with the MPS to establish a CBB date. 

3.2.4.  Determines whether a “face-to-face” board or a “records only” board will be 

convened. 

3.2.5.  Ensures board members are briefed and follow CBB instructions. 

3.2.6.  Administers the oath to the board members and recorder (Attachment 5). 

3.2.7.  Is a non-voting member unless there is a tie; then serves as the tie-breaking 

authority. 

3.2.8.  Ensures each individual is scored using a fair and consistent scoring system 

(Attachment 4). 

3.2.9.  Oversees preparation of the board report signed by the board president 

(Attachment 3).  The report will contain the board members’ names and selectee order of 

merit (identifying selects/non-selects). 

3.3.  Military Personnel Section Promotions (17 FSS/FSMPD). 

3.3.1.  Administers SrA BTZ Promotion Program IAW AFI 36-2502, paragraph 2.2.2. 

through 2.5. and current Air Force Personnel Center guidance (i.e. Enlisted Promotions 

Personnel Services Delivery Guide). 

3.3.2.  Appoints a board recorder in the grade of SrA or higher for the CBB. 

3.3.3.  Determines quotas and distribution based on 15 percent of eligible Airmen.  

Eligible Airmen must meet minimum Time in Service (TIS) and Time in Grade (TIG) 
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requirements.  Approval authority for quota distribution is delegated to the MPS Chief 

(17 FSS/FSMP). 

3.3.4.  Distributes SrA BTZ quotas each quarter to large and small unites by the 15
th

 of 

the first processing month (Jan, Apr, Jul, Oct) (see Table 1). 

3.4.  Unit CC. 

3.4.1.  Reviews the eligibility listing provided by 17 FSS/FSMPD to consider all 

individuals meeting TIS and TIG requirements.  If a member is TDY, on leave, or has a 

report no later than date (RNLTD) on or after the first day of the first processing month 

(see Table 1), the unit commander will ensure the member is considered for that quarter’s 

selections.  If the member is a projected gain and has not departed the previous duty 

station as of the first day of the first month of that SrA BTZ quarter, the gaining unit and 

MPS in coordination with the current unit commander must ensure the member is 

considered at previous location. 

3.4.2.  Ensures all eligible members meeting the TIS and TIG requirements are informed 

of their eligibility by verifying member’s personal data via a Records Review Record in 

Person (RIP) located in the Virtual Military Personnel Flight (vMPF). 

3.4.3.  Nominates unit member(s) to meet a unit board or CBB based on the following 

criteria: 

3.4.3.1.  Airman demonstrates the potential to be effective as a SrA and is clearly 

deserving of promotion above his/her peers. 

3.4.3.2.  Airman does not have negative quality indicators and does not have any 

promotion ineligibility condition listed in AFI 36-2502, Table 1.1. 

3.4.3.3.  Discuss nomination with supervisors/rating chain and review the contents of 

all closed out enlisted performance reports (EPR) and decorations. 

3.5.  Commanders of large units (seven or more eligibles) will receive their own quotas (see 

paragraph 5 for large unit procedures).  The board president of large units will be the 

squadron superintendent.  If the squadron superintendent cannot be present for the board, the 

unit commander will appoint a SMSgt, CMSgt, or a first sergeant as the board president. 

3.6.  Commanders of small units (six or less eligibles) excluding the 517 TRG will forward 

their eligibles to the CBB.  The 17 TRW/CC or designated representative is the convening 

authority for the CBB.  The MPS will convene a CBB for the 17 TRW/CC or designated 

representative to consider all small unit eligibles competing for SrA BTZ promotion. 

Table 1.  Processing Cycles. 

 

PROCESSING MONTHS  SELECTION MONTH  PROMOTION MONTHS  

JAN-FEB MAR APR-JUN 

APR-MAY JUN JUL-SEP 

JUL-AUG SEP OCT-DEC 

OCT-NOV DEC JAN-MAR 
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4.  Quota/Nominations. 

4.1.  Quotas are based on 15 percent of the total TIG and TIS eligible population listed on 

Parts I and II of the quarterly SrA BTZ roster (see Table 2).  The MPS Chief determines, 

approves, and distributes quotas to units.  Quotas are computed and distributed as follows. 

4.2.  Computation.  Eligibles multiplied by 15 percent equals the quota.  Example:  13 

eligibles x 0.15 = 1.95, or 2 SrA BTZ quotas.  (Note:  Fractions of 0.5 or higher are rounded 

up.) 

Table 2.  Distribution. 

ELIG QUOTA ELIG QUOTA ELIG QUOTA ELIG QUOTA ELIG QUOTA 

*2-6 1 10-16 2 24-29 4 37-43 6 50-56 8 

7-9 1 17-23 3 30-36 5 44-49 7 57-63 9 

Note:  In cases where there are no large units and there are only 2-6 eligibles from all the small 

units, the base is authorized to hold a CBB and allowed 1-quota. 

 

4.3.  Quota aggregation is not allowed.  Squadron quotas may not be combined to form a 

group.  Squadrons will submit eligibles into one combined pool and submit to the CBB. 

5.  Large Units Procedures. 

5.1.  Large units will receive their own quotas and make selections at the unit level.  

Commanders of large units will convene a board and follow the same procedures as the CBB. 

5.2.  Large units may nominate individuals for consideration by the CBB with the respective 

commander’s approval.  If this option is chosen, large units must relinquish selection 

authority and all quotas to the CBB. 

5.3.  Large units must consider all qualified individuals meeting TIG and TIS requirements, 

even if they are TDY, on leave, or have a projected reassignment with a report no later than 

date during or subsequent to the first processing month. 

5.4.  Large unit commanders will conduct a review board to select the most qualified 

individuals for SrA BTZ.  The review process must be fair and equitable for all individuals.  

If any nominee will not be present for the selection process due to circumstances beyond the 

Airman’s control (TDY, emergency leave, convalescent leave, hospitalization, etc.), the 

board will consider records only.  Large units must complete their unit board prior to the date 

the CBB convenes. 

5.5.  Once the board adjourns, the convening commander circles the name(s) of the unit’s 

selectees on the SrA BTZ Eligibility List, lines through the names of members non-

recommended, signs the list with attached minutes (Attachment 3), and returns it to 17 

FSS/FSMPD not later than one duty day prior to the date the CBB convenes.  A unit is not 

required to use all quotas if the quality of the nominations is not sufficient to warrant it.  If 

any quotas are not used, indicate by annotating the roster before returning to the MPS. 

6.  Central Base Board/Small Unit Procedures. 
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6.1.  Unit commanders will use the SrA BTZ Eligibility List and an appropriate evaluation 

process to determine nominee(s) for the CBB.  Unit commanders will circle the name(s) of 

the nominee(s) on the eligibility list, sign the list, and return it to MPS Promotions (17 

FSS/FSMPD). 

6.2.  The CBB will conduct a face board where nominees will be required to physically 

appear before the CBB.  However, if any nominee is unable to physically appear before the 

board (TDY, emergency leave, convalescent leave, hospitalization, etc.) the CBB will 

consider records only. 

6.3.  After being sworn in by the 17 TRW/CC or designated representative (Attachment 5), 

board members will evaluate and score records impartially and without prejudice, keeping in 

mind the potential of the Airmen under consideration and the best interests of the Air Force. 

7.  17th and 517th Training Groups (TRG) Central Student Board (CSB). 

7.1.  Responsibilities. 

7.1.1.  The TRGs/CCC or designated representative is both the selection and convening 

authority for the CSB. 

7.1.2.  The TRGs/CCC or designated CMSgt. 

7.1.2.1.  Coordinates with the FSMP at respective location to establish a CSB date.  

Selects four SNCOs (three primaries, one alternate), each from different training 

squadrons to be board members.  Convenes and chairs the CSB. 

7.1.2.2.  Administers the oath (Attachment 5) to the board members and recorder, and 

ensures each individual is scored using a fair and consistent scoring system 

(Attachment 4). 

7.1.2.3.  Oversees preparation of the board report signed by the board president 

(Attachment 3).  The report will contain the board members’ names and selectee 

order of merit (identifying select/non-selects). 

7.1.3.  17 FSS/FSMPD and 517 TRG/FSMP. 

7.1.3.1.  Distributes SrA BTZ quotas each quarter for the CSB. 

7.1.3.2.  Convenes a CSB for the 17 TRW/CC to consider all training students that 

are eligible for competing for SrA BTZ promotion. 

7.1.3.3.  517 TRG/FSMP prepares the board report (Attachment 3) signed by the 

board president and forwards it to 17 FSS/FSMPD along with promotion 

recommendation letters for all SrA BTZ selects. 

7.2.  Board Composition. 

7.2.1.  The CSB will consist of three SNCOs as board members, a nonvoting recorder in 

the grade of SrA or higher, and the board president who will be the TRGs/CCC or 

designated CMSgt. 

7.3.  Method/Number of Nominations for CSB. 

7.3.1.  Unit commanders will use the SrA BTZ Eligibility List and an appropriate 

evaluation process (e.g., a unit board record review, recommendation from 
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supervisor/first sergeants, etc.) to determine nominee(s) for the CSB.  Unit commanders 

circle the name(s) of the nominee(s) on the eligibility list, sign the list, and return it to 

FSMP. 

7.3.2.  The CSB will conduct a face board where nominees will be required to physically 

appear before the CSB.  However, if any nominee is unable to physically appear before 

the board (TDY, emergency leave, convalescent leave, hospitalization, etc.) the CSB will 

be records only. 

7.3.3.  After board members and recorder are sworn in by the convening authority 

(Attachment 5), board members will evaluate and score records impartially and without 

prejudice, keeping in mind the potential of the Airmen under consideration and the best 

interests of the Air Force. 

8.  Selection Folders. 

8.1.  Selection folders for all SrA BTZ boards will include the SrA BTZ RIP, the nominees’ 

AF Form 1206, Nomination for Award, and the Individual Fitness Assessment History.  

Directed by Headquarters EPRs are no longer required for the sole purpose of SrA BTZ 

consideration. 

9.  Areas Considered. 

9.1.  The AF Form 1206 will have the following headings:  Leadership and Job Performance 

in Primary Duty, Significant Self Improvement, and Base and Community Involvement.  

Nominations will be limited to 15 lines, not including headings. 

10.  SrA BTZ Scoring Scale/Selection Phase. 

10.1.  Each of the voting board members independently assigns points (6-10) in 1/2 point 

increments (Attachment 4), which are then totaled.  When nominees are required to 

physically appear before the CBB, each of the four categories listed in Attachment 2 will be 

given a score in the respective categories.  The board member will then place each nominee 

in rank order in the “total” column of the score sheet (Attachment 7).  The recorder computes 

the composite score of each nominee by adding the “total” column of each board member.  

Then the recorder lists the nominees in order of merit by ordinal score once the quota is 

applied. 

10.2.  The 17 FSS/FSMPD will forward a copy of the CBB/CSB board report (Attachment 3) 

to the 17 TRW/CCC for review and signature. 

10.3.  The 17 FSS/FSMPD will forward a copy of the CBB/CSB and large unit promotion 

recommendation letters to 17 TRW/CC or designated representative for approval.  The 17 

TRW/CC or designated representative may approve the board’s selections (either in whole or 

only in part) or disapprove the promotion of any Airman whose records do not justify SrA 

BTZ promotion.  The 17 TRW/CC may also elect NOT to use the full promotion quota. 

10.4.  Once the CBB/CSB and large unit promotion recommendations are approved by the 17 

TRW/CC, the 17 FSS/FSMPD will forward the signed recommendation letters to the 517 

TRG/FSMP and all First Sergeants via email.  The 517 TRG/FSMP and First Sergeants will 

notify their respective unit commanders of the board results.  The unit commander will then 

ensure all nominees are notified of their final status. 
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10.5.  The 17 FSS/FSMPD and 517 TRG/FSMP will project promotions immediately upon 

receipt of 17 TRW/CC signed promotion recommendation letter.  This must be accomplished 

prior to the end of the board month. 

11.  Alternate Selection. 

11.1.  Alternates may be selected in the event a selectee is removed or not recommended for 

promotion before the promotion effective date.  The 17 FSS/FSMPD will review board 

minutes to determine who the first alternate is and notify the individual’s commander.  If the 

commander recommends the alternate for promotion, he/she forwards a letter to the 17 

FSS/FSMPD for the concurrence of 17 TRW/CC or designated representative. 

12.  Supplemental Consideration. 

12.1.  If an eligible Airman was not considered and the error is discovered before the 

promotions are announced, large unit commanders will consider the Airman and adjust 

selections accordingly.  The CBB will be reconvened to consider small unit eligibles and 

adjust selections accordingly.  If the error is found after the promotions are announced the 17 

FSS/FSMPD will forward a request for supplemental consideration by message to HQ 

AFPC/DPSOE. 

 

KIMBERLEE P. JOOS, Colonel, USAF 

Commander 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFPD 36-25, Military Promotion and Demotion, 21 Jun 1993 

AFI 36-2502, Airman Promotion/Demotion Programs, 31 Dec 2009 

AFMAN 33-363, Management of Records, 1 Mar 2008 

AFPAM 36-2241, Professional Development Guide, 1 Oct 2013 

Adopted Forms 

AF Form 847, Recommendation for Change of Publication 

AF Form 1206, Nomination for Award 

Abbreviations and Acronyms 

AFI—Air Force Instruction 

AFPAM—Air Force Pamphlet 

AFPD—Air Force Policy Directive 

BTZ—Below-the-Zone 

CBB—Central Base Board 

CSB—Central Student Board 

MPS—Military Personnel Section 

OPR—Office of Primary Responsibility 

PDG—Professional Development Guide 

RDS—Records Disposition Schedule 

RIP—Record In Person 

RNLTD—Report No Later Than Date 

TIG—Time in Grade 

TIS—Time in Service 

TRG—Training Group 

vMPF—Virtual Military Personnel Flight 
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Attachment 2 

NOMINEE STUDY AREAS  

A2.1.  Unit commanders will ensure all eligible SrA BTZ Airmen have access to Air Force 

Pamphlet 36-2241, Professional Development Guide (PDG), prior to meeting the CBB or the 

CSB.  The PDG is available upon request from the unit Weighted Airman Promotion System 

monitor and electronically on the e-Publishing website at www.e-publishing.af.mil. 

A2.1.1.  Current Events (local/national/military related news taken from newspapers, TV, 

and radio). 

A2.1.2.  Airman Heritage (PDG Chapter 2). 

A2.1.3.  The Enlisted Force Structure (PDG Chapter 9). 

A2.1.4.  Military Customs and Courtesies (PDG Chapter 8). 

 

http://www.e-publishing.af.mil/
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Attachment 3 

CENTRAL CASE/STUDENT/LARGE UNIT BOARD REPORT SAMPLE 

Figure A3.1. Sample Central Case/Student/Large Unit Board Report.  
 
 
MEMORANDUM FOR 17 FSS/FSMPD                                                                        Date 
 
FROM: 17 TRG/CEM (unit/office symbol of board president) 
 
SUBJECT:  Central Base Board for Below-the-Zone Promotion to Senior Airman 
 
1.  The Central Base Board convened on x Jun xx/ 0830, to consider five Airmen First Class 
nominated by their commanders for below-the-zone promotion to Senior Airman with an 
effective date of rank six months prior to their fully qualified date.  The board membership was 
composed of: 
 
CMSgt Franklin D. Catron  17 TRG President 
CMSgt Earl J. Gillis   17 SFS Member 
SMSgt Dennis C. Garrison  17 CS  Member 
MSgt Walter G. Hughen, Jr.  17 MDSS Member 
SSgt Elliott D. Yokom  17 FSS Recorder (non-voting) 
 
2.  Based on the promotion quota of 2, the board’s recommendation is: 
 
RANK/NAME   UNIT  STATUS 
  A1C Bond James   17 MDOS Selectee 

  A1C Monypenny, Helen  17 CS  Selectee 

  A1C Templer, Simon  17 MDOS 1
st
 Non-select 

  A1C Holmes, Sherlock  315 TRS 2
nd

 Non-select 

  A1C Watson, David   NCOA  3
rd

 Non-select 

 
3.  The board adjourned at 0930.  Please direct all questions or comments to CMSgt Catron. 
 
 
 
 
ELLIOTT D. YOKOM, SSgt, USAF   FRANKLIN D. CATRON, CMSgt, USAF  
Board Recorder     Board President 
 
Note:  Sample:  GOODFELLOW AFB Letterhead). 
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Attachment 4 

SCORING SCALE 

Figure A4.1.  Scoring Scale. 
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Attachment 5 

OATH TO THE BOARD MEMBERS 

Figure A5.1. Oath To The Board Members. 

 

 

“I solemnly swear that I will perform the duties imposed upon me without 

prejudice or partiality having in view both the special fitness of the airmen and the 

efficiency of the United States Air Force.” 

 

To be given by the Board President or designated representative. 

 

OATH OF SRA BTZ BOARD RECORDER 

 

“I solemnly swear that I will keep a true record of the proceedings of this board.” 

 

To be given to the recorder by the Board President. 
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Attachment 6 

PRESIDENT’S SCORE SHEET 

 

Table 6.1.  President’s Score Sheet. 

 

NOMINEE'S 

NAME/UNIT 

 

Board 

Member 

Board 

Member 

Board 

Member 

BOARD 

TOTALS 

17 

TRW

/CCC 

 

TOTAL 

 

RANK 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

10 - 9.5 = OUTSTANDING      

9.0 - 8.0 = ABOVE AVERAGE      

7.5 - 7.0 = AVERAGE      

6.5 - 6.0 = BELOW AVERAGE 

   

 

________________________________ 

MICHELLE G. MICHAEL, SrA, USAF   

_________________________________ 

PATRICK A. SHEEHAN, CMSgt, USAF 

Board Recorder   President 
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Attachment 7 

MEMBER SCORE SHEET 

 

Table 7.1.  Member Score Sheet. 

 

NOMINEE'S 

NAME/UNIT 

 

 

6.0 

 

6.5 

 

7.0 

 

7.5 

 

8.0 

 

8.5 

 

9.0 

 

9.5 

 

10 

 

COMMENTS 

 

RANK 

 

 

           

 

 

           

 

 

           

 

 

           

 

 

           

 

 

           

 

 

           

10 - 9.5 = OUTSTANDING      

9.0 - 8.0 = ABOVE AVERAGE      

7.5 - 7.0 = AVERAGE      

6.5 - 6.0 = BELOW AVERAGE 

RANK ALL NOMINEES IN ORDER OF MERIT 

 

 

 

BOARD MEMBER'S SIGNATURE          ___________________________________ 

                                                                        JOHN P. DOE, CMSgt, 17 MSG/CEM 

 


