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Air Force Child and Youth Programs (CYP) has developed a voluntary Employee Transfer Assistance 
Program (ETAP) for all Air Force non-appropriated fund (NAF) CY-I and CY-II 1702 series positions.  This 
program allows all eligible employees to request a non-competitive transfer to another Air Force installation 
outside of the employee’s commuting range of the current duty station.  If approved, the employee will 
transfer without a break in service and into a position at the same grade and series form which they left.  This 
program overview guide will provide guidance regarding the AF CYP NAF ETAP.  

The Air Force Child and Youth Program Non-appropriated Fund ETAP does not extend reciprocity to other 
Department of Defense (DoD) Child and Youth Programs.  

 

Eligibility 

The Air Force ETAP is open to all current regular and flexible CY-I and CY-II 1702 series CY employees. 
This is a voluntary program to help place employees that are relocating to a different location outside of the 
commuting range of the current duty station location.  Relocation expenses are not authorized.  Employees 
are eligible if they meet the following conditions: 

• Current flexible or regular CY-I and CY-II 1702 series employees. 
• Received “Satisfactory” or higher on final performance evaluation. 
• Have had no adverse actions within 12 months of initiating the transfer request.  Employees that 

receive an adverse action while on the transfer list, will promptly be removed.  
• Gaining installation must exceed a 50-mile radius from the losing installation. 
• Must be eligible and authorized to work in the United States (or host country location where the 

gaining installation is located). 
• Agree to go on LWOP for up to 1 year while being placed.  

 

Background/Investigation Reciprocity 

Background checks must be verified prior to sending the tentative offer.  All Installation Records Checks 
(IRCs) and fingerprints must be re-accomplished by the gaining base prior to transferring.  JPAS/CVS 
systems must be verified to ensure the CNACI/Tier 1 with childcare checks has been accomplished and 
adjudicated.   

• Local Adjudications:   

 

Introduction 
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Step 1:  

• Employee: Completes Air Force CYP request for transfer.  Employee must submit transfer 
application and resume.   

Step 2:  

• Losing NAF HR: Reviews application.  Requests appraisal from losing manager along with adverse 
action memo stating whether or not the employee has had any adverse actions within the past 12 
months.  Request immunizations, training modules, and any certifications of the employee from the 
manager.  

• Losing Manager: Conduct close out performance evaluation.  Complete adverse action memo. 

Step 3: 

• Losing NAF HR: Submits all documentation and application to the AFSVA ETAP Coordinator. 
Submit via myPers ticket:  

o Subject:  ETAP  
o Category: SVXH - NAF Policy & Installation Support. . Subject Child & Youth Program 

Guidance  

Step 4: 

• ETAP Coordinator: Review all documents and input information into spreadsheet/database. 

Step 5: 

• ETAP Coordinator: Forward list of applicants to “desired” installation for review and selection. 

Step 6: 

• Gaining NAF HR: Gives list to CY Managers to select applicants along with Resume and modules 

Step 7: 

• Gaining Manager: Reviews list, makes selection, sends selection to HR office.  A regular employee cannot 
be bypassed if it may lead to a surplus of regulars at the gaining installation.  Instead local recruitment for 
new CY-I and CY-II positions is discontinued until the authorized Regular levels are achieved through 
attrition.   

Step 8: 

• Gaining NAF HR: Sends offer.  Once accepted, NAF HR will send notice to AFSVA ETP Coordinator of 
position acceptance. 

Process 
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• Employee can decline 

Step 9: 

• ETAP Coordinator: removes applicant from list 

Step 10: 

• Employee: employee begins first day at work 
• Gaining HR: Notifies losing HR of selection. 
• Losing HR: Processes transfer out after receive notification from gaining HR 

Gaining HR:  Processes transfer in. 

Program Assistance 

Direct any technical assistance requests and questions about ETAP to the CYP ETAP coordinator via 
myPers to SVXH - NAF Policy & Installation Support. . Subject Child & Youth Program Guidance  
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Appendices: 

A. HQ USAF/A1C Memo 
B. ETAP Process Flowchart 
C. ETAP Program Application 
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B. ETAP Process Flowchart 
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C. ETAP Program Application 
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D. References and Links 
• myPers 
• AF Portal 
• Program Application 

 

 

 

 

 

 


