ASSIGNMENT NOTIFICATION
STEP TO VIRTUAL INITIAL ASSIGNMENT PROCESSING
Effective immediately the Initial Assignment Briefing will be accomplished through the Virtual Military Personnel Flight (VMPF).  Per Air Force Personnel Center (AFPC) guidance all Initial Assignment Briefings will be accomplished through the VMPF, eliminating all face-to-face interviews with assignment counselors.  If you are unsure on how to locate the VMPF, please contact your Commander’s Support Staff (CSS) for assistance.  Below you will find guidance/instructions on how to access the initial assignment briefing.

STEPS TO LOCATION INITIAL ASSIGNMENT BRIEFING THROUGH THE VMPF:

· Through APFC homepage, https://www.afpc.randolph.af.mil locate VMPF icon and click

· Log on using assigned User ID and Password

· A general information screen will appear, please verify/update accuracy, click on I have verified e-mail and phone to proceed

· Looking at the left side of the screen under “Navigation” click on Individual Actions

· Under Individual Actions Click on Assignments

CONGRATULATIONS – You have now entered the Initial Assignment Briefing, through the VMPC.  Please start by reading Page 1, of the Initial Briefing and at the bottom click on the Assignment Type that applies to your specific location and accompanied/unaccompanied status.  Below you will find the layout of the Virtual Initial Assignment Briefing.  Please ensure that all information is read thoroughly, once in the Virtual Briefing and that you have complete understanding of what is expected of you as the customer.
LAYOUT OF THE INITIAL ASSIGNMENT BRIEFING THROUGH THE VMPF:

Page 1 – Welcome to your initial assignment briefing

Page 2 – Completing your assignment notification report on an individual person (RIP)
Page 3 – Items required for completion of orders
Page 4 – Assignment Processing Actions

Page 5 – Final Out-processing Actions

Page 6 – General Information

Page 7 – Required Documents

- Once you have completed your Virtual Initial Assignment Briefing, an e-mail will be sent to the counselor, identified below, in accordance with the first letter of your last name.  This action will be monitored and will be a requirement for processing of Permanent Change of Station (PCS) Orders, along with other specific requirements, which are addressed via Virtual.

ASSIGNMENT COUNSELOR INFORMATION:  

· A – F – Kenneth.carle@usafa.af.mil (SSgt Carle) 333-8747

· G – Z – Kerrie.pillow@usafa.af.mil (TSgt Pillow) 333-9396

FOR DEPENDANT MEDICAL/DENTAL CLEARANCE (AF FORMS 1466/1466D/2797) Assistance  **OVERSEAS ASSIGNMENT ONLY**  PLEASE CONTACT ******  LOCATED AT TRICARE BLDG, OFFICE 11.

** If you have received a short tour assignment of no more than 15 months, it is imperative that your follow-on paperwork be turned into Outbound Assignments no later than 15 days after receiving your assignment notification.**

Suspense for RIP to 10 MSS/DPMAR:  _________________
Please ensure you keep the top copy for the VMPF briefing instructions.
To obtain any PCS related documents you may need to go to: http://usafa.af.mil/10abw/10msg/mss/msshome/?catname=10mss
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