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1. In addition to building skills, what does an Individual
Training Plan (ITP) outline for each employee?
A. Workplace social events
B. All job requirements
C. Personal development goals
D. Performance metrics

2. What rehabilitative tool allows commanders to establish a
6-month observation period for substandard duty
performance?
A. Control Roster
B. Performance Improvement Plan
C. Compliance Review
D. Evaluation Period

3. What distinguishes the UMD from the UPMR?
A. UMD reflects personnel assigned to jobs, UPMR does not
B. UMD includes total and type of personnel authorized, UPMR

includes assigned personnel data
C. UMD is only for civilian jobs, UPMR is for military
D. Both documents are identical in nature

4. What is a primary focus for NCOs in the Administration
career field?
A. Developing as a leader
B. Planning strategies
C. Logistical support
D. Financial reporting

5. What risk management process involves multiple roles to
make a determination of potential impact prior to sanitizing
media or devices for reuse or disposal?
A. Risk Assessment Process
B. REMSEC (Remanence Security)
C. Data Sanitation Protocol
D. Security Evaluation Procedure
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6. What may lead to the establishment of a control roster for
an Airman?
A. Lack of assignments
B. Prior acts and failures
C. Excessive leave usage
D. Positive performance history

7. Which document outlines changes in manpower
authorization?
A. Manpower Effectiveness Report
B. Manpower Change Request (MCR)
C. Personnel Accountability Sheet
D. Unit Efficiency Review

8. How many days of leave are typically granted for
emergency leave?
A. Up to 7 days
B. Up to 14 days, depending on circumstances
C. Up to 21 days
D. There is no limit

9. What form is used to document an individual's training
progression?
A. AF Form 623A
B. Training Record Form
C. Performance Evaluation Form
D. Personnel Action Form

10. What role does the Civilian Personnel Office play in the
Air Force?
A. Conducting training for enlisted personnel
B. Managing civilian employee hiring, compensation, and

personnel actions
C. Overseeing inventory management
D. Implementing military readiness initiatives
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Answers
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1. C
2. A
3. B
4. A
5. B
6. B
7. B
8. B
9. A
10. B
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Explanations
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1. In addition to building skills, what does an Individual
Training Plan (ITP) outline for each employee?
A. Workplace social events
B. All job requirements
C. Personal development goals
D. Performance metrics

An Individual Training Plan (ITP) primarily serves to guide the professional development
of each employee by outlining their personal development goals. This aspect is crucial as
it allows an employee to engage in targeted training that aligns with their aspirations
and growth areas within the organization. By identifying these personal development
goals, employees can focus on acquiring skills and knowledge that not only enhance their
performance in their current roles but also prepare them for future career
advancements.  The emphasis on personal development goals within an ITP fosters a
proactive approach to learning and growth, encouraging employees to take ownership of
their career paths and seek opportunities that will help them achieve their objectives.
This enhances motivation, job satisfaction, and ultimately leads to improved performance
within the organization.  While workplace social events, all job requirements, and
performance metrics are important aspects of employee management and development,
they do not directly encapsulate the core purpose of an ITP, which is centered on
personal growth and skill acquisition tailored to the individual needs and aspirations of
the employee.

2. What rehabilitative tool allows commanders to establish a
6-month observation period for substandard duty
performance?
A. Control Roster
B. Performance Improvement Plan
C. Compliance Review
D. Evaluation Period

The Control Roster is a rehabilitative tool designed to assist commanders in managing
personnel who exhibit substandard duty performance. This tool allows for a structured
observation period lasting up to six months, during which the individual’s performance
can be closely monitored and evaluated. The aim is to provide the member with an
opportunity to improve while still maintaining their job within the organization.   During
this observation period, the member is expected to demonstrate improvement in their
performance, and they may receive guidance and support from their superiors. If
performance does not meet the required standards after this timeframe, commanders
have the authority to take further action, which could include administrative actions or
other disciplinary measures.   In contrast, the other options do not specifically
encompass the six-month observation aspect of the Control Roster. A Performance
Improvement Plan, while focused on improving performance, typically involves a more
structured plan that may not explicitly include an observation period. A Compliance
Review focuses on adherence to rules and regulations rather than individual performance
monitoring. Finally, an Evaluation Period is broader and lacks the specific rehabilitative
intent found in the Control Roster context. Thus, the Control Roster distinctly fulfills the
requirement of providing a six-month observation for those in need of performance
assessment.
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3. What distinguishes the UMD from the UPMR?
A. UMD reflects personnel assigned to jobs, UPMR does not
B. UMD includes total and type of personnel authorized, UPMR

includes assigned personnel data
C. UMD is only for civilian jobs, UPMR is for military
D. Both documents are identical in nature

The distinction between the Unit Manpower Document (UMD) and the Unit Personnel
Management Roster (UPMR) is fundamental for understanding personnel management
within military organizations. The UMD serves as a strategic tool that outlines the total
number and types of personnel authorized for a unit, essentially detailing what the
organization is approved to have based on its mission and structure. This includes both
military and civilian positions, providing a comprehensive look at the authorized force
levels.  In contrast, the UPMR focuses specifically on the personnel data for individuals
actually assigned to the unit. This document gives a snapshot of the current status of
personnel, detailing who is in those authorized positions as indicated in the UMD.  
Therefore, the correct answer highlights that the UMD outlines the overall personnel
needs and authorizations, while the UPMR provides real-time data on who is filling those
roles within the unit. Understanding this distinction is crucial for effective personnel
management and planning within military structures.

4. What is a primary focus for NCOs in the Administration
career field?
A. Developing as a leader
B. Planning strategies
C. Logistical support
D. Financial reporting

Developing as a leader is a primary focus for Non-Commissioned Officers (NCOs) in the
Administration career field because strong leadership is essential for managing
personnel, resources, and operations effectively. NCOs are often tasked with guiding
subordinates, fostering a positive work environment, and ensuring that their teams are
aligned with the mission and values of the organization. Leadership development
encompasses various aspects, including communication skills, decision-making,
mentoring, and conflict resolution, all of which are critical to achieving organizational
goals and maintaining morale within their units. By emphasizing leadership, NCOs not
only enhance their own capabilities but also empower those they supervise to grow and
excel in their roles, ultimately benefiting the entire administration function.
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5. What risk management process involves multiple roles to
make a determination of potential impact prior to sanitizing
media or devices for reuse or disposal?
A. Risk Assessment Process
B. REMSEC (Remanence Security)
C. Data Sanitation Protocol
D. Security Evaluation Procedure

The correct choice is REMSEC (Remanence Security) because this process specifically
addresses the management of risks associated with residual data on media and devices
before they are reused or disposed of. REMSEC emphasizes a thorough evaluation of the
potential impact of data that could be recoverable after these devices have been
sanitized, ensuring that any remaining sensitive information is adequately protected
from unauthorized access.  This process necessitates collaboration among various roles,
such as system owners, information security professionals, and compliance officers, to
make informed decisions about the sanitization process based on the identified risks. By
establishing a clear determination of the risks and potential impacts beforehand,
organizations can implement appropriate sanitization methods and procedures that align
with regulatory requirements and best practices, thereby mitigating the risk of data
breaches associated with data remanence.  The other options, while related to data
handling and security, do not specifically focus on the comprehensive assessment of
potential impacts in conjunction with multiple roles prior to data sanitization. For
instance, the Risk Assessment Process deals broadly with identifying and analyzing risks,
but does not tailor its focus specifically to the remanence security concerns surrounding
the sanitization of media. Data Sanitation Protocols outline the methods for sanitization
itself, without the extensive evaluation of roles and potential impacts prior to

6. What may lead to the establishment of a control roster for
an Airman?
A. Lack of assignments
B. Prior acts and failures
C. Excessive leave usage
D. Positive performance history

The establishment of a control roster for an Airman is commonly triggered by prior acts
and failures. This roster serves as a formal means to track Airmen who have previously
demonstrated behaviors or actions that are inconsistent with military standards, such as
disciplinary issues or failure to meet performance expectations. By placing an Airman on
a control roster, leadership can monitor their progress and provide necessary guidance to
prevent further issues.   This mechanism is important for fostering accountability and
encouraging rehabilitation, allowing the Airman an opportunity to correct past mistakes
while still being part of the service. Hence, the focus is on previous behavior that
necessitated intervention, which is why this choice is aligned with the criteria for
establishing a control roster.  The other options, such as lack of assignments or excessive
leave usage, might indicate performance issues but do not specifically connect to the
rationale behind monitoring via a control roster in the same direct manner as prior acts
and failures. Positive performance history, on the other hand, would typically lead to
recognition and advancement, not the establishment of a control roster.
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7. Which document outlines changes in manpower
authorization?
A. Manpower Effectiveness Report
B. Manpower Change Request (MCR)
C. Personnel Accountability Sheet
D. Unit Efficiency Review

The Manpower Change Request (MCR) is specifically designed to outline changes in
manpower authorization. This document serves as a formal request to modify existing
manpower allocations within organizational structures. It details the proposed changes,
including how many personnel are needed, the positions they will fill, and the
justification for these changes based on current needs or mission requirements.   By
utilizing the MCR, decision-makers can review and approve adjustments in a structured
manner, ensuring that the organization can effectively respond to new challenges or
shifts in personnel requirements. This process is crucial for maintaining proper staffing
levels that align with operational demands and strategic objectives.  In contrast, the
other options serve different purposes. The Manpower Effectiveness Report evaluates the
efficiency of current manpower allocations but does not process changes. The Personnel
Accountability Sheet focuses on tracking personnel status and does not provide for
authorizing changes. The Unit Efficiency Review assesses overall unit performance rather
than specifically outlining manpower changes.

8. How many days of leave are typically granted for
emergency leave?
A. Up to 7 days
B. Up to 14 days, depending on circumstances
C. Up to 21 days
D. There is no limit

Emergency leave is designed to provide personnel with the necessary time off to handle
unforeseen personal emergencies that require immediate attention. Typically, the
duration of this leave can vary based on individual circumstances, allowing for flexibility
to accommodate the varying nature of emergencies. In most cases, up to 14 days of leave
is granted, which provides a reasonable amount of time for individuals to address the
situation at hand while still maintaining operational readiness and staffing levels.  This
allowance recognizes the unpredictable nature of emergencies and the need for
personnel to take sufficient time to resolve their issues without being overly burdensome
on the organization. The other options suggest fixed durations that do not accurately
reflect the flexibility built into emergency leave policies, which are intended to adapt to
the unique circumstances that an individual may face.
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9. What form is used to document an individual's training
progression?
A. AF Form 623A
B. Training Record Form
C. Performance Evaluation Form
D. Personnel Action Form

The correct form used to document an individual's training progression is AF Form 623A.
This form is specifically designed to track and record the training accomplishments,
progress, and any necessary feedback for an Air Force member. It serves as an essential
tool for ensuring that personnel are meeting their training requirements and helps
supervisors monitor development over time.  The AF Form 623A includes sections for
outlining individual training goals, completing training milestones, and recording
evaluations. This structured documentation supports accountability in training programs
and ensures that both supervisors and trainees have a clear understanding of completed
and upcoming training tasks.  In contrast, other forms listed have different purposes.
The Training Record Form may seem related but does not specifically capture the same
detailed progression format as AF Form 623A. The Performance Evaluation Form focuses
on assessing overall job performance rather than training milestones. The Personnel
Action Form is primarily used for administrative actions related to personnel changes
and does not serve the purpose of tracking training progression.

10. What role does the Civilian Personnel Office play in the
Air Force?
A. Conducting training for enlisted personnel
B. Managing civilian employee hiring, compensation, and

personnel actions
C. Overseeing inventory management
D. Implementing military readiness initiatives

The Civilian Personnel Office in the Air Force plays a crucial role in managing various
aspects of civilian workforce administration. This includes overseeing the hiring process
for civilian employees, ensuring they are properly compensated, and managing personnel
actions such as promotions, transfers, and evaluations. By focusing on these
responsibilities, the office ensures that the Air Force can effectively utilize its civilian
workforce to meet operational needs and support military readiness. This role is essential
in maintaining a well-organized and responsive workforce that contributes to the overall
mission of the Air Force.   The functions associated with training enlisted personnel,
overseeing inventory management, and implementing military readiness initiatives are
managed by other specific branches within the military, thus differentiating their
responsibilities from those of the Civilian Personnel Office.

 v-1764205597 | Page 12Sample study guide. Visit https://3f571admincraftsman.examzify.com for the full version

SA
M

PLE


