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How to complete referral EPB rater 
assessment

Admin data 
completed as 
normal 

AFI 36-2406: 
1.6.3.11.1. May 
use “THIS 
SECTION NOT 
USED” as a 
mandatory 
performance 
statement. Raters 
may use this when 
the ratee doesn’t 
have anything to 
provide for a 
particular 
assessment 
section.

1.11.2.1 Vague 
Comments. Do not make 
vague comments about 
the member’s behavior or 
performance. 
1.12. General Prohibited 
Evaluator Considerations 
and Comments. Certain 
items are prohibited for 
consideration and will not 
be commented upon on any 
officer evaluation system or 
enlisted evaluation system 
form/brief. Except as 
authorized in this 
instruction, do not consider, 
refer to, or include 
comments regarding: 
1.12.1.-1.12.8 lists all 
prohibited comments in 
detail, please ensure there 
is compliance with the DAFI 
instructions regarding 
prohibited comments.  
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Completing rater/HLR sections

Select “yes” or 
“no” for 
Mandatory 
comments 
(Housing/Voting) 
Table 4.14, item 
17 in AFI 36-2406

Rater signs 
referral EPB. If 
the rater is also 
the referring 
evaluator, they 
will present the 
EPB to the 
ratee. (2nd page 
of eval) 

NOTE: The 
HLR will insert 
one of the 
mandatory 
comments 
according to AFI 
36-2406 
1.10.5.3.2.2 
AND sign ONLY 
after 3 duty 
days (30 
calendar days 
for non-
extended active 
duty) have 
elapsed from 
the date that 
ratee received 
and signed for 
their eval. 
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Referring evaluator section

Signature of referring 
evaluator, they would 
present the referral 
evaluation to the ratee 
and have the ratee 
sign right after. 

First signature for the 
ratee:
AFI 36-2506 
1.11.5.2.1. The ratee 
acknowledges receipt 
of the referral 
memorandum by 
signing and dating. 
The ratee will be given 
3 duty days (30 
calendar days for non-
extended active duty) 
to provide a rebuttal to 
the referral.

This grey section 
replaces traditional 
referral memorandum. 
This section will notify 
ratee of their due process 
for providing rebuttal 
comments. 

Referring evaluator and 
ratee must both date after 
signing, this is how the 3-
day (EAD) or 30-day 
(Non-EAD) rebuttal period 
will be tracked. 
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Ratee signature

•Ratee will sign last
• Should be 3 calendar days 

(EAD) and 30 calendar days 
(non-EAD) after original 
signature on page two of the 
evaluation
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•Raters and HLRs will use digital signatures to the maximum 
extent possible

•Rating chain may use a combination of a digital, a “wet” or 
typed signature 

• For the typed signature, the rating chain may use the 
approved typed signature 
• The approved typed signature must
• Include two backslashes at the front and two backslashes at the 

end, the word “signed,” the signatory’s initials, DoD ID number, and 
date of the typed signature. 

• The typed signature format is: \\signed, xxx, DoD ID #, DD Mmm YY\\. 
Note: When “wet” signed, print AF Forms 715 and 716 head to foot 
and handwrite or stamp the dates. 
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Signatures
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• The ratee will provide rebuttal comments to the referral reviewer within 3 duty days 
(30 calendar days for non-extended active duty) from the date of receipt (if mailed 
from the date of delivery), regardless of if the ratee is still on active duty. 

• The ratee will upload or deliver the referral documents with all attachments. The ratee 
may request more time from the referral reviewer not to exceed 45 calendar days from 
acknowledgement. 

• Ratee may ask the Area Defense Counsel or local personnel advisor to provide 
guidance/assistance in preparing rebuttal comments

• Ratee must limit comments, including any pertinent attachments, to a total of 10 
single-sided pages or 5 double-sided pages

• Ratee may have another individual prepare comments on their behalf (such as an 
attorney). 
• Example: If the attorney submits 5 pages, the ratee can submit 5; if the attorney submits 9 

pages, then the ratee can only submit 1 page and vice versa). 
• Ratee may choose not to comment on the referral evaluation. Once the time limit has 

elapsed, the referral reviewer completes the evaluation and continues normal 
processing. 
• Note: Failure to provide comments does not prevent the ratee from later appealing the once the 

evaluation becomes a matter of record.

12

Rebuttal
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HLR is referring evaluator

• If the HLR is referring the 
evaluation instead of the 
rater, they will sign as the 
HLR and Referring Evaluator 
(2nd page of eval). 

•HLR would then forward the 
evaluation and the ratee’s 
rebuttal (once received) to 
their rater (additional rater). 

• The HLR’s rater would 
review the documents and 
provide mandatory 
comments on an AF77.
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Example AF77 – HLR refers evaluation

On the AF77 
only the 
admin 
portion on 
the first 
page needs 
to be 
completed.

The HLR’s rater will 
review the rebuttal 
and then place 
appropriate 
mandatory comment 
in section IX on 
page 2. Their 
signature on the 77 
will finalize the 
referral process on 
their end and close 
out the 30-day 
rebuttal period. All 
documentation will 
then be forwarded to 
the referring HLR for 
their signature, lastly 
the ratee will sign. 
The referral EPB, 
rebuttal and AF77 
will be combined 
into one document 
(in that exact order). 


	Referral Evaluations�‘Outside’ myEval process steps
	Topics
	Rater Dashboard Referral Selection
	What triggers a referral evaluation
	What triggers a referral evaluation continued
	Manual forms for referrals
	How to complete referral EPB rater assessment
	Completing rater/HLR sections
	Referring evaluator section
	Ratee signature
	Signatures
	Rebuttal
	HLR is referring evaluator
	Example AF77 – HLR refers evaluation
	Finalizing the referral evaluation
	CSS processing
	CSS processing continued
	Routing past CSS
	Common Mistakes
	Q&A

