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Chapter 1 – The Three Legged Stool

There once was a teacher

Whose principle feature

Was hidden in quite a strange way.

Students by millions,

And possibly billions,

Surrounded him all of the day!

When finally seen by his scholarly dean

And asked how he managed this deed?

He raised three fingers, and said,  All of you swingers have only to follow my lead.

To rise from a zero, to a big campus hero,

To answer three questions will you strive?

Where are you going?

How will you get there?

And how will you know when you have arrived?










R.T. Mager

The elements in a successful AFIT application

Individuals selected for AFIT assignments are a big investment in the future of the Air Force.  These individuals are asking for a commitment of time and resources, in exchange the Air Force is seeking an individual that will be committed, bring back the best knowledge, and serve the nation with honor.  Your application means you are asking for a full salary as a military officer, paid tuition, housing allowance, 24/7 medical care, and other expensive resources.  Your application should provide the Selection Board with the right information to make the right decision to meet the needs of the USAF.
The elements of a successful application are well known:  a record that accurately reflects your military career, your clinical experience, and your academic record, and your graduate record exam.  For each applicant, each member of the board will consider these elements.  If your record is inaccurate, sloppy, missing information, or has information that is not favorable such as a low GPA or GRE, more than likely you will not be selected.  

The application process is time consuming for you and many other people!  In addition to the time you will spend preparing your record, essay, taking the test, scheduling an interview, making appointments to discuss your career goals, etc.  Many other individuals will also be preparing your record to best reflect all that you have done and your future potential.  Each person in this process has your best interest, and the interest of the Air Force, at heart.  

You need to take total responsibility for your application package.  No one else is responsible.  Do what needs to be done, at the right time, in the right order, and with the right results.  If your application is missing an essential component it will be like removing one leg of the three-legged stool.  

Planning – two years to make it happen

The Schedule

2 years before the Board

· Discuss your desire to go to school with your supervisor, education officer, and Chief Nurse.  Set up your schedule to make it happen.  Show it to your superiors.  Ask for their input on your schedule.  Ask for support to make it happen.    Let them know that you would like to be their top pick for an AFIT assignment and what you can do to make that happen.  Remember, the needs of the Air Force need to mesh with your plans, not the other way around!  Meet the needs of the Air Force and yours will be met too.

· Read the most current Call for Candidates letter.  Your Education and Training Office should have a copy, if not it is available on the HQ AFPC homepage http://afas.afpc.randolph.af.mil/medical/dpamn.htm.  The Call for Candidates changes a little from year to year, but not much.  The major change is the number and types of specialty education offered each year.  Understand what they say about qualifications, experience and academic requirements, etc.

· Call the Air Force Nurse Consultant or someone who works in the area you are interested in.  Ask for their advice.  You may discuss your desired career field with a person who has completed the program you want to attend.  Their advice will be invaluable to your planning.

· Ask for an assignment in the appropriate clinical area.  If you want to do a program that is inpatient care and all of your experience is outpatient, ask how you can plan on moving into the clinical area that matches the experiential requirements.  You may need to consider obtaining experience external to your MTF.  If this is the case, discuss this with your Supervisor.

· Study the area of interest.  If there is a certification available, and you are qualified, take the test.  When you become certified, make certain it is reflected in your official Air Force Record.  You can also find the guidelines for doing this at above web address.

· Anticipate the need to complete PME.  If you are eligible, apply for it and complete it before the board meets.  Make certain successful completion is reflected in your official record.  If you are in the process of taking the last exam, discuss this in your cover letter or chronological listing of military schools and give the date you will complete the requirement.  The Selection Board looks for PME and expects it to be completed.   On rare occasions you may get selected with the “condition” that you complete the PME by a certain time.  All things being equal have it done before you meet the board, or at the very least make a statement that you are currently enrolled and state the anticipated completion date!

· Your OPR this year should reflect an assignment, or plans for one, in the appropriate clinical area that would support the course of study you will be applying for.  

· It is essential that you look over your academic record, your transcripts, and honestly reflect on your GPA.  If, for some reason, you were young once and don’t have a stellar academic record, you will need to have a plan to make yourself competitive in the applicant pool you will be diving into!  The best way to do this is to take academic courses that are either prerequisites to your graduate program, and successfully pass them, or take courses that will be applied toward your academic degree.  Do not take a course in basket weaving, tuba playing, etc.  The board, and the admission committee of any school you may apply to, would want to know you can do the hard stuff.

To summarize, you began this year by making a plan and executing it.  You sought support from your superiors and education officer, discussed the desired field with experts, learned about the application requirements, planned for experience that matches the degree, sought or planned for certification if appropriate, and met, or planned to meet, the PME requirements appropriate for your rank by the date of the board.  You have also been honest with yourself about your academic past and made a plan, if needed, to improve your competitive position. This has been a very busy year.  Every step has been planned, executed, discussed.  You will be able to see the fruits of your labor during the next 12 months.  

1 year before the Board

· If you need to take academic courses, plan to take them early in the year before the board.  Make certain that your transcripts are sent to AFIT immediately!  You can do self-study on the Internet, take a course at a local college, or do one by correspondence.  Make certain you have planned your time to be successful.  It is essential that you are successful.

· Continue working in the area of interest.  Learn all you can about it and if possible, you may want to touch base again with the consultant to discuss what you have accomplished and your plans for the upcoming year.

· Keep the goodwill going with your supervisor and Chief Nurse.  Let them know where you are on your plan and timeline and what you will be doing during the year.

· If you are working on PME, complete it.  Make certain it is in your record.

· Review your military record at least three times this year.  Once at the beginning to see that everything is correct, if it isn’t review it again once you have submitted corrections.  The final review should be about a month before the board.  A lot of people will be working with you to do the corrections, but ultimately it is your responsibility to make certain it happens.  Remember, a lot of people can apply for an AFIT board, the sooner you take care of your record the better off you will be.

· The GRE:  You need to begin this year making certain you have a plan for studying; taking, and reporting your GRE score.  Do NOT listen to anyone else about his or her GRE score.  You need to do your very best on this examination.  You need a plan.  Review the material in this document; plan to take a review course or study on your own.  Plan, study, execute.  If you don’t have the score you want, know what you will do to improve it.  With rare exception, few individuals can take this test cold.  Give yourself room and allow yourself enough time so that your score is sitting at AFIT in enough time to be reviewed.  AFIT WILL NOT WAVE A GRE SCORE BELOW THE MINIMUM.

· Mental rehearsal:  Get ready for your interview.  Have someone interview you that knows the field.  Consider why you want to do this course of study and be articulate about it.  Consider your family and the understanding and support you will have from them during those long nights when you are studying.  Family and friend support is essential.  You will get up and go to school every day.  School will be your job; you will go to classes, clinical, and the library.  You will read more than you can imagine, and you will write more than you ever thought you could.  You will need to plan family time!  Be prepared to talk about all of this with the interviewer.  

· Write your essay in a way that clearly articulates what you want to do.  Make this perfect!  Ask others to read it and comment on it.  Take this part of the application process very serious.  Run spell check!!!!  Answer the questions.  Along with your military and academic records, test scores, and interview write up, this will tell the board who you are, what you want to do and why.  Avoid being glib or cute.  Tell the board what you want to do with this degree for the Air Force!!!

· Discuss with your rater that the last OPR before the board should have a statement such as:  “Recommend for AFIT assignment in CRNA program”.

This year can be summarized as follows: you continued to seek support from your superiors and education officer, completed an honest appraisal of your academic record and made plans for improvement if needed.  You planned your execution of the GRE.  You took it in a manner that was calm, informed, and studied.  You got ready for your interview, made certain your records were ready, that AFIT had all of your transcripts, and that your military record reflects your hard work for the Air Force.  Your essay is polished and reflects who you are and what the Air Force will gain by sending you to school.  Your last task was to make certain your OPR has the recommend statement on it.  

The time period between the Call for Candidates and the Board can be short.  Some times it is only 6 weeks.  So, every day you plan will be time spent carefully pulling all of these elements together.  If you have followed this plan, you can also probably submit your application, make a couple of phone calls to follow up on a couple of items and take a vacation.  Those who don’t follow the plan will be running around trying to make it all happen, people they need to talk to will be on vacation or will have PCS’ed and their replacement won’t be in.

So, what do you choose?  It is your career, your education, and your plan.  No one else is responsible.  Pull the plan together, make it happen and enjoy moving up to the next level in your Air Force career.  Good Luck!

Chapter 2  - Your Military Experience

Duty assignments

You need to be proactive in selecting your duty assignments.  Your record will be reviewed for clinical experiences that match the experience requirements for your desired field of study.  

Communication with your Supervisor and Chief Nurse

As noted in Chapter 1, discuss your desire to go to school with your supervisor and Chief Nurse.  Set up your schedule to make it happen.  Show it to your superiors.  Ask for their input on your timeline.  Ask for support to make it happen.  Let them know that you would like to be their top pick for an AFIT assignment and what you can do to make that happen.  If you need to PCS, ask them for this recommendation in your Transitional Officer Development Plan (T-ODP).

Gaining the experience that matches your application

As noted in Chapter 1, ask for an assignment in the appropriate clinical area.  If you want to do a program that is inpatient care and all of your experience is outpatient, ask how you can plan on moving into the clinical area that matches the experiential requirements.  You may need to consider obtaining experience external to your MTF.  If this is the case, discuss this with your Supervisor.  You will not be competitive if your experience does not meet the requirements outlined in the Call for Candidates.  For example, you wish to apply for the CRNA program, yet your experience does not reflect critical care.  Request a transfer to a critical care area, if not available at your duty station then seek a PCS assignment where you can gain the experience.  

If you are long term planning let your chain of command and assignment officer know of your desire for a particular unit or area using your T-ODP.  The assignment officers take this information seriously and will make every effort to accommodate your request.  It cannot be emphasized enough to keep your Chief Nurse and supervisor in the planning loop so they can support your plans in their communication on the T-ODP.

Your OPRs

It is imperative that your experience is accurately portrayed in your OPRs.  The board will scrutinize your record for evidence of qualifying experience and solid performance.   For instance, you are applying for pediatric nurse practitioner (PNP), but work in a Family Practice Clinic.  What can you do to reflect pediatric nursing practice?  

· Ensure that your job description highlights this scope of practice

· Work with your supervisor to include examples of clinical events or leadership in pediatric practice

· Shadow a PNP for extended periods of time; i.e. one day a week

Equally important is seeking an AFIT recommendation in your OPR by your senior rater.  But be consistent, it doesn’t look good if your recommendation is for one specialty and you apply for another, it may paint you as indecisive.  

Lastly, the board will view your record in terms of being strong for promotion purposes and your ability to be able to complete your active duty service commitment.  Therefore, when considering an AFIT assignment, keep in mind when in your career is best for an AFIT assignment.  If you will be meeting a promotion board before you start school and are not selected, you will lose your AFIT assignment.  Meeting promotion boards while in school is historically sub optimal.  The best scenario is to be able to complete your school, PCS, and have a least one OPR written before you meet the board.

The Chief Nurse Recommendation

The recommendation from the Chief Nurse must be strong.  You can help this process by ensuring your rating chain and the Chief Nurse are aware of your accomplishments.  You must keep your Transitional Officer Development Plan (T-ODP) up to date.  If your Chief Nurse is not your reviewer, alert your supervisor/reviewer that your T-ODP must be routed to the Chief Nurse.  The Chief Nurse, in turn, must comment and address your potential to succeed and provide a concise bottom line recommendation.  If your CN is reviewing multiple nominees for the same training, he or she must stratify the recommendation, i.e. “My number one of 30”.  The Education Selection Board (ESB) will review your T-ODP along with your master personnel record and application.
Certification

National certification in nursing is a professional milestone that demonstrates experience and knowledge in the specialty and is considered very favorably by the board.  Having the “M” prefix to your AFSC signifies certification and is important both for AFIT selection and for promotion.  AFI 41-104, Professional Board and National Certification Examinations, outlines the procedure for reimbursement for sitting a national certification exam.  Two important items to remember are:

· Before you decide on a certification, check the Air Force Nurse Corps approved list of certifying agencies.  If the certification is not on the list, the “M” prefix will not be added to your AFSC

· Once you obtain an approved certification, you must ensure they are documented in your Master Record.  The procedure is found under the Hot Topics section of the following web page http://www.afpc.randolph.af.mil/medical/Nurse_Corps/Nurse_Ed.htm 

PME

PME is absolutely critical to your career!  Records without PME are not as competitive.  If you are still selected without your PME, then you will be placed in a contingency status, meaning you must complete your PME prior to starting school.  If you fail to do this you will lose your AFIT assignment.  The board historically views PME as follows

· If you have been recently promoted to Captain or Major the board usually makes an allowance for this, obviously there is insufficient time for you to complete it prior to the board.  However, you will still be required to complete it prior to your school start date

· If you have not been recently promoted, but are enrolled in PME, indicate your enrollment status and expected date of completion either in your chronological listing of military schools or the cover letter.  This lets the board know you are serious about your PME and have a plan to complete prior to your school start date

· People who are senior in their rank without PME, may be considered less competitive

Chapter 3 – My GPA

I was young once

“My GPA doesn’t meet the minimum…. I was young once…what am I going to do?”  The key factor here is that it is your GPA and it is yours to improve!

If you’re reading this section you need to first acknowledge that you have been successful in your past endeavors.  You earned a college degree, passed a state board examination, hold a license, and you are an officer in the United States Air Force!  What else have you done that you consider part of your success?  Thinking about your GPA in perspective is important before you attempt to create a record of your future success in graduate education.  

Obviously this step will need to be incorporated into your long-term plan.  If you have multiple distractions, responsibilities, and/or limited time, consider the outcome you want to achieve.  Set yourself up for success BEFORE you begin to repair your GPA, otherwise you will adversely affect this part of your academic record.  

Both the Selection Board and the Admission Committee of the school you apply to will look with interest at your efforts to improve your academic record.  Approach this step with a detailed plan.  Others have done the steps listed below with positive results.  They repaired their GPA, demonstrated several key characteristics that are favorable to both the Selection Board and the university graduate admission committee, and went on to complete their AFIT assignment.  You can do it too!

What to do

Step one – Review the admission requirements for the program you want to attend.  Does it require an overall undergraduate GPA of 3.0?  Are there any sub categories such as an undergraduate science GPA of 3.0?  What courses are prerequisite to the program?  What are the courses you will be taking in the graduate program?  This step allows you to identify your short and long term goals toward rehabilitation of your GPA.

Step two – Identify undergraduate level course work that must be accomplished prior to starting the program.  If you have deficits, plan on taking the courses.  If you took the courses years ago, and/or didn’t do well in them, consider repeating the courses.  Most courses you will need can be accomplished via a distant learning format or at a local college or university.  This step demonstrates several important characteristics about you that will be noted:  commitment, initiative, perseverance.  

Step three – Ensure success!  If you have difficulty with reading, writing, test taking, or calculations identify a means to get counseling and practice.  An example might be taking a speed-reading course, practicing basic math skills on computer software used in high schools, finding a course in test taking.  This step demonstrates self-awareness and a willingness to be self directed to improve.   

Step four – Take graduate level course work that can be applied toward the degree you want to obtain.  Make these courses substantial and meaningful.   Even if you get accepted to the program and repeat the course again, you will be ahead of the game!  This step demonstrates to the Selection Board and to the university admission committee your ability to do graduate level course work.  

Chapter 4 – Having a Plan – The GRE

Changes to the Exam

Get organized…the GRE has Changed…Are you Ready!

Air Force Nurse Corps Officers seeking AFIT assignments have a responsibility to prepare themselves for all aspects of the application process.  Preparing to take the Graduate Record Exam (GRE) requires a dedicated, organized and studied approach.   Careful preparation for the GRE is essential to make your application competitive in the AFIT board selection process.  The information provided in this handout is a compilation of information available on the Internet, and comments prepared by the members of the HQ AFPC/DPAMN office.  

If you feel as if graduate school admission standards are getting increasingly stringent, then you are not alone. Universities are looking longer and harder at applications, and admissions exam administrators are revamping their tests to better reflect what institutions want from prospective graduate students. The GRE is the latest test to undergo such a transition. 

Exactly What Are the Latest Changes?

In October 2002, the GRE omitted the analytical portion of the General Test and incorporates an analytical writing assessment. According to the Educational Testing Service (ETS), who are the GRE administrators, the change is to help admissions committees better examine applicants' critical-thinking skills and ability to evaluate arguments. Fortunately for you, this writing section will be identical to the stand-alone writing test that has been administered to GRE takers for years. Unfortunately, if the defunct analytical section was where you scored highest on practice tests, then you must find another section to help boost your score.  If you have taken the GRE prior to this change and the score was obtained within the past five years, it is anticipated that AFIT will grandfather the GRE scores.

Graduate Record Exam

The General Test measures verbal, quantitative, and analytical skills that have been developed over a long period of time and are not necessarily related to any particular field of study.

Verbal: 30-minute section (30 questions) — The verbal measure tests your ability to analyze and evaluate written material and synthesize information obtained from it, analyze relationships among component parts of sentences, and recognize relationships between words and concepts. Because students have wide-ranging backgrounds, interests, and skills, the verbal sections of the General Test use questions from diverse areas of experience. The areas tested range from the activities of daily life to broad categories of academic interest such as the sciences, social studies, and the humanities.

Quantitative: 45-minute section (28 questions) — The quantitative measure tests your basic mathematical skills and your understanding of elementary mathematical concepts, as well as your ability to reason quantitatively and solve problems in a quantitative setting. The content areas included in the quantitative sections of the test are arithmetic, algebra, geometry, and data analysis. These are content areas usually studied in high school. 

Analytical: 65 -minute section — This section has now changed.  The new measure contains two tasks. The first task, which is 45 minutes, asks you to address an issue from any perspective that you wish. Next, you must provide reasons and examples that support your point of view. The second task takes 30 minutes, presents an argument, and asks you to determine how well thought out and reasonable the argument is.  To learn more abut the GRE analytical writing measurement go to http://www.GRE.org/writing.html.

Cumulative reporting

GRE score reporting is cumulative. Current GRE Board policy states that your scores are reportable for 5 years. All scores earned during this time will be reported to each institution you designate. You may choose to send only General Test scores, only Subject Test scores, only Writing Assessment scores, or any combination of the above, but you may not choose to have only those scores from a specific test date reported. Your score report will indicate your designated recipients and your cumulative record. However, your designated recipients will not receive information about the other score recipients you have chosen.

How does the computer-based general test work?

At the start of the test, you are presented with test questions of middle difficulty. As you answer each question, the computer scores that question and use that information, as well as your responses to any preceding questions and information about the test design, to determine which question is presented next. As long as you respond correctly to each question, questions of increased difficulty typically will be presented. When you respond incorrectly, the computer typically will present you with questions of lesser difficulty. Your next question will be the one that best reflects both your previous performance and the requirements of the test design. This means that different test takers will be given different questions.

Because the computer scores each question before selecting the next one, you must answer each question when it is presented. For this reason, once you answer a question and move on to another, you cannot go back and change your answer. The computer has already incorporated both your answer and requirements of the test design into its selection of the next question for you.

Each computer-based test section meets pre-established specifications, including the types of questions asked and the subject matter presented. The statistical characteristics of the questions answered correctly and incorrectly, including the difficulty levels, are taken into account in the calculation of the score. Therefore, it is appropriate to compare scores of different test takers even though they received different questions.

ETS has conducted research studies indicating that computer-based General Test Scores are comparable to scores earned on the paper-based General Test.

Preparing for the GRE

Get Familiar with the Test before Test Day – It is never wise to take the exam cold!
· Learn about the test. It's always best to know as much as possible about what to expect, before you arrive at the test center. Each test has a free Information Bulletin or Web site prepared by the test-maker to get you started. These are valuable resources for learning about: the purpose of the test, the content of the questions, procedures on test day, test preparation strategies and materials, and also include free sample test questions. They also describe the test. That means the number of sections on the test and the content (e.g., math, verbal or a subject area), the number of questions in each section, the time allotted for each section and the total test duration for your specific test. Some sections of some tests may NOT be computer-adaptive. Be sure to check for the test you are taking!

· Once you know what to expect on your test, it's time to practice. At minimum you should do some sample questions from each section of the test to get familiar with them. Sample test questions can be found in the Information Bulletin for most testing programs, or on the test-maker's Web site. Or, you can obtain test preparation materials from the test-maker directly, on their Web sites or at most bookstores.

· Whenever possible, try practice test questions under timed conditions so that you get used to the pace of the test. In other words, if there are twenty questions in a section and you have a total of 40 minutes to complete the section, give yourself an average of two minutes to complete each sample question. When you are practicing, keep your time in mind and remember that if you spend too much time on one question, you will have less time to spend on the rest.
· Use the computer tutorial to your advantage. Some testing programs will have you complete a computer tutorial at the test center, before the actual test begins. For other tests, the tutorial is provided as part of the test preparation package or can be downloaded for free from the testing program's Web site. This tutorial will let you try out the functions of the computer (e.g., the mouse, the scroll bar) that you will need to use during the test.

Once the test is under way, you can always click on "Help" to review the directions or a summary of the tutorial again, but be aware that this will count against your allotted time for that section of the test.

You can find free GRE prep material on the ETS Web site:   http://www.gre.org/pracmats.html#gentest 


Pace yourself throughout the Test -- You want to finish!
· Pace yourself. Use the resources available for test practicing (Bulletins, Web sites, test preparation books, software or CDs) to get familiar with the test and test instructions before you get to the test center. Read the directions carefully before you begin. The directions at the beginning of each test section tell you the total number of questions in that section as well as total time allotted for that section. Try to budget enough time for each question so that you will be able to complete the test without having to rush at the end of each section. Keep in mind the average amount of time you may want to spend per question. Once you start the test, an onscreen clock display will continuously count down the remaining time. You can hide this display if you want, but it is a good idea to check the clock periodically to monitor your progress. The clock will automatically alert you when 5 minutes remain in the allotted time for that section.

· Use your time wisely. Read each question carefully, eliminate the wrong answers and select the best choice. Don't let yourself get stuck on a tough question and lose time. Keep moving through the test and try to finish each section.



Know the Rules -- No skipping allowed!
· Computer-adaptive tests (CAT) require that you answer every question in the order it is presented. You can't skip a question and go back. The computer selects the next question you see from a large pool of available questions based upon your previous responses.



Understand How the Test is Scored -- It's about more than just right answers!
· CATs are scored differently than most paper-and-pencil tests. Your score on a CAT test depends on a combination of such factors as:

· The number of questions you answered within the allotted time

· Your performance on questions answered throughout the test

· The statistical characteristics of questions answered throughout the test (including difficulty level)

· Each testing program has slightly different scoring rules. Be sure you read the section about scoring in the test-maker's Information Bulletin or Web site for the particular test you are taking.



Don't Panic if You Don't Know an Answer!
· Don't spend too much time on any one question. The last thing you want to do is waste a lot of valuable time on any one question. If, after you've given it a reasonable amount of thought, you don't know the answer, eliminate as many answer choices as possible and then select and confirm the answer you think is best. Keep going and aim to complete the test.

· If you are running out of time at the end of a section, make every effort to complete the test. Data indicate that most candidates get higher scores if they finish the test. In fact, based on analyses of CAT test takers, a majority of test takers will score higher if they finish the test than if they do not attempt to answer all of the questions. There is a chance that guessing at the end of the test can seriously lower your score. The best strategy is to pace yourself so that you have time to consider each test question, so you don't have to guess.

Review material
We strongly recommend review of the material tested on the GRE BEFORE you take the test.  The options for GRE review prior to testing have expanded in recent years.  In addition to the review books and self-study and review course offered by universities and testing services, online review courses are available.   A search of www.google.com using the search terms “GRE review” produced numerous websites with review options.

Retesting
Data on the General Test show that repeaters on average show a slight score gain; but this finding is tempered by the observation that repeaters are typically a self-selected group who believe that repeating the test will increase their scores. Retaking the Subject Tests may help you in certain circumstances. 

If you have studied for a considerable period of time in your field since last taking a Subject Test, a retake may be advisable. However, unless your scores seem unusually low compared with other indicators of your ability, taking a GRE test again is not likely to result in a substantial score increase. In fact, your scores may drop. 

 Summary
Plan your approach for taking the GRE.  Study.  Understand the test.  Understand the testing circumstances.  Prepare and execute a study/practice calendar.  Schedule the test far enough in advance of the AFIT application process to have your scores reported, and, if necessary, to retest and have the scores reported.  Remember your GRE scores are mandatory by the application suspense date.  If your scores are not available for the Board to review, your application for the AFIT assignment will not be reviewed. 

Chapter 5 – Representing Yourself Well

Writing the Best Essay

This is your opportunity to show the board that you are capable of graduate work and why they should select you!  As noted in Chapter 1, write your essay in a way that clearly articulates what you want to do.  Make this perfect!  Take this part of the application process very seriously.  Run spell check!!!!  Check the grammar.  Answer the questions.  Along with your military and academic records, test scores, and interview write up, this will tell the board who you are, what you want to do and why.  Avoid being glib or cute.  Avoid clichés.  Tell the board what you want to do with this degree for the Air Force!!!
What Should I Convey to the Board?

Be sincere in your approach.  It is helpful to develop a blue print of ideas you want expressed.  Outline answers to the following questions.  As you develop the content, read and re-read your essay.  Does it flow logically?  Is there a transition between major ideas?

· Professional goals

· Explain to the board what you plan to do; where you see yourself in the future 

· How does this degree support your professional goals

· Why you selected the field of study desired

· You may want to highlight your experience/qualifications

· You may highlight your personal desire and motivation

· Do your research, when talking about the specialty; make sure you are accurately describing the scope of practice.  This conveys to the board that you have a realistic and accurate understanding about the specialty and how you feel you can contribute to the career field.

· How will the advanced degree enhance your contributions to the Air Force Medical Service (AFMS) mission

· Ultimately the goal is not to convey how you will benefit, but rather how the AFMC will benefit by your achieving this advanced academic degree
· Envision how you see yourself contributing to the Air Force
What Should NOT be in the Essay

This is not the place to explain any circumstances that could be addressed either in the cover letter, or in your chronological listing of civilian and military work experience and chronological listing of civilian and military schools.  Concentrate on what is asked for.  The cover letter can contain PME status information (remember if your PME is complete, it should appear in your record) or any other issues the board needs to know.  The Chief Nurses’ remarks on the T-ODP can highlight your work performance, motivation, or any unusual circumstances.  Your chronological listing of work experience can highlight work experiences that may not be clear in your OPRs, or highlight civilian experience that won’t be in your OPR but meets the experience requirements needed for your requested field of study.

Who should look at the essay before it is sent

Someone you trust will give you honest feedback!  This may be your Staff Development Officer, your supervisor, and certainly your Chief Nurse.  The important thing is to ask them if they clearly see the answers to the required essay topics.  Are there grammatical errors?  Do the paragraphs flow logically?  Most importantly, does it convey a strong commitment to the Air Force and the needs of the AFMS? 

Chapter 6 – Preparing Yourself Well
The Interview 

All applicants for advanced practice specialties i.e. nurse practitioners and nurse anesthesia, are required to interview with the appropriate nurse consultant.  The results of the interview will be forwarded to HQ AFPC/DPAMN for inclusion in your application.  This is an essential factor in the candidate selection process.  Prior to your interview, you must send your resume to the interviewer; the format for the resume is found in the most current Call for Candidates.

Preparing for the Interview
The first thing you need to do is your homework!  Have you shadowed an advanced practice nurse in the specialty or spent time with a practitioner exploring the scope of practice for the specialty that you are applying for?  This is the perfect opportunity to gain a realistic understanding of the roles, requirements, the positive and the negative aspects about the specialty.  Do some reading, check the professional organization’s websites and journals; look at degree plans offered by various universities.  See Chapter 8 for some helpful websites.  

In your essay and your interview you must convey that you truly understand what you are asking for.  Much like your essay, you need to be able to articulate why you want to be selected and what your professional goals are.  You have to sell yourself, if you have shortfalls in the prerequisite experience or academic requirements address them and discuss how you can or have overcome them.  You may be asked what support system(s) you will have while you undertake an intense curriculum.  As stated in Chapter 1, consider your family and the understanding and support you will have from them during those long nights when you are studying.  Family and friend support is essential.  You will get up and go to school every day.  School will be your job; you will go to classes, clinical rotations, and spend many hours in the library.  You will read more than you can imagine, and you will write more than you ever thought you could.  You will need to plan family time!  Be prepared to talk about all of this with the interviewer.  

Finally prepare yourself mentally and emotionally for the interview.  Consider asking someone from the career field to “pre-interview” you as a dry run.  Remember, whether you are doing a face-to-face or telephone interview, you want to appear calm, poised and confident.

Asking Questions
The interviewer may ask you if you have any questions.  Preplan a few meaningful questions to ask.  School selection is one item of interest.  You may ask if the career field is what they expected it to be.  You may want to simply ask if they have advice to give.  Whatever you ask, it is wise to keep your questions to a minimum.  One or two should be sufficient. 

Chapter 7 – Taking Responsibility

Checking your Official Record
This is a critical step.  You need to ensure that your Master Personnel Record at HQ AFPC is accurate well before the date of the selection board.  The Education Selection Board members will review your Master Personnel Record.  If you are or will be in San Antonio, it would serve you well to go to HQ AFPC Records Section (DPPBR1) and review your record in person.  The contact number for records is DSN 665-2371 or commercial (210) 565-2371.  

You will want to check that your decoration citations are present, ensure that all of your OPRs are posted and in chronological order, ensure that copies of your board certification(s) are present and current.  If any citations are missing, provide copies to your MPF for transmittal to HQ AFPC/DPPBRI, 550 C Street West, Ste 5, Randolph AFB, TX, 78150-4707 for inclusion in your selection record.  If any board certifications are missing, you can fax a copy to HQ AFPC/DPAMN, attention to Mr.Calvin Baker, Jr., DSN 665-0665 OR COMMERCIAL (210) 565-0665.  Mr. Baker will ensure that the copy will be placed in your record.  Also, have your MPF or Personnel Administrative Unit access MILPDS database and review your electronic record for accurate documentation of your AFSC(s), PME, duty history, academic degree(s), national certification(s), absence of any administrative codes i.e. Unfavorable Information File (UIF), or any other discrepancies.

Another tool to assist you is the Virtual Military Personnel Flight (vMPF) on the AFPC web site.  The vMPF is an interactive tool that provides a “live” look into the military personnel data system and allows members to review, maintain and initiate updates and changes to their personnel records over the web.  New vMPF users will need to establish an account, which takes only a few minutes, before using the service.  Individuals may access the vMPF through the AFPC web site at http://www.afpc.randolph.af.mil/  to review personnel data.  Click on the “vMPF” logo at the top right of the page to access the site.  Once in the vMPF, click “Individual Actions,” “Personal Information,” and “Data Verification Brief.”  If you find discrepancies with your data in the vMPF you will need to work corrections with your local military personnel flight.

A frequent occurrence is that the candidates’ latest OPR normally is closed out within a few months of the board date and is not yet filed in the record.  If this is the case, send or fax a signed copy of your OPR to HQ AFPC/DPAMN at DSN 665-2943.  We will place this unofficial copy in your record for the board members to consider.

If you cannot do a record review in person, you can request hard copies of your record by sending a written request letter to the above address.  Please be sure to include your signature and mailing address.  If you have any questions on how to make this request, call DSN 665-2371 for information.

Do I need a waiver?
You have done your best but find yourself needing a waiver for your GRE score or your GPA.  Waivers for undergraduate GPA and GRE scores will be considered on an individual basis for all programs except the doctoral program.  However, dual waivers will not be granted.  In order to be considered eligible for a waiver in one academic category, you should exceed the minimal criteria in the other (i.e. GPA of 2.90 with a combined verbal and quantitative GRE score of 1000 or higher).  

Once you have received your Academic Evaluation Letter (AEL) from AFIT (this process is outlined on page 21), AFIT will state whether you meet or do not meet the eligibility criteria.  If you do not meet eligibility criteria either for your GRE or GPA as described above, you may ask the selection board to consider a waiver request.  You must submit your request for a waiver in your application cover letter with a brief explanation.  Your cover letter may not exceed one page.  Your request will be considered with your package when it is reviewed by the selection board.
Putting it all together
Pay attention to the submission deadline!
If you have followed the plan first outlined in Chapter 1, you are ready to put your package together.  Follow the checklist and flow chart provided in the most current Call for Candidates.  You will have a Academic Evaluation Letter (AEL); cover letter with your supervisor’s endorsement, chronological listing of military and civilian experience, chronological listing of military and civilian schools, your 250-word essay, and a medical qualification letter.  If required, you will also have completed your interview.  Always keep a copy or two of your application package and please contact HQ AFPC/DPAMN at DSN 665-0665 to ensure that your application has safely arrived!!   

The final product
Cover letter:  The cover letter includes your name, grade, SSAN, organization/office symbol, duty station (full military address), duty voice phone, fax phone, E-mail address, national certification status, if any, and the 1st endorsement from your immediate supervisor.  If applicable, include information on plans for completion of course prerequisites.  You may also request a waiver or either the GRE or GPA requirement based on the guidelines previously discussed above; do not request a waiver for both.  Address this memorandum for your supervisor, CN, and HQ AFPC/DPAMN In Turn.  The supervisor endorsement should only contain an overall recommendation of the applicant for the chosen field and must be limited to 50 words or less.

Attachment 1:  AFIT Academic Evaluation Letter (AEL).

Attachment 2:  Chronological listing of all civilian and military experience as a registered nurse, with inclusive dates, name and location of employer, position title and size of unit and hospital.

Attachment 3:  Chronological listing of all civilian and military colleges, universities and schools attended, with inclusive dates and degree or certificate awarded.  Include all professional military education (PME) completed or in which the applicant is enrolled.  If currently enrolled, state enrollment date, progress status, and estimated completion date.

Attachment 4:  A 250-word typed, double-spaced essay, composed and prepared by the applicant, stating professional goals, why you selected the field of study desired, and how it will enhance your contributions to the Air Force Medical Services' mission.  The essay must be in the applicant's own writing style.

Attachment 5:  Medical qualification letter.  See Atch 11 in the current Call for Candidates letter.

Reminders:
a.  Confirm your latest OPR is in the Officer Selection Folder at HQ 

AFPC/DPPBRI (DSN 665-2371).

b. If an interview is required as part of the application process, confirm the interview has been completed.

c. Have you updated your T-ODP and has the CN commented and entered his or her recommendation and forwarded it to HQ AFPC?



c.  Perform a final quality check using the Graduate Education

Application/Final Checklist and forward the completed application directly to:
HQ AFPC/DPAMN





550 C Street West, Suite 27





Randolph AFB TX 78150-4729

Chapter 8 – Asking for Help

Resources
Your Peers:  You have an idea, you know of some colleagues who have pursued graduate education through AFIT, talk with them.  Explore your ideas and questions with them.  Discuss what the specialty is and is not.  They can offer their perspective(s).  Ask them about the process; however, keep in mind that the process may have changed since they went to school.  Refer to the current Call for Candidates for up-to-date information.  

Your Supervisor and Chief Nurse:  Stay engaged with your supervisor and Chief Nurse; they most likely have experience with the process.  They can help you work out a plan to gain the experience you need or approve schedule changes to accommodate any classes you need to complete prior to the board.

Your Education and Training Officer:  This person is vital to the process. He or she will have the most current Call for Candidates and most likely be the facility POC for internally processing or routing your application.

Your Base Education Office:  They can help you schedule your GRE exam.

The Consultants:  Review the most current Call for Candidates.  For each specialty announced the corresponding specialty consultant’s name and contact information is provided.  If you do not fine a particular consultant call HQ ARPC/DPAMN1 DSN 665-0673.  Consultants can offer insights; make suggestions; and provide guidance for you in order for you to be successful.
Air Force Institute of Technology (AFIT)
AFIT/RRE - NEW POLICIES as of 28 May 2004:  AFIT will no longer consider waiver requests, in line with AFIT resident programs. 

· The AFIT Registrar will receive transcripts and GRE scores and prepare the AFIT Form 95, Summary of Educational Record.  
· The AFIT Registrar will evaluate the educational record, based on criteria established by AFPC, and issue one of two letters; this is called the Academic Evaluation Letter (AEL); the letters are no longer called letters of eligibility.
(1)  Academic Evaluation - Meets Criteria

(2)  Academic Evaluation - Does Not Meet Criteria The "does not meet" criteria letter will specify which criteria was not met so that both the applicant and the educational selection board will know where the applicant fell short.  AFPC could then decide whether these applicants would be allowed to meet the boards. 

AFIT will no longer issue waivers to prospective applicants.
You can mail or fax (DSN 785-2791) your request for an Academic Evaluation Letter to the program manager at:  

AFIT/RRE.

2950 Hobson Way

Wright-Patterson AFB, OH 45433

Phone:  DSN 785-6234 Ext. 3133 or you can call toll free at:  1-800-211-5097 Ext 3133

AFIT/CIMI (Allied Health Education Branch) - Once you are selected, you will hear from your AFIT program manager.  He/she will assist you with school selection and program plan.  While assigned at AFIT, your program manager will be your direct supervisor and your link to the Air Force for any questions or issues that may come up.  For more information about AFIT/CIMI, visit their web page at http://ci.afit.edu/CIM/CIMI/cimihome.htm 

Nursing Utilization and Education Branch (HQ AFPC/DPAMN)
Chief, Air Force Nursing Education and Nursing Education Personnel Specialist:  

DSN 665-0673 or 665-0665, or E-Mail:  dpamn1@randolph.af.mil
Both the Air Force Nursing Education Officer and the Personnel Specialist are responsible for the overall advanced education process.  They can answer questions regarding the Call for Candidates letter, the application process, the Education Selection Board process, board certification, Active Duty Service Commitments, and education assignments.  If you have special needs or concerns, either person can assist you.  

AFI 41-117 Medical Service Officer Education, Chapter 1, paragraphs 1.24-1.42 outlines how educational requirements are determined, to include the selection board process. http://www.e-publishing.af.mil/pubfiles/af/41/afi41-117/afi41-117.pdf 
Air Force Education and Training Course Announcements (ETCA)      https://etca.randolph.af.mil/ 
This document outlines AFIT application procedures and outlines the Letter of Eligibility request process.  
Helpful Websites

HQ AFPC/DPAMN Homepage:

http://www.afpc.randolph.af.mil/medical/Nurse_Corps/Nurse_Ed.htm
The Call for Candidates, selection list, board certification instructions, and other 

items of interest are found on this homepage: 

AFIT:  http://www.afit.edu/ 

Certification:  http://nursingworld.org/ancc/ 
Graduate Schools:

· Uniformed Services University Health Sciences (USUHS):  www.usuhs.mil
· University of Texas Health Sciences Center at Houston (Army sponsored program at Ft Sam Houston, Texas): 
· http://registrar.uth.tmc.edu/
· Peterson’s Education Portal:  www.Petersons.com  

[image: image3.wmf]
· www.Discovernursing.com
· http://www.allnursingschools.com/
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Ask not what this degree can do for you. Ask what this degree can to for the Air Force Medical Service.  AIM HIGH!





This mentor guide is so cool it has been adopted by other Corps within the AFMS, and is used worldwide in all MTFs!  If you know how to make it better, call or Email HQ AFPC/DPAMN1!
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