
AF BULLET WRITING ABBREVIATIONS

The goal of the EPR is to convey accurate information as simply as possible. To accomplish this, familiar, everyday
words should be used and words and.

But, if being quick and efficient is somehow relevant and needs to be emphasized, then go ahead and word it
as you think best. If another word can narrow the meaning, use it instead. However; if the second element
begins with a capital letter, it is separated with a hyphen: non-French point man As shown professional
military education PME Do not capitalize when referring to PME in general. Abbreviations e. It's a direct
manner of listing accomplishments which specifically avoids generalities, unsubstantiated claims, and flowery
embellishments. Decoration Citations Spell out all acronyms in decorations. This is the format for the
Performance Assessment blocks. This format is neccessary for two reasons. For example, substituting commas
or semicolons for "and" and omitting articles such as "a" or "the" will help you shoehorn an accomplishment
into a single line. Accomplishment-Impact Bullets. Abbreviations are not acceptable. Bullet statements
describing accomplishments for the Performance Assessment Section should begin with the action that is
being described. The bullet statement format is a way to describe an achievement in as few words as possible
yet fully explain the accomplishment. Be specific. If the acronym or abbreviation is used only once or twice,
consider whether defining the term is actually conserving space. Capitalize when part of a title, i. If such terms
must be used to describe a particular project, exercise, etc. Just because an abbreviation is on this list does not
mean it will automatically make sense in the context of the bullet. According to the source quoted above, the
Tounge and Quill, "all bullet statements must be accurate, brief and specific". With two-line bullet statements,
the double-dash is used if the impact segment is started on a new line. Do not separate rank and name between
succeeding lines. In that case, use two lines. It must be spelled out in all capital letters. Note that MPFM
changed the maximum bullet length to 2 lines. Note that some words are never abbreviated. Achievement
Medal citations are 11 or 12 lines maximum. Never use abbreviations or acronyms in the Duty Title. When
using acronyms, there is a rule that requires all acronyms and abbreviations to be defined before using them. If
the impact segment starts in the middle of a line, either first or second, then either the semi-colon or
double-dash may be used. Style: 1. After "defining" the acronym, the acronym, WW, may then be used alone
throughout the rest of the document with the assumption that it is now understandable. Note that when you
define a term, you don't simply list the word and its abbreviation or acronym. It may be more efficient to spell
out the word every time and avoid using the acronym or abbreviation. Acronyms that are not commonly used
outside an organization or AFSC should be spelled out. Dimension, size, and temperature size 11 shoe. But,
some abbreviations and acronyms are so common that everyone understands what they stand for and to define
them would be a waste of time and valuable EPR real estate. General Correspondence Spell out acronyms the
first time they are used on all general correspondence to include memorandums and letters. Stratification
statements on all other performance reports, to include CMSgt reports, are strictly prohibited. That way you
don't waste space in the body of the EPR where space is more critical. Most commands or Wings have their
own standards concerning what is acceptable on an EPR. But in case you've forgotten just what bullet
statement format is and how to write the most effective bullets, we'll go over it again. But don't use too many
two-line bullets or it may give the EPR reader the impression that you don't have many real accomplishments
and that you're trying to stretch your words out to fill space. Acronyms that are not spelled out should be
commonly used AF-wide.


