OFFICER 

PERFORMANCE REPORT (OPR) 

GUIDE

OPR:  AFELM/DPMG 

This guide is not to replace AFI 36-2402 

All reports are to be printed head to foot using version 2 of AF Form 707A for field grade officers and AF Form 707B for company grade officers.

· Section I: Ratee Identification Data

See OPR notice (shell) for ratee identification data.  If any data is incorrect, notify the Unit Personnel Office (UPO) and/or Military Personnel Flight (MPF) for computer correction.  

· NAME – The name will be all upper case (if there is no middle initial, use of NMI is 

not used)

· SSN – Enter SSN

· GRADE – All upper case (spell out Colonel, Major, or Captain)

· DAFSC – Enter the DAFSC held as of the “Thru” date of the report to include prefix and suffix.  (retrieve information from the OPR notice)

· PERIOD OF REPORT – If the information on the OPR notice is incorrect, mark through it and put correct information.  Refer to AFI 36-2402 table 3.5 to determine correct date

· NO. DAYS SUPERVISION – Self-explanatory off shell unless incorrect 

· REASON FOR REPORT – Enter information from OPR notice (all upper case) EXAMPLE:  CRO – (Change of rater), ANNUAL – (Annual report), or DIR BY HAF (report has been directed by HQ Air Force). 

· ORG, COMMAND, LOCATION – Enter information from OPR notice (all upper case).  Two lines as shown is the best method.

For Example:  AFELM UNITED STATES FORCES KOREA (USFK)



     YONGSAN AIN, REPUBLIC OF KOREA (ROK)

· PAS CODE – Enter information from OPR notice (all upper case) 

· Section II: Unit Mission Description (UMD)

Use of either narrative or bullet format is permitted.  Provide a description of primary unit responsibilities (e.g., what it is, does, and to whom it is responsible), and is the same for all members of a unit.  Should be at squadron or above level (i.e.staff principal for C/J staff).  Should show scope, especially in numbers, dollars, and people.  Limit to four lines.  There must be an approved UMD on file at the Air Force Element.  The unit commander creates the UMD.  All officers working in that unit will have the same unit description.  It can be revised over time, but should remain relatively stable.  For classified information, enter “classified.”  

· Example (from J1):  Responsible to the CINC Combined Forces Command (CFC), Commander USFK for joint manpower, operational plans, augmentation, strength reporting, casualty resolution, ration control, and quality of life programs for 37,000 munti-service members and their families.  Supports 650,000 active and mobilization of 3 million ROK military.  Lead agency for Red Cross, USO, AAFES, DeCA, DoDDS and retiree affairs.

· SECTION III: JOB DESCRIPTION 

Duty Title – Upper case

This section of seven lines provides information about an officer’s duties and explains the nature and level of the ratee’s job responsibilities.  Whereas promotion boards may focus more on other sections, this section could be crucial for assignment selections.  Describe the uniqueness of the job.  This section should be different for everyone in most cases.  This section should include: level of responsibility, number of people supervised, and dollar value of resources or projects.  Include all jobs held in the reporting period—not just the current one.  Include significant additional duties only if they directly relate to the mission.  In this section, describe only the job; save how it was performed for the rater and additional rater assessment.  Be certain to use plain English and explain the meanings of all acronyms.  Either narrative format or bullet statements are permitted, although bullet statements are preferred. Try to utilize entire space in section III. 

SECTION IV: IMPACT OF MISSION ACCOMPLISHMENT

Must use bullet format.  Address primary duty responsibilities and tasks assigned the ratee during the reporting period that contributed to, or detracted from, unit mission.  Do not include duties not directly related to mission accomplishment or civic involvement (unless dealing with the public was a primary duty).  Do not make recommendations here.  Facts and impact/results in percentages, dollars and/or numbers.  Limit this section to nine lines.  Try to be clear about “local” words:  EUSA—should spell out in first usage; “coined”—the AF normally does not recognize this phrase; nK—should spell out in first usage and always use lowercase “n”.

SECTION V: PERFORMANCE  FACTORS    

This section has six factors rated on a two-block scale.  All officers require these qualities in performance of duties regardless of specific job.  Enter a handwritten “X” in the appropriate box for each factor after carefully evaluating the officer’s performance and qualities.  A “Does Not Meet Standards” rating requires an explanation and referral of the report.

SECTION VI AND VII: RATER/ADDITIONAL RATER ASSESSMENT

Use of either narrative or bullet format in this section is acceptable; however, central selection board members commented the bullet format easy to read.  These sections are used to assess performance and potential based upon that performance.  This section can be used as a continuation of section IV; however these sections should contain useful information relating rater/additional rater thoughts about the ratee as an officer and their performance.  There are a total of 14 lines between sections VI and VII to describe a year’s performance and evaluate the officer’s potential for increased responsibility. It is prohibited to use bold print, underling, italics, capitalization, or extraneous punctuation merely to emphasize a point.

Facts, results and talking of leadership (if applicable) are important.  Generic or “flowery” words and phrases should be avoided.  Remarks concerning community involvement and additional duties are also permitted.  Comments on potential may be based only on current duty performance.  Comments concerning completed or working on PME or advanced academic degrees are not permitted.  Further, recommendations for promotion, whether specific or implied, are prohibited in the OPR. 

EXAMPLES OF PROHIBITED COMMENTS:

1.  Complete master’s degree in quantum physics.

2.  Sets the standard for my other commanders, four of whom are Lt Cols (if ratee is a  

     Major)

3.  Henry is performing at levels above his present grade

4.  She is field grade material

5. Promote this board

6. Maj Smith serving in a Lt Col’s billet!

7. This Captain thinks like a Field Grader now

Again, quantify in numbers, percentages improved, dollars saved, man-hours better, saved compared to standards of others, top percent, best, 1 of 5, and etc.

The block concerning when the last performance feedback was completed is required to be filled in.  If performance feedback was not accomplished, an explanation is required.  Administrative oversight is not acceptable.    

The additional rater may concur or non-concur with the rater’s overall assessment of the performance factors from section V.  If the additional rater disagrees with the rater’s assessment, the he or she documents the disagreement in the additional rater’s assessment.  If a disagreement exists in the performance factors, the additional rater then initials the block in section V he or she thinks gives a more accurate representation of the ratee’s performance factors.  Again, the additional rater documents the reason for the disagreement.  Limit section VI to nine lines, Section VII to five lines.    

EXAMPLES OF PERMITTED STATEMENTS

· Make Maj Harris a flying squadron commander

· Recommend ISS and augmentation at the earliest opportunity

SECTION VIII, REVIEWER

The reviewing official is the Senior Rater designated by the AF Element and is also the senior rater in the promotion recommendation process.  CJ2, CJ3, CJ4, CJ5 reports go to the appointed Senior Raters in their directorate.  All other USFK/CFC/UNC units (J1, EN, PAO, JA, etc.) fall under the Deputy Chief of Staff (DCS) for a Senior Rater.  The reviewer performs a quality review on the OPR and guards against misstatement and exaggeration.  If the reviewer agrees with the report, then no comments are allowed—the reviewer simply checks the concur block and signs the report.  If the reviewer disagrees with the report, then he or she returns the OPR for consideration.  If the rater or additional rater takes no action, the reviewer then checks the nonconcur  block and notes the disagreement.

NOTE: All  OPRs must contain at least two evaluations unless the rater is also the reviewer.  When the rater and reviewer are the same person, the OPR will contain only one evaluation.  However, if the rater/additional rater is also the reviewer put in the block: “Rater/Additional Rater also the Reviewer.”
DATA:   Enter name, grade in which serving, branch of service (military officers and DAF civilians only), organization, command of assignment, and location.  NOTE:  Per AFI 36-2402 and clarification from HQ Air Force Personnel Center (HQ AFPC), “Grade must be that in which the senior rater is serving.  If “frocked”, enter his or her actual grade unless the officer is a “Brig Gen (S)” and the ratee is a lieutenant colonel or above. It serves no purpose for a general officer selected for the next rank to sign as the selected rank and is only a courtesy title, even if frocked.  Per AFI 36-2501, “Approval of early pinning allows the officer to wear the higher grade and benefit from the protocol of that grade.  He or she will not…receive performance reports or sign performance reports, recommendations, or similar administrative actions, in the higher grade until actually promoted by sequence number.”  If non-EAD ANG, also show state of affiliation and gaining MAJCOM.  (Use all upper case). 

Duty Title: Do not include commander level unless it is an integral part of the duty title (upper lower case)

SSN: A social security number is required unless the evaluator is a civilian or a member of another US service.

SIGN:  Sign the original and enter the date report was actually signed.  Do not sign or date the report before closeout.  Do not sign or date a report earlier that the date the previous evaluator signed it or earlier than the date of a ratee’s indorsement to a referral letter.

ADDITIONAL INFORMATION:

Air Force Advisor: When the designated reviewer is not an Air Force officer or Department of the Air Force (DAF) official (except when the ratee is a non-EAD ANG officer), an Air Force advisor is designated to advise evaluators on matters pertaining to Air Force OPRs.  

Normally, the senior Air Force officer (colonel or higher) on duty with the activity or agency assumes this position.  However, the Management Level (ML) may designate any Air Force colonel or above with the activity or agency to serve as advisor.  USFK/J1 is the designated AF Advisor for Yongsan AIN.

The advisor must record his or her examination in Section IX.  The advisor will not change any statement or rating on the OPR.  However, they will recommend changes as applicable.

COMMANDER’S ROLE:  This role lets Commanders:

· Influence report quality

· Remove exaggerations

· Identify inflated ratings

· Provide information to the evaluators for finalizing the report

OPR SUSPENSE DATES:

· No later than 10 days after closeout date, first draft to AFELM/CCQ

· No later than 30 days after closeout date, final OPR due to AFELM/CCQ

SPECIAL PROBLEMS:

· North Korea should be spelled as north Korea (nK) in all OPRs

· Exercise names should be spelled out when used in OPRs

For example:  EXERCISE ULCHI FOCUS LENS

· There is no CINC USFK, only CINC CFC and CINC UNC -- it is Commander, USFK

· “Meets standards” and “great/unlimited potential” are not recommended statements on AF evaluations

· Although “coined” is a common phrase at Yongsan AIN, the general AF populace does not understand it

· EUSA should be spelled out in first usage on all OPRs

· If any officer is fully qualified in his or her DAFSC, please ensure the skill level is a “4” on the OPR

· Sections VI, VII, and VIII, if used, are filled as much as possible:  The more “space” showing, the weaker an evaluation looks.
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