
WRITING A REFERRAL EPR AIR FORCE

Normally, writing a referral EPR is the last thing a supervisor wants to do. A referral EPR is serious business and is very
often the first step in ushering an Airman.

It's tough to make the decision to document substandard behavior and it's awkward to describe that behavior in
writing. Anyone have any experience in doing something like this? An evaluator whose ratings or comments
cause an EPR to be a referral report or any evaluator who determines that the report should have been referred,
may refer the report to the ratee. If you're his supervisor ie writing the EPR you need to learn the process.
After all, Letters of Appreciation are awarded for genuine accomplishments which is not always the case with
medals. But how do we deal with bad behavior? Performance evaluations must be referred when: 1. Poor 1 :
Performs at an unacceptable level. The Air Force Letter of Appreciation Recommending someone for a medal
isn't the only way to recognize someone's contributions. A section on physical fitness was added, with those
scoring less than 75 receiving a referral report. This is one of the supervisor's most difficult duties. It's one of
those necessary nusiances. They should be filled with factual information. Comments in the referral
memorandum do not meet this requirement. As hustonj said, it's very cut and dried. If the ratee has otherwise
strong bullets, include them where appropriate. In the latter case, the subsequent evaluator refers the report on
behalf of the previous evaluator. Promotion-eligible senior NCOs who are not stratified will have their
evaluations close out at the deputy evaluator first O-6 or intermediate evaluator unit commander level. If
you've never submitted someone for a decoration before it might seem complicated but it's not. Note that when
a person receives a referral report, they are ineligible for promotion testing, PCS, or awards. But using the
materials provided on our EPR page should make the job a lot easier. It is not neccessary to fill the block with
other comments as is done with normal EPRs. That's where we come in. Evaluation[ edit ] An EPR evaluates
the performance of an enlisted member both on and off duty. We're in the process of collecting awards and
decoration examples to make the job easier. But sometimes it's hard to get started, to accurately convey what
you want to say. Stratification statements[ edit ] Stratification is the "rack-and-stack" process senior raters use
to identify their top promotion-eligible master sergeants and senior master sergeants. The report is then no
longer considered to be a referral EPR; however, retain original referral correspondence with the report. When
you're writing up the EPR leave the first line of the additional rater comments blank, the additional rater uses
that to make comments about the member's comments. It is up to the writer where to place these comments. At
the lower end of the recognition spectrum is the humble Letter of Appreciation. The period of time covered by
the EPR is normally no less than days and no longer than days. This includes, but is not limited to, comments
regarding omissions or misrepresentation of facts in official statements or documents, financial
irresponsibility, mismanagement of personal or government affairs, a "Does Not Meet Standards" fitness
assessment, unsatisfactory progress in the Fitness Education and Intervention Programs, confirmed incidents
of discrimination or mistreatment, illegal use or possession of drugs, AWOL, Article 15 action, and conviction
by courts-martial. Purpose[ edit ] To provide meaningful feedback to individuals on what is expected of them,
advice on how well they are meeting those expectations, and advice on how to better meet those expectations.
Letters of Appreciation can have just as much or even more impact as decorations. Submitting someone for a
medal is one of the easiest yet most effective things a supervisor can do. But the other categories must be
filled as usual. Disciplinary action is not required, however, the report will be a referral.


