OTS APPLICANT CHECKLIST
	
	Review Questionnaires 1 & 2
	4-6 months out

	
	Consult with leadership for waivers/eligibility concerns
	4-6 months out

	
	Research AFSCs and figure top 3-5 choices
	4-6 months out

	
	Meet with leadership/CC to express intent
	4-6 months out

	
	Request AF 1413 (Verification of Scheduled Graduation) from school signed/stamped by registrar - if applicable
	4-6 months out

	
	Schedule AFOQT (will need signed AF 1413 if applicable)
	4-6 months out

	
	Take AFOQT
	3-6 months out

	
	Route memorandums to CC (422 request, QFR request)
	

	
	Submit 422 request via My IMR / ASIMS
	3-6 months out

	
	Order official transcripts
	3-6 months out

	
	Write personal statement (page 4 on the Form 56)
	3-6 months out

	
	Get personal statement reviewed by leadership, mentors, other applicants, or OTS selectees 
	3-6 months out

	
	Fill out CC interview (page 6 on the Form 56) and 19 bullets
	3-6 months out

	
	Get CC interview approved by leadership (ratings & bullets)
	3-6 months out

	
	Write Letter of Recommendation (LOR)
	3-6 months out

	
	Route LOR through leadership for review/corrections
	2-3 months out

	
	Print all EPRs
	2-3 months out

	
	Complete applicant profile
	2-3 months out

	
	Route complete package (as complete as possible) to Group/Wing CC for LOR signature
	1-2 months out

	
	Route AAC 05 request to CC
	1 month out

	
	Turn in AAC 05 request to MPF
	2 weeks out

	
	Print VMPF CDB / Record review all pages 
	2 weeks out

	
	Put together all PDF packets and submit package to SharePoint
	1-2 weeks out
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