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The OPR for this supplement is 61 MSS/DPMP (Capt Charles Cates).  This supplement implements and extends the guidance of Air Force instruction (AFI) 36-2803, The Air Force Awards and Decorations Program and AFSPC PPGM 02-09.  This supplement describes SMC’s procedures for use in conjunction with the basic AFI.  

1.  (3.6.)  (ADDED) Presenting Decorations.  Supervisors and commanders have the direct responsibility to ensure timely presentation of decorations.  In PPGM 02-09, paragraph 9, AFSPC dictates its goal is “at least 90% of all decorations on members PCSing, separating or retiring will be ready for presentation prior to the member’s departure.  Each wing must have a process in place that tracks all decorations and ensures the command goal is met.”  The following outlines LAAFBs method for reaching this goal.

1.1.  LAAFB Decoration Accountability Process:  “Pin ‘Em Where You Win ‘Em (PWYW).  Process to reach AFSPC goal consists of three parts:  establishing suspense goals, tracking the suspense goals, highlighting decorations not meeting these suspense goals.

1.1.1.  Suspense Goals.  MPF established suspense goals to ensure enough time to process and present a decoration to an individual prior to departure, separation, or retirement.  MPF also established suspense goals not specifically governed by PWYW or AFSPC 90% goal.  They are listed in Table 1.1.

Table 1-1.  Awards timeliness chart

	Suspense Goals under PWYW and AFSPC 90% Goal

	 
	 

	Reason for Decoration
	Suspense Goal

	PCS/Retirement/Separation
	Due to MPF 30 days before projected departure, separation, retirement date

	 
	 

	Suspense Goals not Specifically Governed Under PWYW and AFSPC 90% Goal

	 
	 

	Reason for Decoration
	Suspense Goal

	PCA
	Due to MPF 30 days before projected permanent change of assignment date

	Act or Achievement
	Due to MPF 60 days after completion date of act or achievement 

	Extended Tour
	Due to MPF 60 days after rater has determined a ratee on an extended tour (3 yrs or more time on station) deserves recognition


1.1.2.  Tracking suspense goals.  In order to facilitate tracking suspense goals under PWYW, 61 MSS/DPMPE coordinated an improved decoration processing system and more clearly outlined roles and responsibilities of various organizations.  Decorations Monitors and Commander Support Staff Training slides containing a more detailed explanation of this system can be found on the MPF home page under the Career Enhancements section. 

1.1.2.1.  Decoration Citation Package and DECOR-6 Processing System.  Figure 1-1 outlines the system.  Use the following definitions as clarification in processing.

Initiating Document:  Any document prompting recognition by decoration.  Includes assignment RIPs, separation orders, or retirement orders.

DECOR-6:  Personnel Data System printout listing information to be used in completing a decoration.

Citation Package:  Staff package created in accordance with the 61st Mission Support Squadron Decorations guide.  Includes all documentation for the decoration to include DECOR-6, citation, OPRs/EPRs, and other documentation as required.

Figure 1-1.
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1.1.2.2.  Roles and responsibilities.

1.1.2.2.1.  Military Personnel Flight (MPF) Awards and Decorations section (61 MSS/DPMPE).  Process initiating documents to include assignment notifications and separation/retirement orders.  Process decorations signed by the approval authority, cut orders, and update personnel data system (PDS).  Conduct decoration accountability program to include monitoring of decoration timeliness under PWYW and reporting timeliness data to base populace at Commander Management Review (CMR) briefing.  Maintains 61st Mission Support Squadron Decorations Guide to educate and aid supervisors in creating proper decoration citation packages.

1.1.2.2.2.  Commander Support Staff (CSS).  Further process initiating documents to include assignment notifications and separation/retirement orders.  Print, track, suspense, process decoration notice (DECOR 6).  Review, track, process citation package.  Review, gather unit inputs on accountability reporting for CMR slides and communicate to MPF.  Maintain current listing of unit decorations monitors.

1.1.2.2.3.  Unit Awards and Decorations Monitors.  Ensure updated appointment letter on file with Commander Support Staff.  Perform duties as awards decoration expert in the unit.  Actively pursue processing and tracking citation packages.  Communicate updates to accountability reporting to CSS.  
1.1.2.2.4  Supervisors.  Decide if individual is deserving of decoration.  Initiate and create citation package according to 61 MSS Decorations Guide which can be accessed on the Military Personnel Flight home page under the Career Enhancements section. 

1.1.2.2.5  Commanders and System Program Office (SPO) Directors.  Verify supervisor requests for decorations.  Review citations for strength, accuracy, and appropriate level of award and sign DECOR-6.  NOTE:  See AFI 36-2803, para. 3.1. for questions on who is authorized to sign DECOR-6.

1.1.2.2.6.  Approval Authorities.  Final authority on who deserves decoration.  Signs, downgrades, or disapproves decoration citation package.  Assigns staff to track and further process packages.  The following approval authorities are authorized at LAAFB (please see the 61st Mission Support Decorations Guide for a current listing of approved signature blocks.)
1.1.2.2.6.1.  SMC/CC.  SMC/CC has authority to sign AFAM, AFCM, and MSM for all ranks.  Normally will sign AFAM, AFCM, and MSM for Lt Col and above.
1.1.2.2.6.2.  SMC/CV.  SMC/CV has authority to sign AFAM, AFCM, and MSM for Majors and below.  Also has authority to sign AFAM, AFCM, and MSM for all enlisted ranks.

1.1.2.2.6.3.  61 ABG/CC.  61 ABG/CC has authority to sign AFAM for all 61 ABG personnel and all Honor Guard members.
1.1.2.2.7.  Command Chief.  Reviews all enlisted decoration citation packages for accuracy and appropriateness.  Serves as advisor to approval authorities on enlisted decoration issues.

1.1.2.2.8.  First Sergeant.  Reviews enlisted decoration citation packages for accuracy and appropriateness.  Serves as advisor to commanders and directors on enlisted decoration issues.

1.1.3.  Highlighting decorations not meeting suspense goals.  61 MSS/DPMP has developed a process to identify and highlight decorations not meeting PWYW suspense goals.  61 MSS/DPMP will create CMR slides showing those decorations currently not meeting PWYW suspense goals.  The slides will be created from a projected departure listing queried from the Personnel Data System.  For the purposes of PWYW tracking, a decoration will be considered complete:

a)  When the MPF receives a decoration signed by an approval authority, updates the personnel 

     data system and member’s records, cuts orders, and forwards to unit for presentation  <OR>

b)  When the MPF receives a disapproved DECOR-6 from an individual’s supervisor.

Figure 1-2 outlines this process.

Figure 1-2.  Process to report decoration accountability.
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