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January 2003
There are few things that contribute more to maintaining a quality officer corps than clear and correct documentation of individual performance.  The Officer Performance Report (OPRs) and Promotion Recommendation Form (PRFs) are the primary vehicles for doing this; they are the tools we use to promote the right people and assign them where they’ll help us the most.  The purpose of this guide is to help you prepare OPRs and PRFs for the officer’s performance you rate.


This guide is not intended to be a replacement for AFI 36-2406, Officer Evaluation System.  Rather, it supplements the instruction, highlighting major points and illustrating what works and what does not when writing OPRs and PRFs.  When in doubt, please consult AFI 36-2406, your Military Personnel Flight or your state headquarters.  In addition, it contains feedback from recent promotion board members.  


We are committed to going the extra mile to help you prepare your performance reports and promotion recommendations.  In the spirit of continuous improvement, we encourage you to share your views with us.  With your help, we will continue to take care of our Air National Guard family who makes us the best……our people – our strength!

TOD M. BUNTING

Colonel, USAF

Chief, Personnel & Training
Guide for Effective Writing of Air National Guard OPRs and PRFs
Writing effective OPRs and PRFs really comes down to one thing: using words which vividly paint an accurate picture in the mind of the reader.  With OPRs, that means helping the reader “see” the performance of the officer you have evaluated.  With PRFs, it means ensuring the reader “sees” why the officer should or should not be promoted.  Using descriptive and distinct words makes your officer “come to life” in the mind of the reader.  This guide is designed to help supervisors and senior raters of Air National Guard officers write effective OPRs and PRFs.  It offers suggestions for preparing effective reports.  It also contains some OPR’s that highlight both good and bad techniques.  Before jumping right into these examples, we encourage you to review the overall objective for the OPR and PRF, as well as how these reports fit into the personnel management process.

[image: image2.wmf] 

Guide for 

Effective Writing

 

of

 

Air National

 

Guard

 

Officer Performance

 

Reports and

 

Promotion Recommendation

 

Forms

 

OPR: ANG/DPF

 


The OPR should focus on duty performance and officership ONLY.  You want the reader to get an accurate portrayal of how well the officer performed during the reporting period.  Comments referencing enrollment in or completion of PME, academic accomplishments, or promotion potential are not authorized in accordance with AFI 36-2406, paragraph 3.6 as these factors are reflected elsewhere in an officer’s record.  OPRs are part of the officer’s permanent record, they are used by:

· Promotion boards

· Assignment determination agencies

· Selective Retention boards

As the only permanent documentation of personnel performance, the OPR must clearly illustrate both abilities and potential.  The focus should be on accurately describing the importance and level of responsibility of the job the officer is assigned to do (refer to Unit Mission Description and Job Description), then expressing how well the officer is performing that job (refer to Mission Impact and Overall Assessment).  OPR’s should document and hold officers accountable for their behavior.  The following suggestions will help you write an OPR that accomplishes this and makes the officer “come to life”:

· Record performance in dynamic terms

· Instead of, “proficient”

· How about saying, “undisputed expert” (but this should be validated/qualified)

· Focus on results, not just activity

· Instead of, “…improved turnaround times”

· How about saying, “…increased sortie rate by 15% and saved $20,000 month”

· Use terms understood across all AFSCs – OPRs should be written in layman’s terms – do not use uncommon acronyms or technical terms that board members may not understand

· Instead of, “…Top ACEVAL-AIMVAL analyst”

· How about saying, “…top expert on newest targeting system—force multiplier and life saver”

     (  Focus on primary duty performance rather than additional duties

· How about saying, “Record-breaking attendance at base open house due to his efforts – civic leaders gained increased understanding of unit, mission and impact on community”

· Instead of, “Involved in Base Open House planning and execution”

This is a description of the unit’s main responsibilities and provides a framework for evaluating the ratee’s contributions to mission accomplishment.  Use the same unit mission description for all members of the same unit.

· Make sure to use the approved mission description for the unit.

· Clearly state the unit’s tasking and whom the unit supports.

· Make sure you show how the unit is different (if there are differences) from other units with a similar title/function

· Use layman’s terms.  Spell out uncommon acronyms and explain if necessary.

· Quantify where possible ($$$, people, and resources managed)

· REMEMBER – there are four lines to tell what type of unit it is, what it does, and whom it affects.  Do not exceed the four lines. 


The Job Description is a key component of the OPR, adding to the framework for assessing how well the ratee contributed to mission accomplishment.  Its purpose is to explain duties performed and the officer’s level of responsibility.  Don’t underestimate the importance of this section of the OPR!  This is your opportunity to put the importance of what your officer does into perspective with others in their peer group.  The following concepts will help you prepare strong job descriptions:

· USE DUTY TITLE CONSISTENT WITH THE JOB ACTUALLY BEING PERFORMED

· Ensure duty title describes the actions performed

· Instead of,  “Maintenance Officer” 

· How about saying “Equipment Maintenance Officer or Component Repair Officer”

· Instead of,  “Personnel Officer” 

· How about saying “Military Personnel Management Officer ”

· Relate the significance of the job to the mission of the organization 

· Instead of, “…managed mobility issues for on-going and contingency deployments”

· How about saying, “…managed mobility requirements for 60 pilots and maintainers deployed during Operation Northern Watch”

· List only those additional duties critical to the mission.  If it is a community activity, show how it positively impacted the units’ military mission. (Must link to overall duty performance/officership or it may appear as lacking substance )

· Keep job titles short; titles should clearly describe actions performed

· Review job descriptions annually – add or reword duties and responsibilities – avoid sending “same old job” message

· Show progression in job titles, over a period of time, on subsequent OPRs (i.e., Branch/Squadron/Group/Commander)

· Quantify wherever possible the $$$ or people managed.

· Avoid acronyms unique to the ANG (remember selection folders are reviewed by USAF and ANG officers)

· Don’t give the officer credit for what the organization is responsible for (i.e., “controls $2 billion and 6,000 people”).

· Don’t use duty titles only Guardsmen/Reservists would understand

· Use comparative data to show how the officer exceeded standards (if applicable)

To further relate what does and does not constitute an effective job description, consider the two examples below.  They were written for the same individual, a Commander.

III. JOB DESCRIPTION 1.  DUTY TITLE:  Commander

KEY DUTIES, TASKS, AND RESPONSIBILITIES: Provided command leadership to the 107th Communications Flight.  Serves as a technical advisor to the 107th RQW Commander on all communications and data processing issues, and to the Communications-Computer Systems Requirement Board (CSRB).  Serves as the base SORTs monitor.  Responsible for the 107th Communications Flight readiness, base telephone system, CCTV system, land mobile radios, local area network, computer and communications centers and for future systems planning.  Directs activities of four separate branches, comprised of ____ personnel, supporting a ______ wing of over ______ personnel.  

III. JOB DESCRIPTION 1.  DUTY TITLE:  Commander

KEY DUTIES, TASKS, AND RESPONSIBILITIES: Command responsibilities of leadership and guidance for all flight personnel.  Responsible for the base telephones system, computer and communications centers.   

It’s clear the first job description is much more powerful than the second job description. 


Board members and decision-makers often focus on this section when assessing an officer’s performance and potential..  This section was designed specifically for the rater to document the ratee’s primary duty performance and how it contributed to, or detracted from, accomplishment of the unit mission.  Since this section is limited to nine lines, it is critical to choose words and phrases, which are concise and action-oriented.

Keep the following in mind, when deciding just what you will say:

· Use specific examples to demonstrate ”impact” of actions

· Use mandatory bullet format – maximum of nine lines 

          (AFI 36-2406)

     >  Avoid having too much “white space”; strive not to waste a line with only a couple of words

· Begin your bullets with strong, action-oriented words

· Don’t squander valuable space with lead-in titles for bullets (e.g., “Impact”)

· Use multiple examples to demonstrate impact and results

     Ideally, include quantifiable information (i.e. leading to a cost savings of $30K)

· Focus on the job and how well the officer completed it

· Explain gaps in officer’s career or anything that might be difficult for a board member to understand.

· Significant breaks in service

· Low participation/bad years

· Can also reflect this on Promotion Recommendation Form, or counsel ratee to write a letter to board in accordance with AFI 36-2504

· Don’t make recommendations in this section – they are prohibited by AFI 36-2406

**Exception:  For Position Vacancy (PV) consideration, substantive comments reflecting readiness for promotion are required.

· Don’t repeat what’s on the selection brief (i.e., source of commission, participation, PME and academic schools completed) – refer to sample selection brief in this guide

· Minimize/be careful including references to personal achievements or additional duties (e.g., “Participated in base open house” or “Served as AFA Fund campaign key worker”).  This sends a negative signal that the ratee hasn’t done enough in their primary job to write about.  Show how they favorably impacted the units’ mission.


Consider the following two “Impact on Mission Accomplishment” write-ups,

written on the same individual:


	IV.IMPACT ON MISSION ACCOMPLISHMENT

· Actively supported unit mission exercises and taskings

--  Volunteered for several tours of duty in support of unit alert commitment

    --  Flew in support of AWACS operation mission

· Participated in 148th ARW ORE and ATSO exercises

· Maintained full combat readiness

--  Accomplished 100% of required Additional Flying Training Periods

     --  Completed 100% of Unit Training Assemblies and associated  

         ground training requirements

	
IV.IMPACT ON MISSION ACCOMPLISHMENT

-  Contributed directly to 148th ARW’s ORI “Excellent” rating

     --  Scored 100% Inspector General testing and was handpicked for alert duty during inspection 

-  Outstanding Performance on flying evaluation showing superior technical expertise and experience

-  Selected as Assistant Flight Commander due to his expertise and experience

-  Positive impact on 148th ARW’s world-wide readiness

   --  Maintained 100% combat capability in support of the JCS Single Integrated Operations Plan

     --  Completed all flying training and unit training tasks including all

         ground training requirements 




As you can see, the second impact statement makes much better use of the available space.  By using action verbs and specific results that support the mission impact, the report paints a clearer picture of how this officer is affecting the unit’s ability to accomplish the mission.  


This section of the OPR is probably the most important.  It provides an opportunity for the rater to continue making comments regarding the ratee’s actions that contributed to accomplishing the unit mission.  Further, this is where it is appropriate for the rater to make statements regarding the ratee’s potential, as well as recommendations for appropriate PME and future assignments.  

PROMOTION BOARD FEEDBACK:

“This section does not place enough emphasis on leadership and officership.”

“This is where senior raters must make a clear distinction between the very top performers compared to the rest of his or her contemporaries.”

Avoid phrases such as “continue to challenge” unless that’s what you mean – this comes across as a code word for “not ready yet.”  Better to include a plan statement (i.e., “Challenge him with a squadron commander position.”).  However, you need to follow through and make it happen.  The same statement four years in a row loses its impact!

Below are some points to keep in mind when completing this section of the OPR:

· Bullet format is required; make every bullet count! 

· For your top performers, the opening and closing bullets MUST capture the reader’s attention and clearly illustrate what sets the officer apart from all others:

· Such as, “I’ve never commanded a finer junior officer- - extraordinarily capable”

· Or, “There is no better!  An expert aviator who must command a squadron”

· Make sure what you say is really what you mean

· Such as “#1 captain in my command,” – which clearly indicates that there is no better and no equal to this officer

· Or, “Top 1 percent of captains I have worked with,” and “absolutely superior officer,” which also send very strong signals

 (  Make descriptions of superior performance clear to ALL possible  

         readers

· One of the Air Force’s best Tactical Deception Officers (must be substantiated)

· Captain Smith is in the top 1% of all company grade officers

· DG in UPT - - #1 graduate

· Top Gun at Weapons School; only top 1% go; he was #1

· Use attention-getters, such as:

· My number one field grade logistician; confident and professional leader – always first!

· One of my best Electronic Combat Measures (ECM) experts 

· Has given numerous ECM presentations to other units

· A gifted and knowledgeable speaker and writer (state what they did)

· If we could clone officers, we could use this one to make copies for the entire Air National Guard.

· Pivotal contributor as the close air support flight leaders for all unit Operational Readiness Exercise evals

· 100% mission results and “outstanding” rating for CAS during the recent ORI


NOTE:  Be selective with the above accolades, not everyone’s a superstar!

   (    For promotion purposes, if the rater or additional rater intends for 

         the officer to have future promotions, substantive comments must  

         be included in the OPR by the rater or additional rater, describing 

    the ratee’s ability to handle increased responsibility.  

· Highlight special recognition (e.g., Lance P. Sijan winner; Instructor 

   Pilot of the Year; Personnel Manager of the Year, etc.) and specify   

         level of award (e.g., squadron, MAJCOM, USAF, etc.)


     NOTE:  Officers who do not have substantive comments included on their      

     OPR’s will not be considered for position vacancy promotion.

     (  Make comments on performance-based potential and 

         recommendation for in-residence PME

· Such as, “Our obvious next choice for USAF Advanced Fighter Weapons Course”

· Or, “Make him an MPF chief - - his leadership and knowledge are proof that he’s ready”

· Or, “Send Captain SMITH to SOS in residence”

     (  Comments concerning enrollment in or completion of PME or 

          advanced academic education are prohibited

· Instead of, “Captain SMITH completed SOS in correspondence so she’s a perfect candidate for in-residence”

· Or, “An MS in engineering makes her an ideal officer to work on the MAJCOM staff” 

· How about saying, “Her drive and technical expertise make her ideal for the MAJCOM staff - - and a must for SOS”

     (  Comments which clearly state or appear to imply a promotion 

          recommendation are strictly prohibited
· Such as, “Lt Col SMITH is already performing above his grade”

· Or, “Lt Col SMITH is senior officer material”

The following examples reflect a contrasting weak and strong assessment, made on the same officer.


	VI. RATER OVERALL ASSESSMENT

· Point Man for the 178th Air Refueling Squadron’s second Unit Self Assessment:  Quarterbacking the USA led to the

       completion of the document in minimum time with 100% of the Wing

· Unequaled performance; in my top 10%; selected to be 178th Chief of Supply

· Reduced Defense Reutilization and Marketing Office (DRMO) support agreement reimbursable expenses from $117K

      to $62K

· Selected by First Air Force to be the chairman of our Integrated Process Team to develop detailed taskings to support

      NORAD Wartime requirements

-- 100% of the tasking were determined by the team’s effort

-  Major Smith’s outstanding performance is indicative of his ability to accept increased responsibilities.




	

	
V.  RATER OVERALL ASSESSMENT
· Major Smith actively supported the 178th second Unit Self Assessment 

· Selected to be 178th Chief of Supply

· Major Smith was the chairman of our Integrated Process Team to develop detailed taskings to support NORAD 

Wartime requirements

-     Major Smith’s outstanding performance is indicative of his ability to accept increased responsibilities.





SECTION VII - REVIEWER

The reviewer is the primary quality control level and guards against misstatements and exaggeration.  One of the responsibilities of the reviewer is to ensure OPRs are accurate, unbiased, and uninflated.

RESPONSIBILITIES:

· The reviewer should return any report not meeting the guidelines to the rater and additional rater for reconsideration

· If the reviewer nonconcurs with the additional rater, the reviewer must make comments


THOU SHALL NOT:

· Consider inappropriate material in the performance evaluation process or include it in comments on any Officer Evaluation System form.

· Consider, Comment, or Refer to:

· Recommendations for promotion, except on the Promotion Recommendation Form (PRF).  PRF recommendations must be limited to the next higher grade. (Exception:  Air National Guard officers nominated for PV promotions must reflect readiness for promotion in the form of substantive comments)

· Completion of or enrollment in professional military education (PME) or advanced academic education.

· Any reference to duty history or performance outside the current reporting period on OPRs, except as allowed in paragraph 3.7.5. (May include on PRFs)

· Previous reports or ratings, except in conjunction with performance feedback sessions and as outlined in Chapter 8, AFI 36-2406, for promotion recommendation.

· Events that occur after the closeout date.  If an incident occurs between the time the report closes and the time it becomes a matter of record that is of such gravity it cannot be ignored, an extension of the closeout date may be warranted.  (Refer to this paragraph in AFI 36-2406 for procedures)

· Conduct based on unreliable information.  Raters must ensure that information relied upon to document performance, especially derogatory information relating to unsatisfactory conduct or misconduct, be reliable and supported by substantial evidence. (Refer to this paragraph in AFI 36-2406 for procedures)

· Any action against an officer that resulted in acquittal or a failure to successfully implement an intended personnel action (such as an successful separation action). This does not mean that evaluators cannot mention the underlying conduct or misconduct that formed the basis for the action.  (Refer to this paragraph in AFI 36-2406 for more info).

· Confidential statements, testimony, or data obtained by or presented to, boards, AFI 91-204, Safety Investigations and Reports.

· Actions taken by an officer outside the normal chain of command that represent guaranteed rights of appeal (EXAMPLE: Inspector General, Air Force Board for Corrections of Military Records, EOT complaints, and Congressional Inquiry).
· A recommendation for a decoration.  You may include only those decorations actually approved or presented during the reporting period.  You may mention nominations for honors or awards such as “Outstanding Maintenance Officer.”
· Race, ethnic origin, gender, age, or religion of the ratee.  Do not refer to these items when others could interpret such references as reflecting favorably or unfavorably on the person.
· Past or future AF Form 709, Promotion Recommendation Forms  
· Performance as a member of a court-martial board, or a less favorable evaluation because of the zeal with which the ratee served as a defense or respondents’ counsel (See Article 37, UCMJ).
· Family activities or marital status.  Do not consider or include information (either positive or negative) regarding employment, education, or volunteer activities (on or off the military installation) or the officer’s family, or reflect favorably or adversely on the officer based solely on marital status.
· Prior events. Do not include events that occurred before a performance report unless it adds significantly to the evaluation report and has not been previously reported.  Commanders and senior raters make the determination of what constitutes a significant addition.

Refer an OPR when:

· An evaluator marks “Does Not Meet Standards” in any performance factor in section V.

· Any comments in the OPR, or the attachments, refer to behavior incompatible with standards of personal or professional conduct, character, or integrity.

· These include:

· Omission or misrepresentation of facts in official statements or documents

· Financial irresponsibility

· Mismanagement of personal or government affairs

· Unsatisfactory progress in the Weight Management Program

· Unsatisfactory participation

· Unsatisfactory progress in the Fitness Improvement Training Program

· Confirmed incidents of discrimination or mistreatment

· Illegal use or possession of drugs

· Conviction by court martial

Who Refers an OPR?

 An evaluator whose ratings or comments cause a referral report, or any subsequent evaluator who believes an entry or comment made by a previous evaluator causes a referral report, refers the report to the ratee. 


The AF Form 709, Promotion Recommendation Form (PRF) was designed to be a communication vehicle from the commander to the board.  It is relatively easy to score the very best and the very worst records.  Their message is usually very clear.  The larger gray area in the middle is where board members require as much help as they can get from raters. 

The PRF provides several things to the board member.  It is a transient one-time record, discarded and never used a second time.  It is possible to be candid and truthful on the PRF without causing an officer permanent career damage.  As such, if a commander has an otherwise good officer who is not yet ready because of PME non-completion, or because the officer would be promoted out of the job, the PRF is a tool he can use to send a plain-language message to the board.  The nine-bullet “word picture” is an opportunity to summarize an officer’s entire career and his or her accomplishments leading to a conclusion to promote or not to promote.  It is designed to support the recommendation by the senior rater for promotion. 


 In the “rack and stack” block of the form, if the senior rater elects a “definitely promote” recommendation, they are obliged to rank their candidates in that category. The word picture should match the recommendation; when it does not, confusion clouds the board members’ judgment. For ROPMA promotions to Lt Col, the following guidance will apply:

Rank all “Definitely Promote” PRFs  (3/5/12):

· Ranking must be hand-written in Section VI

· Top # equals ranking among all “DPs” given in that competitive category

· Middle # equals total number of “DPs” given in that competitive category

· Bottom # equals total eligible in that competitive category

Leave Section VI blank on PRFs that receive a “Promote” recommendation

**Note:  ANG uses AF Form 709 for PV promotions to O-6 and must mark Definitely Promote. 

 A “definitely promote” with a ranking, for example, 3/5/12 says to the board that this officer is the third best of twelve, and one of only five definitely recommended for promotion.  It says to the board that this commander has credibility, integrity and exercises judgment.  You can trust him or her when they make a definitely promote recommendation.  Furthermore, the word picture backs up the recommendation with a record of accomplishment.


On the other hand, a ranking of 5/9/9 might mean one of two things.  Either this organization is filled with fast track “best and brightest” (fighter weapons school) and everyone is richly deserving, or it sends the message that this commander has left his decision to the board.  He has chosen to inflate all his officers to a “definitely promote” and is unwilling to take responsibility for guiding their careers.  He or she is doing their officers a disservice by their inaction. The board members will likely look at the word picture with some skepticism as a result of this senior rater’s failure to weigh in with a meaningful evaluation.  


Imagine if the second digit was a five.  Our candidate is a little below average for the group size, but is still one of only five recommendations for “definitely promote”.  This would support his case vs. being only one of nine.  The impulse of trying to indiscriminately award all his group with “definitely promotes” could actually result in the opposite effect for this rater.


Some raters have given “definitely promotes” to officers who have not completed the appropriate PME.  This is an eyebrow raiser in all but the most exceptional of records, particularly when other officers with PME and otherwise satisfactory records are given a simple ”promote.”


Records with a ranking of 1/1/1 are sometimes unavoidable and are among the toughest to judge.  Board members must rely more on the word picture as well as the “whole person” evident in these records.  Once again, it is important for raters to match their word picture with their recommendation.


Writing quality: We overheard more than one board member comment on the quality of the writing on the OPRs as well as the PRFs.  Unfortunately, ANG raters don’t have the extensive experience with PRFs that some active duty raters have for their IMA candidates, for example, and so we suffer by comparison.  A common error is to treat the PRF as just another recent update on the OPR.  Another error is not to use all nine bullets on the PRF form.  If you cannot find enough to say about an officer in nine bullets, the panel isn’t likely to fill in the gaps for you. (White space is bad..)


Professional Military Education: This is an obvious high visibility factor, remarked on often and one of the first items the board members review.  Officers without the appropriate level of PME were viewed as not preparing themselves for their future responsibilities. A lack of PME sent a signal that the officer had other priorities than their ANG career.  A record without appropriate PME is generally a stopper all by itself when considering the “whole person concept” unless there were extraordinarily strong mitigating factors.


Advanced degrees: Masked from junior officer records, they come into play at the senior field officer level.  They are positive indicators of achievement and future potential. Lack of advanced degrees is not necessarily a negative by itself, but it can make a big difference on an otherwise unremarkable record. 


Awards and Decorations: These are not just tiebreakers on close calls; they make a significant difference.  Board member comment: “This officer has been with us for almost twenty years and has apparently never made a contribution worthy of recognition.”  An officer might have been unlucky in his or her choice of supervisors, but over a period of time one has to conclude that their accomplishments would overcome their bad luck.  Awards and decorations recognition provides a record of significant accomplishment over and above the standard.  Without recognition, the documentation of achievement is not apparent.


Letters to the Board: Letters may be sent to the board as long as they meet the requirements of AFI 36-2504.  They can be useful to explain a gap in the record or to provide supporting documentation to matters of concern.  The panel members sometimes find these to be valuable additions to the record and view the information in a positive light.  When the letter merely offers excuses or adds nothing to the record, they can buttress a weak record in a negative way.   


Participation:  Board members take a look at the participation of officers as a gauge of activity, interest, and involvement.  This is not normally a big deal for ANG unit members as long as they are meeting the minimum participation standards.  It is a bigger player for individual reservists and IMAs.  Nevertheless, a member who demonstrates minimal or nominal involvement, particularly if they are in a rated career field will not help a borderline record.


PRF’s should show progression through increasingly demanding positions throughout the officer’s career.  They should show both depth (early) and breadth (later) of experience.

 The Bottom Line:  The PRF is the first thing the board sees and it makes an immediate and lasting impression.



Consider the following do’s and don’t prior to preparing the Promotion Recommendation Form:


· Do your homework! 

· Review the record of performance (previous OPRs, OERs, Training Reports) and Duty Qualification History Brief

· Know what the officer has completed – academic degree and PME

· Write PRF’s in layman’s terms

· Eliminate acronyms or technical terms that board members may not understand

· Remember, 2-3 out of 5 panel members on the selection board are Regular Air Force active duty officers

· It is “MANDATORY” to use bullet format! 

· Cover accomplishments chronologically throughout the officer’s entire career that show the officer’s depth, breadth and readiness for the next grade

· PLAN AHEAD - Make sure to work with the ratee long before the board to build a solid record of performance and career progression

· Not every officer can, nor should, be promoted to the next higher grade

· Not all officers are “best qualified”

· Help the board members sort this out by giving them your best judgement

· Remember – the board can’t fix holes in records – only react to them.  Even the strongest PRF can seldom overcome a weak record

· 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 held successively more demanding jobs

· Show how the officer had demonstrated leadership skills.  It’s not enough to be a “technical expert”.  You also have to show that this officer is ready to command or lead an organization performing vital Air National Guard missions

· Write like you talk.  Remember, board members say this is the most important document in the selection folder, and the one most board members read first.

· Make the PRF the 9 lines of the officer’s best career achievements
· End with your strongest, clearest, best-written line!!

· Write only about the most recent job or even the most recent two or three, cover the entire career but don’t just use a laundry list – show what they accomplished 

· Repeat factual information contained on the selection brief

· Leave any empty lines – unless you intend to send a “not ready for promotion” signal.  Don’t send mixed signals.  

· Don’t have board members question your integrity by saying “My top major” on more than one PRF meeting the board, or by saying “My number 1 selectee” and rank that officer #3

· Don’t make comments concerning ratings or recommendations on prior PRF’s

· Don’t end with a “Definitely Promote” comment, and then mark the “Promote” box

· Don’t refer to completion of, selection for, or enrollment in PME.

ADMINISTRATIVE HINTS

Use the Form Flow software program.

· The computerized form is clear, clean, and easy to read with built-in spell checker.

· Use serif font to improve readability.  Don’t use a computer font smaller than 10-pitch.  Print form on a high-quality laser printer for clean crisp performance reports.

Don’t use bold, Italics, capitalization or underlining to merely emphasize comments, except for proper names, titles of publications, etc.

QUESTIONS OR COMMENTS?

Contact the Personnel Operations Branch (ANG/DPFO)

Lt Col Joanna Shumaker, DSN 327-5778, joanna.shumaker@ngb.ang.af.mil
Ms. Cheryl Baker, DSN 327-0907, cheryl.baker@ngb.ang.af.mil
Ms. Evelyn Simms, DSN 327-3993, evelyn.simms@ngb.ang.af.mil
MSgt Dee Briscoe, DSN 327-0906, dierdre.briscoe@ngb.ang.af.mil
Ms. Kimberly Hastings, DSN 327-0889, kim.hastings@ngb.ang.af.mil
Ms. Witha Hicks, DSN 327-3992,  witha.hicks@ngb.ang.af.mil
Mail:  ANG/DPFO

  
JP1, 1411 Jefferson Davis Highway


Arlington, VA 22202-3231
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OFFICER PERFORMANCE REPORTS





   SECTION II - UNIT MISSION     


                                     DESCRIPTION  





           SECTION III - JOB DESCRIPTION





 SECTION IV - IMPACT ON MISSION  


                          ACCOMPLISHMENT





Keep to basics:  “What did the officer do; how well did the officer do it; what was the impact on the mission?”





SECTIONS V & VI – OVERALL  


                   ASSESSMENT











NOTE:  Make sure you track your figures, as board members notice when senior raters have more than one “very best” in any category – it reduces credibility.  Raters – keep in mind, you may have two or more officers meeting the same board – watch for overusing or duplicating statements.








SECTION VII - REVIEWER





Inappropriate Evaluator Considerations











REFERRAL OFFICER PERFORMANCE REPORTS











   AF Form 709, Promotion Recommendation      


                        Forms (PRFs)





SECTION IV – PROMOTION RECOMMENDATION





Do…….





Don’t……
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Guide for Effective Writing of











Air National Guard











Officer Performance Reports and











Promotion Recommendation Forms
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