RATER’S OPR REVIEW CHECKLIST

NAME ON OPR:



REVIEWER:


STEP
ITEM
YES
NO
N/A

GENERAL

1
Are you using the correct form?

· Electronic Version (EF-V3) – dated 20000601

· Available for downloading from http://www.e-publishing.af.mil

    --  AF Form 707A (Maj – Col)

    --  AF Form 707B (2Lt - Capt)




2
Is the form printed head-to-foot?




SECTION I:  RATEE IDENTIFICATION


NOTE:  If any changes are noted on the OPR shell when the report arrives at WHS MILPERS, include a source document supporting the change.  






3
Block 1: Does name match shell?






4
Block 2: Does SSN match shell?






5
Block 3: Does Grade match shell?






6
Block 3: Is Grade properly abbreviated in all capital letters?

-  EXAMPLES:  2LT,   1LT,   CAPT,   MAJ,   LT COL,   COL

-  NOTE:  For AFRES members assigned to OSD, "NON-EAD" will appear in 

   parenthesis.  




7
Block 4: Does AFSC match shell?  If not provide a SD Form 37 for the change.  






8
Block 5: Does Period of Report match shell?

-  NOTE:  Reference AFI 36-2406 for specific instructions when Annual is due and 120 days 

   of supervision has not been achieved.






9
Block 6: Does Number of Days of Supervision match shell?

-  NOTE:  Reference AFI 36-2406 or specific instructions when Annual is due and 120 days of supervisor has not been achieved.          






10
Block 7: Does Reason for Report match shell?






11
Block 8: Do Organization, Command and Location match shell?

-  EXAMPLE:  Washington Headquarters Services (WHS), Office of the Secretary of                              Defense (OSD),  Pentagon, Washington DC 






12
Block 9: Does PAS Code match shell?






SECTION II:  UNIT MISSION DESCRIPTION

13
Did you check for the following: spelling, punctuation, upper/lower case, abbreviations, words with hyphens, spaces after words, proper sentences, semicolon use, and bullets?






SECTION III:  JOB DESCRIPTION


NOTE:  If any changes are noted on the OPR shell when the report arrives at WHS MILPERS, include a source document to support the change.  






14
Block 1: Does Duty Title match shell?






15
Block 1: Are Duty Title and DAFSC (from Sect I, Block 4) consistent (see step 7 above)?






16
Block 2:  Did you check Key Duties, Tasks and Responsibilities for the following:







-  Spelling, punctuation, upper/lower case, abbreviations, words with hyphens, spaces after 

   words, proper sentences, semicolon use and bullets?

















-  Are bullets and sub-bullets properly aligned?





-  Is a selectively manned position properly identified?





-  If additional duties are included, are they preceded by the phrase:  "Additional 

   Duties," or “Significant Additional Duties” followed by a colon?






SECTION IV:  IMPACT ON MISSION ACCOMPLISHMENT

17
Did you check for the following: spelling, punctuation, upper/lower case, abbreviations, words with hyphens, spaces after words, proper sentences, semicolon use, and bullets?






18
Are bullets and sub-bullets properly aligned?






19
Are bullets in this section limited to mission related information?

-  NOTE:  Limit bullets to no more than 2 lines of continuous text.  If additional text is 

   required, use sub-bullets.

-  NOTE:  Limit use of sub-bullets to no more than two per bullet.  Limit each sub-bullet to

   no more than one line of continuous text. 






SECTION V:  PROMOTION FACTORS

20
Are all boxes properly marked?

NOTE:  New electronic version dated 20000601 will automatically mark each block




SECTION VI:  RATER OVERALL ASSESSMENT

21
Did you check for the following: spelling, punctuation, upper/lower case, abbreviations, words with hyphens, spaces after words, proper sentences, semicolon use, and bullets?




22
Are bullets and sub-bullets properly aligned?

-  NOTE:  Limit bullets to no more than 2 lines of continuous text.  If additional text is 

   required, use sub-bullets.

-  NOTE: Limit use of sub-bullets to no more than two per bullet. Limit with each sub-bullet

   to no more than one line of continuous text. 






23
Does line 9 include follow-on job and PME recommendation?






24


Is feedback date within the period of supervision (see shell)?  Is the date entered in the applicable line?  If no feedback conducted, state reason. 




25
Is the signature block correct (example follows)?

     JOHN E. DOE, Colonel, USAF

     Washington Headquarters Services (OSD)

     Pentagon, Washington DC

Is the Unit spelled out?

-  NOTE:  If rank is spelled out in one signature block, it must be spelled out in all 

   subsequent blocks.  If it is abbreviated in one, it will be abbreviated in all.






26
Is the Duty Title Correct?




27
Is the OPR properly dated on or after closeout?




28
Is the Rater's SSN correct?




29
Did the Rater sign the report? 






SECTION VII:  ADDITIONAL RATER OVERALL ASSESSMENT

30
Is the CONCUR or NONCONCUR block properly marked?

-  NOTE: New electronic version dated 20000601 will automatically mark each block






31
Did you check for the following: spelling, punctuation, upper/lower case, abbreviations, words with hyphens, spaces after words, proper sentences, semicolon use and bullets?






32
Are bullets and sub-bullets properly aligned?

-  NOTE:  Limit bullets to no more than 2 lines of continuous text.  If additional text is 

   required, use sub-bullets.

-  NOTE: Limit use of sub-bullets to no more than two per bullet. Limit with each sub-bullet

   to no more than one line of continuous text. 






33
Is assessment consistent with that given in Sect VI?

-  NOTE:  If assessment is intentionally inconsistent, please provide rationale to WHS          MILPERS              












34
Is the signature block correct (see step 25)?






35
Is the Duty Title correct?




36
Is the OPR properly dated on/after closeout date? (see step 27)




37
Is the Additional Rater's last four of SSN correct?




38
Did the Additional Rater sign the report? 




SECTION VIII:  REVIEWER OVERALL ASSESSMENT

39
Is text properly omitted from this section?

-  EXCEPTION:  If Additional Rater is the Reviewer, the following text should be centered in 

   this section: Additional Rater is also the Reviewer.






40
Is the signature block correct (see step 25)?




41
Is the Duty Title correct?




42
Is the OPR properly dated on/after the closeout date? (see step 27)




43
Is the Reviewer's last four of SSN correct?




44
Did the Reviewer sign the report?






ADDITIONAL CHECKS:

45
Did you spell check and proofread the report before sending it to WHS MILPERS?




46
Did you verify print quality (fading, streaks, etc) before sending the report to WHS MILPERS?






47
Did you review the document for the following COMMON ERRORS?

1. Rater signed in the wrong block

2. Unit must be spelled out in signature element for indorser/raters. 

3. Keep previous changes made by the wing command section in folder when it is returned

4. Bullet statements not aligned. Check spaces between words. Only one space is needed.

5. When a report is returned for corrections, ensure the rater/additional rater uses the current date for signing and not the original date. 

6. Ensure words that require hyphens are typed with the hyphen. 

7. Acronyms should be spelled out.

8. Do not capitalize the first character of a word after the dash (i.e. –promote)

9. Organizational symbols are typed incorrectly (i.e. 21 SW, not 21st SW)

10. Use “Additional Duty” when only one duty is listed, and “Additional Duties” when more than one duty is listed.

11. Forgetting to include EPR/OPR checklist






WORD GUIDE USAGE

$35M                                        35 million-dollars          battle staff                                            break up                          

CINC-level                                CINC-directed              Commander in Chief                           downtime          

Crew Chief                               crew member               “Distinguished Graduate”                     first-ever

“exceptional performance”       “Excellent” rating          Exercise ULCHI FOCUS LENS           high-interest

Flight Chief                               hand-picked                 hand-selected                                      largest-ever

In-garrison                                in-residence                 longtime                                               Operation ALLIED FORCE                           

Manmade                                 northernmost                “Outstanding” rating                             wing-directed

“Professional Performer”          standup                        topnotch

world-class                               worldwide                     warfighter  

ACCEPTED ACRONYMS

AF                                                AFB                              AFS                                                AFSPC

CINC                                           CJCS                            DoD                                                HHQ

IG                                                ISS                               JCS                                                 NASA

NORAD or CINCNORAD           ORI                                PAVE PAWS                                  PME

SECAF or SAF                           SECDEF                       SPACEAF                                       SOS

SSS                                            USCINCSPACE            USSPACECOM                              USCINCSTRAT

USCINCTRANS 



DATE: 10 December 2002                                                                                                                                   

OPR:  WHS MILPERS   
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