THE HILL AFB EXECUTIVE FLYER

Volume One, 10 October 2001

Mission: Provide communication, information, and feedback to executive, secretaries, and admin troops.  Foster teamwork, improve product quality and establish documented guidance/precedence for future personnel.
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Editors: Capt Ted Lewis, SrA Lisa Wright OO-ALC/CCA

EPRs/OPRs (New Process Mapping)

- All OPR/EPRs (for BGen (Sel) Mahan or MGen Bergren) due to OO-ALC/CCA 10 calendar days after close out.  In final form with all signatures. 

OO-ALC/CCA or CCC will process report in 4 duty days

- Reports returned to dir/sq with recommended corrections are returned to OO-ALC/CCA in 5 duty days

- OO-ALC/CCA will process for signature in 4 duty days

- Additional returns (if necessary 2nd or 3rd time returns) to dir/sq are returned to OO-ALC/CCA in 1 duty day
- All told, from close out to senior rater signature, mapping 

this proposal, should take 27 calendar days to journey through the system.  Would provide enough "cushion" prior to the 30-day-after-close-out-to-MPF suspense 

Decorations(New Process Mapping)
- Decorations due to OO-ALC/CCC/CCA 30 days before   

 closeout date or requested presentation date

- OO-ALC/CCA should review and return within 4 duty days
-Dir/Sq should return decoration to CCA within 5 duty days
-OO-ALC/CCA will process in for signature in 4 duty days
-Final to MPF 3-4 days prior to close out/requested presentation date. 
 Same process flow days as OPR/EPR-KISS

-ALC-CCA will make minor changes to decorations in house
What about PRFs

-Reference Sheet: When writing PRFs and pulling info from OPRs, make sure you reference each OPR.  

Reference format: PRF line, closeout date of OPR, section of OPR, specific line of OPR. In Word Document.  See attach.

-Must include “qualification statements”   i.e. who said “Top 5%er”…should say OO-ALC/CV: “My Top 5% CGO”

-Chronological order: 2nd line of PRF should be first part of career, 8th line current or most recent job. Accomplishments or awards “sprinkled” throughout. Lines 1 and 9 are generally used as intro/closing statements with comments for PME, promotion recommendation and next job in closing bullet

- You can abbreviate much more on PRFs than OPRs.

(i.e. cmd, ofcr, ldr, prgm, sq, Jr, mgr, wg, Yr, DP,…as long as it’s obvious to the board  and makes sense.  

Individual Mobilization Augmentees(IMA)

-All officer decorations for IMAs need to be reviewed and receive concurrence from MG Siegfried prior to submission to OO-ALC/CCA.  Enlisted decs go thru Chief Torgerson. 

Staff Summary Sheets

- When turning in a Staff Summary Sheet to the 

Command Section, please ensure your initials are in the

typist block.  Also, if there is a suspense, please

annotate date in the appropriate block.

How bout some common trends we’re seeing

- Acq Examiner block on OPR signed without statement on RIP

- Last three OPRs/EPRs not included with report or Dec

- Duty title on OPR/EPR doesn’t match RIP duty title

- OPRs: include one page Officer Surf with package for Captains and above.  Many reports are held up due to this.   

- Check QFI block& ensure Sq/CC or Dir signs tracking sheet


Questions???? 

- MSgt Desiree Johnson, Superintendent, 75SFS/CSS: What are Squadron’s doing about the requirement for first time supervisors to receive training on EPRs/Feedback, etc

Answer: AFI 36-2406, para 3.2.5 -- Unit Commander or Appropriate Staff Officer ensures first-time 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 assist commanders 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, Thanks Desiree.   http://www.afpc.randolph.af.mil/ 

Acquisition Examiner Info

- If the OPR/EPR review process does not contain an acquisition examiner within the chain of command, then the organization must go outside the chain for a review of the report.  This must be done by at least an O-6 or a GS-15 who is assigned to an acquisition position within the same functional area, whether in the rating chain or not.  AFI 36-2406 pg 41,42 is not specific, so we’ll caution on the conservative side.   

- Double check to ensure RIP states ratee requires Acq 

Exam signature.  RIP occasionally missing statement.    

Stratification

- Watch those percentages%%.  Oftentimes a statement like “Top 5% of LTCs” is actually the #1 LTC in the ALC due to the small overall size. 5% of 25 =1.25.  Why not say he/she is #1    
CROs on OPRs/EPRs

- Orderly rooms: When directorates submit CRO paperwork, why not request completed OPR/EPR at the same time? Enforcing this, will ensure CROs don’t cause late OPR/EPRs. Rem: Once CRO is in the system…OPR/EPR timeline begins.  

You have 10 days to send to ALC/CCA and 30 days to MPF

Take Aways (remember from our meeting)

-EPR/OPR Process–due to ALC-CCA 10 days after CO

-Decoration Process – Due to ALC-CCA 10 Days after CO

-Officer Career Briefs (one page version) included in OPRs for Captains and up
-Recommend ISS for Majors still in PME window

-Encourage note to explain late reports

-Subtle change to Tracking sheet/sign and date

-Make sure tracking sheet is completed

Great Job!!

Remember that 15 Sept deadline to complete all OPR/EPRs?  There were only 5 on the list as of 15 Sept, zero the next week.  We crept up a couple but overall we’re down from 57 overdue in June 01.  AWESOME!!!

YOU DID IT!!!

‘member that 15 Sept deadline for all late OPRs/EPRs.  We only had 5 on the list.  That’s down from 57 in June of ‘01…AWESOME!  Knew you could do it!!!

•OPRs/EPRs/PRFs:  Ask yourself— “How am I sure I am conveying exact meaning I want to the promotion board.”  
STAY VIGILANT:  FORCE PROTECTION CONDITION CHARLIE








