24 May 2007
MEMORANDUM FOR POTENTIAL BIOLOGY INSTRUCTORS

FROM: HQ USAFA/DFB (Attn: Maj Nolan)

SUBJECT:  Contents for Application Package 

1.  The following are recommended items to include when applying for a teaching position at the United States Air Force Academy Department of Biology.  At the very latest packages are due 1 Aug the year prior to when you want to start school.  For example, if you are interested in starting a Master’s or PhD program in the summer/fall of 2008, you should send your package in by 1 Aug 07.

1. Personal letter of intent—WHY you want to apply, what you can bring to the Department of Biology.  This should be addressed to Col John L. Putnam, Department Head, Department of Biology.  Use the Tongue and Quill “personal Letter” format.

2. 5”x7’ full-length service dress color photo – this can often be done in the photo shop on base, but you could do it at any photo studio as well.  Standing at attention, but with a normal expression on your face, as if you were taking a regular photo (with a pleasant smile).

3. Officer Performance Reports (OPRs)*

4. Academic transcript(s) from any and all post-secondary schools, including night schools, etc

5. Supervisor(s) letters of recommendation*

6. Academic letter(s) of recommendation – undergrad/grad professors, any academic mentors you think would be good additions to the package.  Please include all letters into your package before sending it to us. If the authors don’t want you to read them, keep them sealed in an envelope.

7. Some form of assurance (usually printed email) from your AFPC assignment team that shows they are amenable to your desires for pursuing an advanced degree along with a commitment for a 4 year tour as an instructor at USAFA. (Col Putnam generally will not offer an AFIT position unless that he has some assurance that your commander and AFPC will release you.) This is very important.
*(Brand new 2Lts will obviously need some experience before they are able to include an OPR or a letter of recommendation, and most likely a position will not be offered until at least one 3-year operational tour has been completed.)
2. The following items are NOT necessary for the package (the first step), but they are necessary if you want to take the next step (in other words, they do not need to be in the application package, but you may want to start working on them):

a. A completed AF Form 3849, PME/AFIT/RTFB Officer Worksheet.  Schools listed here must meet three basic criteria: (1) tuition cap of $19,400/year; (2) you must complete a Master’s in 18 months, a PhD in 3 years; (3) you cannot take any prerequisite courses concurrently with your AFIT tour.  You should list both state resident and non-resident tuition rates.
b. GRE scores:  these are not necessary to be included in the second package, but applications to most schools require your GRE scores reported by ETS directly to the admissions office.  Most schools require the general GRE test, while others require both the general and the subject GRE tests.  ETS purges your record after 5 years.  If it has been more than 5 years since your last GRE, plan to take it again. 

c. Signed Active Duty Service Commitment (ADCS) Statement of Agreement (3 years for AFIT  Master’s)

3. Send your package, and have your letters of recommendation addressed to:

HQ USAFA/DFB


ATTN: Maj Tara E. Nolan

2355 Faculty Drive Suite 2P404

USAF Academy, CO 80840-6226

4. If you have any questions, please call me at DSN 333-6025 (Comm. 719-333-6025), or email to tara.nolan@usafa.af.mil
//Signed//

Tara E. Nolan, Maj, USAF
Director of Personnel 
Department of Biology

