


�








�











�




















�



�





It is the Supervisor’s responsibility to ensure this document is completed in a timely manner and that the information is accurate and current.





(Current Information is:   If in upgrade training, all entries should coincide with the skill level the trainee is working for.  


For Example, if they are in 5-Skill level upgrade training and there are 3-Skill level entries on the 623a, the 3-Skill level information is not current.  If in TSC R (completed upgrade training and has not been awarded the highest skill level authorized with their current grade) the information should not be more than two years old.)





2.  AF Form 623a can be placed anywhere in the AF Form 623.  However, check with your Section NCOIC to see if there is, or is not, a Section Policy.





3.  As soon as the form is placed in the trainee’s AF Form 623, the trainee’s name must be printed at the bottom of the form.





4.If the individual is in upgrade training or qualification training, documentation on the 623a will be monthly.





5.  If the individual is in TSC R, documentation will be (as a minimum) annual tour accomplishments.





6.  All entries must be signed by both the supervisor and trainee.





7.  Once the information on an AF Form 623a is deemed “noncurrent” or outdated, it should be removed and given to the individual.  Never throw away or file any information from another individual’s 623.  This is their property you are maintaining.  The documents will be given to the individual and you should recommend that they keep their own personal file.�
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Mandatory Requirements








Intitial Evaluation





CDC Progression / Non-Progression





Any Interruptions in Training





Decertification of Specific Task(s)





Progression / Non-Progression of Upgrade Training





Commander’s Evaluation due to Two-Time CDC EOC Failure
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Suggested Entries
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CDC Briefing





Section Newcomer’s Briefing





Any Counseling Sessions





All Mandatory Upgrade Requirements Briefed





Special Schools, Courses, Training Sessions, etc.





PME Enrollments
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Status of Trainees Awaiting Tech Schools





Anything Necessary to Justify a Position Taken





Any Outstanding Accomplishments by the Trainee





If It is Mandatory to Do - Document at Completion





Request for Upgrade Actions





Annual Tour Accomplishments


