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Example Bullet: Managed Restricted Area Badge pgm f/354 prsnl; ID d 4 missing records/60 badges issuedsecured mx f/$7.8B infra Lets decode this bullet into plain English. Managed Restricted Area Badge program for 354 personel, identified 4 missing records and issued out 60 badges. Secured maintenance for $7.8 billion infrastructure. Managed
Restricted Area Badge pgm f/354 prsnl; The first part of the bullet is the action. Notice how the action starts with a past tense verb. The bullet shows the supervisees action so its a verb. The bullet captures what the supervisee did in his reporting period, in the past, so the verb is in the past tense. The Tongue and Quill (click here to view) is full of
strong writing tips to include this list of action verbs for use in the Action part of your bullet. Check it out! Use this list to brainstorm. There are some great words here. But, feel free to use other words as well. The English language is at your fingertips. ; ID d 4 missing records/60 badges issued The second part of the bullet is the impact. This part of
the bullet explains how the individual impacted the next level. So from the action we know he managed personnel, but from the impact we start to see how he affected the base. The person enabled around 60 base personnel access to restricted areas, which is important for them to do their job, but also for the security of their operations. secured mx
f/$7.8B infra Essentially the Result speaks to the overarching outcome of the individuals action. Try to think about how the members work affects each level from the Group to the Wing to the Command and so on. In the example bullet, the individual seemingly distributed access badges to personnel protecting or fixing $7.8B of stuff. And,
appropriately, he took some credit for it. Example Bullet: Managed Restricted Area Badge pgm f/354 prsnl; ID d 4 missing records/60 badges issuedsecured mx f/$7.8B infra Lets decode this bullet into plain English. Managed Restricted Area Badge program for 354 personel, identified 4 missing records and issued out 60 badges. Secured maintenance
for $7.8 billion infrastructure. Managed Restricted Area Badge pgm f/354 prsnl; The first part of the bullet is the action. Notice how the action starts with a past tense verb. The bullet shows the supervisees action so its a verb. The bullet captures what the supervisee did in his reporting period, in the past, so the verb is in the past tense. The Tongue
and Quill (click here to view) is full of strong writing tips to include this list of action verbs for use in the Action part of your bullet. Check it out! Use this list to brainstorm. There are some great words here. But, feel free to use other words as well. The English language is at your fingertips. ; ID d 4 missing records/60 badges issued The second part of
the bullet is the impact. This part of the bullet explains how the individual impacted the next level. So from the action we know he managed personnel, but from the impact we start to see how he affected the base. The person enabled around 60 base personnel access to restricted areas, which is important for them to do their job, but also for the
security of their operations. secured mx f/$7.8B infra Essentially the Result speaks to the overarching outcome of the individuals action. Try to think about how the members work affects each level from the Group to the Wing to the Command and so on. In the example bullet, the individual seemingly distributed access badges to personnel protecting
or fixing $7.8B of stuff. And, appropriately, he took some credit for it. Reddit and its partners use cookies and similar technologies to provide you with a better experience. By accepting all cookies, you agree to our use of cookies to deliver and maintain our services and site, improve the quality of Reddit, personalize Reddit content and advertising,
and measure the effectiveness of advertising. By rejecting non-essential cookies, Reddit may still use certain cookies to ensure the proper functionality of our platform. For more information, please see our Cookie Notice and our Privacy Policy. Example Bullet: Managed Restricted Area Badge pgm f/354 prsnl; ID d 4 missing records/60 badges
issuedsecured mx f/$7.8B infra Lets decode this bullet into plain English. Managed Restricted Area Badge program for 354 personel, identified 4 missing records and issued out 60 badges. Secured maintenance for $7.8 billion infrastructure. Managed Restricted Area Badge pgm f/354 prsnl; The first part of the bullet is the action. Notice how the
action starts with a past tense verb. The bullet shows the supervisees action so its a verb. The bullet captures what the supervisee did in his reporting period, in the past, so the verb is in the past tense. The Tongue and Quill (click here to view) is full of strong writing tips to include this list of action verbs for use in the Action part of your bullet. Check
it out! Use this list to brainstorm. There are some great words here. But, feel free to use other words as well. The English language is at your fingertips. ; ID d 4 missing records/60 badges issued The second part of the bullet is the impact. This part of the bullet explains how the individual impacted the next level. So from the action we know he
managed personnel, but from the impact we start to see how he affected the base. The person enabled around 60 base personnel access to restricted areas, which is important for them to do their job, but also for the security of their operations. secured mx f/$7.8B infra Essentially the Result speaks to the overarching outcome of the individuals action.
Try to think about how the members work affects each level from the Group to the Wing to the Command and so on. In the example bullet, the individual seemingly distributed access badges to personnel protecting or fixing $7.8B of stuff. And, appropriately, he took some credit for it. Anyone who's been through Airman Leadership School knows that
bullet statement format is the format required for entries in the AF Form 910. 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. The bullet statement format is a way to describe an achievement in as few words as possible yet fully explain the accomplishment. It's a direct
manner of listing accomplishments which specifically avoids generalities, unsubstantiated claims, and flowery embellishments. This format is neccessary for two reasons. First, space on the AF Form 910 is limited so we have to make an effort to communicate the most information is as few words as possible. Second, writing in this manner helps cut
out the unneccessary words and makes the statements factual and to the point. This ultimately makes EPRs more readable and more honest descriptions of a person's performance. AFI 36-2406 states: 1.3.3. Format. Use bullet format as specified in the appropriate table for the evaluation being accomplished. Limit bullets to a maximum of two lines
per bullet and white space is authorized. Main bullets shall begin at the left margin with one space after the "-". 1.3.4. Special Formatting. Do not underline, capitalize, or use bold print, unusual fonts or characters, multiple exclamation marks, or headings to emphasize comments, except as required to identify proper names or publication titles. 1.3.5.
Type and Font. Type forms using "Times New Roman" and 12-pitch font. Handwrite evaluations when no other means are available and authorized by Headquarters (HQ) AFPC Promotions, Evaluations and Recognitions Policy Branch or HQ Air Reserve Personnel Center. The President and Vice President of the United States may handwrite
evaluations. 1.3.6. Nicknames and Acronyms.1.3.6.1. Nicknames that are a form of the ratee's name, to include middle names, are permitted (i.e., Bill/Will for William, Jim for James, Chris for Christopher/Christine). Call signs and code names are not authorized. 1.3.6.2. Common acronyms and abbreviations such as CGO, NCO, CONUS, TDY, org, and
wg, are not required to be spelled out.1.3.6.3. Uncommon acronyms are not required to be spelled out in the evaluators comment sections. Uncommon acronyms must be spelled out in the Remarks section. Creating a continuation sheet solely to record acronyms is not authorized. But all the above still doesn't clearly answer the question of exactly
what is bullet statement format. According to the Tounge and Quill, Chapter 19, Writing Better Bullet Statements, "all bullet statements must be accurate, brief and specific". It states that there are two types of bullet statement formats: Single Idea Bullets Definition: A concise written statement of a single idea or concept. This format is used in the
Job Description section. Accomplishment-Impact Bullets Definition: A concise written statement of a person's single accomplishment and its impact on the unit mission, organization, etc. This is the format for the Performance Assessment blocks of the EPR. -Must clearly state a single accomplishment-Must have an impact-Impact can be implied
(Specific Achievement) or expressly stated-Strive to relate impact to the unit mission, organization, etc.-Make impact clear to those not familiar with career field, unique terminology, jargon, etc.-Expressly stated impact should strengthen bullet statement-Expressly stated impact should put accomplishment into perspective-Accomplishment element
must always precede impact element Types of Accomplishment-Impact Bullets -Action Verb: Accomplishment begins with strong, descriptive action verb (Repaired, Rescued, Engineered) -Modified Verb: Accomplishment begins with modifier (typically adverb) (Expertly repaired, Immediately rescued) -Specific Achievement: Impact is implied, not
expressly stated (Processed over 10,000 widgets) Job Description When completing the Key Duties, Tasks, and Responsibilities block, use single idea bullet statements that fully describe the ratee's duties:- Tracks and ensures the efficient use of limited communications resources on behalf of AMC- Reviews and combines applications for maintenance
contract assistance and recommends solutions- Aligns electrical, hydraulic, and gaussian test and measurement equip in support of special ops mission- Supervises three Airmen in the maintenance and support of C-141 fleet power generation equipment The bullet statements in the Key Duties, Tasks, and Responsibilties block should begin with the
action that is being described. Start the bullet statement with a present-tense verb whenever possible (Repairs, Manages, Aligns, etc.). In most cases, the ratee is not responsible for writing their own job description. The workcenter typically has several approved versions of the workcenter's job description and the NCOIC usually prefers that you use
the version appropriate for your position and duty. Most Airmen leave the Job Description section blank and let their supervisor fill it in. Performance Assessment When completing the Performance Assessment blocks and the Additional Rater's Comments block, use the Accomplishment-Impact type bullet format. In these blocks, the bullet statements
should have two parts: Part 1. Describes the accomplishment.Part 2. Describes the accomplishment's positive effect or impact. Example: Swept over 10,000 square feet of runway--reduced foreign object damage by 50% Note that bullet statements are limited to two lines. But even though we're allowed two lines to elaborate on each accomplishment,
to give the best impression, the EPR should consist mostly of one-line bullet statements -like this: - Responded to urgent request to reserve conference room for critical 5/6 meeting--rescued failing organization- Delivered over 100 tons of transatlantic mail--set new record for delivery time- Volunteered to serve as proctor for key awards ceremoney;
demonstrated rare, vital leadership The reason for this abbreviated style of writing is that, in the past, a lot of people had problems remembering or even identifying their accomplishments over the previous reporting period. When it was time to fill out their EPR, typically they could only come up with three or four accomplishments and would have to
try and stretch them out to fill the required space. They would add a lot of extra words and unnecessary adjectives to describe their grandiose accomplishments --just to stretch their words out to fill the required lines. The end result was a lot of hot air and doubletalk that didn't say much. The requirement for bullet statement format prevents that kind
of writing. Although the goal is a single-line bullet statement, sometimes it's difficult to adequately describe a complex and important accomplishment in a single line. In that case, use two lines. 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. The format below is commonly used for two-line bullet statements (although variations are acceptable). - Supervised long overdue and complicated preventive maintenance inspection on critical terminal equipment-- Trained seven techs on alignments, prevented future maint delays, ensured continuous support to
OEF mission It consists of the main bullet (on the first line) and a sub-bullet (on the second line). The double dash before the sub-bullet on the second line indicates that it supports the line above. In order to make your bullet statements readable, you must somehow signal the beginning of the impact portion of the bullet. With single-line bullet
statements, the start of the postive result or impact is marked with a semi-colon or double-dash. With two-line bullet statements, the double-dash is used if the impact segment is started on a new line. 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. The single-line bullet
and the two-line bullet format can be mixed as required. Liberties may be taken with the two-line bullet format. The bullet can consist of two or three or more sentence fragments and the accomplishment can exceed one line and run into the second line like this : - Provided expert assistance to Army Depot maintenance team; replaced azimuth motor
electric brake assembly; facilitated troubleshooting and repair of autotrack failure; restored comm 50% ahead of prediction, reduced TDY by 50% Bullet statements dont have to and usually don't follow strict grammatical rules. 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. A bullet statement like "Revitalized unit PT program, volunteered, led morning exercise; increased annual pass rate" is perfectly acceptable. Bullet statements describing accomplishments for the Performance Assessment Section should begin with the action that is being described. Start the bullet statement with
a past-tense verb whenever possible (Repaired, Managed, Aligned, etc.) - Recruited over 30 participants to... - Identified, isolated loss of radar to fault in... - Repaired broken hose assembly and... Don't start a bullet statement with unneccessary adjectives or adverbs as in "Quickly and efficiently registered..." or "Expertly and consistently identified...".
The Air Force frowns on unnecessary adjectives. And this kind of thing suggests that the accomplishment isn't significant if you have to resort to this kind of word inflation. But, if being quick and efficient is somehow relevant and needs to be emphasized, then go ahead and word it as you think best. Be as specific as possible. Review every word and
evaluate whether it's too broad or vague. If another word can narrow the meaning, use it instead. Dont leave room for doubt. Examples: participated in could mean anything from signed in to directly responsible for key aspect of the operation. Another example is active Base NCO club member which could mean anything from showing up for happy
hour to planning and organizing special events. Be specific. If you're not specific, the EPR reader will assume that the ratee didn't have a real accomplishment and is trying to coast on someone else's work by claiming participation. Ah, the art of bullet writing. From the very first Air Force evaluation in the wonder years of the late 1940s to todays
latest EPR form, many have been bested by the arduous task of taking life itself, amplifying its quintessence, whittling large narratives and compartmentalizing facts into A single; three part bulletwith an impact [here].So, where to begin? Lets take into account how much weight an Air Force bullet holds. Its a remarkable statement that can change
the tide of a SrA Below-the-zone competition, it can validate those who are, as written, the best performers of the quarter/year and it can make or break promotion recommendations and even promotions themselves.The bullet formula has many styles; from its simplest form of Act-Impact, then to a more in-depth and commonly used Action-Result-
Impact. Personally, I find the latter to have two parts that are redundant. A result is and can also be an impact.So we arrive at what I prefer, Act-Fact-Impact or AFI for short. Vaguely familiar right?The end result of shaping your bullet with Act-Fact-Impact allows you to write in an active voice. Active voice is the preferred way of speaking as it is
direct and to the point. Airman David ate breakfast. The active voice is broken into 3 parts as well; Actor, Action and Recipient.Lets put it to practice. If Airman David helped with base clean-up, spent 8 hours bagging leaves, cleaned 4 square miles and led his fellow airman in the charge we can extract this bullet: Led 4-man team in base
beautification; cleaned 4 sq miles in 8 hoursimproved image of facilities & compound.Sure, this is a simple bullet, but its exactly what happened. And anyone who reads it regardless of AFSC will know what it means. As we said at the begining, lets keep it simple. What did you do(act), tell me something about it(fact) and how did impact others?
(impact). Now take this simplistic bullet and fine tune it with a much stronger impact such as cost savings or manpower efficiency and youre good to go.A common thought is that this is acceptable: Led 4 BSRP Ann/NCO TARPA proj; 6 BMP/JPG/MOV increase vs ABCsec tminc prod 500% to USAF stdFor your career field, that may be the trend. It is
not acceptable as it isnt helpful. Bullets weighed down with catastrophic acronyms and decoder ring secured details may seem important, but lets be honest. Any reviewing panel previously mentioned that oversee awards or such will start drooling as the grey matter leaks out of the judges ears. Keep it simple. For the judges think of the safety of the
panel.To conclude, these great works of fiction or similar language that some have come accustomed to referencing, dont have to be that.Just remember, AFI or Act, Fact & Impact. Often times, the best solution is also the simplest.Cheers,]D During this segment, we will highlight some of the key areas we covered in building a three part bullet. Every
day there are airmen accomplishing great things for their unit, wing, command and Air force. When it comes time for you to recognize their efforts, its up to you, the supervisor, to accurately portray their dedication and commitment. Dont be the one who falters in this endeavor. Do your homework and ensure your airman gets every thing they
deserve. Welcome back. Hopefully this last scenario has you feeling really good about how youre doing here in the class. So what were going to look at is staff Sergeant Johnson and his commitment to excellence in getting that CCAF. So some of the key areas that we pulled out, hes notified that he made the deans list after completing both classes
with a 4.0, and hell receive his CCAF diploma in the spring. So lets see what we have here. We have completed two classes, six semesters for the CCAF garnered, nice word, 4.0 gpA. Deans list achieved associates degree in electronics and communications. We can clearly see here what they did, what the immediate impact was, and then what that
overall big picture result was here. Superbly. I like it. Good. Completed two classes, six semesters with a 4.0 gpA. Deans list met requirements for CCAF and electronics. Weve been talking about a three part bullet, and here you have it as a two part bullet. This is still showing what that action, impact and result. And according to our tongue and quill,
this is totally acceptable. But as you can see, we can still break it up and show it in that three part bullet. So all we would do with your different one here is that we could take out this width, put our semicolon in, and then our double dash would go after here at the list. And you have that solid three part bullet thats able to break it up and walk
someone through it. And we have a very similar one. This is very easy when you have an airman who is giving you all this information, and that makes it easier to write. And just so that we can show you that our examples do fit within the EPR blocks here, that you can use it all on one line. Twelve six s have a little bit more of a spacing that actually
gives you more area to cover a few more characters. So thats great. But for my old school people, some of you are twitching out there. I know you are. Dont deny it. What is this? White space. White space. And everyone shudders at this white space. But what we need to understand that there is nothing wrong with this. We have been able to show that
we are clearly highlighting and identifying what our airmen are doing. Were showing that action, that impact and that result. We got this at the unit level. Do we need to add some extra fluff in there just so that we can say we got it to the end of the line? The other part of this is that there is a reason, and you can see on the new forms, minimum of one
line, but limited to six. That is giving you the opportunity to not have to fill in every single block so that were not over embellishing. Were being honest. You will have those airmen that will do their eight and hit the gate. And that is okay as long as were defining what theyre doing and were giving them the proper due that they have deserved. But
youre going to have that 15% thats out there in your wing and they are rocking it, and they are going to give you and fill up every EPR in twelve six line that you possibly can go to. So do not stress over this evil thing that we have learned to call white space. Its actually in our airmens handbook that this is okay. But I encourage you as supervisors to
make sure that you are doing your due diligence to have these conversations. Find out from your senior airman Manning, what theyre doing with the junior enlisted council, what theyre doing with their nursing degree, and are they leading that towards being a bigger and better airman out there? So we have covered a lot today. Weve gone through
getting organized. And you looked at those tools. My vector. Its so easy, you can use it anywhere. You can access the Air Force portal. If youre a paper person, theres nothing wrong with that one either, because you never have to worry about the power being on. You have to know the format. Dont make AFPC kick this back and delay it going into
some sort of promotion package or awards package. We want to make sure that were doing our part. And you do that by editing. Having people read it, having your peers read it, having your supervision read it, thats how we can catch these things and writing effectively. Is it 100% mission complete or is it zero mission delays? Its all about using those
positive words and how are we highlighting it? Maybe you needed more quantitative room in the front to say zero mission delays and 100% mission success took up too much space. Thats okay, because its still showing that big impact result and then avoiding those common errors. Remember, we as supervisors also need to look at ourselves with
these. Are we being fair to our airmen? Are we rating a Broncos fan higher because theyre a Broncos fan? We bringing a Tennessee higher than an Alabama fan? Nope. Could be right. And so we have to make sure that were taking into check our own common errors and how that were going through these things. And then, of course, extracting the
facts, building that bullet and then streamlining it, not only making sure that its fitting all on the line, but that its accurate, its brief, and its very specific going back to those numbers. And I think that we really kind of reinforced a lot of these principles by finishing off with our scenarios. So, hopefully, what youre going to do is youre going to leave
here today and youre going to feel confident about what you can do to help articulate this to your airmen. And I encourage you, share this video with people, share it with your trainers, get them out there, because the best thing that we can do as supervision is setting our airmen up for success. Thanks for joining us today, and I really hope that you
enjoyed this.
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