	 21 OG EPR REVIEW CHECKLIST                  

	                   NAME ON EPR:


	
	PRINTED NAME OF

UNIT REVIEWER:
	

	STEP
	ITEM
	YES
	NO
	N/A

	GENERAL

	1
	Are you using the correct form, given the member’s rank?

-  Date on bottom of forms:  20000601 (EF-V2) Previous editions are obsolete.

    --  AF Form 910 (AB - TSgt)      --  AF Form 911 (MSgt - CMSgt)
	
	
	

	2
	Is the form printed head-to-foot? (Final only.)


	
	
	

	3
	Is draft submitted to 21 OG 30 days prior to closeout?  If not, send a late letter signed by the squadron commander to 21 OG/CC. 


	
	
	

	SECTION I:  RATEE IDENTIFICATION

	
	NOTE:  If there are any hand written changes on the EPR shell,  send a source document to indicate PC-III has been updated. 


	
	
	

	4
	Block 1:  Does the Name match the shell?


	
	
	

	5
	Block 2:  Does the SSN match the shell?


	
	
	

	6
	Block 3:  Does the Grade match the shell?


	
	
	

	7
	Block 3:  Is the Grade properly abbreviated in all capital letters?

-  EXAMPLES:  AB, AMN, A1C, SRA, SSGT, TSGT, MSGT, SMSGT, CMSGT


	
	
	

	8
	Block 4:  Does the AFSC match the shell?


	
	
	

	9
	Block 5:  Does the Organization, Command and Location match the shell?

-  EXAMPLE:  21st Operations Support Squadron (AFSPC), Peterson AFB CO

-  EXAMPLE:  2d Space Warning Squadron (AFSPC), Buckley AFB CO
-  EXAMPLE:  4th Space Surveillance Squadron (AFSPC), Hollomon AFB NM


	
	
	

	10
	Block 6a:  Does the PAS Code match the shell?


	
	
	

	11
	Block 6b:  Does the SRID match shell and read:  1S121?


	
	
	

	12
	Block 7:  Does the Period of Report match the shell?

-  NOTE:  Reference AFI 36-2406, Table 3.2, Lines 8 & 9, for specific instructions when  

   Annual is due and 120 days of supervision has not been achieved.


	
	
	

	13
	Block 8:  Does the Number of Days of Supervision match the shell?

-  NOTE:  Reference AFI 36-2406, Table 3.2, Line 10 for specific instructions when Annual 

   is due and 120 days of supervision has not been achieved.


	
	
	

	14
	Block 9:  Does the Reason for Report match the shell?


	
	
	

	
	
	YES
	NO
	N/A

	SECTION II:  JOB DESCRIPTION

	15
	Block 1:  Does the Duty Title match the shell? 

 NOTE:  If there are any hand written changes on the EPR shell,  send a source        document to indicate PC-III has been updated. 


	
	
	

	16
	Block 2:  Did you check Key Duties, Tasks and Responsibilities for the following?


	
	
	

	
	-  Spelling, punctuation, upper/lower case, abbreviations, words with hyphens, spaces after 

   words, proper sentences, semicolon use, and bullets?  Use Webster’s dictionary.  (See             

   word guide attached.)

-  Used bullet statements?  Are punctuation marks at the end of each line properly omitted?

-  Are sub-bullets properly aligned?

-  Is a selectively-manned position properly identified?

-  If additional duties are included, are they preceded by the phrase:  “Additional Duty:” or                    

   “Additional Duties:”?


	
	
	

	SECTION III:  EVALUATION OF PERFORMANCE

	17
	Are all boxes properly marked?


	
	
	

	SECTION IV:  PROMOTION RECOMMENDATION

	18
	Are all boxes properly marked?


	
	
	

	SECTION V:  RATER'S COMMENTS

	19
	Did you check for the following?  spelling, punctuation, upper/lower case, abbreviations, words with hyphens, spaces after words, proper sentences, semicolon use, and bullets?

Is there only one space between each word?  Use Webster’s dictionary. 


	
	
	

	20
	Are bullets and sub-bullets properly aligned?

-  NOTE:  Limit bullets to no more than 2 lines of continuous text.  If additional text is 

   required, use sub-bullets.

-  NOTE: Limit use of sub-bullets to no more than two per bullet. Limit each sub-bullet to no    

    more than one line of continuous text.

-  NOTE:  Limit use of 2-line bullets for senior NCOs, prefer 1-line bullets.  May use a bullet

    with one sub-bullet.)


	
	
	

	21


	Does the Feedback Date fall within the period of supervision (Block 7 on EPR)?  Did you use the date of the latest feedback?  (Only one date required—latest feedback date.)


	
	
	

	22
	Is the signature block correct?

MICHAEL A. RAMPINO, Colonel, USAF       DUANE W. DEAL, Brigadier General, USAF

21st Operations Group (AFSPC)                   21st Space Wing (AFSPC)

Peterson AFB CO                                          Peterson AFB CO

Is the unit spelled out (i.e. 21st Space Wing)?

-  NOTE:  Spell out rank in all signature blocks if it will fit on the one line.


	
	
	

	23
	Is the Duty Title correct and Organizational Level (Section, Flight, etc.) identified?


	
	
	

	
	
	YES
	NO
	N/A

	24
	Is the EPR properly dated on or after closeout?
-  NOTE:  For final reports and any subsequent corrections, the rater must handwrite the   

   actual date signed after the closeout date.  This applies to all sections of the report!  Use   

   hand written dates, i.e., 31 Aug 00, per 21 SW/CV letter, 23 Aug 00.


	
	
	

	25
	Is the Rater's SSN correct?  (Use only last 4 digits of SSN.)


	
	
	

	SECTION VI:  ADDITIONAL RATER'S COMMENTS (AF FORM 911 ONLY) 

	26
	Is the CONCUR or NONCONCUR block properly marked?  

 
	
	
	

	27
	Are the bullets properly aligned?

-  NOTE:  Use single, hard-hitting independent thoughts or bullets for each of the lines.


	
	
	

	28
	Is assessment consistent with that given in Section V?

-  NOTE:  If assessment is intentionally inconsistent, please provide rationale to 21 OG/CC.

-  NOTE:  If you included a quantifier that applies to higher than squadron-level (e.g., "#1 in 

   21 OG," “1, 2 or 10%”, "Best in 21st Space Wing," etc), please include rationale to 

   21 OG/CC.


	
	
	

	29
	Is the signature block correct (see step 22)?


	
	
	

	30
	Is the Duty Title Correct according to unit organization?


	
	
	

	31
	Is the EPR properly dated on or after closeout (see step 24)?  Use hand written dates.


	
	
	

	32
	Is the Additional Rater’s SSN correct? (Use only the last 4 digits of the SSN) OG/CC’s last four are 2851.

	
	
	

	33
	Did the Rater's Rater sign the report?  (See step 24)


	
	
	

	SECTION VII: REVIEWER’S COMMENTS (AF FORM 911 ONLY)

	34


	Did you use the Senior Rater/Senior Rater's Deputy Indorsement Worksheet to determine the proper indorsement level for the individual?  (See atch)


	
	
	

	35
	Is the CONCUR or NONCONCUR block properly marked? 

- NOTE:  If 21 SW/CC is signing the report, don’t mark the concur block.


	
	
	

	36
	Are bullets properly aligned?

-  NOTE: Use single, hard-hitting independent thoughts or bullets for each of the lines.


	
	
	

	37
	Is assessment consistent with that given in previous section(s)?

-  NOTE:  If rating is intentionally inconsistent, please provide rationale to 21 OG/CC.

-  NOTE:  If you included a quantifier that applies to higher than squadron-level (e.g., "#1 in 

   21 OG," “1, 2 or 10%”, "Best in 21st Space Wing," etc), please include rationale to 

   21 OG/CC.

-  NOTE:  PME and CCAF (on a case-by-case basis) is required for SR indorsement.


	
	
	

	38
	Is the signature block correct (see step 22)?
	
	
	

	
	
	YES
	NO
	N/A

	39
	Is the Reviewer’s SSN correct? (Use only last 4 digits of SSN) SW/CC’s last four are 0812.  
	
	
	

	SECTIONS VII:  COMMANDER'S REVIEW (AF FORM 910 ONLY)

	40
	Is the CONCUR or NONCONCUR block properly marked?


	
	
	

	41


	Did the Commander sign the report?    

-  NOTE:  If CC signed in previous section of report, leave concur/nonconcur block    

   blank and type N/A in the signature block.  


	
	
	

	SECTIONS VIII - IX (AF FORM 911 ONLY)

	42
	Section VIII, Final Evaluator’s Position:  Place an X in block A if 21 SW/CC signs as the reviewer in section VII.  Place an X in block B if 21 OG/CC signs in section VII.

-  NOTE:  If the ratee isn’t TIG eligible, the final evaluator is usually the 

   Senior Rater’s Deputy.


	
	
	

	43
	Section IX, Time-in-Grade Eligible:

-  If ratee is TIG eligible, then place an X in the “Yes” block.

-  If ratee is not TIG eligible, then place an X in the “No” block.


	
	
	

	SECTION X:  COMMANDER'S REVIEW (AF FORM 911 ONLY)

	44
	Is the CONCUR or NONCONCUR block properly marked?  


	
	
	

	45
	Did the Commander sign the report?

-  NOTE:  If CC signed in previous section of report, leave concur/nonconcur block    

   blank and type N/A in the signature block.  

 
	
	
	

	ADDITIONAL CHECKS:

	46
	For the AF Form 911 only, did you include the Senior Rater/Senior Rater's Deputy Indorsement Worksheet?  (See atch)


	
	
	

	47
	Did you include copies of the individual's last 3 EPRs?


	
	
	

	48
	Did you spell check and proofread the report before sending it to 21 OG?


	
	
	

	49
	Did you verify print quality (fading, streaks, etc) before sending the report to 21 OG?  (Not required on drafts.)  NOTE:  White-out is not acceptable.


	
	
	

	50
	For the draft report, did you verify the report reached 21 OG NLT 30 days prior to closeout?  If not, submit a late letter.


	
	
	

	51
	Did unit commander initial draft copy of EPR prior to faxing to 21 OG?  


	
	
	

	52
	For the final report, did you verify it reached 21 OG NLT 5 days after it was returned for corrections?  
	
	
	

	53


	Did you review the document for the following COMMON ERRORS?

1. Rater didn’t handwrite the date on the actual day signed after the closeout. 

2. Unit must be spelled out in signature element for indorser/raters (i.e. 21st Space Wing).

3. Unit must annotate (if shell and EPR/OPR do not match) that changes were made in PC-III and provide source document.

4. Keep previous changes made by the wing command section in folder when it is returned.  (N/A for GSUs except 1 SPCS & 76 SPCS.)

5. Bullet statements not aligned. Check spaces between words. Only one space is needed.  Use bullets in sections II—Block 2, V, VI and VII (on AF 911).

6. When report is returned to the unit for corrections, ensure the rater uses the actual date report is signed and not the date on original report.  Raters must handwrite dates.    

7. Although the AFI states that white-out is acceptable, 21 SW will not accept any reports with white-out.

8. Primarily write EPR in past tense, except for the promotion recommendation bullets.

9. Words that require hyphens are typed without the hyphen or words that do not require a hyphen are typed with the hyphen. 

10. Uncommon acronyms are used without typing the meaning.

11. The words “wing” and “group”, typed within a sentence, should be capitalized only when they refer to an actual organization.  (Ex:  21st Space Wing, 21st Operations Group, operational group, wing inspection…).

12. Do not capitalize the first character of a word after the double dash (i.e. --promote).

13. Organizational symbols are typed incorrectly (i.e. 21 SW, not 21st SW).

14. Use “Additional Duty” when only one duty is listed, and “Additional Duties” when more than one duty is listed.

15. For units on Peterson and Cheyenne Mountain, ensure EPRs are returned with previous changes made by the group or wing command section.

16. Missing promotion recommendation statements in rater’s, additional rater and/or reviewer’s comments blocks.

17. Forgetting to include only pg 5 of the EPR Checklist signed by the sq CC.

18. Reserve the words “Top NCO” or “Top SNCO” for members who are annual award winners at the squadron level.
	
	
	

	REVIEW DOCUMENTATION

	UNIT/CC’s SIGNATURE:


	
	DATE:
	

	

	E-File:  G:/21OG/21OGCCA/Performance Reports/EPR Checklist


Attachment 1
	WORD GUIDE USAGE


$35 million/$35M



95%







backup






base-level




Battle Staff





battlespace





break up (verb) 




breakup (noun)





combat mission ready


Crew Chief





crew force





crew member 


deep space





Distinguished Graduate

downtime






error-free




  


Exercise CONDOR CREST
follow-on






fund raiser





fund-raising

first-ever






first-rate






Flight Chief





hard-charger(ing)





hand-picked





hand-selected                        hands-on






high-interest





 



high-priority





host-base





host-nation





host-tenant







inbound






in-depth






in-garrison




**
in-residence (modifier)






long-term






long-range                           
largest-ever 





launch-critical






man-hours





manmade





Milstar






Mir








 






mission-ready




mission-critical




mission-oriented



northernmost






on-orbit






“Outstanding” rating 


Operation ALLIED FORCE / ENDURING FREEDOM etc

online







on-/off-site





phased-array




“Professional Performer”



selectively-manned 

 
spaceborne 





spacelift 






stand-up / stand up (verb)





space-based





self-inspection




topnotch         




troubleshoot(er)








wing-directed
                     wing-wide





wing-level





workstation





work center





world-class





worldwide





warfighter 

** When using in residence after the school, do not hyphenate; when using it before the school hyphenate it.

EXAMPLES:  Send to SOS in residence soonest.  In-residence SOS is a must.

THIS LIST IS NOT ALL INCLUSIVE.  IF YOU ARE UNSURE OF A WORD, CALL YOUR 21 OG POC FOR GUIDANCE.
E-File:  G/21OG/21OGCCA/Decoration Checklist

Attachment 2

SENIOR RATER/SENIOR RATER’S DEPUTY

INDORSEMENT WORKSHEET FOR REPORT PERIOD
NAME:














RANK:






TIG ELIGIBLE:  Y / N

UNIT:














DOR:






TAFMSD:

LAST THREE EPRs (ATTACHED):
RATING/YEAR







INDORSEMENT LEVEL




TIG ELIGIBLE
1.



























Y / N

2. 



























Y / N

3. 

























 

Y / N

PME











COMPLETED/YEAR



METHOD OF COMPLETION


 
SNCOA












Y / N   






RES/CORR








 

NOTE:  If SNCOA correspondence wasn’t completed, explain why:

EDUCATION:  (CCAF, DEGREE, OTHER COURSES ATTENDED AND WHEN)

MILITARY/CIVILIAN/LEADERSHIP AWARDS:  
UNIT/COMMUNITY INVOLVEMENT:  
UNIT RECOMMENDED INDORSER:  Senior Rater or Senior Rater’s Deputy

GOALS FOR NEXT YEAR:  
OTHER COMMENTS:   

DATE:  15 Jan 03                                                                                                                                             
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