WHAT is (documented) Performance Feedback?

A formal means for supervisors (raters) to effectively communicate responsibilities, duty performance, expectations, and standards.   Although raters can and should provide informal feedback, it is not a substitute for formal  (documented) feedback.    

WHEN is formal feedback due?

Within 60 days of assignment to a new rating official or within 60 days of the start of a new reporting period AND again half way between the supervision start date and the report close-out date.  Formal feedback is also due within 30 days of a ratee's request (provided 60 days have past since the last formal feedback session).

During the initial session (upon arrival to new unit and or change of rater) the rater should communicate job requirements and expectations.  (Initial) feedback after the closeout of a report should re-address expectations and discuss strengths/areas for improvement as they relate to the completed performance report.  The ultimate goal is to ensure the ratee begins the new rating period "on the right foot" 

The primary purpose of midterm session is to appraise the ratee's progress and redirect behavior, as required, before the next performance evaluation.  

WHO gets feedback?

It is required for all enlisted personnel (AB thru CMSgt) and for officers O-6 and below.

WHY conduct feedback?

To identify expectations and standards, track progress, reinforce areas of excellence, provide constructive feedback for areas needing improvement, to motivate and ultimately enhance ratee's professional development. 

HOW is feedback documented?

Use AF Form 931 for AB thru TSgt, AF Form 932 for MSgt thru CMSgt, AF Form 724B for company grade officers (2 Lt thru Capt), and 724A for field grade officers (Maj thru Colonel) 

Administrative Requirements

- Form is typed or handwritten

- Ratee gets completed form (original); rater should keep a copy for reference       (Disclosure of the feedback form is limited by regulation)

- Rater and ratee must sign/date the feedback notice and return it (the notice--not the feedback itself) to Front office by the suspense date on the top of the notice. If the feedback notice is misplaced, please prepare a short memo on bond paper.  This memo should include the date feedback was accomplished and the signatures of both the ratee and rater.  

