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9. IMPACTS. State what the adverse impacts would be if not implemented ex. mission and/or personnel.
8. ADVERSE MANPOWER IMPACTS
Block 8. Adverse Manpower Impacts. These are instances where the forecasted changes listed within this MCR would negatively impact a unit’s capability to carry out its mission. 
 a. ZERO BALANCE
 b. PERSONNEL
 c. MISSION
 d. UNIT TYPE CODE
10. AUTHORITY FOR CHANGE ACTION(S). Driving directive mandating change.
11. MCR COORDINATION:
Block 11. Coordination. Check if there are supporting documents attached to support change. 
Select/Attach Coordination
II. MANPOWER CHANGE REQUEST DETAILS.
An ACR should NOT be submitted when the problem is created by: shortage of assigned personnel; poor or inadequate supervision; personality conflicts; lack of worker skills; inadequate tools or equipment; improper organization structure.
12. CHANGE RATIONALE. Ensure proposed adjustments identify workload, mission, unit structure, and technology changes. List expected tangible results.
MANPOWER CHANGE REQUEST 
I. MANPOWER CHANGE REQUEST (MCR) ESSENTIALS.
1. DATE:
2. UNIT: (Unit/Office Symbol Code)
3. PAS CODE:
4. REQUESTER NAME: (Rank, Last, First, Mi)
5. DSN#:
6. HELP PAGE:
13. CHANGE ACTION. List Unit Manpower Document position(s) and requested change. Use attached MCR input template if changes exceed below positions.
10-digit position #
PAS
Unit
OSC
GRD
AFSC
EFF DATE
ACTION
III. LEADERSHIP REVIEW. Submit requests through their servicing manpower activity for positions under their command/control. Submissions beyond span of control within the peer level of command require parent level of command concurrence. Squadron (or equivalent) is the lowest level permitted to submit changes.
14. ENDORSEMENT:
Block 14. Endorsement. Allows leadership of the unit to endorse proposed changes with digital signatures.
15. UNIT:
Block 15. Unit. Unit which the endorser is assigned
16. DATE:
Block 16. Date. Select the date of review.
17. NAME: (Rank, Last, First, Mi)
Block 17. Name. Enter endorser name. 
18. SIGNATURE:
Block 18. Signature. Click to digitally sign document.
19. MCR ACTION:
Block 19. Select concur if the endorsing individual agrees with proposed changes.
IV. SERVICING MANPOWER ACTIVITY REVIEW. Servicing Manpower Activity Use Only to review requested change action(s).
MANPOWER CHANGE REQUEST (Continued)
Block 1. Date. Enter today's calendar date. 
 
Block 2. Unit. Enter the requesters unit's designation and office symbol code. Ex. 51 FSS/FSM.
 
Block 3. PAS Code: Enter requesting unit's Personnel Accounting Symbol (PAS) Code.
 
Block 4. Requesters Name: Enter Requesters Name.
 
Block 5. Enter the Requesters DSN Phone number.
 
Block 6. Click for Manpower Change Request assistance.
 
Block 7. Reason for MCR. Select from one of the following options which best describe the need for manpower change. Type in specific reason if no options are applicable. 
 
Block 8. Adverse Manpower Impacts. These are instances where the foretasted changes listed within this MCR would negatively impact a unit's capability to carry out its mission. 
 
Block 8a. Zero Balance. The proposed actions do not increase manpower requirements to the UMD. Existing manpower is changed to effectively carry out the unit's mission. 
 
Block 8b. Personnel. Select YES if proposed change will cause a personnel action and/or proposed changes will have an adverse impact to an encumbered civilian position. If not, select NO or N/A. 
 
Block 8c. Mission. Select YES if proposed change will negatively impact unit's ability to fulfill its mission. 
 
Block 8d. Unit Type Code. Select will if UTC validation occurred/proposed change causes UTC/UMD mismatch.
 
Block 9. Impacts. If this action is not approved what specific mission impact will occur? 
 
Block 10. Authority. List applicable MAJCOM or HHQ directives mandating change.
 
Block 11. Coordination. Check if there are supporting documents attached to support change. 
 
Block 12. Rationale. Paragraph should provide complete statements, in layman's terms, that fully justifies requested action. What has changed?  It's imperative to document a comprehensive audit trail or MCR will be returned.
 
Block 13. Affected Positions. For ANG the following optional codes do not apply: ALC, APT, OSC Leader & CAT. Example below:  
POSITION #
PAS	
UNIT
OSC	
GRD
AFSC
FAC
EFF Date
Action
002754760R
F8JM
A4
A4SX
TSgt
3P071
14B000
Current
MSgt
1 Oct 18
Requested
Block 14. Endorsement. Allows leadership of the unit to endorse proposed changes with digital signatures.
 
Block 15. Unit. Unit which the endorser is assigned.
 
Block 16. Date. Select the date of review.
 
Block 17. Name. Enter endorser name. 
 
Block 18. Signature. Click to digitally sign document.
 
Block 19. Select concur if the endorsing individual agrees with proposed changes.
 
Block 20. Remarks. Opportunity for the Servicing Manpower Office to add comments if not already addressed by requesting officials. 
 
Block 21. Date. Select the date of review.
 
Block 22. Number of Positions. Enter the number of positions that will be included within this MCR. 
 
Block 23. Name. Enter reviewer's name. 
 
Block 24. DSN#. Enter DSN telephone number.
 
Block 25. Signature. Click to digitally sign document.
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