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You have indicated that you are not the member's commander on G-series orders.  Because you are not the member's commander, you cannot personally make the decision whether to refer this document to the member's UIF.  However, you can notify the member of your intention to recommend that their commander place this document in the member's UIF. If you wish to do so, check the box below.
UIF DECISION - OPTIONAL:
LETTER OF COUNSELING/ADMONISHMENT/REPRIMAND ("LOCAR") TEMPLATE
PURPOSE: Assists in the construction of Letters of Counseling, Admonishment, and Reprimand for Active Duty, Reserve, and Guard Airmen who are not senior officers.  Provides sample language for common offenses. Provides sample memorandum to Issuer's commander for routing finalized record with supporting documentation and Issuer/Recipient demographic information.
VERSION: 1.8
LAST UPDATED: 6 March 2023
Updated to conform to DAFI 36-2907, Adverse Administrative Actions, dated 14 October 2022.  UIF options have been removed because current version of DAF Form 1058 cannot be incorporated in this generator. Please refer to e-pubs for current version when establishing UIF.
Is the recipient an Officer or an enlisted member?
You have indicated that you are not the officer's commander on G-series orders.  Because you are not the officer's commander, you cannot personally make the decision whether to refer this document to the officer's UIF. However, you can notify the officer of your intention to recommend that their commander place this document in the officer's UIF. If you wish to do so, check the box below.
NOTE: An LOC or LOA issued to an officer must be filed in the officer's PIF if it is not filed in their UIF.
ABOUT THE ISSUER
ABOUT THE RECIPIENT
COMMANDER MAKING UIF DETERMINATION
2.3.5.2. The AF Form 1058 does not need to be referred to the officer for a response because LORs for officers are mandatory UIF filings. The AF Form 1058 is used only to obtain the commander's acknowledgment of the action (for LOR administered by personnel other than the commander) and to refer the LOR for file in the UIF. 
CUSTOMIZE YOUR LOCAR
LOCAR is designed to be easily customized for use by Airmen across the Air Force. As the user, you can customize everything that is not required to be in a specific way. In this menu, you can set default preferences and edit the template language for offenses to suit your location and preferences. 
NOTE: To learn how to customize LOCAR's header and footer, click the Show Help button above. 
In the About the Issuer section of this form, there is a Post-USAF box, which enables those Airmen whose signature blocks require something to be added after "USAF" to enter the appropriate signature block. It is shown by default. If your signature ends with "USAF" then you may wish to hide that option to clean up the display. You can undo your decision by the "Show Post-USAF Option" Button that appears below after the option has been hidden.
OFFENSE WORDING
LOCAR has prebuilt sample offense language included. In those sample offenses, Eglin AFB is used as the default location. If you wish, you can change the sample offense language included to insert a new 'default' location or to otherwise rephrase the sample. Please note that the sample offense language included is language that has already been reviewed by various attorneys (both government and defense). Before making substantive changes to any sample language, you should consult with your servicing legal office. Once you have made your change(s), please save this file and the changes will be saved. (Changes to Offense Wording (and Scolding Wording) are not affected by the "RESET FORM" button above.)   IMPORTANT: Whenever the sample offense language is changed in any way, a button appears enabling the user to reset the sample language back to the original sample. If you did not download this copy of LOCAR from an official site yourself, you should click the button below, review those samples that have been changed, and ensure that those changes are appropriate.
"SCOLDING" WORDING
LOCAR refers to the portion of the LOC, LOA, or LOR that actually constitutes the counseling, admonishment, or reprimand as the "scolding." Many sample scoldings are included. If you wish, you can change the sample scolding language to better suit your preferences.  Please note that the sample scoldings have already been reviewed by various attorneys (both government and defense). Before making substantive changes to any sample scolding, you may want to consult with your servicing legal office or someone in your chain of command.   IMPORTANT: If you did not personally download this copy of LOCAR from an official SharePoint site, the sample scoldings of this copy may have already been changed. Users are encouraged to either download a copy of LOCAR directly from an official SharePoint site or to double check the wording of any sample language before relying upon it.
LOCAR has prebuilt sample "scolding" language (the counseling, admonishment or reprimand itself, usually found in paragraph 2) included. If you wish, you can use the button below to change the default language. The most effective "scoldings" are personalized to the recipient, but these samples can provide inspiration or help orient you to the kinds of "scoldings" others have written. In other words, these samples should be considered "a" way to write these paragraphs, but are neither the only nor the best way to write them.   IMPORTANT: Whenever the sample scolding language is changed in any way, a button appears enabling the user to reset the sample language back to the original sample. If you did not download this copy of LOCAR from an official site yourself, you should click the button below, review those samples that have been changed, and ensure that those changes are appropriate.
SCOLDING WORDING
LOCAR provides you with two ways to add the date you plan on serving the letter to the member. The default method is to ask the user to input the date in the "About the Action" portion of the form. When a user selects a date from the pop-up calendar, the date selected is automatically inserted into the draft letter,    However, some users prefer to wait until the letter is completed to fill in the date. LOCAR has built in both options. You can use the button below to toggle between having the option to add the date in the "About the Action" portion of the form or manually entering the date by clicking on the draft letter in the appropriate place.
HANDLING DATE OF SERVICE
OFFENSE WORDING
SCOLDING WORDING
Scoldings for Offenses During Public Health Emergencies 
OVERVIEW: HOW TO USE LOCAR
LOCAR is a self-customizing PDF that generates LOCs, LOAs, and LORs that appear to have been drafted in Microsoft Word, but with the benefit of having the appropriate indorsements, response times, and required disclosures automatically inserted. It also makes it easy to clear out all information about a prior recipient and ensure users start with a clean copy. To print, simply click the "Print Letter" button near the top of the "Letter" at the end of this form.
HOW DOES IT WORK?
Throughout this form, you will see gray boxes with lines or text boxes. These are "fields." Each field in LOCAR has what are called "On Click" or "On Exit" events, which mean that when you click on a field or click away from a field you were in, a small portion of code runs behind the scenes, usually to either (a) insert whatever text you've entered into the appropriate place in the LOC/LOA/LOR or (b) to show or hide subsequent option choices depending upon the choice you've made. (For example, when you select that the recipient is an "Officer", LOCAR removes all options that are applicable only to Enlisted recipients.)
What this means for you, the user, is that all you need to do to ensure the text you've entered or the choice you've made is reflected in the template is to click away from the field you are in. For example, after you have typed the recipient's name, click or tab to the next field. Once you do that, the recipient's name will be added throughout the letter in the appropriate places.
NOTE: While this usually works without any extra effort from the user, there are two fields that can (under very specific and unusual circumstances) not update: the description of the offense and the Counseling/Admonishment/Reprimand. For each of these fields, you will see an "Update the Letter" button. Clicking this button will update the letter and ensure that it reflects any changes you have made. Using this button to "lock in" your changes is recommended, though often not required.
HOW DO I CUSTOMIZE LOCAR? 
LOCAR's default language references Yokota AB, but it has been designed to be readily adaptable.
To change the letter's header: You can manually enter a header for your letter. To do so, navigate to the blank letter at the end of this PDF and click on the header. There are two hidden text boxes: one for the "DEPARTMENT OF..." line and up to four lines for unit/wing/MAJCOM.
To change the letter's footer:  You can manually enter a footer for your letter. To do so, navigate to the blank letter at the end of this PDF and click where the footer should be. There is a hidden text box that will accept up to three lines of text.
To insert an image in top-right corner: From time to time, the Air Force requires an image be included in the top-right corner of official documents. If that requirement arises, you can add the appropriate image by clicking on the image field in that corner and then selecting the appropriate image file from the pop-up box. After that requirement passes, you can reset the field by clicking on it and selecting the image "Blank for Header" (available from the LOCAR SharePoint site). This is an all-white image that blends into the letter and makes it appear that there is no image in that corner.
To change default offenses/scoldings: LOCAR has many offenses and scoldings (counselings/admonishments/reprimands) built in. To edit these, you can click the "Customize Your LOCAR" button above, make whatever changes you wish, and then click the "Hide Customization" button.
To add your own offense/scolding:  LOCAR was designed with the understanding that you may have a specific offense in your unit that is not prebuilt in LOCAR or a specific phrasing for scoldings that you like to use. It allows you to save one of each under the "Saved Language" options under both Offenses and Scoldings. Just click "Show my saved language" and then you can enter the language you would like to save there. This language will remain here until you go back and change it. (The "Reset Form" button does not reset these fields.)
I FOUND A BUG/PROBLEM: WHAT SHOULD I DO?
You may discover an error in LOCAR. If you do, first try clicking in the field that seems to be causing the problem and then clicking anywhere outside of it to trigger the code to run. If that does not work, then please print out the entire form (not just the letter), save it as a PDF, and send it to me at nicholas.giles@us.af.mil. Because of the way LOCAR is set up, I need to see what options you selected so that I can try to replicate the error and identify its cause. If you have any other problem with LOCAR or have any suggestions, please feel free to e-mail me with whatever details you can provide.
Describe the offense below. Your entry will be inserted into paragraph 1 of the letter. Although there are exceptions, your statement should usually begin "I have discovered..." or "I have been advised on (date) that you..." or "Investigation has disclosed that on or about (date)..."             Ensure you cite details specific to the incident that forms the basis for the LOCAR action, including what the member did or failed to do.
Describe the Offense
Samples can be provided using the "Show me a sample" option below. This option is used as a starting point when drafting your LOCAR action. You are not limited to the samples included. Remember that as much detail as possible should be included, including dates and times. This will ensure the Airman understands the offense you think they committed and when they committed it.
Type your offense language you wish to save here:
Paragraph 2 of the letter is written from a rehabilitative standpoint and is the most important. The first sentence should be "You are hereby Reprimanded!" "You are hereby Counseled!" "You are hereby Admonished!"...However, you can modify it below.
Draft The 
Draft the remainder of the paragraph in the box below. In doing so, you should state (1) the impact of what the member did or failed to do and (2) what improvement is expected. Usually these end with one of the following sentences: "Your conduct is unacceptable and further deviation may result in more severe action." or, if you are considering discharging the member, "Your past behavior has raised serious questions about your ability to remain in the United States Air Force."
Samples can be provided using the "Show me a sample" option below. This option is used as a starting point when drafting your LOCAR action. You are not limited to the samples include and are free to modify them as necessary to better fit your situation and what you require.
Type any language you wish to save for later use.
The box provided below permits you to generate the list of attachments. The default values demonstrate the appropriate format for entering that list. The list will appear in the final document precisely as it appears in the box below.  Because DAFI 36-2907 requires that attachments be provided where appropriate, LOCAR defaults to displaying the Attachments on the final document. If after reviewing DAFI 36-2907, para. 2.4.2.6. and consulting with your servicing legal office (as appropriate) you determine that attachments are not necessary, you may click the button below to temporarily remove this block of text from your letter.
The most recent update to DAFI 36-2907 requires that LOCs, LOAs, and LORs include various documents (if applicable) as attachments and that those attachments be so identified in the LOC, LOA or LOR. This template can add the Attachment section to your letter.  To help you understand what types of documents should be included, the relevant portions of DAFI 36-2907 are provided below. They are current as of 14 October 2022. If you have any questions about a specific document, you should contact your servicing legal office.
LIST ATTACHMENTS
       2.4.2.6.  LOCs, LOAs and LORs will include and list as attachments:  relevant statements, portions of investigations, and reports, and other documents that serve, in part or in whole, as the basis for the letter. (T-2) Redact Privacy Act material and Personally Identifiable Information and mark, “Controlled Unclassified Information.” (T-1).      2.4.2.6.1.  Documents released from investigations, reports, etc., should be accompanied by a cover memorandum indicating that the documents are “Controlled Unclassified Information” and specify any handling requirements (see Attachment 4 for a sample memorandum).  The issuer of a LOC, LOA or LOR is not required to create statements or other documentary evidence that does not exist otherwise to support the basis of an adverse administrative action.        2.4.2.6.2.  Documents should not be released to the member without authorization from the issuing authority.  Release approval should be obtained before the letter is issued.  When impractical to obtain release before the letter is issued, obtain such approval as soon as possible after service of the letter on the member but do not release the documents until approval is received.
THE ATTACHMENTS SECTION HAS BEEN HIDDEN FOR THIS LETTER.
If attachments are required, you must click the button below: 
"Restore Attachments Section"
click here to add image
click here to add image, if applicable
MEMORANDUM FOR    
FROM:   
SUBJECT:  Letter of 
1.  
2.   .  
                                                                                , , 
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MEMORANDUM FOR    
FROM:   
SUBJECT:  Letter of 
1.  
2.   .  
                                                                           , , 
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1st Ind to , , Letter of 
MEMORANDUM FOR   
I acknowledge receipt and understanding of this letter on ________________ at _____________ 
hours. I understand that I have  from the date I received this letter to provide a response and that I must include in my response any comments or documents I wish to be considered concerning this Letter of .
                                                                                  , , 
                                                                                
2d Ind,   
MEMORANDUM FOR  
I have reviewed the allegations contained in this Letter of . (I am submitting the attached documents in response) (I hereby waive my right to respond). 
                                                                                 , , 
                                                                               
3d Ind,  
MEMORANDUM FOR    
1.  (I have considered the response you submitted on ______________________.) (You waived your right to submit a response to this action). 
2. I have decided to:
     _____ withdraw the Letter of .
     _____ sustain the Letter of .
     _____ reduce the action to a Letter of Admonishment/Counseling.
     _____ reduce to verbal counseling.
3.  I (will) (will not) recommend that the commander consider filing this in an Unfavorable Information File.  This letter (will) (will not) be filed in your Personnel Information File.
                                                                               , , 
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1st Ind to , , Letter of 
MEMORANDUM FOR   
I acknowledge receipt and understanding of this letter on ________________ at _____________ 
hours. I understand that I have  from the date I received this letter to provide a response and that I must include in my response any comments or documents I wish to be considered concerning this Letter of .
                                                                                  , , 
                                                                                    
2d Ind,    
MEMORANDUM FOR  
I have reviewed the allegations contained in this Letter of . (I am submitting the attached documents in response) (I hereby waive my right to respond). 
                                                                                  , , 
                                                                                    
3d Ind,  
MEMORANDUM FOR    
1.  (I have considered the response you submitted on ______________________.) (You waived your right to submit a response to this action). 
2. I have decided to:
     _____ withdraw the Letter of .
     _____ sustain the Letter of .
     _____ reduce the action to a Letter of Admonishment/Counseling.
     _____ reduce to verbal counseling.
                                                                                , , 
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1st Ind to , , Letter of 
MEMORANDUM FOR   
I acknowledge receipt and understanding of this letter on ________________ at _____________ 
hours. I understand that I have  from the date I received this letter to provide a response and that I must include in my response any comments or documents I wish to be considered concerning this Letter of .  
                                                                                  , , 
                                                                                
2d Ind,   
MEMORANDUM FOR  
I have reviewed the allegations contained in this Letter of . (I am submitting the attached documents in response) (I hereby waive my right to respond). 
                                                                                  , , 
                                                                               
3d Ind,   
MEMORANDUM FOR    
1.  (I have considered the response you submitted on ______________________.) (You waived your right to submit a response to this action). 
2.  I have decided to:
     _____ withdraw the Letter of .
     _____ sustain the Letter of .
     _____ reduce the action to a Letter of Admonishment/Counseling.
     _____ reduce to verbal counseling.
3.  I (will) (will not) be filing this in an Unfavorable Information File.  This letter (will) (will not) be filed in your Personnel Information File.  
                                 As the senior rater I am considering whether or not to place this action in your Officer Selection Record.  You have  to provide matters for my consideration.  I will notify you via separate memorandum of my final decision on this matter.
			      This action (will) (will not) be recommended to your senior rater to be filed in your Officer Selection Record.  If it is recommended, you are alloted three duty days to provide information for the senior rater to considered.
                                                                                , , 
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1st Ind to , , Letter of 
MEMORANDUM FOR   
I acknowledge receipt and understanding of this letter on ________________ at _____________ 
hours. I understand that I have  from the date I received this letter to provide a response and that I must include in my response any comments or documents I wish to be considered concerning this Letter of .
                                                                                  , , 
                                                                                
2d Ind,   
MEMORANDUM FOR  
I have reviewed the allegations contained in this Letter of . (I am submitting the attached documents in response) (I hereby waive my right to respond). 
                                                                                  , , 
                                                                                
3d Ind,  
MEMORANDUM FOR    
1.  (I have considered the response you submitted on ______________________.) (You waived your right to submit a response to this action). 
2. I have decided to:
     _____ withdraw the Letter of .
     _____ sustain the Letter of .
     _____ reduce the action to a Letter of Admonishment/Counseling.
     _____ reduce to verbal counseling.
3.  This letter (will) (will not) be filed in your Personnel Information File.
									  I (will) (will not) recommend that the commander consider filing this in an Unfavorable Information File and possible filing in your Officer Selection Record.  
                                                                                , ,  
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4th Ind to , , Letter of 
MEMORANDUM FOR  
I acknowledge receipt of the final decision regarding disposition of this Letter of  on _____________________ at ______________ hours.
CUI
                                                                                   , , 
                                                                                
4th Ind to ,  Letter of 
MEMORANDUM FOR  
I have considered all matters provided by the member and the Letter of .  I have decided that this letter (will) (will not) be filed in the member's UIF.
                              , , 
                             
                              
5th Ind to ,  Letter of 
MEMORANDUM FOR  
I acknowledge receipt of the final decision regarding disposition of this Letter of  on _____________________ at ______________ hours.
                              , ,          
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4th Ind to , , Letter of 
MEMORANDUM FOR  
I acknowledge receipt of the final decision regarding disposition of this Letter of  on _____________________ at ______________ hours.
            , ,  
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                                                                     Additionally, I understand that should the recommendation be that this letter should be filed in my Officer Selection Record that I can submit additional matters to my senior rater within  of my signature.
4th Ind to , , Letter of 
MEMORANDUM FOR  
I acknowledge receipt of the final decision regarding disposition of this Letter of  on _____________________ at ______________ hours.  
               
                 , ,  
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4th Ind to , , Letter of  
MEMORANDUM FOR  
I acknowledge receipt of the final decision regarding disposition of this Letter of  on _____________________ at ______________ hours.  
                                                                Additionally, I understand that should the recommendation be that this letter should be filed in my Officer Selection Record that I can submit additional matters to my senior rater within  of my signature.
                        , ,  
                          
4th Ind to ,  Letter of 
MEMORANDUM FOR  
I have reviewed all matters submitted by the member and the Letter of .  I have decided that this letter (will )  (will not) be filed in an Unfavorable Information File.   
                                                                          Additionally, I have decided that this letter (will) (will not) be forwarded to the senior rater for consideration that it be added to the member's Officer Selection Record.
         , ,  
         
         
5th Ind to ,  Letter of 
MEMORANDUM FOR  
I acknowledge receipt of the final decision regarding disposition of this Letter of  on _____________________ at ______________ hours.       
                                  , ,  
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Receipt acknowledged on ___________________ (date).  I have read the information on the reverse ab out the UIF/Control Roster.  I           intend            do not intend to provide information I would like considered before a final decision is made.
UNFAVORABLE INFORMATION FILE ACTIONS
PRIVACY ACT STATEMENT
AUTHORITY:  10 U.S.C. 9013, Secretary of the Air Force and Executive Order 9397 (SSN), as amended.
PURPOSE:  Reviewed by commanders and personnel officials to assure appropriate assignment, promotion and reenlistment considerations prior to affecting such actions.  UIFs also provide information necessary to support administrative separation when further rehabilitation efforts would not be considered effective.
ROUTINE USES:  Disclosure generally permitted under 5 U.S.C. 522a(b) of Privacy Act.  DoD 'Blanket Routine Uses' apply.
DISCLOSURE:  Voluntary, failure to provide SSN may impede proper placement in members military personnel file.
SORN:  F035 AFPC L, Unfavorable Information Files (UIF).
NOTE:  This Form may be used to report more than one action.
1.  NAME (Last, First, Middle Initial)
2.  Rank
3.  SSN
4.  ORGANIZATION
NOTE:  Complete Section III and return this Form to the commander within three (3) duty days of receipt.  For Non-Extended Active Duty (EAD) Air Reserve Component (ARC) members, the member has 45 calendar days from the date of receipt of the certified letter to return this form.
I.  INTENDED UIF/CONTROL ROSTER ACTION OF THE COMMANDER
	I intend to establish a UIF and place the attached document(s) in that UIF.
	I intend to add the attached document(s) in your existing UIF.
	I intend to place you on the control roster based on the following rationale (if required, use Remarks section on page 2)
II.  SIGNATURE OF THE COMMANDER
I have reviewed the career sanctions listed on page 2 of this Form associated with placement on the control roster, if applicable.  I have also made the individual aware of these sanctions.  (List any attachments in the Remarks section on page 2)
5.  NAME AND GRADE
, , 
6.  SIGNATURE
7.  DATE
8.  ATTACHMENTS
III.  ACKNOWLEDGMENT OF THE MEMBER  (Return to the Commander within 3 duty days.  For non-EAD ARC members return to the Commander within 45 calendar days)
9.  SIGNATURE
IV.  ACTION OF THE COMMANDER
	I have decided to establish a UIF and file the document(s) in the UIF.
         I have decided to place the document(s) in your existing UIF.
	I have decided not to place the information referred to you (Section I) in the UIF.  Instead I have           destroyed it          returned it to the originator           placed it in your unit assigned personnel information file (AFI 36-2606, Military Personnel Records System)
	I have decided to remove the following document(s) from your UIF.  Specify document(s) to be removed (If required, use Remarks section on page 2.)
	I have decided to remove your UIF early.
	I have decided NOT to place you on a control roster
         I have decided to place you on the control roster  OPR/EPR         will            will not be prepared (See AFI 36-2406, Officer and Enlisted Evaluation Systems)
         I have decided to remove you from the control roster early.  An OPR/EPR       will       will not be prepared (See AFI 36-2406)
10. NAME AND GRADE 
VI.  FINAL ACKNOWLEDGEMENT OF THE MEMBER
14.  SIGNATURE
15.  DATE
11.  SIGNATURE
12.  DATE
13.  NAME AND GRADE 
V.  SIGNATURE OF THE COMMANDER     (List any attachments in the Remarks section on page 2)
AFI FORM 1058, 20201223                             PREVIOUS EDITIONS ARE OBSOLETE                            PRIVACY ACT INFORMATION:  The information in this form is
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A UIF FORM HAS BEEN GENERATED ONLY IF THE G-SERIES COMMANDER WISHES TO FILE THIS LETTER IN THE UIF. ITS USE IS NOT MANDATORY, UNLESS IT IS A LETTER OF REPRIMAND FOR AN OFFICER.
VII. FSS/CC or MPS/CC RECOMMENDATION TO THE COMMANDER
Request you consider (If required, use Remarks section page 2)
16.  NAME AND GRADE
17.  SIGNATURE	
18.  DATE
19.  ORGN/OFF SYMBL
UNFAVORABLE INFORMATION FILE OVERVIEW
1. This notice will be placed in your UIF according to AFI 36-2907. Adverse Administrative Actions.
2.  Placing the attached document(s) in your UIF will not preclude initiation of other administrative action(s).
3.  If it is decided this information is placed in an existing UIF, this may cause the UIF to be retained for a longer period.  UIF disposition instructions are contained in AFI 36-2907,
4. If there is more than one document in your UIF, all documents are retained in the file based on the document with the latest disposition date.
5. For enlisted members, the member's unit commander (or civilian equivalent) or higher authority may remove a UIF or individual entries.  For officer's, the member's current wing commander (or equivalent) or UIF establishing authority (if still in the member's chain-of-command), whichever is higher, may remove a UIF or individual entries.
NOTICE OF CONTROL ROSTER ACTION OVERVIEW
1.  This notice will be placed in your UIF according to AFI 36-2907.
2.  Being placed on the control roster will not preclude initiation of other administrative action(s).
3.  If you currently have an existing UIF, being placed on the control roster may cause the UIF to be retained for a longer period.  UIF disposition instructions are contained in AFI 36-2907.
4.  All documents in the UIF are retained in the file based on the document with the latest disposition date.
5.  A performance report may be directed by your commander in conjunction with your placement on or removal from the control roster, or both (AFI 36-2406).
6.  (ENLISTED PERSONNEL ONLY), You will be ineligible for reenlistment white you are on the control roster. Upon completion of the control roster. your eligibility may be
restored only if no other ineligibility conditions exist. If you do not have sufficient service retainability to complete the control roster observation period. you may apply for an
extension of enlistment. Additionally,, if you have applied for or receive an approved Career Job Reservation (CJR) or Selective Reenlistment Bonus (SRB) authorization, it will
be canceled as a result of your being placed on the control roster (AFI 36-2606, Reenlistment and Extension of Enlistment in the United States Air Force).
7.  (ENLISTED PERSONNEL ONLY). If you are serving in the grade of E-1 through E-2, you will be ineligible for promotion while you are on the control roster. If you are in the grade of E-4 through E-B and are on the control rosier on or after the promotion eligibility cut-off date, you will be ineligible for promotion consideration that cycle. If your
name is on a promotion selection list,  will be removed and the projected promotion canceled (AFI 36-2502, Airman Promotion/Demotion Programs).
8. Reference AFI 36·2907. paragraph 4.4, for who can remove members from a control roster
REMARKS (Continue from front of Form, as necessary)
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MEMORANDUM FOR    
FROM:  
SUBJECT:   Adverse Action Re:  Letter of 
Enter date when finalized record is forwarded to CC
1. The purpose of this letter is to comply with DAFI 36-2907, Adverse Administrative Actions, dated 14 October 2022.  All issuers of LOC, LOA, LORs will route the finalized record and supporting documentation to the immediate commander of the person issuing the administrative action. 
2. Issuers will send this memo with the LOC/A/R and its supporting documentation to their immediate commander for review within three (3) duty days (Air Force Reserve members forty-five (45) days) of completion of the action. 
3. Upon receipt of the finalized record, the issuer's immediate commander will review the rank, age, gender, race, and ethnicity of both the issuer and the recipient as it is listed in their official DAF record. The issuer's commander will provide the required data to the servicing Staff Judge Advocate, within five (5) duty days (Reserve Commanders forty-five (45) days).
4. The following is the demographic information requested (as listed in their official DAF record): 
ISSUER:                                    
RANK:                                                        
AGE:                                               
GENDER:                                               
RACE:                                                      
ETHNICITY:  
RECIPIENT:
RANK:  
AGE:  
GENDER:  
RACE:  
ETHNICITY:  
# OF PRIOR LOC/A/R:    
Controlled by:  Department of the Air Force
Controlled by:  
CUI Categories:  PRVCY/MIL
Limited Distribution Control:  None
POC: , 
CUI                                                             PAGE  1 OF 1
click here to add image
click here to add image, if applicable
CUI
Please consult the following guide when determining Race and Gender:  a. Race Categories:      i. American Indian or Alaska Native: A person having origins in any of the original peoples of North and South America (including Central America) and who maintains tribal affiliation or community attachment.       ii. Asian: A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.       iii. Black or African American: A person having origins in any of the Black racial groups of Africa.       iv. Native Hawaiian or Other Pacific Islander: A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.       v. White: A person having origins in any of the original peoples of Europe, the Middle East, or North Africa.  b. Ethnicity Categories       i. Hispanic or Latino: A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin, regardless of race. The term, "Spanish origin", can be used in addition to "Hispanic or Latino".      ii. Not Hispanic or Latino 
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