The following guide is provided for you, the supervisor, and should be used during career counseling sessions. Remember this is only a guide. AFSC specific information should be discussed and added to enhance the effectiveness of your career counseling.

1. Performance Feedbacks 

a. AF Form 931 (AB thru TSgt)

b. Purpose:

- Explain duty performance requirements and responsibilities

- Establish expectations and provide guidance

- Tells ratee if they are performing as expected 

c. When:

- Initial feedback sessions are held within 60 days of your assignment to a ratee. 
   (CRO require initial feedback session)

- A1C and below with less than 20 months of TAFMS: a follow-up session is due   
   approximately 180 days after the initial feedback session.

- Members who receive EPRs: A feedback session halfway between the date you were 
   assigned to the ratee (or the closeout date of the ratee’s last EPR if you were the rater)  
   and the projected closeout date of the ratee’s next EPR. 

- When the rater has not changed, a follow-up feedback is due 60 days after EPR 
   closeout.

- For other occasions: See the information table on feedbacks in your PFE or AFI 36-
   2406. 

d. Explain and use the Air Force Benefits fact sheet and provide a copy (first and second term airman during feedback) 

2. Enlisted Performance Reports (EPRs) 

a. AF Form 910 (AB thru TSgt) 

b. Purpose: 
            - An official record of your performance (the usual period of supervision is at least 120 
               days) 

c. When: 

- Initial EPR is submitted when an airman has 20 months of TAFMSD (LOE if <20 
   months and Change of Rater (CRO) occurs)

- Submitted annually as long as there has been at least 120 days of supervision after 
   initial EPR has been closed out.

- Change of Rater (CRO) occurs

d. For exceptions and special rules, see the EPR submission table in your PFE or AFI 36-2406.

3. Promotion Programs (SSgt - MSgt): 

(Promotion quotas are tied to fiscal yearend strength and are affected by funding limits, regulatory limits, and the number of projected vacancies in specific grades. The Air Force Personnel Center (AFPC) distributes the total promotion quota among Air Force specialties. Members compete against individuals only in their AFSC.) 


a. Weighted Airman Promotion system (WAPS): 

- Total = 460 points 

- Factors: 

PFE: 100 pts 
   SKT: 100 pts 
   TIS: 40 pts (2 pts for each year of TAFMS up to 20 yrs) 
   TIG: 60 pts (1/2 pt for each month in grade up to 10 years) 
   DEC: 25 pts 
   EPR: 135 pts (closed out within 5 years not to exceed 10 EPRs) EPR string (most 
             recent to oldest for 5 years) 

	Top EPR
	5 x 50
	=
	250 x 27
	=
	6750

	Next EPR
	4 x 45
	=
	180 x 27
	=
	4860

	Next EPR
	5 x 40
	=
	200 x 27
	=
	5400

	Next EPR
	5 x 35
	=
	175 x 27
	=
	4725

	Next EPR
	5 x 30
	=
	150 x 27
	=
	4050

	Totals:
	200
	 
	 
	 
	25785



   Total Points = 25785 / 200 = 128.9 points 

b. Stripes for Exceptional Performers (STEP):

- Senior Raters can promote a limited number of airmen with exceptional potential to the 
   grades of SSgt through MSgt. Call MPF for more information.

4. Senior Airman Below-the-Zone 

a. A1Cs are normally promoted to SrA with either 36 months of TIS and 20 months of TIG or 28 
    months of TIG, which ever comes first. They must possess a 3-skill level and be 
    recommended by their unit commander.

b. Must have an EPR 5. 
c. Considered 6 months prior to the fully qualified phase point (AFI 36-2502). This is a one-time consideration.
5. Awards Program: AF Form 1206 (AFI 36-2805) MPF 
a. Quarterly – front side only 

b. Annually - front and back side 

c. Categories: 

- LEADERSHIP AND JOB ACCOMPLISHMENTS

- SIGNIFICANT SELF IMPROVEMENT

- BASE AND COMMUNITY INVOLVEMENT 

6. Decorations AFI 36-2803 MPF 
a. Above peers, sustained superior duty performance is a must

b. Normal decorations: 

- AFAM – airman level responsibility

- AFCM – NCO level responsibility (i.e.: rater and in charge)

- MSM – SNCO level responsibility

c. Understand that an EPR lower than a five or one block to the left marked on job performance section can lessen the chances for a decoration for 2 – 3 years.

7. Training MPF 
a. Career Field Education and Training Plan (CFETP): 
            - The education and training document for an AFS. It specifies what training is required 
               for each skill level and duty position. 

b. Specialty Training Standard (STS):

- Lists skills and knowledge airmen need on the job 

c. Air Force Job Qualification Standard (AFJQS):
            - Comprehensive list of tasks that airmen assigned to the duty position must perform. 

d. AF form 797, Job Qualification Standard Continuation - May be used to supplement the STS and AFJQS 

e. The work center or section level uses the CFETP and AF Form 797 to develop a task list of all wartime and peacetime tasks performed by the work center. 

f. Individual Responsibilities: 

- As a subordinate, it is critical to learn the tasks and initial only when fully confident at 
   the level of training required. 

- As a supervisor, make sure your subordinates are properly trained and fully qualified for 
               the level of competency required at their level. 

8. Career Job Reservation (CJR): 
a. Getting your CJR does not mean you must reenlist. 

b. All eligible first-term airmen must have an approved CJR in order to reenlist. Each CSS will receive a CJR rip and forward it to you approximately. The rip has your dates of eligibility. You must go to MPF to apply for your CJR. Once you receive your CJR, you must reenlist before the expiration date on the CJR. 

c. Four-year enlistees request a CJR between 35 - 43 months. Six-year enlistees request a CJR between 59 - 67 months

9. Selective Reenlistment Program (SRP) 

a. Reenlistment is a privilege, not a right. Commanders approve or deny reenlistment, but the supervisor will make recommendations to the commanders.

b. First-term airmen receive SRP consideration at 33 months for four year enlistees or 57 months for six year enlistees

c. Career airmen are considered when they are within 13 months of ETS. 

10. Assignments: 
a. Eligibility: 
        - Time on station (TOS) and Service Retainability 

1. CONUS to CONUS: Career 36 months TOS First term 24 months TOS 24 months 
                retainability - both 

2. CONUS to Overseas: Career 24 months TOS First term 12 months TOS 

3. Overseas to CONUS: 12 months retainability to return to CONUS after completion of 
                Overseas tour. 

b. Base of Preference (BOP) Program – Choice of up to 8 bases

        - First Term Airman 

1. Choices of CONUS TO CONUS BOP, or In-place BOP (IPBOP)

2. Must apply before reenlistment.

3. Earliest to apply can be with CJR or retraining.

4. PCS BOP must have 12 months time on station (TOS) except with retraining.

5. No TOS requirements for IPBOP-2 year assignment deferment.

        - Career Airman

1. IPBOP or CONUS TO CONUS BOP

2. Must have 41 months TOS at the time of application and at least 4 years TOS before 
                PCS departure.

3. Must not be an overseas volunteer or have other volunteer applications pending.

c. Permissive PCS 

- PCS initiated by a member and approved by AFPC authorizing the person to proceed on 
              a PCS at their own expense—travel time is charged as leave.

- CONUS base member can apply for reassignment to another CONUS base— manning 
               at both the present and requested bases is the primary factor for approval.

- FTA – apply 1 yr 5 months and PCS at 24 months

- Career Airman – apply at 2 yr 5 month and PCS at 36 months

d. Enlisted Quarterly Assignments Listing (EQUAL) Provides airmen a listing of the assignment requirements available for upcoming assignment cycles to overseas. The list has what is available by AFSC, grade and the location.

e. EQUAL PLUS – Special Duty Assignments 

11. Retraining: MPF
a. First term airmen: 
            - ALL FIRST TERM AIRMEN CAN APPLY TO RETRAIN (Some AFSCs exempt)
- 4 year enlistee - First day of 35th month of service until last day of 43rd month of 
               service 

- 6 year enlistee - First day of 59th month of service until last day of 67th month of 
               service 15 to 9 month prior to DEROS 

b. Applicants must request consideration for retraining into a specialty that has retraining requirements according to the On-line Retraining Advisory located at the MPF. Applicants are ranked for each retraining AFSC choice using the following factors: Most recent EPR, current grade, projected grade, date of rank, TAFMSD, and AQE score in the applicable area. 

c. Second -Term and Career airmen: 
            - Encourages airmen that are assigned in overage skills to retrain into shortage skills.

12. Selective Reenlistment Bonus (SRB): 
a. Three SRB eligibility zones (member can receive only one bonus per zone) 

- Zone A: TAFMSD between 21 months and 6 years 

- Zone B: TAFMSD between 6 and 10 years 

- Zone C: TAFMSD between 10 and 14 years 

b. Members whose reenlistment in a tax-free zone will receive their SRB tax free, such as, Saudi or Turkey

c. Reenlist early; amount of time is calculated from bonus. (i.e. reenlist 6 months early – bonus is calculated for 3 yr and 6 months instead of 4 years.

d. Consider investing

13. Professional Military Education Requirements: 

a. Airman Leadership School (ALS) 6-week course available to SrA after reaching 48 months of TAFMS or SSgt selectees. 

b. NCO Academy 6-week course available to TSgt and TSgt selectees

c. SNCO Academy 6 week course at Gunter AFB: Available to MSgt and SMSgts

14. Air Force Educational Leave and Absence Program
       (Took the place of BOOTSTRAP)
a. Up to one year from completing degree (Bachelors, Masters, etc) 

b. 16 weeks semester for completing Associates 

c. If application is approved, go to school full time, keep pay, keep rank 

d. Three to one payback time

15. Education Deferment: Education Center 
a. Up to one year from completing degree (Bachelors, Masters, etc)

b. Currently in a good degree program, maybe hot for orders

c. Apply, if approved, will provide one-year deferment from receiving orders so you can finish your degree at the college of your choice.

16. Commissioning Programs: Education Center 
a. Air Force Academy 

b. Air Force Reserve Officer’s Training Corps (ROTC)

c. Airman Education Commissioning Program (AECP) 

d. Officer’s Training School (OTS) – Once application has been completed, Education office will provide a letter to you to take to assignments. You will be coded in the system to be deferred from an assignment for one year. (allows you to find out if you were accepted. Once you have orders, you cannot apply)

17. College Degrees: Education Center 
a. Tuition Assistance: 
       - Air Force will pay up to 100 percent of tuition costs (this does not include the book costs) 
       - Apply for tuition assistance at the Education office before the class starts. 

b. CLEP/DANTES testing: 
       - Current lists are available at the Education Center. These are free tests that can be taken 
          and receive credit toward your degree. It is advised to see a counselor and check that the 
          course will apply to your degree before you test. (CLEP based on a % correct while 
          DANTES based upon % answered and correct.) 

18. High Year of Tenure Program: See Separations/Career Enhancements in the MPF 

a. Program offered to eligible airman to extend their HYT/DOS date for a period of 2 years.

b. This is a temporary program, may change or not be available year to year.

 

19. Retirements: MPF 
a. Receive retirement check without contributing to into your retirement plan

b. Entered service prior to 1 Aug 86: Receive 50% of your high-three years pay at 20 yrs.

c. Entered service on or after 1 Aug 86: Receive 50% of your high-three years pay OR take REDUX plan - $30,000 at 15 years and receive 40% of your high-three years pay at 20 yrs. (1% less of Cost of Living Allowance). Six months prior to your 15th yr, you will receive a retirement briefing on your options.

