INSTRUCTIONS FOR BIOGRAPHICAL SUMMARY

This document is in MS Word 6.0 format.  If you were eligible for last year’s board  a copy of the summary is also attached for your review and update.  In addition, the format for summaries can be located on the Internet at https://www.re.hq.af.mil/rep/New%20GO%20Page.htm, and clicking on the Reserve General Officer Vacancy Promotion Board link.  To add your personal data to the template, click on the icon "Brigadier General Biographical Summary format" under the CY04 Reserve General Officer Promotion Board area.  Once completed please save the Biographical Summary as a Word document and return it to HQ USAF/REPS via e-mail to afrgomo.workflow@pentagon.af.mil
.  HQ USAF/REPS will only accept updates that have your consent.

-- Use the Tab or the arrow up or down key to move to the next field 

-- Type DOR and DOB in the following format - DD Month YYYY (i.e. 1 August 1948)
-- Age:  Calculate it as of board date – 23 July 2004

Schools:
Civilian schools should only include undergraduate, post-graduate, etc., that resulted in a degree.  Military schools are only professional military education (PME) courses that have been completed, such as Squadron Officer School.

Example: 

SCHOOLS (Civilian and Military)

DEGREE

YEAR COMPLETED

University of Ohio



MBA



1965

US Air Force Academy


BS



1962

Air War College



Non-residence

1984

Air Command and Staff College

Residence


1977

Decorations and Awards:
-- List all decorations and awards in order of precedence

-- Use correct name of decoration/award with correct number of devices

-- Ensure the Officer Selection Brief, the photograph (if applicable), and the 

    biographical summary ALL reflect the same names of decorations and  

    devices

-- Do not abbreviate any names

-- Always be consistent with devices; either call them all “devices” or call  

    them by the actual title (i.e. silver oak leaf cluster, hourglass, etc.)

Example: 

DECORATIONS AND AWARDS:

Legion of Merit

Combat Readiness Medal (1 device)

Air Force Training Ribbon

PROMOTIONS: 

RANK

EFFECTIVE DATE 

2nd Lt

  5 June 1963

1st Lt

  5 June 1964

Capt

  9 September 1971

Maj

16 June 1964

Lt Col

  1 August 1989

Col

  2 August 1993

Brig Gen 
  2 August 1996 



