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Introduction

In the United States Air Force, a well crafted bullet point can be the difference between a promotion and a

stagnated career. Whether you're filling out an AF Form 910 for a promotion board, writing a Performance Work
Statement for a contract, or composing a Duty Description for a new assignment, the clarity, conciseness, and
impact of each bullet directly influence how your achievements are perceived. This comprehensive guide will walk
you through the essential principles of air force bullet writing, offering practical strategies, real world examples,
and actionable checklists to help you master the art of military writing.

Why Mastering Bullet Writing Matters

Air Force personnel documents are evaluated by panels that often review dozens of entries in a short period. A
bullet that is vague, wordy, or lacks measurable results can be overlooked. Conversely, a concise, data driven bullet
can stand out, showcasing leadership, initiative, and mission impact. Mastering bullet writing not only improves the
quality of your documents but also:

< Enhances your professional reputation.

* Accelerates promotion and award opportunities.

* Facilitates clear communication across units.

e Supports accurate performance evaluations.

< Improves your ability to document achievements for future career planning.

1. Understanding the Air Force Bullet Format

1.1 The Classic Five Word Structure

Air Force writing conventions favor a five word structureAction — Result — Impact — Context — Metric. While not
every bullet needs all five components, this framework helps ensure that each point is purposeful and measurable.

Action: Begin with a strong, active verb (e.g., “Led,” “Implemented,” “Optimized”).
Result: Describe the direct outcome of the action.

Impact: Explain how the result affected the mission, unit, or organization.
Context: Provide background such as the environment, constraints, or objectives.
Metric: Quantify the achievement (time saved, cost reduced, personnel trained).
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1.2 Common Variations

Depending on the document type, bullets may be adapted to fit specific formats:
* Promotion Boards: Emphasize leadership and initiative.
e Duty Descriptions: Highlight responsibilities and scope.

¢ Mission Reports: Focus on operational impact and outcomes.
¢ Award Nominations: Showcase exceptional performance and results.

2. Key Elements of an Effective Bullet



2.1 Start with a Strong Verb

Active verbs convey ownership and agency. Avoid passive constructions and weak verbs such as “helped” or “was
involved.”

Good: “Spearheaded a cross functional task force.”
Bad: “Was part of a task force.”

2.2 Keep It Concise

Air Force bullets are limited to a single sentence, usually no more than 15-18 words. Trim adjectives and redundant
phrases. Every word should add value.

2.3 Use Measurable Outcomes

Numbers, percentages, and specific metrics provide tangible evidence of success. If a metric is not available,
describe the qualitative impact.

Example: “Reduced aircraft maintenance downtime by 23% through process re engineering.”

2.4 Highlight Leadership and Initiative

Even if the task was part of a larger project, emphasize your personal contribution and decision making.
Example: “Initiated a risk assessment protocol that cut safety incidents by 15%.”

2.5 Include Context When Necessary
Context clarifies why the achievement matters. Keep it brief; if the context is critical, consider adding a parenthetical
note or a follow up bullet.

Example: “Implemented a new training curriculum (FY 2023) that increased pilot readiness.”

3. Common Mistakes and How to Avoid Them

3.1 Overloading Bullets with Jargon

While technical terms are sometimes necessary, excessive jargon can obscure meaning. Use plain language when
possible and define acronyms at first use.

3.2 Neglecting the “Why”

Many bullets focus on “what” but forget “why.” Explain the significance of the action to the mission or organization.

3.3 Repeating Information

Avoid duplicating content across multiple bullets. Each bullet should present a distinct accomplishment.

3.4 Failing to Proofread

Spelling, grammar, and punctuation errors undermine professionalism. Use spell check, read aloud, or have a peer
review.

4. Step by Step Writing Process

1. Identify the Purpose — Determine whether the bullet is for a promotion, award, or duty description.
2. Gather Data — Collect metrics, dates, and relevant details.

3. Draft the Action Clause — Start with a strong verb.

4. Add the Result and Impact — Show the outcome and its significance.



5. Insert Context (if needed) — Provide background without overloading.
6. Quantify — Include measurable data.
7. Trim and Refine — Ensure the sentence is within word limits.
8. Proofread — Check for clarity, grammar, and consistency.
Example Transformation

« Draft: “l worked with the maintenance squad to improve aircraft readiness.”
« Refined: “Enhanced aircraft readiness by 18% through a 12 week preventive maintenance program.”

5. Tailoring Bullets for Different Documents

5.1 AF Form 910 (Promotion)

Focus on leadership, initiative, and mission impact. Use the five word structure to showcase how your actions
contributed to unit success.

5.2 AF Form 910 (Duty Description)

Describe responsibilities, scope, and the importance of your role. Include metrics that reflect workload and
effectiveness.

5.3 Award Nominations

Highlight exceptional performance, innovation, and results that set you apart. Use vivid verbs and quantifiable
achievements.

5.4 Mission Reports

Emphasize operational outcomes, mission success, and lessons learned. Keep bullets short and data rich.

6. Real World Examples and Templates

6.1 Promotion Board Bullet

Action:“Led a 25 member team during the annual aircraft inspection.Result: “Achieved a 100% compliance rate.”
Impact: “Ensured mission readiness for 12 weeks.” Metric: “Reduced inspection time by 30%.”

6.2 Duty Description Bullet

Action: “Oversaw the allocation of 40,000 USD in maintenance funds.” Result: “Maintained a 98% on time repair
rate.” Impact: “Supported 12 aircraft in continuous flight operations.”

6.3 Award Nomination Bullet

Action: “Developed a real time flight data monitoring system.Result: “Cut in flight anomalies by 25%.Impact:
“Improved crew safety and mission effectiveness.”

7.Tools and Resources

Air Force Writing Handbook — Official guide for writing standards.
AF Form 910 Templates — Pre formatted forms for quick entry.
Metrics Tracker — Spreadsheet to log performance data.

¢ Peer Review Groups — Unit or squadron writing teams for feedback.
e Online Workshops — Training sessions on military writing.

8. Practice Tips for Continuous Improvement



Review Past Documents — Analyze successful bullets from senior officers.

Set a Writing Routine — Allocate 15 minutes daily to draft and refine bullets.

Seek Feedback — Ask a mentor or peer to critique your bullets.

Use a Checklist — Verify each bullet contains an action, result, impact, and metric.
Track Progress — Maintain a log of bullets written and their outcomes.
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Conclusion

Mastering the art of air force bullet writingis more than a clerical skill; it's a strategic tool that amplifies your
professional narrative. By adhering to the five word structure, focusing on measurable results, and tailoring each
bullet to its specific purpose, you can craft compelling documents that resonate with promotion boards, award
committees, and mission leaders alike. Remember: clarity, conciseness, and impact are the pillars of effective
military writing. Keep practicing, seek feedback, and let your bullets speak volumes about your dedication to
excellence.
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