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The governing policy for this instruction is Air Force Policy Directive (AFPDR36Military
Evaluations. This instruction provides procedures for implementing Air Force (AF) Evaluation
Systems policy for the Officer Evaluation System (OES) and Enlisted Evaluation System (EES).
It describes how to prepare, submit, and manage forms required by this Airlfsiroetion

(AFD. It applies to all major commands (MAJCOM), field operating agencies (FOA), direct
reporting units (DRU), and other Air Force activities, as well as Regular Air Force, Air National
Guard (ANG) and Air Force Reserve (USAFR) activitieficers, and enlisted (except ANG)
personnel. While the philosophy and intent of the OES/EES pertain to the ANG and USAFR,
modifications are necessary. This instruction also provides procedures governing evaluation of
brigadier and major generals.

Field agencies may not publish supplements that change basic policies/procedures or merely
duplicate the text of these instructions. Supplements initiated at MAJCOM level or below
require HQ USAF/DPFP and HQ AFPC/DPPPE approval before publication. Process
suplements that affect any military personnel function as shown in ARI683 volume 1,
Publications Management ProgramSend published copies of approved supplements to HQ
USAF/DPFPP, HQ AFPC/DPPPE, HQ AFPC/DPPPA, and HQ ARPC/DPP. Field agencies
must getHQ AFPC/DPPPE and AFDPO/PPP approval before using locally created versions of
the AF Forms prescribed by this instruction. The Privacy Act of 1974 affects this instruction.
Title 10, United States Code, Section 8013 and Executive Order 9397, 22 NovEddBer
authorize the Air Force to collect and maintain the records in this instruction. System of Records
Notice FO36 AF PC A Effectiveness/Performance Reporting Systeapplies. Evaluators
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(except civilian and foreigservice evaluators) must provitteeir social security number (SSN).

Use the SSN to verify the identity of the evaluator for research and accountability. Maintain and
dispose of all records created as a result of prescribed processes IAW-882,34r Force
Privacy Act Program.

The Paperwork Reduction Act of 1974 as amended in 1996, and the Forms Management
Program IAW AFI 37160, volume 2Forms Management Prograraffects this instruction. See
Attachment 1 for glossary of references and supportinfprmation used in this publication.
Attachment 2 is a quick reference subject guide, which takes the place of a detailed table of
contents. We recommend you review the attachments before reading this document.

SUMMARY OF CHANGES

This change incorporates interim change (IC) 201This update language on inappropriate
considerations/comments on Air Force evaluations. See the last attachment of the publication,
IC 20121, for the complete IC. A bar (/) indicates m@on from the previous edition.
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Chapter 1
GENERAL CONSIDERATIO NS

1.1. Purpose. The Officer and Enlisted Evaluation Systems have varied purposes. The first is

to provide meaningful feedback to individuals on what is expected of them, advice on how well
they are meeting those expectations, and advice on how to better meet those expectations. The
second is to provide a reliable, leteym, cumulative record of perfoance and potential based

on that performance. The third is to provide officer central selection boards, senior NCO
evaluation boards, the Weighted Airman Promotion System (WAPS) and other personnel
managers sound information to assist in identifying thet lmualified officers and enlisted
personnel:

1.1.1. To accomplish these purposes, the evaluation systems focus on performance. This
reflects the fact that how well the individual does his or her job, and the qualities the
individual brings to the jo, are of paramount importance to the Air Force. Performance is
most important for successful mission accomplishment. It is also important for development
of skills and leadership abilities and in determining who will be selected for advancement
through assignments, promotions, and so on. The evaluation systems emphasize the
importance of performance in several waysing periodic performance feedback, as the
basis for formal evaluation reports, and, for officers, through perforraaszd promotion
recommendations.

1.1.2. Effective evaluators must have an adequate understanding of OES, EES, or both,
depending on who they supervise. OES/EES training was implemented in May 96 to help
supervisors fulfill their evaluation responsibilities. All fitghe supervisors are required to

receive mandatory OES/EES training (as appropriate for their position) within 60 days of
being appointed as a rater. Additionally, active duty Air Force members should receive
recurring OES/EES traierdiiremgherBowrandi whenst
discretion of the installation commander.

1.2. Forms Used and Restrictions on Their Use:
1.2.1. Forms Used:

1.2.1.1.Use AF Form 77,Supplemental Evaluation Sheet to cover gaps in
performance, substitute for missing reports, etc. (Gempter 4 for details). Also used
in general officer evaluations (s€bapter 7 for details).

1.2.1.2. Use AF Form 78Air Force General Officer Promotion Recommendation to
document performance and promotion recommendations for certain general officers (see
Chapter 7 for details).

1.2.1.3. Use AF Form 475Education/Training Report, to doamiment periods when an
officer is in education or formal training (s€&apter 6 for details).
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1.2.1.4.Use AF Forms 707AField Grade Officer Performance Report 707B,

Company Grade Officer Performance Report 910, Enlisted Performance Report

(AB through TSgt); or 911, Senior Enlisted Performance Report (MSgt through

CMSqt), to document per f or manoa date toWlsteamineat ee 6
which form to use (se€hapter 3 for details).

1.2.1.5.Use AF Form 709Promotion Recommendation Form t o assess an
performancebased potential and to recommend promotion from a senior rater (or in case

of colonel ratees, from the head of the Management Level [ML] or designated
representate) to central selection boards (S&eapter 8 for details).

1.2.1.6.Use AF Forms 724A,Field Grade Officer Performance Feedback
Worksheet, 724B,Company Grade Officer Performance Feedback Worksheet931,
Performance Feedlack Worksheet or 932, Performance Feedback Worksheetto
document performance and professional development feedback between raters and ratees
(seeChapter 2 for details).

1.2.2. Guidance and Restrictions on Use:
1.2.2.1. See paragrap®.8.7for guidelines on who may see reports.

1.2.2.2. See paragrapB.9.3for guidelines on who may see the Performance Feedback
Worksheet (PFW).

1.2.2.3. Use officer performance regs (OPR), enlisted performance reports (EPR),
training reports (TR), and letters of evaluation (LOE) to provide information for making
promotion recommendation, selection, or propriety actions; selective continuation;
involuntary separation; selective rgaretirement; assignment; school nomination and
selection; and other management decisions.

1.2.2.4.Use promotion recommendation forms (PRFs) for promotion purposes only.
PRFs that have been removed from the Officer Selection Record (OSR) and stored o
optical disk will not be used for the above purposes. Use these PRFs for historical, legal,
and appeal purposes only.

1.3. Evaluator Accountability. Raters ensure personnel they supervise receive performance
feedback to improve performance and citmiions to mission accomplishment. In deciding
whether to record adverse information on the performance report, evaluators must consider the
following: The vast majority of Air Force personnel serve their entire career with honor and
distinction; therafre, failure to document misconduct which reflects departure from the core
values of the Air Force is a disservice to all personnel competing for promotion. Additionally,
evaluators must consider items listed below when assessing performance and paotdntial
specifically mention them in evaluation reports when appropriate:

1.3.1. Adverse Information. If a member has been convicted by a-omantial, comment on

that fact ismandatoryon the next OPR, TR or EPR, and the report becomes referral. For
PRFs, comments on a coumartial conviction are mandatory on all subsequent Béehmw
Promotion Zone (BPZ) and Hie-Promotion Zone (IPZ) considerations to the next higher
grade. In those cases where the couwattial occurs after an officer is already selected

IPZ, comments on the PRF are only mandatory for the next ahey@omotion zone (APZ)
consideration. Evaluators are strongly encouraged to comment in performance reports (and
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an officerds next PRF) on milavcwhetheencwitlawiorh at r e
the Uniform Code of Military Justice (UCMJ), or when adverse actions such as Atrticle 15,
Letters of Reprimand, Admonishment, or Counseling, or placement on the Control Roster
have been taken. When making the decision to recdvérse information in reports,
evaluators must consider the following:

1.3.1.1. Impact of the misconduct on the Air Force mission (Did the mission suffer in
any way? Was unit morale affected?).

1.3.1.2. Impact of the misconduct on the Air Force as iastitution (Did it bring
discredit on the Air Force?).

13131 mpact of the misconduct on, and its r
affect the memberoés ability to fulfildl hi s

1.3.1.4. Grade, assignment and experieocé t he ratee (Il s the rat
Did the ratee Aknow bettero?).

1.3.1.5.Number of separate violations and frequency of the misconduct (Is this an
isolated or repeated incident?).

1.3.1.6. Consequences of the misconduct (Did it lesudeath, injury, or loss of/damage
to military or civilian property?).

1.3.1.7. Other dissimilar acts of misconduct during the report period (Is the ratee
establishing a pattern of misconduct?).

1.3.1.8. Existence of unique, unusual or extenugtircumstances (Was the misconduct
willful and unprovoked, or were there aggravating factors or events?).

1.3.2. Equal Opportunity and Treatment (EOT). The expectation is fair and equal treatment

of all and enforcement of the same behavior in subaienaEvaluators must consider a
member 6s commit ment to EOT when evaluating
recommendation. The goal is to ensure fair, accurate, and unbiased evaluations to help
ensure the best qualified members are identified fortiposi of higher responsibility.

Evaluation reportsnustreflect serious or repeated occurrences of discrimination, to include

sexual harassment, as prescribed in AFR366,Military Equal Opportunity and Treatment

Program Evaluators must also consideo mme nt i ng on a rateeb6s mem
espouse supremacist causes or advocate unlawful discrimination, as prescribed in AFI 51
903,Dissident and Protest Activities.

1.3.3. Weight Management Program (WMP) and Fitness Improvement Trainifig (F
Program. All personnel must meet established standards. Failure to progress satisfactorily in
these programs reflects poorly on the Air Force and the member, especially an officer or
senior NCO. Unsatisfactory progress in the WMP or FIT programddhbe considered and
should be documented on any report by providing specific comments, and with compatible
ratings on OPRs/EPRs.
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1.3.4. Management Control. All personnel must manage resources and ensure funds,
property, and other government assets are protected against waste, loss, unauthorized use, or
misappropriation. Comments about failures in inherent or assigned internal control
regonsibilities, or noteworthy accomplishments in improving internal controls, are
mandatory. AFI 68201, Management Contrplprovides specifics of the Management
Control Program.

1.3.5. Productivity. While related to internal management control, prodtycigains are

often a result of improved efficiency rather than establishing or administering policies.
Productivity gains can have measurable monetary or manpower savings and are of
significance to the Air Force. Give consideration to the ratee'sewmhents in
implementing Defense Management Report principles and recommendations, taking into
account the ratee's opportunity, or lack of opportunity, for such achievements. Many
suggestions approved under AFI-881, The Air Force Innovative Developmenhrough
Employee Awareness (IDEA) Progréafi in this category.

1.3.6. Occupational Safety and Health. Consider how commanders, managers, and
supervisors discharge their responsibilities under AFB®1, Air Force Occupational and
Environmental Safgt Fire Protection, and Health (AFOSH) Program.

1.3.7. Security of Classified Information. Consider how well ratees who handle or have
access to classified information discharge security responsibilities. When appropriate,
comment on any action, behawior condition that is reportable under security regulations.

1.3.8. Awarding Contracts to Small Disadvantaged Business Concerns, Historically Black
Colleges and Universities (HBCUs) and Minority Institutions (Section 806, Public Law 100
180). If yourate an officer who holds a warrant as a contracting officer and who has the
opportunity to increase the award of contracts to small disadvantaged business concerns,
HBCUs, and minority institutions, you must consider the ratee's ability to increase .awards

1.3.9. General Accounting Office (GAO), Office of the Inspector General, and Air Force
Audit Agency (AFAA) Audit Resolution. Prompt, responsive and constructive action by
managers is an integral part of good management. When applicable, comment on the degree
of effectiveness in resolving disputed audit findings and recommendations.

1.3.10. Acquisition and Management of Inventory Items (Section 323, Public Lavb10)L
For people assigned to Inventory Control Points, consider their efforts to eliminateulastef
practices and achieve cost savings as prescribed in the DoD Inventory Reduction Plan.

1.3.11.Gener al and Specific NCO Responsibilitie
mandatory requirements prescribed in AFH283.8,The Enlisted Force Struatel

1.4. Waiver Authority.  Send requests for deviations or waivers through appropriate channels
(Military Personnel Flight [MPF], MAJCOM, etc.) to the office of primary responsibility (OPR)
listed below. Se@&able 1.1for mailing addresses of OPRs listed in this instruction.

1.4.1. HQ AFPC/DPPPE, Evaluation Programs Branch. Manages the OES/EES for all
active duty (AD) airman basics through lieutenant colonels following policy provided by HQ
USAF/DPFP.

1.4.2. AFCMO, Air Force Colonel Matters Office. Manages OES for colonels (except
brigadier general selectees) and colonel selects on the active duty list (ADL).
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1.4.3. AFGOMO, Air Force General Officer Matters Office.
officers (and brigadiegeneral selectees) on EAD.

1.4.4. HQ AFPC/DPAM, Medical Service Officer Management Division. Provides advice
on reporting policy for officers within the health professions, in conjunction with HQ
USAF/SGHP, Health Policy and Programs Division, Qffiaf the Surgeon General, HQ
USAF.

1.4.5. HQ USAF/JAX, Judge Advocate Career Management Division. Provides advice on

Manages OES for general

reporting policy for judge advocates.

1.4.6. ANG/DPP, Air

National Guard, Personnel.

(includingANGUS general officers not on EAD).

1.4.7. HQ USAF/RE,

The Office of Air Force Reserve.

officers not on the active duty list and the EES for USAFR enlisted personnel.

Table 1.1. Mailing Addresses for Correspondence.

L |A B

I

N

E |If the agency is: The address is:

1 |ANG/DPPP ANG/MPPP, 3500 Fetchet Ave, Andrews AFB MD 2078157

2 |AFRC/DP AFRC/DP, 155 2nd Street, Robins AFB GA 318380

3 |AFRC/DPMB AFRC/DPMB, 155 2nd Street, Robins AFB GA 318300

4 |AFRC/DPO AFRC/DPO, 155 %' Street, Robins AFB GA 31098000

5 |HQ AFPC/ DPAM |HQ AFPC/DPAM, 550 C Street West Suite 25, Randolph AFB 7
781504727

6 |HQ AFPC/ DPPPEEHQ AFPC/DPPPEB, 550 C Street West Suite 7, Randolph AFB
781504709

7 |HQ AFPC/ DPPPEFHQ AFPC/DPPPEP, 550 C Street West Suite 7, Randolph AFB
781504709

8 |HQ AFPC/ DPPBR3HQ AFPC/DPPBR3, 550 C Street West Suite 5, Randolph AFB
781504707

9 |HQ ARPC/CC HQ ARPC/CC, 6760 E Irvington Place, Denver CO 862800

10 |HQ ARPC/ DPPBR]1HQ ARPC/DPPBR1, 6760 E Irvington Place #2000, Denver CC
802832000

11 |HQ ARPC/ DPPBRZHQ ARPC/DPPBR2, 6760 E Irvington Place #2000, Denver CC
802832000

12 |HQ USAF/ AFCMO |AFCMOB, 1040 Air Force Pentagon, Washington DC 2033680

Manages the OES for ANG officers

Manages the OES for USAFR
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L |A B

I

N

E |If the agency is: The address is:

13 |AFGOMO AFGOMO, 1040 Air Force Pentagon, Suite 4E212, Washington
203331040

14 |HQ USAF/JAX HQ USAF/JAX, 1420 Air Force Pentagon, Suite 5B269,
Washington DC 20330420

15 |HQ USAF/RE HQ USAF/RE, 1150 Air Force Pentagon, Washington DC 2033
1150

16 |[HQ 11 WG/DPJ HQ 11 WG/DPJ, 20 MacDill Blvd Suite 400, Bolling AFB DC
203325100

17 |NGB-GO NGB-GO, 1411 Jefferson Davis Highway, Ste 12600, Arlington

222023231
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Chapter 2
PERFORMANCE FEEDBACK PROCESS

2.1. Purpose. Performance feedback is avate, formal communication a rater uses to tell a

ratee what is expected regarding duty performance and how well the ratee is meeting those
expectations. Raters document performance feedback on the PFW and use the PFW format as a
guide for conducting fetback sessions where they discuss objectives, standards, behavior, and
performance with the ratee. Providing this information helps an individual contribute to positive
communication, improve performance, and grow professionally. The following informatio
pertains to all military personnel except ANG enlisted personnel.

2.2. Responsibilities.
2.2.1. The ratee will:
2.2.1.1. Know when feedback sessions are due.
2.2.1.2. Request a feedback session, if needed.

2213.Noti fy the rater and, i f necessary, t
feedback did not take place.

2214.Si gn the PFW and raterds copy 2.65 t he
indicating the date the sup&or conducted the feedback session.

2.2.2. The rater will;

2.2.2.1. Prepare for, schedule, and conduct feedback sessions accordiiadpl¢o2.1
(avoid conflicts with TDY, leave, etc., when possibi@gardless of whetr the rater
received a feedback notice

2.2.2.2. Stay aware of standards and expectations and consider them when providing
feedback to personnel.

2.2.2.3. Provide realistic feedback to help the ratee improve performance. Realistic
feedback includesiscussion with the ratee, and written comments on the PFW, not just
marks on the form.

2.2.2.4. Provide the original completed and signed PFW to the ratee.

2.2.2.5.Provide a copy of the signed and dated feedback notice to the Commander
Support Staffdr filing.

2.2.2.6. Document behavior that may result in further administrative or judicial action on
other than a PFW (for example, an AF Form 1Récord of Individual Counseling).
NOTE: Since a PFW may only be introduced into a personnel action pér@graph
2.9.3 applies, it is important that behavior representing a significant departure from
expected standards is recorded in other forms of documentation.

223.The raterds rater wil/l
2.2.3.1. Monitor personnel toresure raters properly conduct feedback sessions.

h



AFI136-2406 15 APRIL 2005 13

2.2.3.2. Conduct performance feedback sessions when:
2.2.3.2.1.A lower-level rater is not available due to unusual circumstances.
2.2.3.2.2.Officially assuming the subordinate rater's responsidliti
2.2.4. The unit commander will:
2.2.4.1. Administer the performance feedback program.

2.2.4.2. Monitor raters and ratees to ensure feedback sessions are conducted properly and
in a timely manner.

2.2.4.3. Consider disciplining and removing frosupervisory positions those raters who
fail to conduct documented performance feedback sessions.

2.2.5. The Commander Support Staff (CSS) will:

2.2.5.1. Provide feedback notices to raters and ratdd®©TE: For USAFR units, this
notice is printed o two-part paper and provided to the CSS by the servicing MPF career
enhancement element.

2252 Fil e signed feedback notices (or appr oj
information file (PIF). Signed notices remain in the PIF until thei®tfestroyed.

2.3. Who Requires a Performance FeedbackFeedback is mandatory for all officers, second
lieutenant through colonel, and all AD and USAFR enlisted personnel. If an individual requests

a feedback session, the rater will provide one within 30 days of receipt of the request, provided

60 days have paed since the last feedback session. Do not prepare a PFW when a ratee is a
captive, patient, prisoner, absent without leave (AWOL), etc. For student officers receiving AF
For ms 475, performance feedback i s not req
performance/conduct warrants it.

2.4. Guidance for Conducting Feedback Sessiong:eedback sessions will be conducted face
to-face. EXCEPTION: Raters may conduct sessions by telephone only in unusual
circumstances where fate-face sessions are impt@al, such as when the rater and ratee are
geographically separated or the rater and/or ratee is on extended TDY. When a telephonic
session is conducted, the rater forwards the original PFW to the ratee within 10 calendar days
after the session.

2.5. When to Hold Documented Feedback SessionSeeTable 2.1
2.6. The Performance Feedback Notice.

2.6.1. The ratershouldreceive a computegenerated performance feedback notice 30 days
after supervision begins (when iwitior follow-up feedback is required) and again halfway
between the time supervision began and the projected performance repodutlcsde

(when midterm feedback is required). This notice serves to remind raters that a feedback
session is due; howevdailure to receive a feedback notidees nojustify failing to hold a
required session.

2.6.2. For officers assigned to ANG and USAFR units, the CSS will send the feedback
notice to the rater concurrently with the OPR notice or upon initial assignment of the ratee.
If the reason for the OPR is a change of reporting official (CRO), the new rateeseive

the feedback notice within 5 working days after the effective date of the change in rater.
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Hold the performance feedback session not later than 60 days after the OP&utldate,
initial assignment date, or effective date of change in rater.

2.6.3. Since the ratee shares the responsibility to ensure feedback sessions occur, a feedback
notice is also sent to the ratee, through his or her unit, 30 days after sending the notice to the
rater (for officers) or concurrently with the notice senthe rater (for enlisted). For ANG

and USAFR unit officers, both the rater and the ratee receive a feedback notice at the same
time. The CSS does not send folloy notification.

2.6.4. For Individual Mobilization Augmentees (IMA), the feedback notigesent to the
supervisoroés active duty MPF for forwarding
through the mail.

2.6.5. The performance feedback notice must be signed and dated by the rater and ratee and
then returned to the CSS for file imetratee's PIF.

2.7. Which PFW Form to Use.
2.7.1. For major through colonel, use AF Form 724A.
2.7.2. For lieutenant through captain, use AF Form 724B.
2.7.3. For a senior NCO, use AF Form 932.
2.7.4. For TSgt and below, use AF Form 931.

2.8. Preparing the PFW. The PFW should, as thoroughly as possible, outline the issues
discussed during the feedback session; however, it is primarily a guide for conducting the
feedback session, not a transcript. Therefore, omission of an issue from thaéogsmot, by

itself, constitute proof that the issue was not discussed.

2.8.1. The PFW may be handwritten or typed by the rater providing the feedback.
2.8.2. Section I, Personal Information, is sekplanatory. Fill in all required data.

2.8.3. Section I, Types of Feedback. In the appropriate box, indicate whether the feedback
is initial, midterm, followup, ratee requested or rater directed.

2.8.4. Section lll, Key Duties, Tasks, and Responsibilities (officer) or Primary Duties
(enlisted),is a fill-in-the-blank area where the rater outlines specific duties (specialty and
assignment). These entries include the most important duties and correspond to the job
description reflected on the OPR/EPR.

2.8.5. Section 1V, Performance Feedbackyers those qualities and skills required of all
personnel. These qualities and skills are the same as those listed on the performance report.
The PFW has a behavior scale within each. The rater places a mark on the continuous scale,
from "Needs Signifiant Improvement" to "Needs Little or No Improvement,” for each
behavior that applies (see note). If a particular behavior is not applicable to what the ratee
does, the rater wr i tNOBE: Bihé the prirhanygtrpose pfptthei ¢ a b |
initial feedback session is to establish expectations for the upcoming rating period, a rater is

not expected to have already developed adeart opi ni on of an i ndi vic
the time the session is conducted. Therefore, raters are not requitede@py marks on

the scale in Section 11l of the PFW for the initial feedback session.
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2.8.6. Section V, Comments, provides space for factual, helpful performance feedback so
ratees can improve their duty performance or define their professionabpeszit goals.
Comments on performance should relate to placement of the marks in section IV.

2.8.7. The reverse side of the fori8t(engths, Suggested Goals, Professional Development,
Additional Comments, ety provides space to continue feedbackt@rhelp individuals
understand their strengths and possible plans for the future. Also, use it to continue the
comments from the front of the form.

2.9. Disposition and Access.

2.9.1. The rater gives the completed PFW to the ratee and keeps a aopgréonal
reference. The PFWill not be made an official part ainy personnel record (including
PIFs) nor used in any personnel action unless paragr@uapplies.

2.9.2. The ratee may use the completed form as he or she desires.

2.9.3. The PFW may not be reviewed by anyone other than the rater and ratee, or introduced
in any personnel action unless the ratee first introduces it, or alleges either he or she did not
receive required feedback sessions or that sessions were inadeg¥&EPTIONS:

2.9.3.1. For AD senior noncommissioned officers (SNCOs), the squadron commander is
authorized access to PFW.

2932.For AD TSgts and bel ow ater{(when thea allditiortal o n a |
rater is not also the raterés rater) and ¢
PFW.

2.9.4. Temporary Duty (TDY) supervisormay conduct feedback and complete PFWs;
however, they do not send these PFWs to the rdCEPTION: If the TDY rater has
been officially designated as the rateeds r e

2.10. Failure of Rater to Conduct or Document a Feedback SessionWhile documented
feedback sessions are required by this Instructiosy tito not replace informal dag-day
feedback. A rater's failure to conduct a required or requested feedback session, or document the
session on a PFW, will not, of itself, invalidate any subsequent performance report or (for
officers) PRF.

2.11. Tracking Feedback Sessions.Unit commanders may establish procedures beyond those
provided for in this chapter to check performance feedback compliance, provided those
procedures do not violate the privacy of PFW communications as specified in pa&a§cadph
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Table 2.1. Performance Feedback Requirements.

A B

then the ratee requires the following
If the ratee is feedback

R l1mrCX

a CMSgt or a Colonel (includes ADL, initial (see note 1; note 4 for ndbAD USAFR
extended AD [EAD] ANG, EAD and nen | officers only)
EAD USAFR Colonels)

2 |MSgt or SMSqgt (AD and all EAD initial (see note 1; note 4 for ndbAD USAFR
USAFR), major or lieutenant Colonel officers only) midterm (see note 2; note 4 for
(includes officers on the ADL, EAD ANG|nonEAD USAFR officers only)

EAD and norREAD USAFR officers)

3 |an AB, Amn or A1C (who has already |initial (see note 1) midterm (see note 2) follo
received an EPR), a SrA through TSgt, gup (see note 3)

lieutenant through Captain on the ADL, ¢
an EAD ANG or EAD USAFR officer (sef
notes 9 and 10)

4 |an AB, Amn or AT (with less than 20 |initial (see note 1) midterm (see note 8)
months TAFMS)

5 |anorEAD USAFR officer (see note 4) |initial (see notes 5, and 6) midterm (see note

6 |anorEAD ANG officer (see note 4) initial (see notes 5 and 6) folleup (see note 3

7 |an AB through CMSgt (necEAD USAFR) |initial (see note 1) midterm (see note 11)

8 |an AB through Colonel as requested by ratee (see note 12)

9 |an AB through Colonel When determined necessary by the rater

NOTE:
1. The rater must conduct the initial feedback session within the first 60 days he or she
initialy begi ns supervision. inifidd feedbagkiuntill theyohave e h e r &

change of reportingfbicial.

2. The rater must conduct the midterm feedback session midway between the date
supervision begins and the projected closedate of the next EPR/OPR.

3. The rater conducts a follemp feedback session when an evaluation report is written
without a subsequent change of rater. This session must be conducted within 60 days of the
closeout of the report and serves two distinct purposes. The first purpose is to review and
discuss with the ratee the previous reporting period and resulting EPR/DRRsecond
purpose is to establish expectations for the new reporting period.

4. A PFW is not required if action is pending under AFH32609,Separation Procedures for
Air National Guard and Air Force Reserve Members



AFI36-2406 15 APRIL 2005 17

5. If the ratee has arrived at the initial duty assignment, or has had a CRO, then the rater
must conduct an initial feedback session within the first 60 days ithigglly begin
supervision.

6. Hold initial feedback session within the first 60 days$ofeing a change in utilization
field.

7. Hold a midterm feedback session approximately 180 days after the initial session. Hold
subsequent midterm feedback sessions annually, until there is a CRO.

8. After the initial feedback session is conducted, aoh@ (midterm) feedback session
every 180 days until the rater writes an EPR or a CRO occurs.

9. If the ratee is due an annual report and the period of supervision is less than 150 days, the
rater conducts the feedback session approximately 60 daye Ibieéoprojected report close
out date.

10. If the ratee is getting a CRO report and time permits, the rater will hold a feedback
session within 60 days of the cleset date, but not later than 30 days prior.

11. Conduct midterm feedback sessions anpuakginning 12 months after the initial
feedback session.

12. When a ratee requests a feedback session, the rater must conduct a session within 30
days of the rateeb6s request i f at | east 60 d
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Chapter 3
PERFORMANCE REPORTING

3.1. Evaluator Requirements.

3.1.1. Rater:
3.1.1.1. The official in the rating chain designated by management to provide periodic
performance feedback and initiate perfor meé
supervisor).

3.1.1.1.1.For officers, the rater must be an officer or civilian serving in a grade equal
to or higher than the ratee (see note).

3.1.1.1.2.For enlisted, the rater must be an officer, or an NCO or civilian serving in a
grade equal to or higher thanetmatee (see note). See the definitionRater in
Attachment 1 for additional enlisted rater information, requirements and restrictions.

3.1.1.2.For IMAs, the rater will not normally be another IMA. However, if
circumstances require that an IMA must directly supervise another IMA, the rater will be
the official appointed by management (see note).

NOTE: Management may appoint a rater serving in the same grade as the ratee without regard to
date of rank.

3.1.2. Additional Rater:

3.1.2.1. The second evaluator in the rating chain, after the rater, to endorse a
performance report.

3.1.2.1.1.For officers, the additional rater must be serving in a grade equal to or
higher than the rater and in a grade highen the ratee (see note).

3.1.2.1.1.1.A colonel may be the additional rater for a colonel.

3.1.2.1.1.2.For health profession officers (AFSC 4XXX), the additional rater
must be serving in a grade equal to or higher than theanadeatee.

3.1.2.1.2 For MSgt through CMSgt (AF Form 911), the additional rater must be
serving in a grade equal to or higher than the rater (see note).

3.1.2.1.3.For AB through TSgt (AF Form 910), the additional rater must be serving

in a grade equal to or higher thdre traterand must be at least a MSgt (or equivalent)

or civilian (atleast G or equi val ent) . When the ra
requirement, the additional rater will be the next evaluator in the rating (supervisory)

chain that meets the requinent. The additional rater will also be considered the

final evaluator unless: (1) the rater qualifies as a single evaluator, (2) the additional
rater refers the report, or ( 3) the off
(section VII) is serving in grade equal to (date of rank considered) or higher than the
additional rater and nonconcurs with the additional rater.

3.1.2.2. For officer and enlisted IMAs, the additional rater is as defined in the paragraphs
aboveandmust be in the active duty ragjrchain (see note).
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NOTE: The second evalwuator in the rating chain
3.2.5.40r one of the exceptions listed in the definition of Rating Cha#ttimchment 1 applies.

3.1.3. Reviewer/Senior rater/Final evaluator. All senior raters must be the person holding
the senior rater position designated by th
Accounting Symbol (PAS) (see paragraghd.4.3.1and 8.1.4.3.2. NOTE: Brigadier
general selectees, whether frocked or not,
(S pnly when designated as the senior rater by the Mk (s®e to paragrap®.1.3.1.).
All others will sign in their current grade of colonel. Reports nat contain more than one
general officer as an evaluator. When the final evaluator on a report is not a USAF officer or
Department of the Air Force (DAF) civilian, an Air Force Advisor must review the report
(see paragrap8.10).

3131.For officers, the reviewer must be the

evaluator on the OPREXCEPTIONS: When the rater or additional rater is also the

senior rater, the OPR will close at this level (Seble 3.1). Also, when a senior rater

refers the report, the officer named in the referral memorandum becomdmah

evaluator, unless he/she refers the report again (see par@g9agid Table 3.1). See

definitions of Reviewer Senior Raterand Final Evaluator in Attachment 1 for

additional information.

3.1.3.1.1.For lieutenant colonels and colonels, the reviewer must be the first general
officer (includes a brigadier general select), or equivalent, in the rating chain who has
been designated as a senior rater by the MOTE: Upon the selection to brigadier
general of an officer who is already the designated senior rater for the lieutenants
through majors in an organization, the ML must realign their SRIDs and redesignate
the selectee as the senior rater for thedieanmt colonels of the organization.

3.1.3.1.2.For lieutenants through majors, the reviewer must be the first colonel (or
equivalent) in a wing commander (or equivalent) position who has been designated as
a senior rater, as determined by the ML. Edeiicivilian grades are determined by
MLs based on the responsibilities of that civilian position. HQ AFRC may deviate
and assign senior rater levels as appropriate for USAFR unit assigned majors and
below.

3.1.3.1.3.For ANG colonels and senior offrs filling a wing or group, deputy
commander, or geographically separated unit (GSU) commander position (where
there is no parent wing or group headquarters within the state), the first general
officer in the rating chain will review the OPR.

3.1.3.1.4.For ANG officers, lieutenant colonel and below, the reviewer will be the
wing or group commander. For a member assigned to a unit where there is no parent
wing or group headquarters-state, the state Adjutant General will establish an
equivalent commad-level review authority.

3.1.3.2. For enlisted (MSgt through CMSqgt), the reviewer/final evaluator must be, as a
minimum, an officer serving in the grade of major (or equivalent) or a civilian in the
grade of GSL2 (or equivalent). EXCEPTION: A CMSgt serving as the Vice
Commandant of the College of Enlisted Professional Military Education (PME) may
endorse EPRs as a senior raterds deputy an
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3.1.3.2.1.An additional rater who meets the minimum grade requintmey close

out the EPR, but an official higher in the rating chain than the additional rater may, if
authorized, serve as the reviewer/final evaluator. In any case, the reviewer/final
evaluator may not be higher in the organizational structure than the isearor

3.1.3.2.2.If the member is timén-grade (TIG) eligible for a senior rater
endorsement, the senior rater chooses not to endorse the report, and it is decided that

the report wild]l be closed out withk a ser

report must be endorsed by, and the final evaluator will befirsteB-level (see
Table3.2, note 14) senior raterodos @aedpa¥kty in

3.1.3.2.3.1f the member is not TIG eligible for a senior rater endorsement, the report
must be endorsed by, and the final evaluator will be, eithdirgtd3-level evaluator

in the rating chain (see paragraph.3.2.4 or a lower levekvaluator. A senior rater
may endorse a nehlG eligible reporonlyin the following circumstances:

3.1.3.2.3.1.When signing as the rater.
3.1.3.2.3.2.When signing as the evaluator named in a referral memorandum.

3.1.3.2.3.3.When a Blevel rder does not qualify as a single evaluanodthere
is no other Bl ev el evaluator (such as t he s
endorsement can be delegated.

3.1.3.2.4.0nly one Blevel evaluator may sign a report and that endorsement must
be completed byhe first B-level evaluator in the rating chain. For example, the
group commander may not be skipped in order to obtain vice wing commander
endorsement, nor capoth those individuals sign the reportEXCEPTIONS A
report may contain two evel endoresmentsonly in the following circumstances:

3.1.3.2.4.1.When a member is not TIG eligible for a senior rater endorsement
and a Blevel rater does not qualify as a single evaluator orlevBl additional
rater does not qualify as a final evaluatoe(paragrapi3.1.3.3.

3.1.3.2.4.2.When a member is TIG eligible for a senior rater endorsement, but
the senior rater chooses not to endorse the report, and eithetahel Bater does

not qualify as a single evaluatorttve B-level additional rater does not qualify as

a final evaluator.

3.1.3.2.5.See definition of Rating Chain isttachment 1 for additional information
and exceptions.

3.1.4. Number of Evaluators.

3.1.4.1. OPRs wil have three evaluators, unless the rater or additional rater is also the
reviewer/senior rater.

3.1.4.2. EPRs will have at least two evaluators, unless the rater qualifies as a single
evaluator.

3.1.4.2.1.For MSgt through CMSgt, no more than threealaators (the rater,

e

addi tional rater, and reviewer) wil/ eval

t
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3.1.4.2.2.For AB through TSgt, no more than two evaluators (rater and additional
rater) will evaluate the rateeds perfor ma

EXCEPTION: The preceding requireemts must be strictly adhered to, unless: commander
disagrees with the ratinggdble 3.2; the report is referred and the commandenas the
evaluator named in the referral letter (paragr&h5.1.2; or the reviewer is senior to the
commander and refers the report.

3.1.5. Removal of Evaluator from Rating Chain. Evaluators are not removed from the rating
chain based solely on a rating disagreement. Whenwiaghan evaluator from the rating

chain is necessary, provide written notification of the action to the evaluator (with

i nformation copy to the removed evaluator os
in the rating chain, through and includingeteenior rater) and obtain acknowledgment of
receipt. File a copy of the notification in the PIFs of the rater and the affected ratees.

3.2. Responsibilities.
3.2.1. The Rater:
3.2.1.1. Ensures the ratee is aware of who is in his or her rating chain.

3.212.Mu st review any adverse information 1in
Information File (UIF) before preparing the performance report.

3.2.1.3. Assesses and documents what the ratee did, how well he or she did it, and the
rateeos potenti al based on t hat perfor ma
evaluation of Impact on Unit Mission, section IV; Performance Factors, section V; and
Rater Oveall Assessment in section VI on OPRs, or Evaluation of Performance (Section

A

l'11) and Raterdos Comments (Section V) on E

3.2.1.4. Gets meaningful information from the ratee and as many sources as possible (i.e.
the rateeds PI F, penhsedstiee rated during thes repord persotl, yne s u
First Sergeant, etc.), especially when the rater cannot observe the ratee personally. Do
not have the ratee write or draft any portion of his or her own performance report.
However, the ratee is encouragedorovide the rater input on specific accomplishments.

For Reservists, the ratee should provide information to the supervisor to assist in the
preparation of the report. This may include -efidour reports.

3.2.1.5.Considers the significance andeduency of incidents (including isolated
instances of poor or outstanding performance) when assessing total performance.

3.2.1.6. Records the ratee's performance, ensuring all data on the OPR/EPR matches the
data on the notice, and for enlisted personnelakes a valid and realistic
recommendation for promotion, if appropriate. For example, a recommendation for
promotion to CMSgt on a MSgtdés EPR would b
the member must first be promoted to SMSgt. On EPRs fordfd/1& recommendation

for increased responsibilities may be appropriaeOTE: Although some evaluators

may not know any other ratee serving in a particular grade and Air Force Specialty Code
(AFSC), they may rate according to their opinions and impasf the general level of
performance of Air Force personnel in the various grades.
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3.2.1.7. Differentiates between ratees with similar performance records, especially when
making enlisted promotion recommendations.

3.2.2. The Additional Rater:

3.2.2.1. Reviews the PIF and UIF and returns report to the rater for reconsideration, if
appropriate, to ensure an accurate, unbiased, and uninflated report.

3.2.2.2. Completes section VIl of the OPR or section VI of the EPR by concurring or
nonconcurringvith the rater and making comments.

3.2.2.3. Assumes the responsibilities of the rater, if the rater has died, is missing in
action, captured or detained in captive status, incapacitated, or when directed by the
reviewer/senior rater (officers) or comnuer (enlisted) when the rater is formally
relieved from duties as an evaluator or relieved from duty for cause (see note). When this
occurs, section VI (OPR) or section V (EPR) must include a statement explaining why
the rater did not prepare the report.

NOTE:Bei ng removed from duties for cause often
fair and accurate reports on subordinates. For example, being relieved froravasiidjty job
duetoanoduty related i nci deredultis the mdmben dldo beengt o ma |
relieved of evaluator responsibilities since there is no threat of reprisal towards subordinates.

3.2.2.3.1.Reports already prepared by a rater under these circumstances are work
copies and may be reaccomplished unlesgtihee become a matter of record.

3.2.2.3.2.If the additional rater has insufficient knowledge to prepare the report for

the required period of supervision, he or she must gather knowledge of the ratee's
duty performance from all available, reliable sms (First Sergeant, former
supervisors, etc.). EXCEPTION: In some instances (for example, when the
additional rater is physically/geographically separated from the ratee), it may be more
practical or desirable for another individual who has currerggpett knowledge of

the ratee to assume the raterds responsi
submits the request, through the MPF and senior rater, to the MAJCOM (or other
comparable activity) for approval.

3.2.2.3.3.If unusual circumstancedathte sufficient knowledge cannot be obtained,
HQ AFPC/DPPPE, AFGOMO, AFCMO, the Air Reserve Personnel Center
(ARPC/DPPBR1), or the NGB (ANG/MPPP) or N&BO (for ANGUS general
officers [including brigadier general selects] not on EAD) authorizes filind\lan

Form 77 in the ratee's records stating why a report could not be prepared for the

period.
NOTE: T h e nex-t evaluator i n t he rating chain
responsibilities of the additional rater, when the additional raterablerio perform evaluator
duties (see paragra@2.2.3f or appl i cabl e reasons) . When t h
senior rater, he or she completes the Additio

and closes the report.
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3.2.3. The Reviewer/Senior rater/Final evaluator:

3231.Reviews the rateeds PIF and UIF and,
previous evaluator(s) for reconsideration to ensure an accurate, unbiased, and uninflated
report.

3.2.3.2. Obtains additional information, if necessary, from competent sources such as his
or her deputy or vice, second or third line supervisors, etc.

3.2.3.3. When appropriate, nonconcurs with previous evaluators and makes comments.
3.2.3.4 Approves unit mission descriptions (senior rater).

3.2.3.5. Directs the additional rater to assume rater's responsibilities when paragraph
3.2.2.3applies.

3.2.3.6. Completes OPRs and EPRs as required Tabée 3.1for officers andTable 3.2
for enlisted).

3.2.4. CSS Personnel:
3.2.4.1. Administer the unit performance report program for the commander.

3.2.4.2. Send performance report notices to the rater and, when applicable, attach LOEs
for the reporting period to the notices.

3.2.4.3. Perform an administrative review of all evaluation reports and if necessary,
return them to evaluators for correction/comipletbefore sending them out of the unit.
As a minimum, this review should ensure:

3.2.4.3.1.All applicable blocks are completed (marked, dated and signed).

3.2.4.3.2.Reports contain accurate information (particularly in the ratee
identification andob description sections).

3.2.4.3.3.Spelling accuracy and proper sentence/bullet structure.

3.2.4.3.4.Reports do not contain inappropriate comments or recommendations (see
paragrapl8.7).

3.2.4.3.5.Reports are properly referred, when necessarylggasin Attachment 1
and paragrapB.9).

3.2.4.4. Provide technical assistance to the commander and evaluators.
3.2.5. The Unit Commander dkppropriate Staff Officer:
3.2.5.1. Manages the performance report program for the organization.

3.2.5.2. Ensures evaluation reports accurately describe performance and make realistic
recommendations for advancement.

3.2.5.3. Prepares and maintairtsetunit mission description.

3.2.5.4. Determines the rating chain for assigned personnel based on Air Force and ML
policy. The rateebs parent ML must appr ov
other MLs. The following applies to flight commamdand flight chief rating chains and

applies to both the operational and functional communities. When an officer heads a



24 AFI136-2406 15 APRIL 2005

flight, the position is flight commander and is rated by the squadron commander. When

an enlisted person or civilian heads a fligthte position is a flight chief. NOTE:
Commanders may deviate from the normal (supervisory) rating chain only when
necessary to meet grade requirements or to accommodate unique organizational
structures and situations where personnel are temporarilydoamenatrixed to other
activities outside the rat eeos assigned F
deviations (such as skipping an evaluator) solely for reasons of convenience.
EXAMPLES: Do not skip a rateros r gonkave, W¥p i s t
etc. ). Do not skip a raterodés rater for tF
supervisory chain (i.e., the raterds rate
endorse or comment in a report (see also parag@dph.

3.2.5.5. Ensures firstime supervisors receive specific, mandatory training within 60
days of being assigned supervisory duties and ensures all unit members receive general
OES/EES training on a recurring basis. To assmmmanders in fulfilling this
responsibility, the OES/EES Training Plans/Guides were developed and are available on
the Evaluations Web site through the HQ AFPC Web Page.

3.2.5.6. Ensures that no member is in the rating chain of his or her spouséenr ot
relative.

3.2.5.7. Ensures the first sergeant (or designated senior NCO) conducts a quality force
review on all EPRs before conducting the commander's review.

3.2.5.8. Conducts the commander's review on EPRs {cdde 3.2. NOTE: The

review may be conducted only by the commander or squadron section commander (or, in

their absence, an officer so designated ese@es orders) for administrative purposes

(i.e., control roster action, Article 15 jurisdiction, etcj o t h e rateeos 8
organization.Flight commanders do not qualify.

3.2.6. First Sergeants review all EPRs before the commander's review and advise the
commander of quality force indicators.

3.2.7. MPF Personnel:
3.2.7.1. Administer the performance report program for all units serviced.

3.2.7.2. Perform an administrative review of all evaluation reports and, if necessary,
return them to the unit for correction/completion before filing them in the Unit Personnel
Record Grap (UPRG) (for AB through TSgt) or sending them to the appropriate records
custodian for file (for officers and senior NCOs). This does not include resolving
evaluator disagreements. MPF review requirements are the same as those listed for CSS
personne(see paragrap®.2.4.3.

3.2.7.3. Provide technical assistance to CSSs.

3.2.7.4.Update data into the Personnel Data System (PDS) eHlPHLcording to
AFCSM 36699, Volume 1Personnel Data Systems.

3.2.7.5. Processand distribute OPRsTéble 3.6 and EPRsTable 3.9andTable 3.10
as required.
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3.2.8. The ML and their servicing personnel activity:

3.2.8.1. Designatesenior rater positions and determine civilian equivalency for senior
rater designations.

3.2.8.2. Manage the performance report program for their activity, and at their option,
quality review OPRs and return them for correction, when necessary.

3.2.8.3. File a copy of the OPR in the OCSRG (Sedle 3.6for exceptions).
3.2.8.4. Approve evaluators to be from a different ML than that of the ratee.
3.2.8.5. Appoint Air Force Advisors.

3.2.8.6. Appoint Acquisition Examers and establish OPR routing procedures when the
examination can not be accomplished within the existing rating chain.

3.2.9. HQ AFPC Personnel:
3.2.9.1. Manage the performance report program Air Feude.

3.2.9.2. Review all referral reports aofficers (lieutenant through lieutenant colonel) and
senior NCOs and a random selection of OPRs and EPRs for compliance with policy
directives and this instruction and, when necessary, return them for correction.

3.2.9.3. File the original OPR in the HQ USAF OSR and transfer it to optical disk for file
in the Master Personnel Record Group (MPerRGp), and file the original EPR (MSgts
through CMSgts) in the Senior NCO Selection Record (NSR).

3.2.10. HQ ARPC Personnel:

3.2.10.1. Manage the performance report program for Active Guard/Reserve (AGR),
Limited EAD (LEAD) members, noiAD officers, and USAFR enlisted members Air
Forcewide.

3.2.10.2.Review OPRs and EPRs for compliance with policy directives and this
instructionand return them for correction, if necessary.

3.2.10.3.File original report in the OSR at HQ ARPC and transfer OPRs and EPRs to
optical disk for file in the MPerRGp.

3.3. When to Submit Performance Reports.
3.3.1. For officers on the ADL and ANG atfers, sedable 3.3
3.3.2. For USAFR officers not on the ADL, sé@able 3.4
3.3.3. For enlisted members, s€able 3.7andTable 3.8

3.4. Who Requires Performance Reports.

3.4.1. All EAD and nonrEAD officers in the grade of colonel and below (except brigadier
general selectees), not being evaluated using AF Form 475 (paragplexcept as
speified in paragrapl3.5.
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3.4.2. All enlisted personnel in the grade of Airman First Class (A1C) (with 20 months Total
Active Federal Military Service [TAFMS]) through CMSgt, or as directed dgle 3.7 and

Table 3.8 except as specified in paragraph 3.5.3.4.3. Any member released from active duty
to the ResAF or ANG (participating or ngarticipating) who has 120 days of supervision
prior to separating.

3.5. Who Does Not Require Performance Reports.

3.5.1. USAFR officers in a nonpay status (PAS S7XXXXX) except those assigned or
attached to a unit for training.

3.5.2. USAFR officers assigned to the 9016th Air Reserve Squadron, 9017th Air Reserve
Squadron, 9035thiAReserve Squadron, and 9027th Air Reserve Squadron, or officers in the
9020th Air Reserve Squadron, if their training is not being performed at their unit of
attachment.

3.5.3. Non-EAD officers scheduled to transfer to the RetiRsgkerve or Inactivet&us List
Reserve Section within one year of the closédate of the OPR.

3.5.4. USAFR officers twice deferred to the next higher grade with an established DOS
within one year of the closeut date of the OPR.

3.5.5. AD personnel in the grade ofl&£ and below with less than 20 months TAFMS or
Non-EAD USAFR personnel in the grade of SrA and beld@XCEPTION: AD enlistees
receive a report upon eligibility for belethezone (BTZ) promotion consideration even
though they do not have 20 months TAFNd8t Table 3.7, rule 12.

3.5.6. Individuals upon placement in prisoner status, on appellate leave, or who are AWOL.

EXCEPTION: If an annual report becomes due or the rater changes while the ratee is-in short
term confinemet or is AWOL, or a ratee receives a Permanent Change of Station (PCS) or
Permanent Change of Assignment (PCA) to a {mmmn confinement facility (such as Ft.
Leavenworth), then the ratee receives a report accordimghie 3.3 rules 1 or 2 (officers), or
Table 3.7, rules 2, 3, 6, or 15 (enlisted). (Remember to adjust the number of days supervision by
deducting all periods of 30 consecutive calendar days or more during which the rater did not
supervise the ratee.) Thereafter, reports are not required untilédbesaeturned to duty.

3.5.7. Individuals who are in fult i me st udent (functional cat e
EXCEPTION: If a student ratee is otherwise eligible under the Weighted Airman Promotion
System (WAPS) and needs an EPR to be weigh@eale AFI 362502), then the EPR is

closed out on the promotion eligibility eaff date and the period of supervision must be at

least 60 days.

3.5.8. Individuals who died on active duty. However, if a report was already being
processed at the time deatccurred, it becomes optional.

3.5.9. Personnel with an approved retirement date, provédieitie following criteria are met
(see paragrapB.5.11for additional guidance when reports are optional):

3.5.9.1. The retrement date is within 1 year of the projecteuhualcloseout date of the
reportand the retirement application was approvaibr to the projected annual clese
out date.
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3.5.9.2. The officer will not be considered for promotion, selective continuation,
selective early retirement by a HQ USAF central selection board or a ResAF selection
board before retirement.

3.5.9.3. The enlisted member will not be considered for promotion before the retirement
date.

3.5.9.4. Retirement is not withdrawn.NOTE: A r eport IS due i f
retirement is withdrawn. The clogait date will be the date of official retirement
withdrawal (if the annual date has already passed), provided the rater has (or as soon as
the rater has) 120 calendar days of supervision The reason for the
Also, the ratermay opt to write the report even though all the criteria under paragraph
3.5.9are met.

3.5.10. Personnel with an approved separation date, provided the followiagacate met:

3.5.10.1.The officer is RegAF (holds a Regular Air Force commission) and voluntarily
resigns his or her commission, or is a Reserve officer and is granted release from AD, in
lieu of courtmartial or action under AFI 38206,Administrative Discharge Procedures

for Commissioned OfficersNOTE: The report is mandatory following courtartial
conviction.

3.5.10.2.The officer is involuntarily discharged or released from active duty under AFI
36-3206.

3.5.10.3.The officer wluntarily resigns his or her commission, has fullfilled his or her
military service obligation, and is not requesting or accepting a ResAF commission
(RegAF officers) or retaining a ResAF commission (Reserve officers).

35.104.The enl i st epdovethsepabaton 8ot a resplt of discharge action
under AFI 363208,Administrative Separation of Airmetihe DOS is within one year of
the projected annual closeit date, the separation was appropedr to the projected
annual closeut dateandthe ratee isotbeing released from active duty to the Reserves
(AD or nonAD). Remindefreportsare mandatoryfor anyone being released from
active duty to the Reserves (see paragraph 3.4.3).

3.5.10.5.The enlisted member will not be considered foorpotion before the
separation date.

3.5.10.6.Separation is not withdrawn.NOTE: A r eport i's due if
separation is withdrawn or cancelled. The close date will be the date of official
separation withdrawal or cancellation (if the anndalle has already passed), provided

the rater has (or as soon as the rater has) 120 calendar days of supervision. The reason
for the report i s mdyephtowritelthe ieport événghough all thee r a't
criteria under paragrafh5.10is met.

3.5.11. When the criteria under paragraplb.9 (for retirees) o013.5.10(for separatees) are

met, a report becomes optional. The rater may opt to write a report and the ratee may request
a report be written. If the rater chooses to write an optional report, the report is written
(regardless of whether the ratee wants tipenteto be written). Should the rater not want to

write a report requested by the ratee, the unit commander (for an enlisted ratee) or the senior
rater (for an officer ratee) decides whether a report will be written. If the commander is the



28 AFI136-2406 15 APRIL 2005

rater (for anenlisted ratee) and does not want to write a report requested by the ratee, the
senior rater will decide whether a report will be written. If neither the rater or ratee want a
report written, the commander/senior rater (as applicable) may direct abepanitten.

3.5.12. Chief Master Sergeant of the Air Force. The Chief of Staff of the Air Force retains
discretionary authority to render reports on an optional basis.

3.6. Mandatory Comments. Specific comments or entries mandated by this AFldestified

by the instruction to fientero or Ainclude the
within quotation marks (see paragraplé.4for example) and should be entered on the report
exactly as shown. Accepiéity of comments that deviate slightly from the AFI will be handled

on a casdy-case basis. Entries deviating greatly are not acceptable.

3.6.1. For a referral report or TR, the evaluator must comment as required by paragraph
andspecificallydetail the behavior or performance that caused the report to be referred.

3.6.2. If the rater died, became incapacitated, or was relieved from duties as an evaluator,
state the reason in section VI of the OPR, or section V of tRe(B€t paragrapgh?2.2.3.

3.6.3. When an OPR rater or additional rater is also the senior rater, enter the statement
"Rater (or Additional Rater, as appropriate) is also the Reviewer" in the comments area of
section VIl ofthe OPR. When the rater is also the reviewer, section VIl is left blank.

3.6.4. When an EPR rater qualifies as a single evaluator or as the reviewer, enter the
statement AThis Section Not Usedo in the <co
911)and VI | (AF Form 911) of the EPR. Al so e
(AF Form 911) when the additional rater is also the senior rater/reviewer, or qualifies as a

final evaluator and closes out the report.

3.6.5. Explain any significant diagreement with a previous evaluator on a performance
report.

NOTE: Two different evaluators can observe the same performance, but assess it differently. If
that is the case, that's what the explanation should say. Unless the report is a referral, limit
comments to the space provided.

3.6.5.1.On OPRs, significant disagreement is a change of any performance factor rating
in section V or any statement that indicates obvious disagreement with previous
evaluator(s).

3.6.5.2.On EPRs, significant disegement is a change of any ratin