
writing guide for air force efficiency reports

writing guide for air force efficiency reports is essential for maintaining clear, concise, and impactful
documentation of personnel performance within the United States Air Force. Efficiency reports, often referred
to as EPRs, play a vital role in evaluating service members' achievements, leadership capabilities, and potential
for advancement. This writing guide for air force efficiency reports explores the nuances of crafting effective
evaluations that align with Air Force standards and expectations. It addresses the structure, language, and
content required to produce reports that accurately reflect an individual's contributions while supporting
career progression. Additionally, this guide highlights common pitfalls to avoid and strategies to enhance the
clarity and effectiveness of these critical documents. Understanding these elements ensures that evaluators
can deliver comprehensive and professional assessments that uphold the Air Force’s commitment to excellence.
The following sections provide a detailed overview of the key components and best practices for writing top-
tier efficiency reports.

Understanding the Purpose of Air Force Efficiency Reports

Key Components of an Effective Efficiency Report

Writing Style and Language Best Practices

Common Mistakes to Avoid in Efficiency Reports

Tips for Enhancing Report Impact and Clarity

Understanding the Purpose of Air Force Efficiency Reports

Efficiency reports are official documents used by the Air Force to evaluate the performance, conduct, and
potential of enlisted members and officers. These reports provide a standardized method for supervisors to
record accomplishments, leadership qualities, and adherence to Air Force core values. The primary purpose of
these reports is to guide personnel decisions such as promotions, assignments, and professional development
opportunities. A well-written efficiency report ensures that the subject’s contributions are accurately
represented to commanders and promotion boards.

The Role of Efficiency Reports in Career Progression

Efficiency reports serve as a critical component in the career progression of Air Force personnel. They provide
an official record of an individual's achievements and potential, influencing promotion recommendations and
selection for specialized training or leadership roles. Accurate and detailed reports help identify high-performing
individuals and support merit-based advancement. Consequently, understanding the significance of these
evaluations encourages thoroughness and precision in writing.

Regulatory Framework and Guidelines

The Air Force provides strict guidelines for writing efficiency reports, including formatting, content
requirements, and evaluation criteria. These standards ensure consistency and fairness across all reports.
Familiarity with Air Force Instruction (AFI) manuals relevant to performance evaluations is essential for
compliance. Adhering to these regulations helps maintain the integrity of the evaluation process and ensures
that reports meet official expectations.



Key Components of an Effective Efficiency Report

An effective air force efficiency report contains several critical sections that collectively provide a
comprehensive view of a service member’s performance. Each component must be carefully crafted to highlight
achievements and areas of impact clearly and professionally. Understanding these components is fundamental
to producing high-quality reports.

Performance Assessment

The performance assessment section is the core of the efficiency report. It details the individual’s duties,
accomplishments, and contributions during the reporting period. This section should include specific examples
that demonstrate the member’s proficiency, initiative, and effectiveness in their role. Quantifiable achievements
and mission impact are highly valued.

Leadership and Followership

This part of the report evaluates the subject’s leadership qualities, ability to mentor others, and commitment
to team goals. It examines how the individual influences peers, contributes to unit cohesion, and supports the
Air Force’s leadership principles. Highlighting effective leadership behaviors strengthens the overall report.

Adherence to Core Values

Air Force core values—Integrity First, Service Before Self, and Excellence in All We Do—are integral to
efficiency reports. This section reflects the individual’s character, ethical conduct, and dedication to these
principles. Providing examples of how the member embodies these values reinforces their suitability for
advancement and greater responsibility.

Professional Development

Documenting participation in training, education, and self-improvement efforts indicates a commitment to
growth. This section should describe any courses completed, certifications earned, or professional milestones
achieved. Demonstrating continuous learning is crucial for career development and showcases initiative.

Writing Style and Language Best Practices

Adopting an appropriate writing style and using precise language significantly enhances the clarity and
professionalism of air force efficiency reports. The writing guide for air force efficiency reports emphasizes the
importance of concise, action-oriented, and objective language that accurately conveys performance.

Use of Active Voice and Strong Action Verbs

Using active voice and strong action verbs makes reports more dynamic and impactful. Describing achievements
with verbs such as “led,” “developed,” “executed,” or “improved” provides clear evidence of the subject’s
contributions. This approach avoids passive constructions that can weaken the message.

Clarity and Conciseness

Efficiency reports should be succinct while still providing enough detail to be meaningful. Avoiding jargon, filler



words, and overly complex sentences helps maintain reader engagement and ensures that key points stand out.
Each statement should serve a clear purpose, supporting the overall evaluation.

Avoiding Subjectivity and Bias

Reports must remain objective and based on observable facts and measurable outcomes. Personal opinions or
unsubstantiated claims can undermine credibility. Writers should focus on verifiable achievements and
behaviors, maintaining a professional tone throughout.

Common Mistakes to Avoid in Efficiency Reports

Understanding frequent errors in writing efficiency reports helps prevent undermining the quality and
effectiveness of these evaluations. This section outlines common pitfalls to avoid to ensure reports are
accurate and authoritative.

Overgeneralization and Vague Statements

Using generic phrases like “good job” or “performed well” without specific examples fails to convey meaningful
information. Reports should include detailed accomplishments and quantify results whenever possible to
provide a clear picture of performance.

Excessive Length or Redundancy

While thoroughness is important, overly long reports with repetitive information can detract from the main
points. Concise writing that avoids redundancy ensures that key achievements receive proper emphasis.

Ignoring Regulatory Guidelines

Failure to adhere to Air Force reporting standards, format, or deadlines can result in reports being discounted
or delayed. Familiarity with official instructions and templates is essential for compliance and professionalism.

Tips for Enhancing Report Impact and Clarity

Enhancing the impact and clarity of air force efficiency reports requires deliberate strategies that emphasize the
subject’s strengths and contributions effectively. This final section provides actionable tips for improving the
quality of evaluations.

Incorporate Quantifiable Metrics

Including measurable outcomes such as percentages, numbers, or time frames adds credibility and illustrates
tangible results. For example, highlighting how a member increased efficiency by a certain percentage or
completed a project ahead of schedule strengthens the report.

Use Specific Examples and Anecdotes

Concrete examples provide context and demonstrate how the individual’s actions translated into positive



outcomes. Describing particular instances of leadership or problem-solving makes the report more vivid and
persuasive.

Review and Edit Thoroughly

Careful proofreading and editing eliminate grammatical errors, awkward phrasing, and inconsistencies. Reviewing
content for clarity and accuracy ensures the final report is polished and professional. Seeking feedback from
peers or supervisors can provide additional perspectives for improvement.

Maintain a Positive and Professional Tone

Even when addressing areas for improvement, maintaining a respectful and constructive tone reflects
professionalism. Framing critiques in terms of opportunities for growth supports a balanced and fair
evaluation.

Understand the regulatory guidelines and evaluation criteria thoroughly.1.

Use clear, concise, and active language throughout the report.2.

Provide specific, quantifiable examples of achievements and leadership.3.

Focus on objectivity and avoid subjective or biased statements.4.

Proofread carefully to ensure accuracy and professionalism.5.

Frequently Asked Questions

What is the primary purpose of an Air Force Efficiency Report (EPR)?

The primary purpose of an Air Force Efficiency Report (EPR) is to document and evaluate an Airman's
performance, achievements, and potential, ensuring accurate and fair assessments for career progression and
professional development.

How should one start writing an effective Air Force Efficiency Report?

Begin by reviewing the Airman's accomplishments, duty descriptions, and performance metrics, then organize the
information to highlight key achievements, leadership qualities, and impact on the mission, using clear and
concise language.

What are key elements to include in an Air Force Efficiency Report?

Key elements include job responsibilities, significant accomplishments, leadership abilities, impact on unit mission,
professional development, and potential for future assignments or promotions.

How can bullet statements improve the quality of an Air Force EPR?

Bullet statements provide clear, concise, and impactful descriptions of an Airman's achievements and
contributions, making it easier for reviewers to quickly understand the significance of their performance.



What common mistakes should be avoided when writing an Air Force
Efficiency Report?

Avoid vague language, unsupported claims, excessive jargon, spelling or grammatical errors, and failing to
quantify achievements or provide specific examples.

How important is the use of action verbs in an Air Force Efficiency Report?

Using strong action verbs is crucial as they convey initiative, leadership, and results, making the report more
dynamic and demonstrating the Airman's proactive contributions.

What role does quantifying accomplishments play in an EPR?

Quantifying accomplishments provides measurable evidence of the Airman's impact, such as percentages, numbers,
or time saved, which strengthens the credibility and effectiveness of the report.

Are there any Air Force-specific formatting guidelines to follow when
writing an Efficiency Report?

Yes, Air Force Efficiency Reports must follow specific formatting guidelines outlined in the Air Force
Instruction (AFI) 36-2406, including using approved bullet formats, limiting bullets per block, and adhering to
character limits to ensure consistency and professionalism.

Additional Resources
1. Mastering the Art of Air Force Efficiency Reports
This comprehensive guide offers detailed instructions on crafting clear and concise efficiency reports tailored
for Air Force personnel. It covers the fundamentals of report structure, language style, and essential content
to ensure your evaluations are impactful and professional. The book also includes practical examples and
templates to help you get started quickly.

2. Effective Writing for Air Force Performance Reports
Focused on improving the writing skills necessary for Air Force performance reports, this book emphasizes
clarity, brevity, and accuracy. It provides tips on organizing thoughts, using active voice, and avoiding
common pitfalls in military writing. Readers will benefit from exercises designed to sharpen their report-writing
capabilities.

3. The Airman’s Guide to Efficiency Report Excellence
This guide is tailored specifically for enlisted airmen seeking to improve their efficiency report submissions. It
breaks down the evaluation criteria used by reviewers and explains how to highlight achievements effectively.
The book also offers advice on self-assessment and goal setting through written reports.

4. Writing Impactful Air Force Efficiency Reports: A Step-by-Step Approach
Designed as a practical workbook, this book walks readers through each phase of drafting, revising, and
finalizing Air Force efficiency reports. It includes checklists and sample phrases to help users maintain
consistency and professionalism. The step-by-step format makes it accessible for writers at all levels.

5. Clear and Concise: Writing Air Force Efficiency Reports
This book emphasizes the importance of precision and economy of language in Air Force reporting. It offers
strategies to eliminate redundancy and jargon while maintaining the necessary formality. Readers will learn
how to craft reports that communicate key information effectively to leadership.

6. Air Force Report Writing Handbook: Efficiency and Performance
A practical handbook that serves as a quick reference for common report-writing challenges faced by Air Force
personnel. It includes sections on grammar, punctuation, and style tailored to military documentation



standards. The book also highlights the importance of aligning reports with Air Force core values.

7. Strategic Writing for Air Force Efficiency Reports
This title explores the strategic aspects of writing efficiency reports, focusing on how to align individual
accomplishments with broader Air Force objectives. It teaches writers to frame their narratives in a way that
supports promotion and career development. Case studies illustrate best practices and real-world
applications.

8. Professional Writing Skills for Air Force Evaluations
Aimed at supervisors and evaluators, this book provides guidance on producing fair, objective, and motivating
efficiency reports. It covers ethical considerations and techniques for delivering constructive feedback through
written evaluations. The book also discusses how to handle difficult writing scenarios professionally.

9. The Complete Guide to Air Force Efficiency Report Writing
This all-in-one resource compiles best practices, templates, and expert advice for writing top-quality Air
Force efficiency reports. It addresses both the technical and interpersonal aspects of report writing, ensuring
that submissions stand out. The guide is suitable for both new and experienced writers seeking to enhance their
reporting skills.
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