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12 May 00

MEMORANDUM FOR EPR/OPR MONITORS

FROM:  75 MSS/CC

SUBJECT:  EPR/OPR Program Procedures

1.  I would like to take this opportunity to explain the procedures that the 75th Mission Support Squadron, to include all administratively attached directorates and staff agencies, will follow to submit enlisted and officer performance reports.

    a.  A RIP, or shell, will be generated in PC-III and printed out by the Commander’s Support Staff (CSS) approximately 60 days prior to the closeout date.  This is not always the case.  In some instances, the shell will not be generated until closer to or even after the closeout date, usually due to CRO changes.

    b.  The CSS EPR/OPR monitor will suspense the unit, which will be the same as the closeout date.  If the shell is generated late, the suspense will be two weeks from the date it is generated.

    c.  Units suspense the rater prior to the CSS suspense date to allow time for corrections, if necessary.  Quality Control (QC) is extremely important.  The report should be corrected and signed at unit level prior to being submitted to CSS.  Unit EPR/OPR monitors will ensure reports are turned in on time.

    d.  Units will turn in the report to the CSS EPR/OPR monitor, who will proof the report and route it through the First Sergeant and Section Commander for review.   

    e.  If applicable, CSS will return the report to the unit for corrections.  Units have 48 hours to make corrections and return to CSS.  If no corrections are needed, the report is forwarded on to the 75 MSS/CC for signature or for indorsement, whichever is applicable.  

    f.  Once complete, the report is hand-carried to the MPF Evaluations section, where it is finalized.

2.  If a rater is going on leave, TDY, or PCS, and a report will be required during their absence, the report must be accomplished PRIOR to the departure date.  If the rater is going TDY for 60 or more days, the report will be changed to a CRO with an earlier closeout date.

3. If you have questions at any time during the process, please don’t hesitate to ask.  SSgt Beaudoin is the 75 MSS/CSS EPR/OPR monitor and is always ready to assist.  She can be contacted via e-mail at theresa.beaudoin@hill.af.mil or at DSN 775-6498.







   //SIGNED//







   JOHN H. KRESEK, JR., Lt Col, USAF







   Commander
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