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SMC OPR CHECKLIST

· Correct AF Form Used:

· AF Form 707B, Lts thru Capt (EF-V2)

· AF Form 707A, Maj to Col (EF-V3)

· Keep marked-up copies with package

· OPR form printed head-to-foot

· Printed form is of GOOD quality

· Blk I: RIP is correct and matches OPR

· Ratee's name correct (RIP)

· Ratee's Social Security Number correct

· Correct reason for report (RIP)

· Proper abbreviations for military rank

· Correct DAFSC (RIP)

· Correct PAS code (RIP)

· Correct dates used



(Period of Report, RIP)

· Number of days supervised correct (RIP)

· Correct MAJCOM

· Blk II:  Is the mission statement correct

· Blk III: Duty title correct and uppercase

· Blk V: All squares computer “Xd”

· Blk VI: Performance Feedback completed

· Blk VI, VII, VIII: All Concur/Nonconcur squares computer “Xd”

· Signature blocks correct

· Must date after closeout

· Don’t date reviewer’s block

· Blk VI, VII: Make school recommendation

· Omit school recommendation when deserved—must include note to reviewer

· Consider recommending next job

· Blk IX: Acq Examiner completed if required—see RIP

· Acronyms are correct and approved

· Acronyms defined with first usage

· 1st time on front & again 1st time on back

· Words capitalized correctly

· Bullet spacing aligned

· Appropriate stratification

· Minimize white space


APPROVED ACRONYMS

	ACC
	FY
	PCA

	ACSC
	FYDP
	PCS

	AEF
	GAO
	PEM

	AETC
	GO
	PME

	AEW
	GPS
	POC

	AF
	HHQ
	POM

	AFA
	HQ
	PRF

	AFB
	I/ATZ
	R&D

	AFI
	IAW
	ROTC

	AFIT
	ICAF
	RSVP

	AFMC
	ICBM
	SAF

	AFOSI
	IG
	SAR

	AFOTEC
	INTRO
	SATCOM

	AFR
	IOC
	SAV

	AFSOC
	IPT
	SECAF

	AFSPC
	ISR
	SECDEF

	AMC
	ISS
	SIGINT

	ANG
	JCS
	SOCOM

	AOC
	JROC
	SOS

	ASAP
	LOA
	SQ/CC

	ATO
	LOC
	SSAN

	AWC
	LOE
	SSS

	BTZ
	LOR
	STRATCOM

	C4ISR
	MAJCOM
	TBD

	CAF
	MILSATCOM
	TDY

	CC
	MPF
	UCC

	CENTCOM
	MSM
	UCMJ

	CFC
	MVP
	UIF

	CGO or CGOs
	NASA
	UPT

	CGOC
	NATO
	US

	CIA
	NCO
	USA

	CJCS
	NCOIC
	USAF

	COMSEC
	NLT
	USAFE

	CONOPS
	NORTHCOM
	USecAF

	CONUS
	NRO
	USECAF

	CSAF
	NSA
	USFK

	CV
	NWC
	USMC

	CY
	OCONUS
	USN

	DAFSC
	OIC
	USSOCOM

	DCMC
	OJT
	USSTRATCOM

	DFAS
	O&M
	UTC

	DG
	OPlan
	VIP

	DMZ
	OpOrd
	VTC

	DOC
	OPR
	

	DoD
	OPSEC
	

	DV
	ORE
	

	EPR
	ORI
	

	EUCOM
	OSD
	

	FAA
	OTS
	

	FGO or FGOs
	PACAF
	

	FOD
	PACOM
	



GENERAL GUIDELINES

· Stratification must be within raters scope of responsibility

· Stratifications should quantify stratification (i.e. #1 of 10 CGOs)

· If stratifying within raters career, do not exceed top 5%

· Can include stratifications from LOEs

· Must include all OPRs in package

· Spell out numbers one thru nine, except when referring to money, time, age

· Avoid use of technical jargon

· OPR must be understood by the non-space expert—write to pilot and CPA

· Avoid the use of acronyms

· Acronyms SHOULD be spelled out on both sides

· Avoid use of “senior” or “young.”

Senior refers to Cols and above

Young refers to age

· Intentionally weak OPRs require a note from the addt’l rater to the reviewer

· Weak OPRs w/o note will be returned

· Lack of school recommendation requires a note from the addt’l rater to the reviewer

· Excessive white space signals a weak OPR

· The words “challenge” and “potential” can signal a weak OPR

· Do not repeat the front of the OPR on the back, or between blocks VI and VII

· Hardest hitting bullets should be on the back of the OPR.  Board members may never get to the front.

· Avoid 2 line bullets, which are hard to read

· OPRs will get returned for Fatal Flaws

· Misspellings

· Incorrect data—must match RIP

· Weakly written without a note

· Etc.

· List is not all inclusive

· ly words are not hyphenated

· Consult The Gregg Reference Manual
· OPRs will not be returned for hyphens alone

2-year-old problem

5-year budget

Aerospace Corp – no period

basewide

best-of-the-best

best-value/lowest-risk contractor

big picture – she has the big picture

big-picture – as in big picture perspective

biweekly

bull’s-eye

Center or center

Centerwide or centerwide

cochair

command section

commander's call

commandwide

Congress

Congressional

contract-closeout strategy

cost-effective format

countercomm

counterspace

cowrote

cradle-to-grave

current-year shortfall

decision-maker or decision maker

det – as in detachment

Det 12 – as in Detachment 12

directorate (no caps)

Eastern or Western Range

“Excellent” rating

first-class job

first-ever success

first-rate officer

fiscal-year requirements

flight-system software

flightworthiness or flight-worthiness

follow-on

follow-up

groundbreaking

handpicked or hand-picked

hard-charger

heavy-lift

high-cost housing

highest-priority satellite

high-visibility project

in residence – send in residence

in-residence – in-residence PME

industrywide

intercommand

joint-agency efforts

joint-service

launch-control facility

liftoff or lift-off

Lt not LT

manhours or man-hours

medium-lift

midcareer

mission critical—system is mission critical

mission-critical system

mission-focus

mission-sensitive funding

multiagency

multibillion-dollar system

multicommand

multimission

multitalented

national-level defense needs

nationally significant spacecraft

nationwide

next-generation system

nonconcurrence

nonconforming parts

nonfunctional

nonmission-critical launch

nonprofit

nonvalue-added

on orbit – operations on orbit

on-orbit – on-orbit operations

on track

on-time support

Operation IRAQI FREEDOM

picture-perfect launch

point man

postflight

Presidential

razor sharp

reemphasize

reengineer

reestablish

results-oriented

retraining

risk reduction – in charge of risk reduction

right-hand – my right-hand man

risk-reduction effort

rock solid

savvy – not savy

Security Forces Augmentee

selectively manned directorate

self-starter

semiannual

service-before-self

Services – as in the Armed Services

showstopper

SMC spell out or use center

source-selection team

space systems (no caps)

Space-Based Laser

SPO – Systems Program Office

SPO –System Program Office

stop-gap measure

subcontractor

suborbital

superthorough

systems engineering

systemwide

team-builder/building

team-oriented leader

time-critical fix

top-level teams

top-notch or topnotch

triservice

turnaround

twofold or 2-fold

warfighter

win-win

work force or workforce

world-class support

Common Abbreviations

	administration
	admin

	Air Command and Staff College
	ACSC

	Air Force Institute of Technology
	AFIT

	Air Force Space Command
	AFSPC

	Air War College
	AWC

	Chief Master Sergeant of the Air Force
	CMSAF

	Chief of Staff,             United States Air Force
	CSAF

	commander
	CC or cmdr

	communications
	comm

	Company Grade Officer
	CGO

	Company Grade Officer Council
	CGOC

	Department of Defense
	DoD

	division
	div

	flight
	flt

	General Accounting Office
	GAO

	General Officer
	GO

	government
	govt

	group
	grp

	headquarters
	HQ

	higher headquarters
	HHQ

	Intermediate Service School
	ISS

	mission
	msn

	month
	mo

	operations
	ops

	program
	pgm, prgm

	requirements
	rqmt

	squadron
	sq

	Squadron Officer School
	SOS

	year
	yr


HYPHENS AND COMMONLY USED WORDS








OPR: SMC/CVE, DSN 833-1722


