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MEMORANDUM FOR AF ISR AGENCY

FROM:	HQ AF ISR Agency/A1
	248 Kirknewton Street STE 318
	San Antonio TX 78243

SUBJECT:  AF ISR Agency Evaluation Writing Guide
	
	Evaluation documents (PFWs, LOEs, EPRs, OPRs, PRFs) are some of the most important documents available when our people compete for promotion and jobs.  Moreover, it’s difficult not to be impressed with the superb quality of our people.  However, this impression means little if the “hard copy” doesn’t back it up.  Therefore, we are providing you with this hard-hitting Evaluation Writing Guide with suggestions/examples you can use.  I encourage you to take advantage of this guide!  Please keep in mind that the quality of our people must be reflected accurately on their performance reports.  To this end, we must work hard to ensure AF ISR Agency personnel have the paper record that shows we are the “best warriors” in the Air Force.



			//SIGNED//
	                                                    EDWARD L. FORD, Lt Col, USAF                                             
	                                                    Director, Manpower and Personnel


Attachment:
Evaluation Writing Guide
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Chapter 1: PERFORMANCE FEEDBACK

1.1 Feedback Defined

· Performance feedback is formal written communication.  It documents private discussion between rater and ratee about the ratee’s responsibility and duty performance.

1.2 Purpose of Feedback

· The objective is to focus on how well the ratee is performing and meeting expectations
· The feedback program requires supervisors to:
· Discuss objectives, standards, behavior, and performance with the ratee
· Provide a written progress report before an official evaluation is due
· Determine career goals and aspirations
· Discuss projects, awards, and performance to properly place your people where they can excel

1.3 Understanding Feedback

· Feedback is the single most important means for changing behavior
· It lets a person know where he or she stands in relation to some goal or standard
· Feedback is used as both a source of information and a source of motivation
· Feedback can be used to improve performance by explaining job requirements, establishing performance expectations, and telling your ratees if they are performing as expected

1.4 Feedback Session Requirements

· Performance feedback is mandatory for all officers and enlisted members (Active Duty, ANG, AFRES)

1.5 When to Conduct a Feedback Session

	IF THE RATEE IS
	AND
	THEN A FEEDBACK SESSION IS REQUIRED AND MUST BE CONDUCTED…

	Officer or Enlisted
	has not had an initial feedback session with the current rater
	within 60 days of the date supervision began

	an AB, Amn, or A1C (w/less than 20 months TAFMS)
	has had an initial feedback session with the current rater
	every 180 days or until the rater writes an EPR

	an AB, Amn, A1C (w/20 months or more of TAFMS) or a SrA through SMSgt, or 2d Lt through Lt Col
	has had an initial feedback session with the current rater
	midway between the time supervision began and the planned OPR/EPR closeout date (see Notes 1 and 2)

	AB through TSgt, or 2d Lt through Capt
	has had an OPR/EPR written without change of rater
	within 60 days after completing the OPR/EPR (see Note 3)

	Officer or Enlisted
	requests a feedback session
	within 30 days of the request if at least 60 days have passed since the last feedback

	Officer or Enlisted
	the rater determines there is a need for the feedback session
	as the rater determines



Notes:
1.  If the ratee is due an annual OPR/EPR and the period of supervision is less than 150 days, the rater conducts a midterm feedback session no later than 45 days before the projected OPR/EPR closeout date.
2.  If the ratee is getting a CRO OPR/EPR, the rater tries to hold a midterm feedback session within 45 days of the OPR/EPR closeout date.
3.  Do not conduct a feedback session if the ratee has had a feedback session within 60 days.
1.6 Preparing for the Session

· For an effective session, supervisors should prepare themselves prior to the session by doing the following:
· Identify job-specific behavior
· Collect information (such as job performance, achievements, accomplishments, etc.)
· Record the observations (notes, memo for records, etc.)
· Schedule the session
· Complete the Performance Feedback Worksheet (PFW)
· Feedback is documented on a PFW:  AF Form 724 (Officer); AF Form 932 (SNCO); and AF Form 931 (TSgt and below)
· The PFW may be handwritten or typed

 1.7 Conducting the Session

· The responsibility for conducting the session is a shared, dual responsibility between the rater and ratee
· Sessions should be conducted face-to-face.  Conducting sessions by telephone is only allowed in unusual circumstances, such as when geographically separated or otherwise impractical
· Some of the hurdles of effective communication are superior/subordinate relationships, one-way street communication, and preparation
· What happens after the session?
· Provide original PFW to ratee
· The rater may keep a copy of PFW for use in preparing the next OPR/EPR or for future feedback sessions
· Continue personal communication between rater and ratee
· AFI 36-2406 requires officer/enlisted performance feedback notices to be signed by the rater and ratee.

· Midterm performance feedback session for TSgts and below will be documented in Section V, AF Form 910; SNCOs Section V, AF Form 911
· Raters for 2nd Lts through Col will document the last performance feedback session date in Section IV of the AF Form 707

· Those in the EPR rating chain for TSgts and below are, upon request, authorized access to the PFW
· Commanders are authorized access to the PFW for SNCOs

Notes:  
· Expanded details of PFW preparation are outlined in AFI 36-2406

· MPFM 07-44 (EPR/PFW) and MPFM 07-45 (OPR/PFW) are available to assist you with specific instructions for filling out the FY07 revised EPRs/OPRs/PFW forms



Chapter 2: DEPLOYED LETTERS OF EVALUATION (LOEs)
(PSDM 09-12, 23Feb 09)

2.1 Overview

This CSAF initiative requires the performance of all commanders, who are on “G” Series orders, filling a squadron, group or wing commander position in the deployed environment be documented and included in the officer’s permanent record.  The method for capturing this information was to be as easy as possible for deployed and home-station personnel and could be completed in any deployed environment.

2.2 Implementation

An LOE is mandatory for all deployed officers (AD, Guard, and Reserve) through the grade of colonel serving as commanders for 45 days or more in support of named operations.  Deployed commanders are defined as those officers who occupy squadron, group, or wing commander positions, and are appointed by G-Series orders.    NOTE:  For those officer’s who PCS to a deployed location as the SQ, GP, or WG commander, an LOE is not appropriate as those officer’s will receive an OPR.  All deployed CC “mandatory” LOEs completed under this policy must be completed on the new version of the AF IMT 77. 

Mandatory LOEs will be filed in the Officer Selection Record for officers through the grade of colonel deployed for 45 days or more in support of named operations and on G-Series orders in a squadron, group, or wing commander position.  If a commander position was filled for less than 45 days, an LOE is optional (unless referred).  Completed mandatory LOEs will not restart the OPR “clock” regardless of the TDY tour length.  They are considered “embedded” reports.  Further, there is no minimum number of days “supervision” required--the requirement is based upon the number of days the officer filled the commander’s position.

A negative assessment or negative comments will make the LOE a referral and require additional rater comments.  There is no minimum number of days required for completion of a referral LOE.  If the report is referral, the reverse side of the IMT is also completed.

The AF IMT 77 must be completed by the immediate next-level commander in the rating chain.  A typed IMT is encouraged, but may be handwritten, and completed NLT seven (7) calendar days after ratee relinquishes command.  The goal should be to ensure that the LOE is completed before returning to home station.  The “From” and “Thru” dates are determined by the date assumed/relinquished command.

When completing Section IV, Comments/Impact on Mission Accomplishment, the focus of the evaluation should be on what the officer did and on the officer’s leadership, team building, and problem-solving abilities in accomplishing the mission.  DO NOT include job, PME, or promotion recommendations, as those are best determined by the permanent home station rating chain.

Rater:  The immediate next-level commander in the rating chain who is equal in grade or higher than the ratee.  Evaluates ratee and provides assessment on AF IMT 77 upon ratee’s relinquishment of command.  The rater validates the commander was on G-Series orders by providing the order number and date in Section II(B)5 of the AF IMT 77.

Additional Rater:  The additional rater is the rater’s rater at the deployed location.  The additional rater ONLY makes comments when report is referred by the rater.

Ratee:  If a referral LOE, the ratee must acknowledge receipt and may provide comments.  

AF Advisor:  When the evaluator on a mandatory deployed commander LOE is not an AF officer or DAF official, an AF Advisor (O-6 or above) will be designated by the MAJCOM or Combatant/Component Command.  Comments are not mandatory and only required to provide clarification and ensure the report is written in accordance with AF standards, not to list additional accomplishments or voice disagreement.  If clarification comments are provided, the comments are limited to five lines.  The AF Advisor will then forward completed LOE to AF Contact Center (using address as listed on IMT).

AF Personnel Contact Center (AFPC):  Provides automated e-mail notification of all mandatory LOEs via the REMEDY database to ensure all required reports are accomplished/received.  They will also be responsible for conducting follow-up actions with COMAFFOR/A1 when a mandatory LOE has not been received and 30 days have elapsed after the ratee’s projected departure date.  Second follow-up actions with COMAFFOR/A1 will also occur at the 60 day point and a notification will be sent to AFPC/DPPBR3, ARPC/DPBR, ratee’s MAJCOM, and AFSLMO (if applicable) who will continue to track until the report is received. 

- Upon receipt of AF IMT 77, Contact Center updates MilPDS for AD officers.  (NOTE:  A systems      change request has been generated to track updates and reflect the mandatory LOE on printed SURFs).

	- For active duty officers, the Contact Center forwards original LOE to AFPC/PBSE, AF/DPO
            for O-6s, and either mails or e-mails a scanned copy to the respective MAJCOM and MPF.

- For Guard and Reserve officers, the Contact Center forwards the original to ARPC/D who will then 
be responsible for distribution and/or update to applicable organizations, depending on component/status.

AFPC/DPBSE // ARPC/DPBR // AF/DPO:  Will conduct a quality control review of all mandatory LOEs, process through Automated Records Management System (ARMS), and file the LOE in the officer’s selection record.  Tracks missing LOEs not received by Air Force Personnel Contact Center after 60 days.

ARMS:  Once a mandatory LOE is received, ARMS will transfer to permanent storage.

MAJCOM or COMBATANT/COMPONENT COMMAND:  Responsible for designating the AF Advisor (must be an O-6 or above) when the evaluator on a mandatory deployed commander LOE is not an AF officer or DAF official.
  
MAJCOM/MPF PERSONNEL:  Responsible for filing a copy of the mandatory LOE in the CSR or UPRG.

Chapter 3: Extended Deployment Evaluation Process
(PSDM 08-47, 17 Sep 08)

3.1 Overview

The CSAF directed that certain positions in the USCENTCOM AOR will be filled by Airmen serving on one-year extended deployments.  Airmen filling these positions will receive an evaluation at the end of their tour.  While deployed, airmen are considered assigned to their home station.  The following guidance outlines procedures for the home station and the deployed rating chains.

3.2 Home Station Responsibilities

Generate a CRO OPR/EPR (if 120 days supervision) or an annual OPR/EPR (if at least 60 days supervision and one year has already passed since last report).  Change member’s rater in MilPDS to the deployed rater.  (NOTE:  The deployed rater/additional rater cannot be a general officer since two general officers cannot sign the performance report.  Also, the only senior rater who can sign the report is the home station senior rater).

Update MilPDS to reflect member’s duty title at their deployed location.

Upon return from the 365-day deployment, change the member’s rater and duty title in MilPDS to reflect current information. 

Complete reviewer’s (senior rater) and commander’s portions of evaluation rendered on member by deployed rating chain.

Senior raters will prepare a PRF for promotion-eligible officers (officers will be on the home station senior rater’s master eligibility list and will meet respective management level review). 

Commander will ensure a direct line of communication to the deployed rating chain is established to preclude evaluations not being completed at the deployed location  This is very important, as a majority of individuals on extended deployments may have individuals from other services in their rating chain.  The commander’s direct involvement in this area is critical and will preclude any problems.

3.3 Deployed Location Responsibilities:

Perform initial and mid-term feedback IAW Chapter 2 of AFI 36-2406, Officer and Enlisted Evaluation Systems.

After completion of the member’s indeterminate deployment, the deployed rater (and additional rater(s) will render an evaluation (OPR, AF Form 707) or (EPR, AF Form 910/911) versus a deployed LOE (AF Form 77).  Officers filling a commander billet will receive an OPR versus the mandatory deployed CC LOE.

Complete Part I (1-10) of the OPR/Part I (1-7) of the EPR using home station information (with duty at….).

Complete the evaluation through additional rater’s comments/signature.

Provide recommended comments for the reviewer (senior rater). 

Forward the evaluation to the home station rating chain for completion (parts VI and VIII of AF Form 707; parts VII, VIII, IX, X, IX and XII of AF Form 911; or part VIII and IX of AF Form 910).

If the deployed rater changes after 120 days of supervision, a CRO evaluation must be rendered.

NOTE:  The senior rater matched to the ratee’s home station PAS code must perform senior rater duties.  The home station senior rater does not change.  In the event an individual volunteers or is selected for the 365-day extended TDY and is assigned to either IDE/SDE, the individual must report to his/her next permanent duty station prior to leaving for the extended TDY. 

3.4 Promotion Recommendation Forms

AFI 36-2406, Officer and Enlisted Evaluations System (Terms section) states:  “PRF Accounting Date:  The date that determines the senior rater responsible for PRF preparation.  The home station senior rater of the unit the eligible officer is assigned on this date is the senior rater for the promotion cycle.”


Chapter 4: WRITING OPRs/PRFs
(See MPFM 07-45 for guidance on filling out new forms)
4.1 General Comments

· Many factors go into determining an officer’s suitability for promotion to the next higher grade.  Before discussing what reports (OPRs) should look like, it is important to understand what a selection record consists of and also what makes a record stand out in today’s highly competitive promotion environment




· While awards, decorations, PME, education and other items are considered, the quality of OPRs and PRFs are of utmost importance because they are the prime products from which decisions are made



4.2 What Board Members See

4.2.1 PERFORMANCE
· Board members only see performance if it is documented in the PRF or OPR
· Board members focus on those bullets that influence and support stratification and recommendations

4.2.2 LEADERSHIP
· Job titles/duty titles are very important.  Must show progression, scope/level of responsibility, and evidence of leadership tests already past

4.2.3 STRATIFICATION
· Stratification is the quickest way to tell the board where an officer stands.  Not everyone can be #1

4.2.4 SUPPORT
· PME/job recommendations convey potential and also reinforce stratification
· Ownership/enthusiasm are key to conveying conviction

4.2.5 POTENTIAL
· All of these things together add up to one thing:  POTENTIAL.  Remember, a promotion isn’t a reward for past hard work, but a bet on future potential

OPRs, TRs, and PRFs are the most important documents in the selection folder.  That doesn’t mean awards/decorations, PME, education, and other items do not weigh with the board--they usually support what the record reflects.  Said another way, weakly written reports are often backed up by a lack of decorations, missing PME, etc.  Conversely, most strong OPRs and PRFs are supported by citations, completed military education, and so on.  These two categories are easy--clear-cut selects or nonselects.  But the majority of records fall “in-between” and that’s where performance reports along with the other indicators of potential (PME, education, awards, etc.) become critical in selection board deliberations.


Remember…Powerful writing is:  focused, organized, dynamic and uses all available space.  Make the package sparkle, force the reader to say, “Wow!”
 (
                                                                                                     
BREADTH
                                                                                            - Breadth of Experience
                                                                                            - Broad Leadership
                                                                                            - Advanced Qualifications
                 
DEPTH
 - Primary Job Performance
 - Basic Professional/Technical Skills
 - Leadership Development
 
Lieutenant               Captain                Major               
Lieutenant  Colonel
               
Colonel
                                                                                                    
)
















          


4.3 How to Stratify Your Officers

· Show how officer stands out from peers (e.g. “My best,” “My #1 of 35 captains” or “Top 1% of 35 captains in the wing” clearly define reference pool:  (My #1/10 Wg/CVs…My #1/60 Sq/CCs!  #1/22 HQ Staff O-5s!   #2/35 Wing Comm CGOs)
· Do not rank an officer (Top 1%) without stating reference pool
· Weak stratification can be a negative…i.e. “My number 4 of 8 officers”

4.3.1 Examples of Peer-to-Peer Stratification

· Strongest:  “My #1 of 35 majors,”  
· Strong:  “Top 2% of my 135 majors” 
· Good:  “One of my best officers” 
· Above Average:  “Outstanding…” & “Superior…”

4.3.2 Examples of Career Field Specific Stratification

· #1 of 80 Comm Junior Level Officer of the Year (Pool is 80 Comm Officers eligible for the award)

4.3.3 Examples of Command or Developmental Education Stratification

· “My #1 of 7 for Sq/CC or Gp/CC”
·  “My #1 IDE/SDE candidate” 

4.3.4 Prohibited OPR Stratification Comments

The spirit and intent of the military evaluation system is to assess performance, conduct, and potential.  This is done to provide a long-term record of performance to be used in making personnel management decisions.  Evaluators are tasked with providing this assessment.  As a result, skipping an evaluator in the rating chain for the sake of gaining a stronger impact is no longer permitted.

It is upon this premise that the uses of stratification statements as quotes from anyone other than the evaluator are prohibited.  It is not appropriate for a group-level commander to stratify an individual at the wing level.  For example, a group commander cannot state:  “#2 of 72 majors in the wing” or “Wing/CC says he/she is #2 or 72 majors.”  Quoting of stratification statements from anyone other the evaluator endorsing the report violates the underlying premise of the officer evaluation system that endorsements are capped at a certain level.  Such quotations give voice to someone above the cap, thus providing a higher level of endorsement that is sanctioned.  This is clearly “gaming the system” or “speeding”.

In some cases, statements may be permissible, if substantiated by an award, such as “Best Comptroller in the Air Force—received the 2008 Air Force Financial Manager of the Year Award” or “Wing CGO of the Yr--#1 of 170 CGOs”; however, general stratification statements are restricted to the evaluator’s scope of responsibility or knowledge. 


4.4 Recommendation for PME In-Residence

· Consideration of such recommendations is not required.  However, it is highly encouraged.  If you recommend in-residence PME the following restrictions apply:

· 2Lt – 1Lt:  Squadron Officer School (BDE) only
· Captain: BDE until it has been completed in-residence or the officer has more than seven years commissioned service.  If any of these criteria have been met, a captain should be recommended for Intermediate Development Education (IDE)
· Major:  IDE.  You may NOT recommend a specific IDE program such as Air Command and Staff College, or an equivalent program.  Recommendations for SDE are not appropriate for majors until an in-residence program has been completed or is out of the window to attend in-residence (three year window) then Senior Development Education (SDE)
· Lt Col (Sel) or Lt Col:  SDE.  You may NOT recommend a specific SDE program such as Air War College, National War College, or another equivalent school 


SIDE BAR
While ownership/enthusiasm conveys conviction; PME and job pushes add differentiation!  PME/Job Recommendations convey potential


Chapter 5: HOW TO WRITE AN EFFECTIVE OPR

Items to Review or Collect Before Writing OPR

· Review any notes on the ratee’s performance and review the PFW’s before writing the OPR.
· Collect award nomination packages, letters of appreciation, project books, etc.
· Inputs from ratee but do not allow ratee to write own OPR

5.1 Job Description (Section II)

5.1.1 Duty Title 

· Duty titles should be reviewed to ensure they properly describe the officer’s primary duties and are easily understood
· Staying in one job at the same location for too long detracts from the record
· Avoid non-military titles and descriptions (i.e. Marketing Manager)
· Relate organizational level to proper career progression
· Show progression over time, i.e.,  
· Section
· Branch
· Division
· Directorate
· Must match the OPR RIP



Board Member Feedback
·  “If person was in same job with same job title for more than 2 years, that sends a poor signal on breadth of jobs and advancement”
· “3 years+ in same job and same duty title implies person got too comfortable in what they were doing”


5.1.2 Job Description

· Bullet format is mandatory
· Limited to 4 lines
· Clearly describe actual job 
· Emphasize leadership, level of authority/scope of responsibility
· Does the ratee supervise?  (i.e., leads a 330-person squadron)
· Quantify wherever possible…($$, # of people, span of control)
· Use all available space…white space can send negative signal
· Provide a unique portrayal of all jobs performed by the ratee during the reporting period
· Use layman’s terms – plain language is best
· Indicate if filling a key billet or a career broadening assignment
· Use wording that implies “in charge,” “leader of,” “command of”
· Avoid
· Acronyms not universally understood or spelled out first
· Layering supervision (i.e., Assistant Deputy Chief in a two-person office)
· Including non-mission additional duties like Voting Officer or CFC Officer

Board Member Feedback
· “Can’t tell from job description whether officer is going up, down or sideways”
· “Can’t relate organizational level to progression”
· “Board members look at a variety of jobs and at different levels” 

5.2 Overall Assessment (Section IV, V, VI)

5.2.1 Section IV Format Guidelines

· Maximum 6 lines; BULLET format not to exceed three lines…one or two preferred
· Use hard-hitting, power-packed verbs and adjectives for impact statements…use ACTIVE voice
· First bullet should make a statement about the ratee’s “leadership abilities;” DON’T repeat items already mentioned
· Comments on potential must be based on current duty performance and not on other considerations such as PME, advanced academic education, duty history, etc.; minimize use of pronouns (he, she, him, her).

5.2.2 Section V Format Guidelines

· Maximum 4 lines; BULLET format
· Additional rater must be brief and direct without sounding aloof
· Write in a personalized manner as if you know the ratee personally
· Comment on at least one “meaty” achievement and echo the rater’s recommendations for PME and future job assignments (i.e., Air Staff, MAJCOM, AFIT, etc.)
· Additional rater comments are mandatory
· Board members expect to find your specific recommendations and place a great emphasis on your value judgment of the ratee
· The key to this section is to be enthusiastic in expressing your recommendations for the ratee
· Write your first and last bullets with impact
· First line is always read—take your best shot (e.g “Capt Smith nails jello to the wall (an opinion) versus “My #2 of 40 capts”
· Last line is always read—final strat/job/school/command recommendation

5.2.3 Section VI Format Guidelines

· Provides the reviewing officer an opportunity to concur/non-concur with the additional rater’s evaluation and comments
· A quality review is the reviewer’s primary responsibility.  If the reviewer agrees with the report and the ratee is not a colonel or colonel select, no comments are allowed in Section VI.  The reviewer simply marks the concur block and signs the report
· If the ratee is a colonel or colonel select, the reviewer may make optional comments on a ratee’s command potential and appropriate timing for command in Section VI, without having to non-concur with the OPR
· Recommendations for promotion, whether specific or implied, are PROHIBITED in the OPR.  The following are examples of “implied” promotion recommendations (the offending portion is underlined for emphasis):
· Her future progression in either rank or responsibility is unlimited
· …performing at levels above his present grade
· …far exceeding her years and rank
· A stellar performer ready to become a senior leader in…
· She’s field grade material (submitted on a company grade officer)
· Maj Jones is filling a LtCol billet
· Note: The following applies to blocks IV and V as well.
· Recommendations for in-resident PME, retention, augmentation, and future job recommendations, etc., are appropriate (recommend on last line)
· Comments about significant additional duties and civic activities may be included, but should be avoided.  Such statements do not make efficient use of the limited space available to convey performance and officership, and they have little influence on board members
· LEADERSHIP…LEADERSHIP…LEADERSHIP!!!  Boards are looking for officership and leadership.  Technical expertise is a given in all fields, whether scientists or pilots; what is needed is the ability to lead people, make decisions, and produce results
· Leaving out a recommendation for service schools (or command/assignment) is a signal—a “negative” signal
· Show impact of officer’s performance from the user’s point of view (war fighting capability.)
· Signal your really top officers by comparing to peers (top 5% of 20 majors, etc.); be careful to save for your best or it will lose impact
· Personal knowledge of performance; ranking among contemporaries (e.g., “My best of 28 maintenance officers in the C-130 upgrade plant,” etc.)
· Use best bullets in endorsements (Section V).  State payoff to the operational customer.  Use the most “hard-hitting” facts and show impact to the Nation and Air Force

Board Member Feedback
· “Save best for first and last line on back for the reviewer and then next best for the rater”
· “First line is always read – take your best shot”
· “Last line is always read – your final thoughts on ranking, stratification, job recommendation and appropriate PME push”
· “’Ready for increased responsibility’ is overused.  Recommend the next appropriate job that member will most likely get – be realistic”
· “Leaving out a recommendation for service school is a negative signal.  Be sure to use the appropriate push for the rank and TIS”
· “Highlight really top officers by comparing to peers (My top 5%, etc.); be careful to clearly define your reference pools.  Remember to limit such comments to your best or it will lose impact”
· “Be original, be creative…put some punch into it”
· “Use active tense; not passive—our #1 problem”

5.2.4 Overall Assessment Examples

· Example of performance reports that reflect the full spectrum of a good officer, strong officer, and the strongest officer are displayed in the following paragraphs.  About 80 percent of your officers will fall in one of these three categories.  The difference between 80 percent and 20 percent fall directly on stratification, command, and school pushes.  The below average OPRs will not have one or more of the three key pushes

5.2.4.1 Section IV:  Strongest
- Dynamic leadership gets results!  Total package of officership and leadership combined with rare expertise!
- Automated 85 pgs of taskings & reduced learning curve 50%.  Tested during ORI with “outstanding” results!
- Max initiative!  Researched transition of network maintenance duties resulting in $25K in projected savings
- Identified C4 funding shortfall for POM process by staffing key comm issue to FY02-07 Program Review
- Secured $3.2M in funding to procure over 700 secure communication devices--Ops Security leaped by 35%!
- My #1 of 170 O-4s!  Large comm. Sq/CC and a tough Air Staff job…save a seat at SDE for this superstar!

Style Points:  Notice the stratification in line 6.  This really sends a clear signal.  Notice this officer’s potential in line 6.  Large command, school, and an Air Staff job all reflect this officer is one of the best.  Air Staff pushes combined with a command push really say that this officer has a bright future.

5.2.4.2 Section IV:  Strong
- Top 3% of O-4s in 70 ISR Wg!  Sustains Wg in high vis pos; outstanding leader, mentor, & expert all in one!
- Automated 85 pages of taskings & reduced learning curve by 50%--tested during ORI--stellar results!
- Max initiative!  Researched transition of network maintenance duties--a whopping $25K in projected savings 
- Identified C4 funding shortfall for POM process--staffed key comm issue to FY02-07 Program Review
- Secured $3.2M in funding to procure over 700 secure communication devices--superb staffing skills!
- My #2 of 17 joint screened O4s!  Absolute must for a large communications squadron command & SDE!

Style Points:  The report starts off with a stronger stratification than in the “good” (ref para below) performance report example.  The stratification line 1 and line 6 is towards the far left.  This makes it stand out more in the report.  Line 6 also includes the command and school pushes, but did you notice that a “large” command was being pushed?  This is just another way of showing the future potential of this officer.  Generally, stratification should be 10% of the pool or less.  In this case, being number two is fine if the pool is large enough, generally over 10 people.





5.2.4.3 Section IV:  Good
- Most dedicated & gifted intelligence ofcr in A3; led integration of ISR ops w/SOF msn…ldrship excellence!
- Revitalized C4 advisor position on battle staff…created qualification training program from scratch
  -- Automated 85 pages of taskings & reduced learning curve by 50%…tested during ORI--stellar results!
- Max initiative!  Researched transition of network maintenance duties…a whopping $25K in projected savings 
- Identified C4 funding shortfall for POM process…staffed key comm issue to FY02-07 Program Review
- One of my best majors!  Give him your toughest jobs any time; he won’t disappoint you.  Command & SDE!

Style Points:  Acronyms should be spelled out first somewhere in the report.  First and last line denotes a tertiary stratification.  The report visibly looks good by using the “…” to separate actions from results.  Notice the specific use of percentages and numbers to give a calculation of impact.  The key pushes are included:  stratification “One of my best majors,” command and professional military education in the last line.

Chapter 6: HOW TO WRITE AN EFFECTIVE PRF

6.1 WRITING THE PRF (HELPFUL HINTS AND EXAMPLES)
The purpose of a PRF is to communicate the Senior Rater’s (SR's) promotion recommendation directly to the promotion board and to explain why an officer should or should not be promoted.  The emphasis should be on “performance” and potential to serve in next higher grade.  When recommending officers for promotion, SRs should consider the officer’s career progression and gear comments appropriately.  Promotion boards tend to focus on the following:  Potential to serve in the higher grade, breadth/depth of experience, leadership, job performance, and professional/advanced qualifications.  The following information contains helpful tips for SR consideration. 

EMPHASIS ON PERFORMANCE!!

- Make the recommendation 9 lines of the officer’s best career achievements 

- Focus on potential and readiness to assume the higher grade right now, not just credentials  

- Blend performance in primary duty area and broader career accomplishments

- Show how the officer has successively held more demanding jobs

- Show how the officer has demonstrated leadership skills.  It’s not enough to be a technical expert.  You also have to show that this officer is ready for more leadership challenges.

- At field and senior levels, technical expertise is a given, whether it's a pilot or physician.  It's not enough in the Air Force to be a technical expert; you also have to show that these officers are ready to command or lead an organization performing a mission vital to the Air Force.

- Show impact on the mission 

- When recommending officers for promotion, SRs should consider where officers are in their career and gear comments appropriately.  For example, promotion boards are briefed that they should use the following when evaluating the whole person concept:




	FACTOR
	EVALUATE

	Performance
	PRFs/OPRs/OERs/TRs

	Professional Qualities
	Expertise Within Specialty

	Leadership
	Command/Staff

	Job Responsibility
	Scope/Exposure

	Depth & Breadth of Experience
	Where/What/When

	Specific Achievements
	Awards/Decorations/OPRs

	Education
	Level/Utilization



- SRs should show how the officer has progressed to more demanding jobs and how they have demonstrated their leadership skills

6.2 WRITING STYLE

- Write in layman’s terms—no acronyms or technical terms that board members may not understand

- Symbols/common abbreviations can save space and draw attention (e.g., Sq/CC, &, and $200K)

- Write like you talk.  Revise, revise, revise.  Write in active voice!  Example: “Joe led the mission” vice “The mission was led by Joe”

- One line, hard-hitting bullets are best.

- Organization of the PRF bullets.  Although not required, chronological order is most commonly used.  Start with early career and end with most current duty performance

	Lines 1-2:  Front-load the PRF with top stratifications (#1 of XX, Top % of XX, ect.).

Lines 2-3:  Deployments, major awards

Lines 3-5:  Positions held, position levels (Director of Ops, Commander, Joint Staff, Air Staff, etc.)

Lines 5-8:  Key accomplishments (solved world’s problems in 3 days; saved POTUS from missile attack, etc.)

Line 9:  Strat + strong words ... promotion push w/school and Command recommendation


- Show balance…2-3 lines at most in current job…cover entire career

- Highlight recognition/accomplishments (CGO Yr, SOS DG, BPZ…).  Such accomplishments can be grouped together into one or two succinct bullets/lines (SR preference)			

- Use of ratee’s first name can convey personal knowledge of the officer

- Extra white space sends a negative signal – use all nine lines if possible

- End with your strongest, clearest, best-written line 

- Not all officers are “best qualified”

-- The board can’t fix holes in records, only react to them.  Even the strongest PRF can seldom overcome a weak record, but can explain if there is rationale.

-- Help the board members sort this out by giving them your best judgment

-- OPRs and PRFs should agree and be consistent—if not, explain inconsistencies in PRF

-- Don’t stretch the truth; read the record!

-- Multiple officers can’t be rated #1

-- Record must support a “DP” rating; unless SR talks directly to the disconnect


BOARD MEMBER FEEDBACK
· PRFs capture entire career...not just current job
· “DP” won’t overcome weak record
· Stratification most powerful tool
· Highlight individual awards (CGO/yr, PMOYA)
· PRF sets tone of whole record—Enthusiasm!
· Use “my next DP,” but be judicious
· Use of “challenge” and “greater responsibility” not impressive
· Help civilians/sister service with writing!
· Clear call by senior rater is important--indicate officer's ability to serve in a higher grade
· Show how officer stands out from peers (e.g., my best, my number one promote, top 5
      percent of captains in the wing).  Be careful to clearly define your reference pool
· Make a written recommendation for promotion as well as marking the blocks!  Lack of
      written recommendation confuses board (signal or oversight?)
· Vary the strength of your recommendation--not all "promotes" can be selected, so making
      them all "walk on water" doesn't help
· PRFs and OPRs should show consistency
· Symbols can save space and draw attention ("Saved $200K")


6.3 PRF Examples  

6.3.1 Strongest to Lt Col
 (
- My #1/14 
eligs
! "#1/3 
Capts
"--Sq/DO; 
CGOQ
 (#1/80); "#1/5 
CGOs
"--Sq/DO; "Top 5% of 173 
CGOs
"--Wg/CC;
  SOS Outstanding Contributor; "Top 1% 
ofcr
/ldr/cmdr"--
OG
/CC; "#1/22" 
x2
--HQ/IG; "Top 10% 
Majs
 (195)"--2-
Str
- Winner!  
55Wg
 
Jabara
 
Awd
; 
AFA
 O'Malley 
Awd
, best RC-135 crew; Sq/DO 
CGOY
, 
Sijan
 nom; Intel 
Ofcr
 Yr '02
- Sand-in-her-boots!  Deployed 
OSW
/
ONW
/OIF...flew 11 combat msns over Iraq; as ops 
ofcr
, led 35 enl 
intel
 flyers
- Training guru; led 42 
cryptolinguists
, benchmarked Msn 
Qual
 Trng syllabi for RC-135/RJ..."My best CGO"--Sq/DO
- "Spec Ops" ldr 
SOCEUR
; 
Det
/CC, led 1st-ever SILENT SHIELD 
deplymnt
 to Tunisia...Sq 
CGOQ
 (#1/13)--Sq/CC
- A++ leadership!  
Gp
/DO for 5 
Sqs
/5 
Dets
/7 
Flts
/2 
AFR
 units/800 
prsnl
..."#2/29 
Majs
 in 
Wg's
 largest 
Gp
"--
OG
/CC
- HQ Staff 
phenom
!  IG Howard Leaf nom for best inspector; hand-picked (#1/53) as 2-Star Exec 
Ofcr
--smart/savvy
- I say again, my #1/14 I/
AP
Z
 
eligs
!  
Enroute
 to Sq/DO...Sue
 will 
cmnd
, I guarantee it.  My #1 
pick
 
SDE
 & my #1 DP!
)
 











Style Points:  Note the use of facts above the normal Major’s PRF…i.e., SOS Outstanding Contributor… For every action, there is a result.  In this PRF you see the technical expertise (11 combat msns…ops ofcr) and progressive leadership success (Gp/DO as major).  For a top PRF, this has the key phrases:  stratification, DP, school, and command.  The senior rater also personalized PRF by using ratee’s first name.


6.3.2 Strong to Lt Col

- Jim impressed from the start…consistent #1 throughout his career…Wg/HHQ’s level award winner!
- Started fast…#1 grad in AF Trans School…Wing CGOY…Wg/CC says it all, “Wing’s best CGO!”
- Earned 19th AF Outstanding Passenger Service Operation”…high achiever/loads of leadership
- “My #1 CGO”--Gp/CC…IG stated, “ran the best Transportation Control Unit seen this cycle!”
- Hand-selected to Protocol--orchestrated 4 stellar VIP visits including 2 US & South Korean Pres visits!
- CINC PACAF:  “high threat visits--handled superbly!”  850 DV’s over 3 years--flawless execution!
- Spearheaded base’s involvement in PROVIDE COMFORT…loaded and distributed 50 tons of aid relief     
- Led mob processing unit during EAF…processed 900 people…75 tons of cargo…no busted chalks!
- My #3 of 38 majors meeting this board!  Spectacular leader & fire-tested warrior, CC now, then SDE!

Style Points:  Notice the short-choppy style of writing…action always has a result…good use of abbreviations/symbols.  Note how strat on line 4 does not have a denominator—this weakens the PRF slightly.  On the bottom line, although not 1 or 2…being #3 (or in the top 3) is not that bad for the number in this pool of majors.

6.3.3 Good to Lt Col

- Superstar!  Vast proven talent in operations, training and acquisition--vivacious leader/superb officer!
- Accomplished aviator…key to ORI “Outstanding” and IG rated him as the “Top pilot” during ORI!
- Brilliant technical leadership of all activities on F-16 C/D engine from cradle to grave--he's the expert
- Solved formidable safety of flight defect--acknowledged for saving F-16 through TCTO action
- Led team tasked to persuade OSD--unrivaled success--programs accepted by Under Secretary of Defense
- Rocketed to the top of F-16 Sq; provided key leadership to 220 ops personnel…”Zero” mishaps--stellar!
- Hallmark planner, professionally directed Luke’s Somalian humanitarian relief efforts--30 tons delivered!
- #1 of 1,500 engineers--Aeronautical Systems Division Engineer of the Yr--awesome impact Cmd-wide!
- Superb leadership--one of my best!  Dan is my #1 choice for an ops squadron command! DP, then SDE  


Style Points:  Note the placement of “#1 of 1,500.”  Did your eyes naturally gravitate to that?  Though not a lot of strat otherwise, every action had a result.  Stratified as “#1 choice” for a particular squadron to command--another way to stratify other than ranking amongst peers.  Also, use of the personal name “Dan,” conveys Senior Rater’s personal knowledge of the individual.

SIDE BAR:  
Everything is measurable in terms of:
· Quality – best, most successful, top ___%
· Quantity – scope of effort and effect
· Time – hours saved, ahead of schedule
· Cost – man-hours, $$, resources


6.4 How to Make a PRF Sing!

· The following three examples demonstrate an evolution of a PRF from average, well-written, to one that “really sings.”  These examples demonstrate how writing style can improve the impact of the PRF.  It’s not just what you say, but how you say it.  What-How-Impact!



6.4.1 Average PRF

- A strong officer who constantly outpaces his contemporaries at the squadron, wing, or command level!
- Selected as OTS Distinguished Graduate.  Saved precious AF resources as HQ AFSOC programmer
- The Det16, 4400 MES/CC and served with distinction.  Won “Best in Tactical Air Command” in 1991
- Configured provisional wing!  Accurately determined Tactical Air Command needs for DESERT SHIELD
- Coordinated manpower resources to meet Defense Program Guide--Always comes through in clutch
 - Selected as HQ AFSOC 1994 “Manpower Officer of the Year.”  His cost cutting actions freed up BOS funds
- Excellent as SOS instructor.  Served as director of curriculum, receiving constant praise by leadership!
- Air University’s architect for Air & Space Basic Course stand-up.  Briefed at CORONA, plan implemented!
- He is an outstanding officer who will meet every challenge you give him.  DP, SDE yes!  Ready for command

Style Points:  Technically correct, but notice there are no dollar amounts to distinguish what was saved.  Looking at the PRF, nothing stands out visually…better use of abbreviations; short-choppy writing style would help.  CC, promotion, and school push lack emphasis.  There really is not much enthusiasm for this PRF—not the style of choice if you want the board to promote this officer.

6.4.2  Well Written PRF

- Outstanding officer!  At squadron, wing or command, always charging rapidly ahead of his peers!
- Officer Training School Distinguished Graduate.  Next stop saved over $2.5M in process improvements
- Excelled as Det16, 4400 MES/CC and won “Best in Tactical Air Command” in 1991.  Sets the standard
- Configured the DESERT SHIELD provisional wing/accurately determined Tactical Air Command needs
- Coordinated $2.45 billion in manpower resources--met Defense Program Guide.  Ranked “number one”
- Selected as HQ AFSOC’s Manpower Officer of the Year-1994, throughout career, saved AF millions
- SOS’s CCs:  “My number one” and “Top two percent of 104 officers.”  Acted as Director of Curriculum
- Air University’s architect for Air & Space Basic Course stand-up. Briefed at CORONA & implemented
- Superb officer! Rock-solid individual, my number one! DP, make an MSS Commander; SDE a must! 

Style Points:  This PRF has enthusiasm for the officer.  However, abbreviations would help fit golden nuggets and make it sound even more enthusiastic.  Notice the last line, it has all the right pushes but doesn’t stand-out; abbreviations would certainly help.  Also, MSS/CC push is not as immediate as “MSS/CC now!”  

SIDE BAR:  
Remember, after each bullet, ask yourself, “so what?”  If anyone could have done it, then it’s not a notable achievement.

 




This PRF Sings

- This record smokes…superior officer; always 2-3 years ahead of peers…at squadron/wing/MAJCOM!
- Blazing start, then accelerated! OTS DG…“my #1/12 Lts, MAC/XPM”…reengineered $2.5M process savings
- Few command as 1Lt; he excelled as Det 16, 4400 MSS/CC…won “Best in TAC” in 1991…awesome!
- DESERT SHIELD…two “Firsts”…configured provisional wing and accurately determined TAC needs
- #1 of 110 Capts, AFSOC/XPM; “he rewrote the book”…coordinated $2.45B in mnpwr resources; met DPG
- Results keep screaming:  “HQ AFSOC MO of Year (1994)”…throughout career, saved AF over $23M
- “ #1 of 12 majors, Top 2% of 104 officers & brilliant as acting Director of Curriculum”, said 3 SOS/CCs!
- AU’s architect for ASBC stand-up--personally briefed CORONA on his plan…4-star approval on the spot!
- My #1 of 14 O-4s IPZ! DP this fast burner…select for the largest MSS/CC, and then SDE!  Mike’s that good!



Chapter 7: ENLISTED PERFORMANCE REPORTS
(See MPFM 07-44 for guidance on filling out new forms)

7.1 Introduction

· The EPR is a permanent, long-term record emphasizing an airman’s performance and performance-based potential, while focusing on his or her contributions to the unit’s central business--its mission.  It is an assessment by those raters who know the ratee best, who can judge his or her performance with objectivity and integrity, and who can communicate their observations on an EPR with honesty and with conviction

· Airmen in the grades of Airman First Class (A1C) through Chief Master Sergeant (CMSgt) receive EPRs, which become permanent records in their personnel folder.  EPRs are frequently used for:
· Assignment Determinations
· Promotions
· School Selections
· Awards and Decorations
· Other Management Decisions

7.2 How To Write an Effective EPR

7.2.1 Feedback/Mentoring/Observance of Duty Performance

· Initial feedback 
· Determine career goals and set standards
· Discuss projects, awards, and performance to properly place your people in positions where they can excel
· Follow up the feedback with effective mentoring
· Review previous EPRs before writing the present one and talk to the NCO/airman about their future goals
· Know 
· Next job in career path
· NCO/Airman’s aspirations
· Previous PME, command and assignment pushes to continue a positive trend in future reports

7.2.2 Prepare to Write the EPR

· Review the member’s PFW’S
· Conduct a Quality Force review (ask your first sergeant)
· Fill in all personal ID data from the RIP (EPR Shell)
· Be sure to have correct duty title!
· Consult AFM 36-2108 for help with the job description

· Duty title
· Should be reviewed to ensure it properly describes the primary duties and is easily understood.  Boards often find inflated duty titles or duty titles that do not accurately reflect the duty position
· Staying in one job at the same location for too long detracts from the record.  Causes one to wonder if the person is capable of handling increased responsibility and new challenges
· Avoid non-military titles and descriptions (i.e. Marketing Managers)
· Relate organizational level to proper career progression
· Must match the EPR shell or attach approved change in system (see the commander’s support staff for duty title changes)

· Significant Additional Duty(s)
· Enter any significant additional duties the rate may hold.  Limit text to two lines.  
· If no significant additional duties, enter “N/A.”

7.2.3 Writing Style Key Duties, Tasks and Responsibilities

· Write in bullet format, limit text to four lines.
· Make description specific enough to convey to outsiders what duties are done on a daily basis
· For SNCOs, be sure ratee’s job description correlates to the mission description
· Quantify where possible (# of people supervised, $ value of resourced managed, etc.)
· Use all available space…white space can send a negative signal
· Fill with short, hard-hitting statements
· Promotion boards carefully look at level and scope of responsibility
· Does ratee supervise?  If so, include this first.  Talk “big picture” (i.e., leads a 330 person squadron)
· Big stuff first…budget, “$” value of equipment, and impact at higher levels, span of control
· Emphasize leadership, level of authority, and accountability with regard to people
· Use wording that implies “in charge,” “leader of,” “command of,” (i.e., Director, Chief)
· Language must be understood by the entire AF

7.2.4 Written Comments

· Write the last block first because it carries the most weight
· Be clear and specific
· Quantify wherever possible and tell the reader how well the person performed the action
· Omit needless words--fill the space--but don’t use fillers; dig for the facts
· The opening and closing bullets are the most important
· Save the hardest hitting bullets for the last block
· Record outstanding performance by considering the following:
· Items found in the job description
· A “first-ever” project or result
· Projects that received DoD, Sec AF, or senior officer notice
· Money/time saved because of a specific project
· Deployment to or in support of an operation or war
· Leadership tests passed
· Quarterly, yearly, and AFSC-specific awards
· Anything that distinguishes the person from his/her peers

 
Side Bar (per AF/A1KP message dated 6 Aug 06)
Stratification statements will only be used on EPRs for SNCOs who are time-in-grade eligible for senior rater endorsement.  On these EPRs, all evaluators in the rating chain may use stratification statements (immediate rater through senior rater).  If used, stratification statements must be written in quantitative terms (i.e., #1 of 178 MSgts).  The stratification statement will be based on the number of peers (same grade as the ratee) assigned within the evaluator’s rating scheme (i.e., unit commander cannot state #1 of 189 MSgts in the group).  Stratification statements based on percentage, career field, functional community or other subjective measures are prohibited.

7.2.5 Section V:  Overall Performance - Ratings
· 5 Rating – Truly among the best
· Mark when ratee performs at a level above their peer group
· Elite performer who goes above and beyond
· Every Airman does not warrant this rating!
· 4 Rating – Above Average
· Mark when ratee performs beyond established standards and expectations
·  Performs at higher level than many of their peers
· 3 Rating – Average
· Mark when ratee meets standards and expectations
· Performs in the median when compared to peers
· 2 Rating – Needs Improvement
· Mark when ratee meets some, but not all performance standards
· Disciplinary action is not required but the report will be a referral
· 1 Rating – Poor
· Mark when the ratee performs at an unacceptable level
· Disciplinary action is not required but the report will be a referral

7.2.6 Section VI:  Additional Rater’s Comments

· Limited to 3 lines
· Give good facts and impacts
· Add accomplishments that affect a larger level of responsibility…should be in the scope of additional rater
· Opening statement…overview of ratee's best attributes
· Final bullet: summation of leadership/performance, next job and promotion statement

7.2.7 Section VII:  Reviewer’s Comments (SNCOs only)

· Limited to 3 lines
· Show ratee’s most significant duty bullets; impact will get your ratee noticed in this block
· Put the Big Guns here—the top dollar figures, the wing or MAJCOM impact statements/awards
· Add accomplishments that affect a larger level of responsibility
· Opening statement…overview of ratee's best attributes and accomplishments – show this 
     block begging for more space
· Final bullet:  summation of  leadership/performance, next job and promotion statement




7.3 Final Note:

How do you differentiate your people with a word picture?  The most visible is the peer to peer stratification but that is only available to TIG-eligible MSgt and SMSgts.  For grades ineligible for stratification, you can also differentiate via promotion statements, with the most immediate being the strongest:  "consider for promotion," or "promote," and "promote now!"  With stratification removed, the way you author the ratee’s accomplishments become even more important (what-how-impact)

· Adjectives can help differentiate, "good," "outstanding," and "peerless"
· Action verbs differentiate too, "led" vice "supported"






 Attachment 1

ACTION WORDS

     The following list of “action verbs” may be helpful to you when writing your reports.  A good thesaurus will provide additional variations of the words listed below:


Acclaimed Achieved Acquired Acted Activated Adapted Advanced Advised Advocated Affected Affirmed Afforded Amassed Analyzed Anchored Applied Appraised Approved Arranged Asserted Assessed
Assigned
Assisted
Assumed
Assured
Attained
Audited
Augmented
Authored
Averted
Avoided
Awarded
Battled
Bombarded
Bought
Budgeted
Built 
Capitalized
Captivated
Captured
Centralized
Chaired
Changed
Clarified
Coached
Combined
Commanded
Compared
Competed
Compiled
Completed
Composed
Computed
Conceived
Conducted
Configured
Confirmed
Conquered
Controlled
Converted
Convinced
Corrected
Correlated
Created
Credited
Cut
Dazzled
Dealt
Debugged
Decided
Deciphered
Decoded
Decreased
Dedicated
Defined
Deflected
Delegated
Deleted
Delivered
Derived
Designed
Detailed
Developed
Devised
Devoted
Directed
Dispersed
Displayed
Distributed
Doubled
Drafted
Edited
Effected
Eliminated
Employed
Energized
Enforced
Engaged
Engineered
Enhanced
Enlarged
Enlisted
Ensured
Envisioned
Established
Estimated
Evaluated
Exceeded
Excelled
Executed
Exemplified
Exercised
Expanded
Expedited
Explored
Exported
Extended
Extracted
Facilitated
Fixed
Forecasted
Forestalled
Forged
Formed
Fostered
Founded
Furnished
Gained
Generated
Granted
Grappled
Greased
Guided
Headed
Helped 
Hired
Identified
Illustrated
Improved
Improvised
Included
Increased
Informed
Initiated
Inspected
Inspired
Installed Instigated
Instituted
Instructed
Insured
Integrated
Interfaced
Interpreted
Intervened
Introduced
Invented
Inverted
Involved
Issued
Joined
Judged
Justified
Launched
Leased
Led
Linked
Liquidated
Loaded
Localized
Located
Managed
Marketed
Mastered
Maximized
Mediated
Merged
Met
Minimized
Modified
Molded
Monitored
Motivated
Multiplied
Navigated
Networked
Notified
Obtained
Officiated
Opened
Operated
Orchestrated
Ordered
Organized
Originated
Overcame
Oversaw
Paced
Perceived
Performed
Persuaded
Piloted
Pinpointed
Pioneered
Planned
Posted
Precluded
Predicted
Preempted
Prepared
Presented
Presided
Pressed
Prevented
Processed
Procured
Produced
Projected
Promoted Proposed
Protected
Proved
Provided
Published
Purchased
Pursued
Qualified
Quantified
Quickened
Raised
Ran
Recognized
Recreated
Recorded
Recouped
Recovered
Recreated
Recruited
Rectified
Redesigned
Reduced
Reflected
Regulated
Reinforced
Rejected
Related
Released
Relocated
Renewed
Reorganized
Repaired
Reported
Researched
Reshaped
Resolved
Restored
Retained
Retrieved
Revamped
Reviewed
Revised
Revitalized
Saved
Scanned
Scored
Secured
Seized
Selected
Served
Settled
Shaped
Simplified
Skyrocketed
Sold
Solved
Sorted
Sparked
Specified
Stabilized
Staffed
Starred
Stimulated
Streamlined
Strengthened
Strived
Structured
Styled
Submitted
Succeeded
Supervised
Supplied
Supported
Surged
Surpassed
Sustained
Surveyed
Tabulated
Tamed
Taught
Terminated
Tested
Thrashed
Tightened
Traced
Tracked
Traded
Trained
Translated
Underscored
Updated
Upgraded
Used 
Utilized
Validated
Verified
Visualized
Voiced
Waived
Weighed
Won
Wrote




     The following is a list of “hard-hitting adjectives” that have impact and punch.  Again, a good Thesaurus will provide additional word alternatives to further assist you in your writing:



Absolute
Acclaimed
Acute
Adept
Adroit
Aggressive
Ambitious
Asset
Assured
Astute
Bedrock
Benchmark
Blistering
Bold
Bright
Brilliant
“Can do”
Catalyst
Ceaseless
Centralized
Charismatic
Competent
Complete
Confident
Cornerstone
Cost-effective
Creative
Critical
Cutting edge
Decisive
Dedicated
Deft
Diligent
Distinguished
Dramatic
Driving force
Dynamic
Effectual
Efficient
Electrifying
Elite
Energetic
Engaging
Enthusiastic
Entirely
Exactness
Excellent
Exemplary
Exemplify
Far-reaching
Flawless
Focal point
Forceful
Foremost
“Go getter”
Hallmark
Hand-picked
Heart-felt
Immeasurable
Immensely
Impeccable
Impressive
Infectious
Ingenious
Innovative
Insistent
Instrumental
Intuitive
Judicious
Keen
Key
Keystone
Landmark
Linchpin
Magnetic
Mainstay
Marked
Milestone
Monumental
Noteworthy
Oriented
Outstanding
Overriding
Overwhelming
Pacesetter
Perceptive
Pivoted
Poised
Polished
Precise
Premier
Prevailing
Prime
Prominent
Quick
Recognized
Reliable
Resourceful
Rock-steady
Self-starter
Sharp-focused
Sound
Stellar
Sterling
Stunning
Superb
Superior
Systematic
Tactful
Take-charge
Tenacious
Thorough
Time-critical
Timely
Tireless
Topmost
Top-notch
Totally
Turning point
Typify
Unfailing
Unique
Unmatched
Unparalleled
Unrefuted
Unrelenting
Unstinting
Unstoppable
Unsurpassed
Utmost
Utterly
Valiant
Valid
Versatile
Viable
Vigorous
Vital
Well-timed
Wholly

Attachment 2

ATTENTION GETTING PHRASES

     Now that you have a list of action verbs and impact adjectives, let’s place some of them together to get some “hard-hitting phrases” to make your ratee “come-to-life” for the reader.  If you use your imagination, you can expand on this list even more.  The majority of these “attention getting” phrases have been successfully used by other raters throughout the Air Force.  Use them to pique the reader’s interest.  Be careful not to get carried away; there is a fine line between a positive attention getter and statements that are so corny or trite that they alienate board members.  The following have been gleaned from actual reports.  If a line like one of these will keep a board member reading your report, consider using it.

 (
“If you don’t know the word---you can’t think the thought.”
                                                                  -  B. Meuse
)
                 

                                                                                                                                                   
Absolutely first-rate
Artfully blended
Barn burner
Best I’ve ever seen
Brought to life
Brilliant Innovator
Catalyst for the...
Clearly superior
Constantly amazes
Continuously surpasses
Cradle to grave
Critical influence
Diligent efforts
Does it all
Dynamic--makes the  	difference
Energized
Epitome of effort
Exemplary performance
Expertly crafted
Extraordinarily capable
Extremely able or capable
Eye-watering
Firestarter
Flawlessly performed
Innovativeness
Inspirational leadership
Invaluable contributions
Jump started
Keenly adept
Masterfully orchestrated
Miraculously recovered
My number one
My very best
None Better
One of my stars
Outshines peers
Outstanding initiative
Performed brilliantly
Pivotal contributor
Premier leadership
Rapidly mastered
Razor sharp
Hallmark results
Shrewd leadership
Significantly 	outperformed
Skillfully engineered
Sole architect
Spearheaded a...
Steers the ship
Superb assessment
Super Star
Takes command
The key that unlocked
The obvious choice
There is no better
There is no other
Top-notch performer
Top Shelf
Totally dominated
Truly superb
Unbounded potential
Unique expertise
Unsurpassed excellence
Without peer
100% accurate (PRF)
Attachment 3

Problem Words


	air-to-air
	build up (verb)
	long-range
	*percent/%
	stand-up (adj)

	air-to-ground
	"can-do"
	man-hour
	real-world (adj)
	"take-charge"

	air-to-surface
	coworker
	mission-oriented
	real world (noun)
	takeoff

	affect (verb) 
	crew member
	multidisciplined
	rewrite
	topnotch

	effect (noun)
	ensure (make certain)
	multimillion
	self-help
	troubleshoot

	air show 
	esprit de corps
	multitalented
	self-inspection
	up-to-date (adj)

	attention to detail
	"Excellent" rating
	noncommissioned
	self-assessment
	up to date

	back-to-back
	flight line
	nonnuclear
	setup (noun)
	US Mt Whitney

	beddown
	groundbreaking
	no-notice
	set up (verb)
	warfighting

	benchmark
	handpicked
	off-duty (adjective)
	single-handedly
	worldwide

	bench stock
	in-depth
	onboard
	Southwest Asia
	"zero defects"

	build-up (noun)
	its (pronoun, possessive) vs. it’s (it is)
	ongoing
	spearhead
	$4 million or $4M

	*percent/% (spell out when room allows; use the same way throughout report)





Approved Abbreviations and Acronym List


A B C D E F G H I J L M N O P Q R S T U V W 
	A 

	A/C, a/c 
	Aircraft 

	AADD
	Airmen Against Drunk Driving

	AB 
	airbase 

	ACC 
	Air Combat Command 

	ACM
	Advanced Cruise Missile

	ACS 
	Air Control Squadron 

	ACSC 
	Air Command & Staff College 

	ADPE 
	automated data processing equipment 

	ADVON 
	advanced echelon 

	AEF 
	aerospace expeditionary force 

	AEG 
	Aerospace Expeditionary Group 

	AETC 
	Air Education and Training Command 

	AEW
	Air Expeditionary Wing

	AF 
	Air Force 

	AFAM 
	Air Force Achievement Medal 

	AFB 
	Air Force Base 

	AFCM 
	Air Force Commendation Medal 

	AFFOR 
	Air Force forces 

	AFI
AF ISRA 
	Air Force Instruction 
Air Force Intelligence, Surveillance and Reconnaissance Agency 

	AFIT 
	Air Force Institute of Technology 

	AFMAN 
	Air Force Manual 

	AFMC 
	Air Force Materiel Command 

	AFOSH 
	Air Force Occupational Safety and Health 

	AFOTEC 
	Air Force Operational Test and Evaluation Center 

	AFPC 
	Air Force Personnel Center 

	AFRC 
	Air Force Reserve Component 

	AFRES 
	Air Force Reserve 

	AFROTC 
	Air Force Reserve Officer Training Corps 

	AFSC 
	Air Force Specialty Code 

	AFSOC 
	Air Force Special Operations Command 

	AFSPC 
	Air Force Space Command 

	AFTO 
	Air Force Technical Order 

	AGE
	Aerospace Ground Equipment

	AGM
	Air-to-Ground Missile

	AIB 
	accident investigation board 

	AIM-7, 9, 120 
	Sparrow, Sidewinder, AMRAAM 

	AIN 
	Army Installation 

	AIRCENT 
	Allied Air Forces Central Europe [NATO] 

	AIRSOUTH 
	Allied Air Forces Southern Europe [NATO] 

	ALC
	Air Logistics Center

	ALCM
	Air Launched Cruise Missile

	ALO 
	air liaison officer 

	ALS 
	Airman Leadership School 

	AMARC 
	Aerospace Maintenance and Regeneration Center 

	AMC 
	Air Mobility Command 

	AMRAAM 
	advanced medium-range air-to-air missile 

	AMU
	Aircraft Maintenance Unit

	AMXS 
	Aircraft Maintenance Squadron 

	ANG 
	Air National Guard 

	AOC 
	air and space operations center 

	AOR 
	area of responsibility 

	ARC 
	air reserve components 

	ART
	Air Reserve Technician

	ART
	AEF Reporting Tool

	ASAP 
	as soon as possible 

	AT/FP 
	antiterrorism/force protection 

	ATC
	Air Traffic Control

	ATO 
	air tasking order 

	AWACS 
	Airborne Warning and Control System 

	AWC 
	Air War College 

	B 

	BA
	Bachelor of Arts

	BN 
	battalion (Only for use with Army units, i.e. 2nd BN, 75th Ranger Regiment) 

	BPZ 
	below the promotion zone (Used for officers only) 

	BS
	Bachelor of Science

	BTZ 
	below the zone (Used for enlisted only) 

	C 

	C2 
	command and control 

	C3I 
	command, control, communications and intelligence 

	C4 
	command, control, communications and computers 

	C4I 
	command, control, communications, computers and intelligence 

	C4ISR 
	C4, intelligence, surveillance and reconnaissance 

	CAF 
	Combat Air Forces 

	CALCM
	Conventional Air Launched Cruise Missile

	CAMS
	Core Automated Maintenance System

	CAOC 
	Combined Air and Space Operations Center 

	CAS 
	close air support 

	CC 
	commander 

	CCAF 
	Community College of the Air Force 

	CD 
	deputy commander, e.g. XX/CD 

	CDC 
	career development course 

	CDR 
	commander 

	CD-ROM 
	compact disc read-only memory 

	CDRUSCENTAF 
	Commander, United States Air Forces, Central Command 

	CE 
	civil engineer 

	CFACC 
	Combined Force Air Component Commander 

	CFC
	Combined Federal Campaign

	CGO 
	company grade officer 

	CIA 
	Central Intelligence Agency 

	CINC 
	Commander-in-Chief (POTUS) 

	CIV 
	civilian 

	CJCS 
	Chairman of the Joint Chiefs of Staff 

	CMD cmd 
	command 

	CMS 
	Component Maintenance Squadron 

	COA
	course of action 

	cmdr or CC
	commander 

	COMACC 
	Commander, Air Combat Command 

	COMAFFOR 
	Commander, Air Force forces 

	COMINT 
	communications intelligence 

	comm 
	communications 

	COMSEC 
	communications security 

	COMUSAFE 
	Commander, United States Air Force Europe 

	CONOPS 
	concept of operations 

	CONPLAN 
	operation plan in concept format 

	CONUS 
	continental United States 

	CORE
	Conventional Operational Readiness Exercise

	CORI
	Conventional Operational Readiness Inspection

	CPR 
	Cardio Pulmonary Resuscitation 

	CSAF 
	Chief of Staff, US Air Force 

	CSAR 
	combat search and rescue 

	CSS
	Commander’s Support Staff

	CV 
	vice commander 

	CY 
	calendar year 

	D 

	DEA 
	Drug Enforcement Administration 

	dept 
	department 

	DG 
	distinguished graduate 

	DIA 
	Defense Intelligence Agency 

	DIRMOBFOR 
	director of mobility forces 

	DISA
	Defense Information Systems Agency

	DMS
	Defense Message System

	DMZ 
	demilitarized zone 

	DOC
	Designed Operational Capability

	DoD 
	Department of Defense 

	DRMO 
	Defense Reutilization and Marketing Office 

	DRU 
	direct reporting unit 

	DRSN
	Defense Red Switch Network

	DSN 
	Defense Switched Network 

	DTRA
	Defense Threat Reduction Agency

	DUI 
	driving under the influence 

	DWI
	Driving while intoxicated

	E 

	EAF 
	expeditionary aerospace forces 

	ECM
	Electronic countermeasures

	EET 
	exercise evaluation team 

	ELINT 
	electronic intelligence 

	e-mail 
	electronic mail 

	EMS 
	Equipment Maintenance Squadron 

	EOD
	Explosive Ordnance Disposal

	EOT 
	equal opportunity treatment 

	EOY
	End of Year

	EPA 
	Environmental Protection Agency 

	EPR 
	enlisted performance report 

	ESOHCAMP 
	Environmental Safety Occupational Health Compliance & Assessment Management Program 

	EW
	Electronic Warfare

	EWO
	Emergency War Order / Electronic Warfare Officer

	EXER, Exer 
	exercise 

	F 

	FAA 
	Federal Aviation Administration 

	FBI 
	Federal Bureau of Investigation 

	FEMA
	Federal Emergency Management Agency

	FGO 
	field grade officer 

	FMC
	Fully Mission Capable

	FOB
	Forward Operating Base (used at deployed locations)

	FOD
	Foreign object damage

	FOIA 
	Freedom of Information Act 

	FOL 
	forward operating location 

	FS 
	fighter squadron 

	FSTR
	Full Spectrum Threat Response 

	FTAC
	First Term Airmen Course

	FW 
	fighter wing 

	FY 
	fiscal year 

	G 

	GBU-10, 
	12, 24, etc 

	GP/CC 
	group commander 

	gp 
	group 

	GPA
	Grade Point Average

	GPS 
	global positioning system 

	GWOT
	Global War on Terror

	H 

	HAZMAT 
	hazardous materials 

	HF 
	high frequency 

	HHQ 
	higher headquarters 

	HIPAA
	Health Insurance Portability and Accountability Act

	HQ 
	headquarters 

	HUMINT 
	human intelligence 

	I 

	IAW 
	in accordance with 

	ICAF 
	Industrial College of the Armed Forces 

	ICBM 
	intercontinental ballistic missile 

	ID
	identification

	IDE
	Intermediate Developmental Education

	IED
	Improvised Explosive Device

	IG 
	Inspector General 

	IM
	Information Management

	IMA 
	individual mobilization augmentee 

	Info 
	information 

	INFOCON
	Information Operations Condition

	IO 
	investigating officer 

	IOC 
	initial operational capability 

	IP 
	instructor pilot 

	IN
	instructor navigator

	IR 
	infrared 

	ISO
	In support of

	ISR
	Intelligence, Surveillance, Reconnaissance

	ISS 
	intermediate service school 

	IT
	Information Technology

	J 

	JA 
	Judge Advocate 

	JAG 
	Judge Advocate General 

	JASSM
	Joint Air-to-Surface Standoff Missile

	JCS 
	Joint Chiefs of Staff 

	JDAM 
	Joint Direct Attack Munitions 

	JFACC 
	joint force air component commander 

	JFC 
	Joint Force Commander 

	JNSI
	Joint Nuclear Surety Inspection

	JROTC 
	Junior Reserve Officer Training Corps 

	JSTARS 
	Joint Surveillance Target Attack Radar System 

	JTF 
	joint task force 

	JTF-GNO
	Joint Task Force Global Network Operations

	L 

	LAN 
	local area network 

	LANTIRN
	Low Altitude Navigation Tactical Infrared for Night

	LATAM 
	Latin American 

	LGB
	Laser-Guided Bombs

	LIMFAC 
	Limiting Factor

	LNO
	liaison officer 

	LOAC 
	law of armed conflict 

	LOGMOD
	Logistics Module

	LSET
	Logistics Stan Eval Team

	M 

	MAJCOM 
	major command 

	MC
	mission capable

	MDG
	Medical Group

	MEDEVAC 
	medical evacuation 

	MILCON 
	military construction 

	MILGP 
	military group 

	MilPDS
	Military Personnel Data System

	MOA 
	memorandum of agreement 

	MOS 
	Maintenance Operations Squadron 

	MPF
	Military Personnel Flight

	MSM 
	Meritorious Service Medal 

	MSS
	Mission Support Squadron

	MWR 
	morale, welfare, and recreation 

	MX 
	maintenance 

	MXG 
	Maintenance Group 

	MXS
	Maintenance Squadron

	N 

	NAF 
	Numbered Air Force 

	NASA 
	National Aeronautics and Space Administration 

	NATO 
	North Atlantic Treaty Organization 

	NBC 
	nuclear, biological and chemical 

	NCC
	Network Control Center

	NCO 
	noncommissioned officer 

	NCOA 
	Noncommissioned Officer Academy 

	NCOIC 
	noncommissioned officer in charge 

	NIPRNET 
	non-secure Internet Protocol Router Network 

	NORAD 
	North American Aerospace Defense Command 

	NORE
	Nuclear Operational Readiness Exercise

	NORI
	Nuclear Operational Readiness Inspection

	NOSC
	Network Operations and Security Center

	NSI
	Nuclear Surety Inspection

	NVG 
	night vision goggles 

	NWC 
	National War College 

	O 

	O&M 
	operations and maintenance 

	OCONUS 
	outside the continental United States 

	OEF
	Operation Enduring Freedom

	OG 
	Operations Group 

	OI 
	operating instruction 

	OIC 
	officer in charge 

	OIF
	Operation Iraqi Freedom

	OJT 
	on-the-job-training 

	Op
	operation 

	Ops
	Operations

	OPLAN 
	operation plan 

	OPR 
	officer performance report/office of primary responsibility 

	OPS 
	operations 

	OPSEC 
	operations security 

	OPTEMPO 
	operating tempo 

	ORE 
	operational readiness evaluation 

	ORI 
	operational readiness inspection 

	ORM 
	operational risk management 

	OSHA 
	Occupational Safety and Health Administration 

	OSI 
	Office of Special Investigation 

	OSS 
	Operations Support Squadron 

	P 

	PA 
	public affairs 

	PACAF 
	Pacific Air Forces 

	pax 
	passenger 

	PCA 
	permanent change of assignment 

	PC-III 
	Personnel Concept III 

	PCS 
	permanent change of station 

	PERSCO
	Personnel Support for Contingency Operations

	PERSTEMPO 
	personnel tempo 

	PHA
	Physical Health Assessment

	pgm
	Program

	PME 
	professional military education 

	PMEL
	Precision Measurement Equipment Laboratory

	POC 
	point of contact 

	POLMIL 
	political-military 

	POTUS 
	President of the United States 

	POW 
	prisoner of war 

	PRF 
	promotion recommendation form 

	PRP
	Personnel Reliability Program

	PRU
	Personnel Readiness Unit

	PT
	Physical Training

	Prime BEEF
	Prime Base Engineer Emergency Force

	Q 

	QA 
	quality assurance 

	QoL
	quality of life

	R 

	R&D 
	research and development 

	RAF 
	Royal Air Force (UK) 

	RAS
	Remote Access Server

	recce 
	reconnaissance 

	RED HORSE 
	Rapid Engineers Deployable Heavy Operations Repair Squadron, Engineers 

	ROE 
	rules of engagement 

	ROK 
	Republic of Korea 

	ROTC 
	Reserve Officer Training Corps 

	RQG
	Rescue Group

	S 

	SAAM
	Special Assignment Airlift Mission

	SAV 
	staff assistance visit 

	SDE
	Senior Developmental Education

	SEA 
	Southeast Asia 

	SEAD 
	suppression of enemy air defenses 

	SECAF 
	Secretary of the Air Force 

	SecDef 
	Secretary of Defense 

	SF
	Security Forces

	SFS
	Security Forces Squadron

	SG 
	Surgeon General 

	SIGINT 
	signals intelligence 

	SIOP 
	Single Integrated Operational Plan 

	SIPRNET 
	SECRET Internet Protocol Router Network 

	SITREP 
	situation report 

	SJA 
	Staff Judge Advocate 

	SNCO 
	senior noncommissioned officer 

	SNCOA 
	Senior Noncommissioned Officer Academy 

	SOFA 
	status-of-forces agreement 

	SOP 
	standard operating procedure 

	SORTS 
	Status of Resources and Training System 

	SOS 
	Squadron Officer School 

	SPCM 
	special court-martial 

	SQ 
	squadron 

	SQ/CC 
	squadron commander 

	Sqdn, 
	sq (squadron) 

	SSS 
	Senior Service School 

	stan/eval 
	standardization and evaluation 

	START
	Strategic Arms Reduction Treaty

	STEP 
	Stripes for Exceptional Performers 

	SWA 
	Southwest Asia 

	T 

	TA
	Tuition Assistance

	TCN
	Third Country National

	TCO
	Test Control Officer

	TCTO 
	time compliance technical order 

	TDY 
	temporary duty 

	TLF 
	temporary lodging facility 

	TO
	Technical Order

	trng 
	training 

	U 

	UAC 
	unit advisory council 

	UAV 
	unmanned aerial vehicle 

	UCI 
	Unit Compliance Inspection 

	UCMJ 
	Uniform Code of Military Justice 

	UDM
	Unit Deployment Manager

	UHF 
	ultrahigh frequency 

	UMD 
	unit manning document 

	UN 
	United Nations 

	US 
	United States 

	USA 
	United States Army 

	USAF 
	United States Air Force 

	USAFE 
	United States Air Forces in Europe 

	USAFR 
	United States Air Force Reserve 

	USCENTAF 
	United States Central Command Air Forces 

	USCENTCOM 
	United States Central Command 

	USCG 
	United States Coast Guard 

	USDA
	United States Department of Agriculture

	USFK 
	United States Forces Korea 

	USJFCOM 
	United States Joint Forces Command 

	USMC 
	United States Marine Corps 

	USMILGP 
	United States military group 

	USSOCOM 
	United States Special Operations Command 

	USSOCSO 
	United States Special Operations Command South 

	USSOUTHAF 
	United States Air Force, Southern Command 

	USSOUTHCOM 
	United States Southern Command 

	USN 
	United States Navy 

	USTRANSCOM 
	United States Transportation Command 

	UTC 
	unit type code 

	V 

	VHF 
	very high frequency 

	VIP 
	very important person 

	VPN
	Virtual Private Network

	VTC
	Video teleconference

	W 

	WAPS 
	Weighted Airman Promotion System 

	WG 
	wing 

	WG/CC 
	wing commander 

	WIC 
	weapons instructor course 

	WMD 
	weapons of mass destruction 

	wpn 
	weapon 

	WRM 
	war reserve materiel 

	WSA
	weapon Storage Area

	WSEP
	Weapon system evaluation program

	WSO 
	weapon systems officer 

	WST
	weapon system trainer

	WX 
	weather 
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