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It’s all in the writing
Energetic wording with a focus on achievement and impact is the key to writing evaluations that stand out.
W
alk through some of the world’s community markets and you’re likely to hear merchants boisterously calling patrons to their wares.  Which merchant among the many will catch your ear?
You may latch on to the loudest or most unusual voice.  Or, like many, you’re drawn to the one who offers the lowest prices and/or highest quality.  In any case, the merchant who makes his voice stand out among the chorus wins your business.
As a writer of EPRs and decorations, you have a job similar to that of the merchant; you’re challenged to make your best troops stand out among hundreds of their peers.  Ultimately, your subordinates’ EPRs should send a message to any reviewer that your folks are worth a long, hard look for promotion, special duties or other honors.  To do this, you must employ creative, energetic writing that articulately and enthusiastically paints a strong, positive picture of your ratee.
It’s an art form all supervisors should strive to master.  Our ability to articulate subordinates’ achievements can increase or lessen their chances for advancement.  

Getting started

Effective communication starts with planning, research and organization.  Collect your material on the subject using notes you kept during the evaluation period.  Hopefully, you’ve kept a good record of your subordinates’ achievements so you don’t have to scramble and fish for material as a suspense draws near.  
Encourage your subordinates to keep track of their accomplishments as well.  Explain to them how important it is to quantify and provide details.  In other words, they should provide more than just a basic “shell” of what they did; they need to keep track of the numbers, times, level of involvement (squadron, wing, community, etc) and the accomplishment’s overall impact.    

Remember, it’s much easier to glean from excess material than to try and “fluff out” sketchy material.  If you lack detail (i.e. numbers, hours, money amounts), talk with the subject in-depth.  

Ask probing questions, such as:

· How long did it take?  

· Did you use personal time?  

· How much research or preparation did it take to get the task accomplished?  

· Are you the first to accomplish this type of task?  

· What innovative methods did you use?  

· How did you overcome problems?  


The formula  

The process for writing effective bullets is simple.  State the accomplishment (and how well accomplished), the impact, and the resulting recognition. 

In other words, think AIR.
Accomplishment

· Describe what the person or organization did and how well they did it.  Remember, you’re a salesperson, so use energetic, creative adjectives to describe performance. 
· Articulate if the person overcame challenges in time, equipment, mission limitations, austere working conditions or long hours.  Also, describe what makes the subject stand out among his or her peers.  For some, it’s the quality of work, quantity of work, organizational skills and/or ability to lead people.
· Finally, on an individual report or 1206, specify what the individual’s role was in any group effort.  Don’t give one person entire credit for a team accomplishment or give the impression the person led a project when he or she really didn’t.  Tell what the person did and how it contributed to the final result.  
Impact

How did the person’s achievement affect the mission?  Never leave out or minimize the impact.  Even the most routine duties ultimately have an important part in mission success.  Strive to articulate the impact at the highest level possible (wing, AF, etc.).  
Recognition
Include unit and individual awards, letters of appreciation, being “coined,” favorable verbal comments from leadership and achievement medals for special acts.  You can even include nominations for annual awards, such as 12 Outstanding Airman.  Always mention the level of the award, especially if it’s base level or higher.  If you can get figures on how many people he or she competed against for the award, even better.  You cannot mention STEP or decoration nominations.

Simplicity/clarity

Write bullets that people with only a moderate understanding of your career field can grasp. Don’t assume that reviewers will understand job-specific acronyms, jargon and “techno speak” well enough to adequately assess performance.  Do assume reviewers understand general AF terminology and acronyms, such as PCS and TDY.  Spelling out certain acronyms may take up much valuable space.  To adjust, use generic, shorter terms in place of long, technical identifiers (i.e. Standard Facility Equipment Listing could be referred to as simply an “equipment listing” or, shorter yet, “inventory.”  

Equally important, ensure your bullets answer the “So What?” question.  If I’m a reviewer, your statements should quickly relate to me why each achievement is important or how it makes the subject stand out among peers.  Ask yourself these questions:

What is the purpose of my bullet?
What do I want the reader to get from it?
· If it’s leadership, stay focused on scope of responsibilities, cost of assets managed, number of people led, level of impact

· For management bullets, quantify improvements in processes or programs in terms of speed, efficiency, effectiveness or volume
· If it’s technical, emphasize difficulty of task, performing duties above current skill level, intricacy of accomplishment, speed of task
· If it’s training, brag about graduation awards, place in class, or GPA; indicate how training was finished ahead of schedule or above standards; show how training improved ability to accomplish the mission
Key Words

Use words such as: superb, stellar, brilliant, innovative, superior, incredible and hand-picked speak loudly about the subject’s capabilities. Use words such as led, spearheaded and point-person to describe level of responsibility.

Hooks

Remember, you’re trying to “sell” a reviewer on your troop’s achievements.   Use a short set of bold words up front in the bullet to grab the reader’s attention.  They’re only effective, however, if you use them wisely, so don’t lead off every bullet with a hook statement.  I recommend using one per five bullets.  Here are some samples (the hooks are the first one to four words):  

· Dynamic SNCO!  Created first-ever…

· My #1 trainer!  Spearheaded restructure of…

· Brilliant writer—coauthored USAFE’s….

· News section’s top broadcaster!  Hand-picked to anchor…

· On-target outreach!  We championed…

· Exceptional leader—first-shirt mentality

· Pro PA team exerts global influence!  Launched campaign to…

Additional tips 

Never exaggerate or attempt to deceive…most board members can detect untruths or exaggerations.  For example, don’t make it appear an individual was solely responsible for an achievement that was a group effort.   Also, don’t exaggerate the impact or level of responsibility.   Be truthful and clearly indicate how a person supported an operation or group effort.  Don’t give board members a reason to doubt your credibility.   
Use figures whenever possible.  Figures are especially useful to convey level of impact.  Ensure they are well researched, comparative and relative.  In other words, ensure you can back them up with proof, and when applicable, they show before-and-after comparisons or relate to a standard (i.e. success rate of 95 percent exceeded MAJCOM standard of 90 percent).    Use “K” to represent thousands and M to represent millions to save space.
Self-improvement…The strongest indicators of self-improvement are off-duty college education, duty-related courses and training, and Professional Military Education success.  Successfully passing CLEP and DANTES tests also add weight in this category.   For education, tell how many semester hours the subject completed during the reporting period, what courses were taken, what degree is being pursued, a favorable GPA, and, space permitting, how many hours to degree completion.  Also effective is linking education with job enhancement.

· Current Air Force policy prohibits referencing PME directly on the EPR, unless the bullet refers to PME awards.

Initiatives…Turn the spotlight on accomplishments that demonstrate an individual is a “self-starter.”  Examples are: creating or improving continuity books, researching and solving equipment challenges, or volunteering to lead projects or community events. 

Community Involvement…This could be church-related activities, committee positions, coaching or playing unit sports, scout leader, school volunteer, narrator, or speaker at career day.  It’s not enough to say, “serves as vice president of the PTA.”  You need to state the level of involvement and what the impact was on the community.  Highly important is to demonstrate a commitment to professional development and esprit de corps.  Examples include active membership in enlisted organizations and on event committees, as well as teaching First Term Airmen’s Center or local PDS classes.  

Cut the fluff…Few things can diminish the value of a bullet like fluff.  Fluff is wording that can sound dramatic, important or exciting, yet is void of any real meaning, clarity or depth.  Fluff also includes use of clichés.  Here are some examples of great-sounding, yet ineffective “fluffy” bullets.

-  This SSgt thinks like a chief—can nail Jell-O to the wall—handles toughest jobs!

-  A cool, skilled broadcaster; ensures CC’s messages gets to troops every time!

Do these bullets describe achievement and impact without clichés or exaggerations?  Do they clearly indicate the individual’s role?  Remember, clearly articulating achievement with impact is the key.



Condensing words…Squeezing achievements, particularly substantial ones, into single-line bullets or even two-liners can be tough.  Some folks resort to condensing words by taking out letters.  For example, program becomes pgrm; training becomes trng; and savings becomes svgs.  You can also resort to using figures instead of spelling out numbers, or use & in place of “and.”  There are other ways to save space, but authorization to use any of these techniques will depend on your reviewing chain’s policies.  The principle rule is to ensure you retain clear meaning and don’t force a reviewer to have to work at understanding what you’ve written.  The following are examples of condensed words:

Group similar topics…Ensure bullets describing closely related projects or achievements are grouped together in a package, particularly on 1206s.  For example, if a person has five or six bullets related to Internet management, then list them consecutively and try to build a link among all six.  This is better than separating the Internet bullets and scattering them in different portions of the 1206.

Action!  The best way to emphasize the ratee’s action is to write in active voice.  In an active voice sentence, the subject performs the action.  Active voice allows you to squeeze maximum information into short phrases.  It eliminates the need for extra clarifying words and uses the simplest past tense forms of verbs.  Example:

· Active:  Single-handedly processed 350 claims in 3 weeks to resettle Homestead AFB evacuees quickly

· Passive:  In excess of 350 claims were processed by Airman Sharp single-handedly in three-week period, helping Homestead evacuees to resettle quickly

Putting it all together
Describe in simple terms what the individual did
1. Seized chance to develop unit’s Operating Instructions…

2. Single-handedly conducted broadcast campaign on base DUI rates…

3. Conducted internal information project in attempt to enhance base retention stats
Include descriptors showing how well done, span of control, person’s role.
1. Completed upgrade of 15 OIs in just 7 days, oversaw staff of eight’s writing efforts
2. Worked personally with WG/CV, conducted 3 interviews, produced 6 TV & radio spots
3. Drafted 3 newspaper articles, coordinated superb retention fair, coordinated AFN 

    interviews with career advisor 
What were the results…better, cheaper, faster, exceeded standards? 
1. OIs earned outstanding ratings from WG/IG, established standards for all PA ops
2. DUI rates dropped 25% over duration of campaign; effort earned 1st place in AF 

    Media Contest
3. 35 reenlistments--30% increase in 6 months--attributed to greater base awareness; 
    CAA retention queries up 40%; coined and praised by NAF/CC
Compile the bullet information from the pieces created in step 3.
1. Seized chance to develop unit’s Operating Instructions… Completed upgrade of 15 OIs in just 2 weeks, oversaw staff of 8’s writing efforts…OIs earned outstanding ratings from WG/IG, established standards for all PA ops and used as templates for base’s OI production guidelines.
2. Spearheaded broadcast campaign on base DUI rates… Worked personally with WG/CV, conducted 3 interviews, produced 6 TV & radio spots… DUI rates dropped 25% during duration of campaign; effort earned 1st place in AF Media Contest

3. Conducted internal information project in attempt to enhance base retention stats… Drafted 3 newspaper articles, coordinated superb retention fair, coordinated AFN 

interviews with career advisor…Base retention rates improved by 30% in six months with 35 reenlistments and 40% rise in queries to career advisor attributed to greater base awareness; coined by WG/CC and praised by NAF/CC

Refine the material into quick-hit, 
on-target bullet statements.

1a)  Led staff of 8 in rewrite of 15 unit OIs—WG/IG called docs outstanding—adopted as templates for entire base
1b)  Spearheaded rewrite of 15 OIs—standardized PA approach to major mission areas—WG/IG: “Base’s best OIs!”
2a)  Spearheaded WG/CC’s on-air anti-DUI effort--directed 6-month radio/TV push--DUI rates down astounding 35%
       -- Led 5 in airing 6 TV ads, 8 radio interviews, 5 TV news items-- #1 broadcast campaign in ’04 AF Media Contest 

2b)  Spearheaded WG/CC’s radio/TV anti-DUI push--#1 broadcast campaign in ’04 AF Media Contest--DUIs down 35%

NOTE:  Both the main and sub-bullet in 2a contain the AIR elements of achievement and impact
3a)  Innovative!  His 6-month retention info campaign netted 35 reenlistments--30% rise--NAF/CC: “Best rates in AOR!”
3b)  Increased retention rates 30% w/6-month news focus on AF benefits--visits to CAA up 40%--coined by WG/CC




Before & After

Using the guidelines you’ve learned to this point, you can turn ho-hum bullets into winners.  Take a look at these examples:

Mediocre:

- Actively engineered and instituted det’s first use of hi-tech digital Global Stream video production capability
This means virtually nothing to someone who doesn’t understand the broadcast business
Where’s the impact on the mission?  Where’s quantification of achievement?
Better:

- Led team of 6 in integration of advanced video editing system--cut unit’s TV news production time by 20% 

Individual leadership role is better defined and substantial mission impact is stated

Accomplishment is clearer…even a non-broadcaster should understand video editing 
Best:

- Led 6 in integration of advanced video editor--cut TV news production time 20%--15 man hours saved weekly
Added further impact with man hours saved…you can translate man hours into dollars saved 
using a chart provided by base Manpower agencies.
Again, leadership stands out…took charge of 6 maintainers in integrating new capability.
Mediocre:

- Created contingency communication plan!  Prepped PA staff for 24/7 ops during war or crisis--incredible! 
Impact is present, but weak; an effective plan should effect the entire base.
Needs more energy.  Also, using exclamations, such as “incredible,” in a weak bullet only 

damages your credibility.
Better:

- Created contingency comm plan! Prepped PA staff for 24/7 ops--links WG/CC to public during crisis
  Impact on community and support to WG/CC is better defined.  Remember, a PA staff exists to 

serve the CC and accomplish his or her information objectives.
Best:

- Crafted comm plan detailing 24/7 PA support to WG during crises--MAJCOM adopted for use command-wide
Always strive to articulate impact beyond the unit.  MAJCOM- and AF-level impact says much! 
Though WG/CC not mentioned, support to WG is retained in bullet. 

EPR specifics

The EPR is the most important document in a bluesuiter’s career.  It determines promotability and significantly affects certain assignments and personnel actions.  All well-performing airmen and NCOs deserve an accurate and articulate evaluation of their accomplishments and promotion potential.  Take the time to make EPRs works of art.  

Job descriptions 

S
ome writers may treat this section as an afterthought, expending all their creative energies on the backside of the EPR.  However, feedback from SMSgt promotion boards indicates board members look seriously at this section to determine level and breadth of responsibility.  CFETPs, AFIs, AFMAN 36-2108 and career development course manuals provide good background for your AFSC’s duty positions.  You can use these lists as a framework for building job descriptions. Keep in mind no two job descriptions in a section, flight or agency should be exactly alike.  Additionally, descriptions should vary to some degree from base to base.  In other words, don’t use “canned” descriptions that are copied and pasted from one EPR to another.  Individuals should show job growth and variety even if they’ve been in the same unit for several years.  

When starting the job description, consider level of supervision and responsibility in terms of personnel and resources.  These two factors should be up-front in this section.  Here are examples of good starting statements:

Supervises staff of four in production of television news products for audience of 3,500 DoD employees at American Forces Network Detachment.   

Plans and manages Public Affairs operating budget of $25K as well as $15K Commander’s Contingency Fund.
Subsequent descriptions should simply detail what the person does and, if possible, level of impact.  Quantifiable facts are especially helpful, for example, “…sends news reports to American Forces Network Europe with capability of reaching over 300,000 viewers.”  

Job descriptions cont’d

Continue to highlight level of responsibility.  Also, pay attention to additional duties, particularly those with big impact such as ADPE account custodians, security representative and Government Purchase Card management.  Distribute the additional duties among the unit, so all your subordinates have the opportunity to show how well rounded they are in their EPRs.  Also, include the value of the resources managed or impacted by additional duties.
Examples of duty description statements:
- Leads 18 broadcasters in conducting operations at…
- Directly supervises seven personnel performing…

- Oversees Public Affairs enlisted staff of eight in the development of internal information products.

- Manages detachment operating budget of $200K 
Simply put, job descriptions should clearly state primary duty, job responsibilities, number of people supervised or led, subordinate responsibilities and additional duties. Here’s a broadcast det chief’s job description that has all the facts.

Directs and manages all broadcast operations at 20-member American Forces Network detachment serving a joint service audience of 2.2K assigned to U.S. Forces Azores and 65 ABW.  Plans and oversees execution of $220K in operations and maintenance, and civilian pay budgets.  Responsible for sustaining operation of broadcast support equipment valued at $4 million.  Directly supervises two master sergeants and a civilian administrative assistant.    Provides crucial public communications counsel to the 65th ABW commander and ensures broadcast support for AF and DoD internal information priorities.  Conducts and manages creation of detachment strategic and tactical communications plans.  Monitors broadcast and maintainer training programs. Spearheads planning for public information campaigns.    Manages unit personnel programs to include performance evaluations, decorations and fitness.  ADDITIONAL DUTIES:  Unit Deployment Monitor.

Marking the front

Read Section III’s questions and answers closely before you mark them.  When you consider the mark you’ll give in each section, think in terms of the standards you set and how well the ratee met those standards.   Ratees who performed well and strived to meet or exceed your standards should receive marks to the far right.  
Marks to the left indicate a pattern of shortfalls in certain areas during the rating period. Back up marks to the left with documented statements and formal performance feedback that indicates the ratee consistently fell short of standards and still needs moderate to significant work in the area marked down.  Don’t mark a block to the left because of one small incident during the reporting period.  Remember, this is an evaluation over the duration of the reporting period.  However, a series of small similar incidents or a single incident of criminal behavior can merit reduced ratings.
The Rater’s Block

Use the bullet-building tips in the first section to paint a flowing picture of the ratee’s performance and achievement.  Structure the bullets so they flow like a journalist’s tribute to the subject if, indeed, the person deserves it. Start with a statement of the person’s overall value and level of impact.  Here’s an example:  News section’s top broadcaster!  Key player in Det’s consistent recognition for service to base community.  

Place stronger bullets at the top of the block and right before the final bullet, which is the promotion statement.  Place the community involvement and self-improvement bullets in the lower middle of the block.  Remember, the emphasis should be on strong mission accomplishment. Include only the most significant community and self improvements bullets possible.   Here’s a pinpoint summary of how the rater’s block should read:

· Opening statement…overview of ratee's best attributes

· Job-related (7-8 bullets)

· School (1 bullet) if enrolled or completed during the reporting period

· Community involvement (1-2 bullets) and awards won at rater's level

· Job-related (1-2 bullets)

· Final bullet: stratification, summation of leadership/performance, next job and promotion statement
Additional Rater’s Block

Bullets in this section should not repeat those in the rater’s section.  The writer can provide additional details of an achievement listed in the rater’s block, but he or she should never simply rewrite the same material.  If this is the final rater on the EPR, the strongest bullets should go in this section, with particular emphasis on awards and recognition.  Add accomplishments that affect a larger level of responsibility.  The promotion statement should be on the last line and be similar to that written by the rater.  The rater usually drafts recommended bullets for this block, which should include the following:

· Opening statement…overview of ratee's best attributes
· Job-related (2-3 bullets)

· Community involvement  if significant leadership position or impact

· Job-related 

· Final bullet: stratification, summation of leadership/performance, next job and promotion statement
Reviewer’s Comments

Senior NCO EPRs generally close out with senior rater comments at the squadron, agency or wing level.  This block is absolutely the most vital for those competing for E-8 and E-9.  Promotion board feedback indicates quality senior-rater endorsements are a key to competing for entry into the top 3 percent of the enlisted force. Bullets in this section should be the absolute strongest and, if possible, contain some type of stratification comment.  The rater’s enthusiasm in getting the ratee promoted must be apparent in his or her bullets, particularly in the promotion statement.  If a person has affected an entire unit, base, or career field with innovations and suggestions, this belongs in the endorser’s block along with significant awards and recognition. Ensure you include the following elements in this block:

· Opening statement…overview of ratee's best attributes and accomplishments – show this block is begging for more space!
· Job-related (2-3 bullets)

· Significant community involvement, major award or another mission bullet. 

· Final bullet: stratification, summation of leadership/performance, next job and promotion statement
Promotion Statements  
Never forget to put a one-line promotion statement in your block and a recommended promotion statement for the higher-level rater.  This can be incorporated into a statement about the individual’s strengths.  For example, “Stellar performer with wing-wide impact--already performs at TSgt level—promote this superb leader ahead of peers.  Be sensitive to the strength of both your promotion statement and the endorser’s.  One should relate to the other; if they don’t, it will send a mixed message to people reading the record.  However, if you and the endorser disagree, the endorser has an opportunity to concur or non-concur with your ratings or comments.  
On the issue of statements for promotees, AFI 36-2406 states that raters shouldn’t use a ratee's status as a promotion selectee as a basis for making or lowering a promotion recommendation.  Essentially, the selectee should be evaluated for his or her ability to take on the next rank and a fitting promotion statement used. (Pg. 60, Para 8)
Stratification: one tool among several to showcase top SNCOs  

A significant part of the promotion statement, particularly for senior NCOs, can be stratification—or a stated comparison that shows how the ratee stacks against peers.  Because most quality enlisted members earn 5 EPRs, stratification provides raters a method to set apart those who they feel are the most outstanding performers.  Stratification can take place at all ranks and at any level.  Always qualify rankings by listing the number of people a person is ranked against.  For example:

· MSgt Snow is #1 of my 50 24AW MSgts
· MSgt Snow is #4 of my 150 24 AW SNCOs
· MSgt Snow is #1 of 10 WG Agencies SNCOs

· MSgt Snow is #2 of 50 AFNEWS SNCOs

· MSgt Snow is #1 of 10 AFNEWS Det Chiefs

· TSgt Hill is #1 of 5 News Division NCOs

· SrA Chum is #1 of 10 Det 2 airmen

A side note:  avoid quoting another official in a bullet (i.e. MSG/CC says….) if the MSG/CC is a rater or reviewer on the EPR.  Let the official state the same words in his or her own block.



Samples of strong promotion statements
- Simply the best NCOIC of 12 in my sq!  Send to MAJCOM so he can shape field policy--SMSgt promo a must!

- Unequaled among peers!  18WG SNCO of Yr ’03--#1 of 800 SNCOs--leads/develops peers--promote to SMSgt!
- Super sharp leader!  Best of 26 SNCOs as 86AW Agencies SNCO of 1st Qtr--best PA SNCO I’ve worked with!  
- Best PA SNCO I’ve seen!  Huge lead role in to PA team’s AF Large WG PA Office of Yr Award ‘04; promote now!
· Enthusiastic tone w/good job recommendation

· Excellent stratification relative to number of people in unit.

· Use bold statements and back them up with awards or strong stratification
· Award/stratification mix is extremely strong
· If a lack of awards makes stratification difficult, focus on your enthusiasm for the individual; these promote statements start and finish with a bang

· Enthusiastic tie to a unit award is good when individual lacks a personal award

· If individual has personal award, put it in the Rater’s Comments block; individual awards are strongest

Recommendation for assignments can also be helpful, particularly if the person may be seeking a particular job.
- Brilliant leader! Well prepped for superintendent job in AF’s largest WG/PA offices--promote & watch him excel!
- A sensational leader and manager—AF needs him as a Command Chief--leadership makes him a must-promote!

- Passionate, charismatic leader--fires enthusiasm; committed to her troops--superior first sgt candidate—promote!
Samples of weak promotion statements
- MSgt Jones is a bright, articulate SNCO; challenge with greater management and leadership responsibilities 

· Use of name uses up valuable space

· SNCOs are expected to bright and articulate

· Lacks enthusiasm and assignment recommendation
- Excellent SNCO!  Ranks in the top 5% of peers in my unit--can do anything--challenge him with toughest jobs

· Excellent denotes a markdown on front of EPR

· Poor stratification--only 3% get promoted and no number of peers is mentioned

· Vague references to abilities ineffective

- Absolutely the best SMSgt in my unit--fully deserves increased responsibilities--immediate promotion a must
· Doesn’t quantify the member’s standing--is he or she best of 2 or 250?

· Dull promotion statement at end--a rating of 5 already gives msg that member is ready for immediate promotion
General EPR concepts

White space:  Though it seems trivial, spacing on an EPR is important.  If there’s lots of white space at the end of lines, you haven’t maximized the use of space.  Unless you want to send a subtle message, find a way to lengthen words or add data without resorting to fluff. 

Comparative ratings: A person can be ready for immediate promotion with markings on the front that aren’t all to the right side.  HOWEVER, the front-side marks should correspond appropriately with the promotion recommendation on the backside.    

Fighting Inflation:  Though you may not want to contribute further to inflation, be careful about the markings to the left.  The higher the ratee’s rank, the more detrimental are marks to the left, particularly for promotion to E-8 and E-9.  If you’re having a tough time with fairly evaluating someone, privately talk to an experienced NCO in the rating chain that has no bias towards the individual.  Don’t feel badly about asking for advice; gaining counsel from an objective “outsider” can be a big help.
Rating someone a 4 may be difficult, but realistically everyone isn’t a 5.  There are hard-working folks who may be ready for the next stripe, but have experienced a setback.  It’s difficult to name every possible situation, but just keep in mind a 4 indicates the person is ready for promotion, but there’s some factor that makes him or her shy of immediate promotion ahead of peers.  Finally, consider talking with peers and rating your troops within the context of how most other Air Force supervisors are evaluating their subordinates.  Remember, a career is in your hands.



EPR Sample Line-up























Decorations

Most people realize the importance of a well-written EPR; how well the EPR articulates a person’s achievements can make the difference between putting on E-8 or retiring as an E-7.   It’s also important to write effective, well-articulated decorations.  Your ability to put several weeks, months or years of achievements into a 10- to 14-line paragraph will determine the level of decoration a person receives.  It could also set the person apart when the citation is read by an E-8 or E-9 promotion board or by someone considering the subject for a special duty.   

Keep in mind you have to sell your subject to a reviewer in just a few words, so make each word count.    On the next page, you’ll get a look at some decoration samples that should give you a framework on which to build your citations.  Below are some simple tips you can use to get started with.

· Don’t use abbreviations and/or symbols on citations.

· Always use the standard opening and closing sentences.

· Ensure the citation contains no misspellings.

· Spell out dollar amounts: 10 million dollars, 3.5 million dollars, etc.
· Spell out numbers below 10 and use numbers for 10 and above.
· Use only information that is contained within EPRs or LOEs that fit within the decoration inclusive dates.  

· Highlight only the most important achievements; don’t waste space with minor or routine accomplishments.  Words denoting significant mission impact are best. 




Achievement Medal
Senior Airman Rufus D. Hornblower distinguished himself by meritorious service as a Broadcast Producer while assigned to Detachment 2, Air Force News Agency, Bell Air Base, Eutria.   During this period, Airman Hornblower adeptly produced more than 250 stories for 71 radio newscasts, accounting for an incredible 20 percent of his unit’s radio news outreach to an audience of 10,000 people.  Coordinating directly with the 24th Air Wing Commander, he single-handedly crafted five operations safety television news stories, earning the commander’s coin for significantly enhancing force awareness of critical safety issues.  He astutely stepped in to lead the television production section for three months, leading two airmen in doubling his unit’s command information ads from 55 to 110.  His stellar support for Bell Air Base’s anti-DUI initiatives, which included three live radio interviews with the wing commander, directly impacted the base’s dramatic 56 percent drop in DUI rates.  Airman Hornblower’s outstanding broadcast contributions to Detachment 2 were key to the unit earning the 2004 Secretary of Air Force Public Affairs Director’s Excellence Award for Broadcast Operations.  The distinctive accomplishments of Airman Hornblower reflect credit upon himself and the United States Air Force.
Commendation Medal

Technical Sergeant Bean H. Hat distinguished himself by meritorious service as Noncommissioned Officer In Charge, News Division, Detachment 2, Air Force News Agency, Bell Air Base, Eutria.  During this period, Sergeant Hat masterfully managed a team of four broadcasters using 450 thousand dollars in newsgathering equipment to inform a Bell viewership of 10,000 people.  He led his team in production of a yearlong series on deployment operations and mobility preparation, a project that captured first place in the Broadcast Campaign category of the 2004 Air Force Media Contest. The Air Force News Agency hand-picked Sergeant Hat to cover United States de-mining and building projects in Cambodia.  His astounding coverage showcased American nation-building efforts to a worldwide Department of Defense audience via The Pentagon Channel.  An expert in digital broadcast video production, he streamlined vital core processes, resulting in a 33 percent drop in story generation time and a savings of 40 man hours weekly.  The sergeant’s achievements in news and training led to his selection as Air Force News Agency Noncommissioned Officer of the Year for 2004. The distinctive accomplishments of Sergeant Hat reflect credit upon himself and the United States Air Force. 

Meritorious Service Medal

Senior Master Sergeant Josephina N. Panfish distinguished herself by meritorious service as Detachment Chief, Detachment 2, Air Force News Agency, Bell Air Base, Eutria.  During this period, Sergeant Panfish adeptly guided more than 30 broadcasters and maintainers in operation of 4.3 million dollars in resources, resulting in award-winning broadcast support to 10,000 Bell Air Base residents.  She superbly focused her unit on United States force build-ups at Bell, showcasing KC-135 Tanker Task Forces, transiting fighters and base support activities for OPERATION Enduring Freedom for a worldwide Department of Defense audience.  Sergeant Panfish was first in Europe to implement a formalized broadcast approach to the United States Air Forces in Europe Commander’s 14 priority mission and quality of life programs.  Her approach drove 300 television and radio information items, directly resulting in Bell Air Base’s consistent lead among ten bases in implementing major command initiatives.   Sergeant Panfish’s superior leadership was the cornerstone of her unit’s 2003 Secretary of the Air Force Public Affairs Director’s Excellence Award for Broadcast Operations.  The singularly distinctive accomplishments of Sergeant Panfish reflect great credit upon herself and the United States Air Force.

Achievement Medal
Senior Airman Sally M. Rally distinguished herself by meritorious service as a Public Affairs Specialist while assigned to 22nd Air Wing, Bell Air Base, Eutria.   During this period, Airman Rally doubled base newspaper coverage of 22nd Air Wing deployment support from two to four stories monthly, enhancing her base’s awareness of its role in expeditionary operations.   Her feature on Bell support to transiting fighter aircraft earned second place among 10 competitors in the 2004 Air Force Media Contest.  Airman Rally provided stellar support to the 24th Air Wing Commander’s critical anti-DUI initiative, crafting five newspaper stories that helped Bell Air Base reduce DUI rates 56 percent.  She also singlehandedly managed a 101 Critical Days of Summer newspaper campaign, drafting 10 articles that linked her readership with vital information on outdoor safety issues.   Airman Rally’s impressive contributions to the 24th Air Wing mission were key to her organization capturing  Pacific Air Force’s top Large Wing Public Affairs Office for 2004.  The distinctive accomplishments of Airman Rally reflect credit upon herself and the United States Air Force.
Commendation Medal

Technical Sergeant Yankee N. Doodle distinguished himself by meritorious service as Noncommissioned Officer in Charge, Public Affairs, 22nd Air Wing, Bell Air Base, Eutria.  During this period, Sergeant Doodle guided a Public Affairs staff of nine in communicating vital Air Force key messages to host nation and Bell Air Base audiences.  He led a wing-wide team of 20 in crafting a brief and tour plan for United States civic leaders, resulting in a brilliant mission orientation for 50 national-level decision-makers.   Focused on 22nd Air Wing Commander priorities, Sergeant Doodle developed an internal information campaign to combat sexual assaults.  His outstanding integration of town hall meetings, base newspaper articles and American Forces Network coverage led to Pacific Air Forces adopting his campaign for use at its nine bases.   The sergeant also energized his organization’s Hometown News Release program, doubling monthly submissions from 50 to 100 and gaining greater recognition in United States media outlets for Bell Air Base forces.   His outstanding achievements led to his selection as 22nd Air Wing Staff Agencies Noncommissioned Officer of the Year for 2004.  The distinctive accomplishments of Sergeant Doodle reflect credit upon himself and the United States Air Force. 

Meritorious Service Medal

Master Sergeant Carl S. Place distinguished himself by meritorious service as Superintendent, Public Affairs, Bell Air Base, Eutria.  During this period, Sergeant Place adeptly guided a staff of 12 in vital multinational public communications while providing oversight for 250,000 dollars in equipment, supplies and contracts.  Monitoring more than 240 self inspection items, Sergeant Place spearheaded his organization’s United Compliance Inspection preparation, leading his staff to an “Outstanding” rating from the Pacific Air Forces Inspector General team.  As Superintendent of Joint Forces Public Affairs during Exercise Ulchi Focus Lens in the Republic of Korea, he brilliantly guided 15 joint-service specialists in drafting United Nations Command public outreach guidelines for use in a Korean conflict.  Sergeant Place energized Public Affairs readiness by developing 35 inputs for three Operational Readiness Exercises and single-handedly bringing his organization into 100 percent compliance with all mobility training requirements.  Sergeant Place’s achievements were key to his selection as Pacific Air Forces Public Affairs Senior Noncommissioned Officer of the Year for 2004.  The singularly distinctive accomplishments of Sergeant Place reflect great credit upon himself and the United States Air Force.

Award write-ups

Awards are strong motivators for outstanding performance.  They offer a chance to recognize your best troops at various levels of command and provide them additional incentive for continued service. 

Competition for PA-oriented awards and those offered by host bases is usually stiff.  You must articulate achievements in a way that screams “This airman/NCO/officer absolutely stands out among his or her peers!”  For PA awards, we use language that is energetic and lively, while base-level awards usually require straightforward facts and numbers.   With either style, you must fall back on the writing tools discussed earlier in this guide.  Clearly and concisely state achievement with impact and any earned recognition.  Additionally, be careful to identify a person’s individual input to an obvious group project.

The next two pages contain samples of individual and staff PA-oriented awards.

1206 – Unit/Staff Awards 
Broadcasting 
- Aggressive and creative as 65 ABW mouthpiece--WG/CC: "Det 6 support absolutely outstanding!" 

  -- On-target outreach! We championed the AF story via incredible service to Lajes audience of 2,400 

- Brilliantly executed information campaign in support of host-wing's 2002 Installation Excellence bid 

  -- Took inspection prep message to troops with month-long series of outstanding TV and radio spots 

  -- Documented Lajes initiatives and accomplishments--our video spotlight dominated initial team brief 

  -- Inspectors wowed! Our prep campaign and AFN tour/briefing a hit--result: base chosen #1 in AF 

- AF continued its focus on expeditionary forces--we followed suit--aimed cameras at Lajes warfighters 

  -- Navigated sensitive host-nation security procedures to revive AFN's flightline presence; invigorated 

      audience exposure to key mission areas through TV news features on flight-related operations 

- Scored huge reporting coup by securing TV interview with Israeli ambassador to Portugal; discussed 

  his participation in international conference on terrorism--spotlighted world fight against global terror 

- Aided CC in guiding base through most significant command restructures in decades; detailed news 

  coverage led Lajes residents through transition to USAFE and formation of a Mission Support Group 

- Initiated weekly radio interviews with SVS Family Support Center--immediate quality of life payoff! 

  -- SVS reported unprecedented winter rise in interest in outdoor adventure/fitness/library programs 

  -- Family Support Center staff reported 50% increase in "Hearts Apart" videophone participation 

- Phenomenal management delivered flawless IMPAC program to wing--received outstanding rating 

  on recent compliance inspection--wing inspector declared detachment's program: "best on base" 

- Made training job one! Created unit training culture--instituted daily feedback, monthly training day 

  -- All broadcast skills improved--overtime reduced by 80 hours--20% increase in daily newscast length 

- Staff completed Sony's videotape recorder/reproducer training--quickly put knowledge in action-- 

  overhauled 6 degrading systems--extended equipment life; saved $21K in projected repair costs 

- Unit performed 18 special inspections on aging video recorders--spent 35 man-hours identifying $22K 

  failing parts--new components extended equipment life 10+ years, saved $68,000 in contract costs 

Public Affairs 
- High-energy staff defined, showcased aerospace power for 100+ reporters from 28 news outlets on 3 

  continents--8 media events reached 100 million+ viewers--CBS, FOX projects poised for primetime 

- On-target during crises--China/EP-3 incident, local impact of Sep 11 attacks, alleged rape, murder, 

  Auto-theft spree--this staff expertly shaped coverage by CNN, Wash Post, NY Times, BBC, NBC, more 

- Complete PA arsenal at work: Increased AFN coverage 12% with 75 stories aired across Okinawa 

  & Pacific--dual-language base newspaper articles promoted base's good deeds w/local mayors, DVs 

- Integrated entire base into corps of volunteer "diplomats"--community spirit on display during 200+ 

  ComRel events reaching 217K visitors & millions across Japan--alliance-building at its best! 

- PR masterpiece! Produced video postcard for FOX network w/potential airing during Super Bowl 

  and/or Outback Bowl--possible ad value exceeds $500,000 w/AF exposure aimed at 130 million 

- Creative PA approach eased concerns associated w/tightened security following Sep 11 terror attacks 

  -- Organized town hall mtg w/in-house audience, phone-in Qs--broadcast live on CC's Channel, AFN 

  -- Created Straight Talk hotline & .mil Web site w/90+ FAQs on current events--we were info central 

- Led State Dept/Pentagon-level exchange with Japan Defense Minister Gen Nakatani—provided his first 

  up-close look at KC-135 w/mission intro—strengthened case for Japan’s purchase of U.S. air refueler 

- Tight focus on AF comm objectives--aerospace capabilities, service integrity, troop morale—hit them 

  all in 57 PAG; objectives shaped 68 base tours, 18 media events, outreach to 21K+ base populace 

- On front lines of response to 60+ queries from Newsweek, Reuters, AP, CNN, LA Times on China’s 

        detainment of Navy EP-3—expertly articulated Kadena role in EP-3 recovery for worldwide audience 

1206 – Individual Awards 
Public Affairs 
- Brilliant, exceptional communicator--unmatched in counsel to leadership & mastery of PA programs 

- Trusted when it matters most! When WG/CC sought to explain local effects of terrorist attacks, he 

  counted on MSgt Soap to organize/direct 15 units, 71 people in conduct of far-reaching town hall mtg 

  -- Interactive, real-time broadcast enabled CC to address 50+ issues--cleared confusion for thousands 

- Improved staff support to AF global commitments--prepped entire enlisted staff for mobility; directed 

  buy of new $3,500 deployable laptop, created “Go-to-War” CD containing digital “in-the-field” PA tools 

- Handpicked counsel to KC-135 unit deployed in support of Operation ENDURING FREEDOM 

  -- PA rep to Embassy & Joint Mil Advisory Group--ensured compliance w/State Dept-level guidance 

- Incredibly versatile, he excelled while triple-hatted as Lajes PA NCOIC, newspaper editor, writer 

  -- Labored 13-15 hrs daily; single-handedly published 13 base newspaper editions, upgraded PA Web 

  -- No drop in PA support! Ensured 2,400 Lajes residents stayed in-the-know via critical info services 

- Warrior focus; re-invigorated org's dormant mobility program; quick-turned needed training, rebuilt   

  deployment folders, prepped equipment packages; elevated dismal readiness rate from 45% to 100% 

- Managed office's $42K budget like seasoned MBA; ensured full PA functionality, saved AF dollars 

  -- Researched, procured $13K in new publishing systems; improvements boosted productivity 305% 

- Superbly executed classic public relations effort in support of base's premier joint U.S.-Azores event 

-- Crafted comm plan that established WG's public outreach priorities for Community Appreciation 

   Day; hugely successful in executing plan--built 15-page event Web site, 12-page color brochure 

   -- Soap’s plan, products praised by WG/CC; efforts strengthened important U.S.-Azorean civic ties 

- Judgment exceeds rank; led staff during PA Chief absences--trusted as interim head of staff agency; 

  supervised SSgt/GS-03 in 54 public queries, creation of 576 news pages, two WG/CC event speeches 

- Publicity chairperson for junior enlisted committee--personally instituted membership campaign 

  -- Superb combination of newspaper articles, AFN spots netted 35% increase membership/involvement 

Broadcasting 
- Clear-cut broadcast pro and stellar NCO! Excels at communicating vital command info worldwide 

- Executive producer of AF Television and Radio News--programs reach more than 50 million people 

  in all 50 states & around the world on the Armed Forces Radio and Television Service (AFRTS) 

  -- Managed production of 330 TV stories, 800 radio stories, 330 radio newscasts, 52 satellite feeds 

  -- His “Assignment Air Force” special boosted retention globally--praised by recruiting undersecretary 

- My #1 trainer! Spearheaded four in-depth training sessions on news gathering, production processes 

  -- Guided staff of 16 in streamlined news production process with focus on critical video editing steps 

     using premier broadcast industry software --training program increased staff proficiency 45% 

- Took on E-8 duties three times as acting Det chief; excelled when tested in management-level taskings 

  -- Coordinated replacement of defective card in recording system critical to time-shifting TV programs 
      for airing in local primetime-coordinated quick transport from U.S.--cut anticipated wait time 50% 

- Outstanding talent!  Asked for by-name to voice intro spots for Pentagon’s internal TV programming 

- Brains behind Det’s exceptional support for base’s most significant command restructure in decades 

  -- Educated viewers on AF mission streamline--super coverage of Mission Support Group formation 

  -- Managed news team coverage and created historical video for event marking Lajes move to USAFE 

     control--aided transition to new command; enhanced AFN-Wing relations--coined by 65 ABW/CC 

- Impacts entire career field--forged strategic plan that standardized & streamlined all operational 
  procedures at nine dets worldwide--cut required equipment orientation for newcomers an avg of 25%
- 24AW/CC: “Soap provides incredible broadcast support--huge Lajes quality of life & mission impact!” 

Power words

When you’re trying to catch a reviewer’s attention, powerful image-producing words are essential.  Be creative and use a variety of energetic adjectives and verbs to paint the strongest possible picture of your subject.

ADJECTIVES

Acclaimed

Acute

Adept

Adroitly

Aggressive

Ambitious

Asset

Assured

Astute

Bedrock

Benchmark

Blistering

Bold

Brilliant

“Can do”

Catalyst

Ceaseless

Centralized

Charismatic

Competent

Completely

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

Handpicked
Immeasurably

Immensely

Impressive

Ingenious

Innovative

Insistent

Instrumental

Intuitive

Judiciously

Keen

Key

Keystone

Landmark

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

Unprecedented

Unrefuted

Unrelenting

Unstoppable

Unsurpassed

Utmost

Utterly

Valiant

Valid

Versatile

Viable

Vigorous

Vital

ACTION WORDS


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

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

ACTION WORDS (Cont’d)
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

Tightened

Traced

Tracked

Traded

Trained

Translated

Underscored

Updated

Upgraded

Used 

Utilized

Validated

Verified

Visualized

Voiced

Waived

Weighed

Won

Wrote

POWER PHRASES

Artfully blended

Best I’ve ever seen

Brought to life

Catalyst for the ...

Clearly superior

Constantly amazes

Continuously surpasses

Cradle to grave

Critical influence

Diligent efforts

Does it all

Energized

Epitome of effort

Exemplary performance

Expertly crafted

First-rate

Flawlessly performed

Innovative

Inspirational leadership

Jump started

Masterfully orchestrated

Miraculously recovered

My No. 1
My very best

One of my stars

Outshines peers

Outstanding initiative

Performed brilliantly

Pivotal contributor

Premier leadership

Rapidly mastered

Razor sharp

Hallmark results

POWER PHRASES (Cont’d)

Shrewd leadership

Skillfully engineered

Sole architect

Spearheaded a ...

Steers the ship

Superb assessment

Takes command

The obvious choice

There is no better

There is no other

Top-notch performer

Totally dominated

Truly superb

Unique expertise

Unsurpassed

Without peer

PROPER USE/SPELLING OF COMMON WORDS

5-skill level (or 5-level)

10-member team

12-plus member team

21st Century

A

ability-to-survive (adj)

above-and-beyond (adj)

across-the-board

action-oriented

air battle management

Air Battle Manager

Air Force-wide

air show

air-to-air

air-to-ground

aircrew

aircrew members

airflow

airpower

airspace

airstrike

Al-Qaeda

antiaircraft

around-the-clock

attention-to-detail

AWAC System or AWACS

B

back-briefed

backdate

backlog

back-up

baseline

battle staff
beddown

below-the-zone

bioenvironmental

Bosnia-Herzegovina

bottom line

build up (verb)

build up or build-up (noun/adj)

bull’s-eye or bull’s eye

C

“can-do” attitude

Caribbean

cease-fire

changeover

checklist

check-out

checkride

clean up (verb)

cleanup (noun)

closeout

co-author

co-chair

combat-proven (adj)

combat ready (noun)

combat-ready (adj)

Commander in Chief

common sense (noun)

common-sense (adj)

Congress

Congressionally mandated

copilot

cost effective (noun)

cost-effective (adj)

counterair

counterattack

counterdrug

countermeasures

counternarcotics

countertactics

coworker

crew chief

crew member

crossflow

crosstalk

cross-training

cross-utilization

D

data link (noun)

data-link (adj)

database

decision makers

decision-making (adj)

deicing

develop

Dhahran

dining in

dining out

Director of Operations

Distinguished Graduate

division

downgrade

downtime

E

eastern Turkey

effect (result or outcome)

Eighth Air Force or 8AF

electronic countermeasures

en route

end-of-course

error free (noun)

PROPER USE/SPELLING OF COMMON WORDS (Cont’d)

error-free (adj)

esprit de corps

even-handed

ever-changing

excel

excelled

Expeditionary Aerospace Force

F

field-level

first class (noun)

first-class (adj)

first crew ever

first ever (noun)

first-ever (adj)

first-rate

fivefold

fleet-wide

flight deck

flightline

flowchart

flyaway

flyby

fly-over

follow-up

fully mission capable

fundraiser

fund-raising

G

Geilenkirchen (NATO AB)

general officer

gets-the-job-done

go-getter

“go-to”

go/no-go

group commander

guidon

Gulf War

H

hand-picked
hand-selected

hands-on

hard charger (noun)

hard-charging (adj)

hard worker (noun)

hard-working (adj)

high-visibility (adj)

homeland defense (noun)

homeland-defense (adj)

hookup

HQ ACC MEI

HQ ACC/CC

HQ ACC Commander

HQ ACC QAFA

I

in commission (noun)

in-commission (adj)

in flight (noun)

in-flight (adj)

in garrison (noun)

in-garrison (adj)

in theater (noun)

in-theater (adj)

inbrief

incoming

in-depth

indispensable

initial qualification training

inprocess

Intermediate Service School

it’s (contraction of it is)

its (possessive)

J

JCS-directed

joint service

joint staff

K

Keflevik

know-how

Kuwait

L

large scale (noun)

large-scale (adj)

lessons learned

levelheaded

long-range (adj)

long-term (adj)

M

man-day

man-hours

master’s degree

microcomputer

midair

Mission Planning Team

mission oriented (noun)

mission-oriented (adj)

mission qualification training

mission ready (noun)

mission-ready (adj)

multifaceted

multimedia

multinational

multiservice

multitalented

multitheater

N

no-fly zone

noncommissioned

noncrewmember

nonmission capable

no-nonsense

northern Iraq

Numbered Air Force

O

off duty (noun)

off-duty (adj)

off station (noun)

off-station (adj)

officer in charge

on call (noun)

on-call (adj)

on duty (noun)

on-duty (adj)

on target (noun)

on-target (adj)

on time (noun)

on-time (adj)

onboard

one-on-one

one-third

ongoing

on-the-job (adj)

PROPER USE/SPELLING OF COMMON WORDS (Cont’d)

operating instruction

outbrief

outperform

outprocess

overflight

overwater

P

pacesetter

Panama

patriot

peacekeeping

percent or % (consistent)

Persian Gulf

point man

post combat or postcombat

post flight or postflight

post mission or postmission

postwar

predeployment

preflight

premission

preplan

Presidential

proactive

Q

“Q-1”

R

real world (noun)

real-world (adj)

reissue

reorganize

rewrite

right hand (noun)

right-hand (adj)

Royal Saudi Air Force

S

savvy

second-to-none

self-assessment

self-assured

self-confident

self-improvement

self-starter

semiannual

Senior Service School

set up (verb)

setup (noun)

shoot down

short notice (noun)

short-notice (adj)

shutdown

single-handed (adj)

single-handedly (adv)

spin-up

squadron commander

Squadron Officer School

staff assistance visit

Stan/Eval

standout

stand-up or standup

state of the art (noun)

state-of-the-art (adj)

stop-loss

stopover

straightforward

subject-matter (adj)

subsystem

surface-to-air

T

TADIL-C

tail swap

takeoff

team player

teamwork

time critical (noun)

time-critical (adj)

timeframe

timeline

timetable

top-notch or topnotch

Top-3

to-the-point

troubleshoot

turnaround

true team-player

U

Under Secretary

up-to-date

useable or usable

W

war fighter (noun)

war-fighting (adj)

wartime

well behaved (noun)

well-behaved (adj)

well-being

well-rounded

“whole person” concept 

wing

wing vice commander

wing-wide

world-class

worldwide 

work center

work force

workday

workload

worksheet

write-ups
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Use words that indicate you’re aggressively “selling” the subject to that board member or additional rater who may be racking and stacking the ratee or organization against others.
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After you’ve gathered material, and before you start writing, draft an outline of your product to help establish an organized, thoughtful approach.  





For example, on an EPR, you have 19 to 24 lines to create in two to three blocks (rater, additional rater, and reviewer).   Begin by listing your accomplishments in rough form and then assign them to a specific place within the EPR blocks.   For example, if you have a major deployment achievement, assign it to line #2 in the reviewer’s block.  That way, you know what achievements you will use and in what order they’ll appear on the document.














Don’t leave questions in the mind of a reviewer.  Be clear, precise and always answer the question “So what?”





�





SINGLE BULLET PHILOSOPHY


The current Air Force trend is toward using single-line bullets on EPRs.  In essence, one bullet per achievement, particularly in the rater’s rater and additional rater blocks.  Try to use sub-bullets only for achievements that absolutely require them.





�





There are several ways to condense words to save space, but the extent to which you can use these methods depends on your reviewing chain’s policies.








Message…………….....…msg Minutes..……………....….mins


Months………………….…mos Organization…….………..org 


Operating Instructions….OIs


Package(s)…….………..…pkg(s)


Passengers…….………....pax


Pounds…………….……....lbs


Program……………….…..prgm


Page…………………….….pg


Quality of Life…….……...QoL 


Service…………………….svc


Services……………..……svcs


Squadron………..………..sq 


Training……………….…..trng


Week………………….……wk


Weekly………….……….…wkly Year(s)…………….……….yr/yrs

















Account(s)…………..accts/accts


Airman/Airmen……..amn


Attention………….…attn Average…………..….avg


Command…………...cmd


Commander………...CC


Coordinated with…..coord w/


Course…………….…crs Decontamination…..decon


Enlisted…………..….enl Evacuation………….evac


Evaluation…………..eval


Feet……………..…….ft 


Flight……………..…..flt


Hour.………………….hr Management………..mgmt


Meeting……….……..mtg


Member…………………...mbr











Notice all these bullets contain quantified �mission impact!





�
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Documented statements and formal performance feedback should back up marks to the left.





Stratification does not guarantee promotion nor does the lack of it mean non-promotion.  Even without stratification, a senior NCO with a strong record and solid senior rater endorsement is competitive.





Three factors that can help distinguish the best EPRs from those that are average or poor are strength of stratification, next job push, and promotion statements.





The next several pages contain sample EPRs 


The first sample includes a line-by-line analysis of a mediocre EPR as well as a revision of that EPR based on this guide’s principles.  The first EPR is not a Public Affairs or Broadcasting document, but it will give you a good idea of what works and what doesn’t.  





- (6)Duty-related bullet on responsibility detailed in job description


- (5)Duty Related/Job Improvement Initiative


- (4)Duty Related/IRRE/IRRI/CERE/CERI results or significant community leadership


- (3)Duty Related/Self-Inspection & results


- (2/1)Duty Related/Award Win


- (1)Additional Rater Promotion Endorsement/stratification if warranted














VI. and VII.  ADDITIONAL RATER OR REVIEWER COMMENTS





V.  RATER’S COMMENTS





- Overall characterization with duty-related material and achievements with impact


- Duty related or Exercise/Deployment/AEF involvement


- Duty related/Bullet on responsibility detailed in job description


- Duty related


- Additional Duty


- Additional Duty or duty related


- Duty related


- Duty related


- Community Service or Duty related


- Community Service


- Professional self improvement/Toastmasters/Covey Training etc. 


- Self improvement/College/PME 


- Rater's Promotion Endorsement/stratification or BTZ potential if warranted





     The recommended EPR bullet structure below aligns with a “bottom-to-top” philosophy.  In other words, writers should load the hardest hitting material in the additional rater and reviewer blocks. Promotion statements, stratification and awards should weight the very last lines of these blocks.  The reviewer will get a look at the less-hard-hitting, yet substantive material as he or she scans upward into Section V.  Note the duty-related bullets following community involvement and self improvement near the bottom of Section V.  Rather than preceding the promotion statement with a community/self improvement bullet, let a duty-related accomplishment provide solid tie-in to the promotion and/or job recommendation line. 





- Tremendous logistician!  Ready to step into the role of an NCO; motivated attitude set the daily standard for all


- Selfless; dedicated 40 hrs to tutor 10 elementary school students; actions led to immediate grade improvements


- Impeccable airman; nominated for squadron Airman of the Month and Airman of the Quarter, first quarter 2004


- Peerless efforts key to unit earning 2003 CINC's Installation Excellence Award, Special Recognition Category


- Crucial to unit's "Excellent" rating during 2003 AMC Air Transportation Standardization Evaluation Inspection


- Knowledge and skills helped sq win AMC's 2003 Small Terminal Unit of the Year Award; promote ASAP!

















EPR Sample #1 w/Analysis





V. RATER’S COMMENTS





- Superior Supply Support!  Efficient and effective supply mgmt; supported the transient servicing of 660 aircraft


  carrying 380 tons of cargo in support of OIF/OEF ops and 2,395 channel missions moving 40,129 passengers


  -- Regularly helped on-load/off-load passengers; facilitated an amazing 99.9% on-time departure-reliability rate


- Dynamic facility manager; initiated 20 job orders w/ CE to fix deficiencies; kept $4M facility running smoothly 


  -- Developed much needed facility continuity book; provided historical record & improved recurring mandates


- Quickly reorganized fleet bench-stock storage; effort increased storage capacity and streamlined worker access


- Proactive!  Created IMPAC file to track all purchases; provided accurate status of orders to flight customers


- Created new supply storage area to consolidate daily use items; product eased supply access & accountability  


- Facilitated wing power conversion; identified $34K of equipment due for replacement; averted msn stoppage


- Expedited much needed LMR upgrade; fostered vast communication improvement with no communication loss


- Very active in wing's Rising VI enlisted association; honed top leadership traits by attending monthly meetings 


- Heavily involved in set-up for Top 3 sponsored Orphanage Christmas party; facilitated needed fun for 150 kids


- Force Protection vigilant!  Helped implement over 60 random anti-terrorism measures in flight; promote now!








VI. ADDITIONAL RATER’S COMMENTS





Line-by-line analysis


Section V


1-3.	In an era when single-line bullets are the norm on EPRs, starting the document with three lines is in-advisable.


1-3.	Supply and support used twice in first line--a bit redundant.  First two lines sound like a job description.


1-3.	Impact not revealed until end of third line; need to communicate impact to reviewer as quickly as possible


4-5. This two-line bullet follows a three-liner--five bullets used on two topics at start of EPR--not good.


4.	Good bullet--starts with effective hook, quantifies the accomplishment w/figures and has substantial impact


5.	Weak bullet--impact and achievement are vague--tie-in with main bullet is not strong.  Should have been a stand-alone with number of pages and work orders tracked, and better description of “recurring mandates.”


6-8 & 10.		Achievements aren’t quantified--use figures to highlight storage space, purchases tracked, daily use items stored, how many radios impacted and to what level communication was improved.


9.  Achievement is unclear--bullet contains basic formula for success--but wording is a bit vague.


11.		Attending monthly Rising VI meetings doesn’t indicate “very active” participation.  Such a claim must be backed up by legitimate activities, such as leading fundraisers or filling a Rising VI officer role.


12.		Bullet is too general--what did the person actually do to help with set-up--needs stronger impact than providing fun for 150 kids.


13.		This line is supposed to be the strongest in the block--“helping” to implement 60 RAMS is insufficient support for a  promotion statement.








Revision analysis 


The revised EPR contains manufactured data not provided by the original source, but the new wording demonstrates the essential elements of effective, modern bullet writing:


- They are predominantly single-line.


- They contain accomplishments and impacts with ties to the mission.


- They quantify achievements


- They clarify individual contributions to unit awards


- They are completely void of wordiness, fluff and vague text.


- They communicate the rating chain’s enthusiasm for the troop’s performance.








- Superb logistician!  Delivered 12K supply items to 3K AEF forces in 7 mos --flawless support to global mission! 


- On-target supply svc to AMS ops--kept sq fully msn capable--fltline items at avg 98% ready rate--tops in AMC


- Crucial, on-time support noted--AF Installation Excellence team presented his flt w/Special Recognition Award


- Moved $250K in cargo aircraft parts--sustained base air bridge--key to AMC Small Terminal of Yr ’03 Award


- Storage expansion initiatives bring results--vital to unit’s “Excellent” rating in ’03 AMC Stand Eval Inspection


- My #1 of 25 amn in Supply Flt--section nominee for Sq Amn of Qtr Jan-Mar ’03--star performer--promote now!














VI. ADDITIONAL RATER’S COMMENTS





V. RATER’S COMMENTS





Revised Sample











- Superior supply technician!  Supported transient servicing of 660 aircraft in 8 mos--sharp AEF mission enabler!


- Facilitated $250K supply transfer to 85 OIF aircraft--ensured 2.4K missions delivered 380 tons cargo to war zone


- Doubled as pax assist rep--loaded/deboarded 40K people--facilitated amazing 99.9% on-time aircraft depart rate


- Dynamic facility manager--pushed 20 job orders w/CE to fix 9 repair needs--kept $4M facility running at 100% 


- Developed facility upkeep continuity book--timely tracking of 250 manager actions--sq/cc: “Best prgm yet!”


- Reorganized air fleet bench stock storage--effort increase storage capacity 25%--eased access to 2.5K items


- Proactive!  Created IMPAC file to track $150K purchases--provided 100% accurate order status to flt customers


- Created new supply storage area to consolidate 4.5K daily-use items--wait time for parts access cut amazing 35%  


- Key role in orphanage outreach--prepped Youth Center for Holiday Party--accommodated 150 host-nation kids 


- Led 10 amn in Rising VI car wash fundraiser--netted $500 for enlisted benefit fund--provides aid to needy troops


- Worked AMS convert to 50HZ power--managed equipment alterations--$34K project sustains ops on 24 systems


- Expedited upgrade of 25 LMRs--radio range up 35%--procured longer reach w/enhanced security--vital C2 svc


- Proven leader among amn--trusted to implement elements of 60 RAMS--solid AT/FP support--promote to SSgt!





Line-by-line analysis (Sample 1 Cont’d)


Section VI


1.	You have six lines to sell a reviewer on how this person stands above his or her peers.  All six lines should indicate the person is an achiever who favorably impacts the mission.  This bullet doesn’t contain an achievement or mission tie.  If this were the only bullet the reviewer read would he or she capture a snapshot of a person critical to the LG mission?


2.	This community involvement bullet is good, but not strong enough to be in the additional rater’s block.


3.	Nominated for an award carries little weight, unless the nomination sets the person above a substantial number of peers


3-6.	These award-centered bullets are wordy and should’ve included tie-ins to individual accomplishments.  The last three bullets contain no reference to the person’s mission contributions.














EPR Sample: Broadcaster Airman





- Versatile!  100% qualified on all 8 radio/TV production roles--skills netted Det X Amn of 3rd Qtr '04 Award!


- Superbly took on TV NCOIC tasks after manning loss--he doubled spot production availabilities from 24 to 48


- Expertly trained 4 broadcasters on telephone interviews--cross-section training increased unit productivity 25%


- Stellar support for 86AW/CC anti-DUI initiative--innovative radio campaign helped base reduce DUI rates 56%


- Emceed wing annual awards banquet--flawless execution ensured success for 300+ military troops & civilians


- Phenomenal future SSgt!  A key player in det earning '04 SAF/PA Broadcast Ops of Yr Award--promote now!














- Impressive broadcaster!  Crafted 80 local TV spots & 5 regional spots--topped AFNEWS standard by 500%!


- Adeptly produced more than 250 stories, 71 radio newscasts for local/regional airing--13% of det's info output  


- Superbly wrote sexual assault & suicide prevention radio reports--informed troops on CSAF priority issues


- Integral part of massive voting push--created radio stories & hosted radio remote w/32 registered on-site


- Personally crafted 5 of det’s 7 safety news stories w/WG CCM—coined by chief for support on critical subject


- Superbly aided clinic effort to increase child immunizations w/TV news stories--MDG saw 10% rise in shots


- Outstanding CFC fundraising support--piloted promotion/publicity--participation up 29%, donations up $71K


- Stellar radio presence!  Coined by WG/CC for linking him w/2K troops via weekly Commander’s Corner show


- Coordinated hugely successful orphanage holiday party--secured transport & planned activities event for 64 


- Devoted 96 off-duty hrs leading Cub Scouts Nature Club--helped 7 children complete decoration requirements  


- Completed English 201 w/A avg & completed two CLEP tests in Math & Science--9 hrs toward CCAF degree


- Creativity defined!  His TV news story on AMC C-5 crew chiefs took #2 of 10 in the ’04 AF Media Contest


- This mature, talented broadcaster already exhibits leadership qualities of NCO--promote him ahead of peers!








Responsible for TV and radio information ad spot production at a remote American Forces Network (AFN) station, serving an in-country audience of 16K troops.  Ensures the broadcast of command information to viewers by managing insertion of locally produced TV products into two AFN channels.  Assists local commanders in building on-air information campaigns that address events and issues designed to build support for the mission and quality of life programs.  Plans, scripts and designs spots using $50K in digital video- and audio-editing systems.  Uses $200K in electronic newsgathering equipment to record footage for TV products.  Conducts work center training on interviewing methods.  Provides back-up to primary live radio show hosts.  Coordinates TV issues with the DoD's American Forces Radio and Television Service Broadcast Center.   ADDITIONAL DUTIES: Alternate Anti-terrorism/Force Protection & Full Spectrum Threat Response Program Monitor.





V.  JOB DESCRIPTION





VI. ADDITIONAL RATER’S COMMENTS





Section VI





Section V





V.  RATER’S COMMENTS











EPR Sample #3





- Honored by civilian peers!  Led staff in capturing civilian broadcast industry award for superior TV news prgm


- Guided news team in increasing coverage of mission stories--enhanced audience exposure to AEF support roles


- Prolific!  Created 90+ info ads on local issues--earned honors as #1 TV spot producer in ’04 AF Media Contest


- Developed local TV series on Bell AB retention issues—CCM attributed 10% rise in “reups” to stellar series


- Spearheaded 24AW Dining Out--led 15 SNCOs in event attend by 350--CC coined him for flawless execution 


- Stand-out pro exceeds all peers--AFNEWS NCO of 1st/2nd Qtrs ‘04--proven leader--promote to TSgt ASAP!














VI. ADDITIONAL RATER’S COMMENTS





V.  RATER’S COMMENTS





EPR Sample: Broadcaster NCO





Guides 10 broadcasters in managing and producing key elements of regional and local television news programs at the Air Force's largest American Forces Network (AFN) station.  Directly supervises two personnel.  Coordinates coverage of DoD events and issues in the Asia-Pacific theater for airing to a regional audience of 340K via the "Pacific Report" television news program.  Showcases regional US Forces activities to 2.2M DoD personnel worldwide by submitting news items to AF TV and Radio News, the Defense Media Center, Navy/Marine Corps News and the Pentagon Channel.  Produces news stories for use on "AFN Tokyo Today," which provides command information to 72K personnel in central Japan.  Produces radio stories for “Pacific Radio Report” daily regional newscast and local "Eagle 810" radio news.  Conducts news production training.  Monitors video production systems.  ADDITIONAL DUTIES:  Equipment Custodian for $200K account.








- Superior NCOIC & leader!  Expanded regional newscast from 10 to 30 mins--tripled det’s news/info output 


- Revived det’s radio news submissions to AF outlet--15-story increase monthly--exceeded HQ standard by 50%


- Integral part of massive voting push--produced radio stories & hosted radio remote w/25 registered on-site


- Honored by civilian peers!  Earned national broadcast award for TV story on election education in local school


- Prolific! Built 50 TV spots in 70 days--half of det's annual production--educated audience on vital AF issues


- Recognized expert!  Advised 5 theater dets on TV ad insertion system—insert errors down from 20 to 3 weekly


- Worked TV coverage of US de-mining projects in SE Asia--took nation-building story to global DoD audiences 


- Crafted trng plan integrating new AF requirements--training sessions up 20%--on-time upgrades at record 99%


- Stellar coverage of US-Thai Cope Tiger exercise--9 TV stories showcased vital alliance via Pentagon Channel


- Innovative!  Produced 5 TV ads on sexual assault issues--integrated into base training--HQ adopted for all dets


- Aggressively restructured news ops by digitizing core processes--cut staff story generation time by 2 hrs weekly


- Dedicated professional--Publicity NCO for enlisted counsel--marketing increased membership by 20 in 2 mos


- Astounding support to WG/CC’s info priorities--at top of field--WG agencies NCO of 3rd Qtr ’04--promote!





V.  JOB DESCRIPTION

















EPR Sample #3





Section VI





EPR Sample: Broadcaster SNCO





V.  JOB DESCRIPTION





- Superior leader!  Standard setter for force development--AFNEWS adopted his mentorship OI for its 10 dets


- Managed influx of 9 new airmen--restructured ops to develop core skills--amazingly sustained high det output


- Revamped ops/maintenance ancillary training prgm--8 top mobility programs up from 11% to 100% trained


- Drove boost in unit’s task response rate--now at astounding 94% on-time pace for 63 HQ AFNEWS suspenses


- Adept w/hottest issues--drove 24AW/CC’s sexual assault campaign--12 TV ads in 2 months--coined by CC


- Directed creation of TV news Around the Blue segment--enhanced local audience exposure to key AF issues 


- Expertly clarified unit's on-air storm ops in comprehensive Hurricane OI--HQ included in field training tools


- Drove det's ad campaign prepping base for USAFE self-help contest--WG won $40K--CC praised AFN's role


- Spearheaded Bell’s 2004 voting awareness blitz--pushed 64 ads--stellar response to CSAF priority info topic


- His Combat Focus Plan established 1-yr coverage priorities--AFNEWS adopted for use by 10 dets worldwide  


- Completed AU Info Warfare Crs--honed strategic public comm skills--aced Math 106, Portuguese 111--A avg


- Conducted Pro Relations & Writing Classes at 2 NCO Seminars--mentored 50 SSgts in vital AF knowledge


- Peerless leader!  Have worked w/none better in 20 yrs--promote this superior SNCO to SMSgt immediately!




















Directs and manages 24-hour broadcast operations at 20-member American Forces Network (AFN) detachment serving a joint-service audience of 2.2K assigned to 24AW.  Plans and oversees execution of $220K in operations, maintenance and civilian pay budgets.  Responsible for sustaining operation of broadcast support equipment valued at $2 million.  Directly supervises two master sergeants and a civilian administrative assistant.  Provides crucial public communications counsel to the 24AW commander and ensures broadcast support for USAFE, AF and DoD internal information priorities.  Conducts and manages creation of detachment strategic and tactical communications plans.  Monitors broadcast and maintainer training programs.  Spearheads the detachment’s Self Inspection Program.  Manages unit personnel programs to include performance evaluations, decorations and physical fitness.  ADDITIONAL DUTIES:  Security Manager .





V.  RATER’S COMMENTS





- Premier leader!  This stand-out SNCO guided Det 6 to SAF/PA Broadcast Ops of Yr Award '03--best in AF!


- Strong oversight of trng netted 100% on-time skill upgrade of 8 Amn--det #1 of 10 in command for ops trng


- HQ pick as Subject Matter Expert for complex radio scheduling system--guided AF/Army users Europe-wide


- Leads peers--Bell Top 3 VP--led SNCO corps in conducting 2 NCO seminars--mentored/developed 40 SSgts


- AFNEWS SNCO of 1st & 3rd Qtrs!  Sharp, outstanding pro who is #2 of my 50 SNCOs--promote this board!


 








VII. REVIEWER’S COMMENTS





- The total leader--his staff’s 4.7K stories/ads nailed WG priorities--WG/CC: “AFN vital to my unit’s success!”


- Warrior focus--sharpened det’s role in force protection/anti-terror ops--300% rise in vital crisis info output


- Managed creation of 3 broadcast task break-downs--HQ used as templates for standardized trng for entire field


- Expertly honed critical TV svcs--guided news team in adding 35 mins of news wkly--70% rise--unparalleled


- Mentored 20 NCOs as instructor in May '04 PDS--his creative brief equipped students w/strong retention tools


- Proven leader with base-wide impact--WG SNCO of 1st Qtr ’04--would make stellar first shirt or CAA--promote now!














VI. ADDITIONAL RATER’S COMMENTS





VI. ADDITIONAL RATER’S COMMENTS





- Versatile!  100% qualified on all 6 internal info roles--skills netted WG Agencies Amn of 3rd Qtr '04 Award!


- Creativity defined!  His personality piece on local F-16 maintainers took #2 of 10 in the ’04 AF Media Contest


- Aggressively energized Hometown News Release prgm--doubled monthly submissions to 100--highest in 5 yrs


- Stellar support for 24AW/CC anti-DUI initiative--his 5 newspaper stories helped Yokota reduce DUI rates 56%


- Emceed WG Agencies qrtly awards banquet--flawless execution ensured success for 100+ agency personnel 


- Phenomenal future SSgt!  A key player in unit earning '04 SAF/PA Internal Info Prgm of Yr--promote BTZ!














- Prolific writer!  Crafted 80 superb articles on vital mission & QoL issues--30 articles over in-house standard!


- Adeptly covered WG/CC’s address on AF’s rising suicides--his 2 special reports picked for printing AF-wide  


- Superbly wrote 3 sexual assault prevention features--survey showed Bell AB forces awareness on issue up 40%


- Smartly edited base newspaper for 1 month--doubled newspaper mission coverage from 2 to 4 stories weekly


- Key part of massive voting push--created 19 news briefs & hosted registration push at BX--32 registered on-site


- Personally crafted 5 of PA’s 7 safety  stories w/24AW CCM--chief coined him for support on critical subject


- Superbly aided clinic effort to increase child immunizations w/ 3 news stories--MDG saw 10% shot increase


- Updated news portion of base Web site--enhanced graphics/increased data--weekly hits soared from 1K to 1.2K


- Outstanding CFC fundraising support--piloted promotion/publicity--participation up 33%, donations up $71K


- Coordinated hugely successful orphanage holiday party--secured transport & planned activities event for 64 


- Headed up publicity team for base junior enlisted counsel--built support & boosted membership from 30 to 40


- Completed CDCs 30 days ahead of schedule & earned 89% score--maintained B avg in English 101 w/UMUC


- This mature, talented amn already exhibits NCO leadership & performance qualities--promote to SrA BTZ!








V.  RATER’S COMMENTS





V.  JOB DESCRIPTION





Serves as staff writer for “The Kadena Shogun” base newspaper, which provides vital command information to a base-wide readership of 10K military members, civil servants and their family members.  Coordinates with 24AW and tenant unit officials to conduct print information campaigns in support of wing, AF and DoD priorities.  Writes news, features, sports and commentaries in support of WG/CC objectives.  Provides critical recognition venue for Bell AB forces by managing the weekly “Performer of Week” column.  Schedules photographic support with Audiovisual Flight.  Publicizes the Hometown News Release Program at weekly Right Start briefings and processes submissions.  Electronically designs base newspaper pages through operation of $6K in desktop publishing equipment.  Serves as assistant newspaper editor.  Updates Web-based fact sheets, bios and Base Guide.  ADDITIONAL DUTIES:   Alternate Equipment Custodian for items valued at $8.5K.





Section VI





Section V











EPR Sample #3





EPR Sample: Public Affairs Airman





V.  JOB DESCRIPTION





Serves as NCOIC of Internal Information Division.  Supervises 1 NCO and 2 airmen in the publishing of the base newspaper serving an audience of 10K Bell AB military members, civil servants and their family members.  Manages and ensures publisher compliance with $90K commercial newspaper contract.  Coordinates with 24AW and tenant unit officials to conduct print information campaigns in support of wing, AF and DoD priorities.  Serves as Public Affairs Webmaster, ensuring timely posting of fact sheets, biographies, news articles and media releases.  Assists the Media Relations division by conducting media orientation training for 39ABW leadership and DCG members.  Conducts English-based tours for US visitors.  Contributes news, features and commentaries to the base newspaper.  Manages Hometown News Release processes and oversees the Unit PA Representative Program.  ADDITIONAL DUTIES:  ADPE custodian for $25K account and Alternate Security Manager.





- Incredible NCO!  Led staff of 3 in nailing WG’s most vital info needs--raised newspaper readership rate 45%


- Increased base newspaper reporting on mobility issues 30%--WG/CC coined him for impact on force readiness


- Planned/coordinated 3 WG/CC enlisted calls--researched 15 discussion topics--vital info outreach to 2K troops


- Revived dormant Unit PA Rep prgm-- mentored 12 NCOs in reporting squadron news--unit coverage up 15%


- Hand-picked to cover multi-national Cope Thunder exercise--4 stories highlighting vital alliances ran AF-wide


- Worked w/SFS to tackle increase in thefts--drafted 2 articles that equipped readership w/tools to protect goods


- Innovative!  Developed newspaper planning spreadsheet that cut production time 2 hrs wkly--PACAF adopted


- Provided on-target update of PA crisis response kits--staff of 9 now fully prepped for on-site emergency ops


- Aggressively energized Hometown News Release prgm--doubled monthly submissions to 100--highest in 5 yrs


- Involved!  Publicity NCO for junior enlisted counsel--led membership drive--30 amn added to counsel in 2 mos


- Education focus--completed 7-level in-residence course--finished Journalism 323--just 13 hrs to Comm B.A.


- Excelled as writer!  Retention article published AF-wide--picked as #1 of 30 news stories in AF Media Contest 


- Leader among peers!  Selected WG NCO of 3rd Qtr ’05--already performs at TSgt level--definitely promote!





V.  RATER’S COMMENTS





VI. ADDITIONAL RATER’S COMMENTS 





- Brilliant oversight of 25 base newspaper editions--WG/CC: “Strong support for my priorities--best I’ve seen!”


- Developed internal info campaign to combat sexual assaults--PACAF implemented his comm plan at all 8 bases


- Crafted tour & brief plan for national civic leaders visit--educated 17 decision-makers on base’s vital AEF role


- High-impact leader	!  Trained 12 unit CCs in crisis media ops--coined by WG/CC for increasing force readiness


- Out-front!  Super sharp AF rep at 15 community & 10 on-base events--Honor Guard’s NCO of 1st/3rd Qtrs ‘05


- WG Agencies NCO of Yr ‘04--would make exceptional PA NCOIC--promote this stand-out pro to TSgt now!

















EPR Sample: Public Affairs NCO





Plans and executes public communications programs designed to build support for 24AW and AF missions with populations across Asia and America.  Guides 11-member Public Affairs (PA) staff and WG leadership in conducting major media and community relations events.  Directly supervises 2 NCOs.  Provides guidance on the planning and execution of a $19K operating budget.  Serves as PA adviser to WG command chief, instituting the chief’s enlisted development program via the Internet and base newspaper.  Oversees enlisted staff of three in the conduct of internal information programs, including the base newspaper contract worth $90K.  Evaluates and ensures compliance with 245 inspection items as Unit Self Inspection Monitor.  Serves as PA’s primary Exercise Evaluation Team member.  Guides WG leadership in public outreach during crisis as DCG representative.  ADDITIONAL DUTIES:  Unit Mobility Representative and Alternate ADPE custodian for $25K account.





V.  RATER’S COMMENTS





- Ultimate AF pro!  Acting PA chief for 45 days--zero drop in quality counsel to WG leadership--best of best!


- Brilliant as Superintendent, Joint Forces PA during Ulchi Focus Lens in Korea--mentored jr officers for 2 wks


  -- Guided 15 in drafting UN Command’s public outreach guidelines for Korean conflict--coined by USFK/CC


- Masterminded WG/CCM town hall meetings on AF benefits--aired live on AFN--20% jump in reenlistments


- Managed influx of 3 new airmen--restructured ops to develop core skills--amazingly sustained high org output


- Innovative leader!  Crafted detailed trng prgm--extended trng 1 to 2 hrs weekly--all upgrades 100% on-time 


- Revamped ops/maintenance ancillary training prgm--7 top mobility programs up from 13% to 100% trained


- Articulately crafted WG/CC’s scripts for weekly AFN radio show--ensured CC hit vital issues affecting force


- Crafted WG’s response to public outcry on HAZMAT spill--artfully showcased WG recovery--outcry ended


- Energized PA EET presence--wrote/instituted 35 exercise inputs in 3 OREs--PA now at high readiness state


- Completed AU Info Warfare Crs--honed strategic public comm skills--A avg in Mass Comm 300 w/UCUM


- Conducted Pro Relations & Writing Classes at 2 NCO Seminars--mentored 50 SSgts in vital AF knowledge


- Peerless leader!  Have worked w/none better in 20 yrs--promote this superior SNCO to SMSgt immediately!




















VI. ADDITIONAL RATER’S COMMENTS





- The total leader!  His skill & smart counsel led PA staff to SAF/PA’s Best Small WG PA Office Award ‘04!”


- Warrior focus--sharpened org’s role in force protection/anti-terror ops--300% rise in base newspaper coverage


- Orchestrated showcase of WG capabilities for 35 U.S. civic leaders--PACAF/CC said: “Best base visit ever!”


- Hand-picked emcee for AF Ball--led 3 SNCOs in building events schedule & script--astounding event for 500 


- Guided newspaper staff in nailing WG & AF priorities--team captured best tabloid newspaper in PACAF ‘04


- Proven leader w/huge impact--WG Agencies SNCO of 1st Qtr ’04--would make stellar first sgt--promote now!














- Spearheaded org’s UCI prep--personally managed 240 inspection items--PACAF rated PA “Outstanding!”


- MAJCOM pick for OEF deployment to SE Asia--adeptly kept unit on-track w/US State Dept media guidance


- Expertise recognized!  AF selection to aid rewrite of TSgt/MSgt promo test--modernized PA’s 3N071 exam 


- Leads peers!  Base Top 3 VP--led SNCO corps in hosting 2 NCO development seminars--mentored 40 SSgts


- WG SNCO of 3rd Qtr ‘04!  Sharp, outstanding pro who is #2 of my 50 SNCOs--promote to SMSgt this board!


 








VII. REVIEWER’S COMMENTS 








V.  JOB DESCRIPTION





EPR Sample: Public Affairs SNCO
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Demonstrating level of responsibility is a must for decorations, especially the MSM, which is usually reserved for Senior NCOs with high-level management duties.





Broadcaster Samples





Public Affairs Samples
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