61st Military Personnel Flight Decoration Guide, 14 Jan 2004

FOREWARD

Welcome!  The Military Personnel Flight’s (MPF) Awards and Decorations Section (61 MSS/DPMPE) put together this guide as an instructional tool for you--the Space and Missile Systems Center (SMC) and 61st Air Base Group (61 ABG) staff, supervisors, and decoration monitors.  We produced the guide to capture both AFI-required guidance and the myriad of additional staffing elements that have been established at base level.  The overall goal of the guide is to assist supervisors and commanders in preparing accurate and complete decoration staff packages for the most commonly issued decorations. 

Decorations discussed in this guide are the Military Outstanding Volunteer Service Medal (MOVSM), the Air Force Achievement Medal (AFAM), the Air Force Commendation Medal (AFCM), the Meritorious Service Medal (MSM), and the Legion of Merit (LOM).  The guide is not intended to be all-inclusive and will not provide guidance concerning acts of courage or heroism.  Nor will the guide specifically address responsibilities and outline policies and procedures for processing a particular decoration.  These aspects are addressed in detail in the SMC Supplement to AFI 36-2803 posted at the link shown below under the Career Enhancements web page.  Similarly, the SMC Decorations Guide should not be substituted for Air Force Instruction (AFI) 36-2803, Air Force Awards and Decorations Program, or DoD Manual 1348.33-M, Manual of Military Decorations and Awards.  We encourage you to review these documents along with the guide to get a more complete picture of the decorations program. 

Specific guidance for awards and decorations or information not covered in this guide should be directed to 61 MSS/DPMPE, The MPF Awards and Decorations element. 
The following directives cover the Decorations Program:

AFI 36-2803, the Air Force Awards and Decorations Program

http://afpubs.hq.af.mil/pubfiles/af/36/afi36-2803/afi36-2803.pdf
SMC Supplement to AFI 36-2803, the Air Force Awards and Decorations Program

http://www.losangeles.af.mil/ABG/mss/MPF/DPMmain.html

AFI 33-328, Administrative Orders

http://afpubs.hq.af.mil/pubfiles/af/33/afi33-328/afi33-328.pdf
AFMAN 37-139, Records Disposition Schedule

http://afpubs.hq.af.mil/pubfiles/af/37/afman37-139/afman37-139.pdf
AFCSM (AF Computer Systems Manual) 36-699, Volume 1,

Personnel Data Systems Instructions for PC-III
http://www.afpc.randolph.af.mil/pds/docs/AFCSM36-699V1_1-7_31Jan00.doc
61st Mission Support Squadron Awards and Decs Web page
http://www.losangeles.af.mil/ABG/mss/MPF/DPMmain.html
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SECTION 1:  REASONS FOR SUBMITTING/NOT SUBMITTING A DECORATION

1.1.  Objective.  The objective of the Air Force Military Awards and Decorations Program is to promote morale, incentive, and esprit de corps.  Individual decorations provide a means of accomplishing this objective through public recognition for acts of bravery and meritorious and outstanding service to the United States.  To preserve the integrity of the Military Awards and Decorations Program, decorations should be awarded only for recognized acts or services that are clearly and distinctly outstanding in nature and magnitude.

1.2.  What to Review.  When deciding whether to submit a decoration, you should consider the individual’s service during the time the award covers.  The Personal Information File (PIF), Unit Personnel Record Group (UPRG), and Unfavorable Information File (UIF), if applicable, should be reviewed.

1.3.  Other Considerations.  The information below was derived from Air Force Instruction 36-2803, The Air Force Awards and Decorations Program.  It should be considered before submitting someone for a decoration.

1.3.1.  A decoration should never be awarded to a person whose entire service for the period covered by the decoration has not been honorable (including decorations for outstanding achievement or volunteer service).  A decoration submission should not cover periods in which the individual has been convicted by a court martial, has received Article 15 punishment, is on a control roster, has an active UIF, has repeat unsatisfactory progress on the Weight Management Program, has received a referral performance report(s), or has been denied the Good Conduct Medal.

1.3.2.  Decorations should be restricted to recognizing meritorious service, outstanding achievement, or acts of heroism that clearly place the individual above peers and should never be used as a token effort to “do something for the people.”

1.3.3.  Superior duty performance, attainment of honors based solely on academic achievement (such as graduating with honors from an NCO academy or other course of instruction), or receipt of other forms of recognition (for example, selection as airman of the month/year or identification as a superior performer by the IG) do not in themselves justify award of a military decoration.

1.3.4.  No individual is automatically entitled to an award upon completion of an operational TDY or departure for an assignment (PCS/PCA).  In addition, if a decoration is submitted due to a Permanent Change of Assignment (PCA), the new assignment must be markedly different than the previous duty.

1.3.5.  Air Force Commendation Medals are normally awarded to outstanding company grade officer/junior NCOs and are not authorized for general/flag officers.  Meritorious Service Medals are normally awarded to outstanding field grade officers/SNCOs because their grade would normally assign them to a position commensurate with the level of responsibility implied for these awards.  This is the norm, but an individual’s grade should never be used to determine merit for a decoration.  The merit should be based on the individual’s level of responsibility and manner of performance.

1.3.6.  Outstanding achievement awards should only be awarded when there is no other way to recognize the achievement and waiting would diminish the significance of the accomplishment.  They should not be awarded for completing normal duty performance (such as source selections, launches, etc.) unless the act is truly unusual or outstanding from the norm.  The award should cover a short period of time with a definite beginning and ending date.   In instances where many individuals are affiliated with an outstanding achievement (group nominations), award the medal only to the relatively few individuals whose contributions clearly stand out from the others, and who contributed the most to the success of the program.  Each citation or justification should be different, and show the specific contributions each person made to the program, project, or mission.  

SECTION 2:  DECORATION TIMELINESS

2.1.  Proactive Ways to Meet Decoration Suspenses.  It is the Space and Missile Systems Center’s policy to provide a “Pin ‘Em Where You Win ‘Em” scenario to allow individuals the opportunity to receive their decoration from the unit which issued them the decoration.  The SMC/CC letter on timeliness is shown in Attachment 6 and is based upon AFSPC guidance outlined in PPGM 02-09, para. 9:

“AFSPC’s 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.”

More complete information on this can be found in the SMC Supplement to AFI 36-2803 which can be found under the Career Enhancements section at:

http://www.losangeles.af.mil/ABG/mss/MPF/DPMmain.html
2.1.1.  Ultimately, it is incumbent upon you, the supervisor, to ensure you award your troops decorations in a timely manner.  Supervisors should be proactive about discovering when their troops will be PCSing, retiring, or separating.  Supervisors have a wealth of tools at their disposal to help plan and determine timelines for recognizing deserving troops with decorations.  A great start is AFI 36-2803, The Air Force Awards and Decoration Program.  Other tools include this guide (of course!) in conjunction with the SMC supplement to AFI 36-2803 (mentioned above).  Commander Support Staffs are there to order the all-important DECOR-6 and further assist you in preparing a proper citation staff package.  But the most valuable tool you have is communication with your troop.  Use your initial and mid-term feedback sessions to plan for when your troop may move.  Seek constant feedback from them on their plans--did they put in for an assignment?  When do they reach 20 years time in service?  Are they seeking civilian employment?  Etc., etc…  It is up to you to recognize your troops in a timely and effective manner!
Table 2-1.  Awards timeliness chart

	Reason for Award
	Suspense Goal

	Outstanding Achievement and MOVSM Awards


	Due to the MPF NLT 60 days after the supervisor determines a supervisee is deserving of an award for a certain act or achievement



	Extended Tour         
	Due to the MPF NLT 60 days after the supervisor has determined that a supervisee with 3 years time on station or more is deserving of an extended tour decoration



	Permanent Change of Station (PCS)


	Due to the MPF at least 30 days prior to projected departure date 

	Permanent Change of Assignment (PCA) 


	Due to the MPF at least 30 days prior to projected departure date



	Separation/Retirement


	Due to the MPF at least 30 days prior to separation or retirement date 


SECTION 3: GENERAL DECORATION PACKAGE SETUP AND INSTRUCTIONS

3.1.  Decoration package setup.  Decoration packages should be submitted to the Approval Authority in clearly marked (Grade, Name, Unit, Duty phone, Presentation date, Medal) folder with the following items.
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PROJ DEPARTURE DATE:

INITIALS

DATE.

SUSPENSE TO MPF:

DATE

COMMENTS

UNIT/SPO Dec Monitor

Rater

Flt Chief

SPO Director

CSS

First Sgt (Enlisted)

Commander *

o

L

S

* Ensure that this go to the appropriate CC or CCQ

SO

(MSS, SFS, CS, CONS, MDS)

% s

61 ABG/CCE

61 ABG/CD

61 ABG/CC

SMC/DSI (Officers only)

SMC/CCC (Enlisted)

SMC/CCE

SMC/APPROVING
OFFICIAL

CSS

{61 MSS/DPMPE

Initials:

DATE:

I have personally reviewed the member's PIF/UIF. It does/does not contain derogatory information.

Personal information contained herein: Privacy Act 1974 applies

FIRST SERGEANT/SUPERVISORS SIGNATURE
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MEMQRANDUM FOR SMC DIRECTORS AND COMMANDERS fh‘rg 002

FROM: SMC/CC
SUBJECT: Center Effort to Improve Timeliness of Performance Reports and Decorations

1. The history of severely late Officer Performance Reports (OPRs), Enlisted Performance
Reports (EPRs), and decorations at the Space and Missile Systems Center (SMC) has reached a
critical stage. I will no longer tolerate late OPRs, EPRs, and decorations.

2. Henceforth, I intend to hold the two-letter directors, commanders, and raters directly
accountable, Each late OPR/EPR/decoration arriving to the 6th floor more than 10 days past
closeout for OPRs and EPRs and less than 40 days prior to a member’s change of ‘
station/retirement/separation for decorations, will be accompanied by a letter from the two letter
director or commander explaining why it is late.

3. I.am asking you to clear all late OPRs and EPRs within 14 days of the date of this letter.
From then on, we will maintain a 100 percent on-time rate. For decorations, the goal is te award
them where our troops earned them. I expect each and every member of SMC to support the
OPR/EPR and decoration process and to submit the reports in a timely fashion. Please refer to
the attached point paper on OPR/EPR and decoration timeliness for useful guidelines.

4. Failure to maintain a 100% timeliness rate is unacceptable. Let’s work together to fix this
process. If you have any questions please contact Colonel Murphy (3-3571), my MSS POC
Captain Robert Howard (3-1604), or my Commander’s Action Group (3-1027 or 3-2030) for

more guidance.

BRIAN A. ARNOLD
Licutenant General, USAF
Commander

Attachment:
Point Paper on OPR/EPR and Decoration Timeliness

GUARDIANS OF THE HIGH FRONTIER
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THIS IS TO- CERTIFY THAT

THE AIR FORCE ACHIEVEMENT MEDAL
HAS BEEN AWARDED TO
FIRST LIEUTENANT DEREK W. BECK

FOR

OUTSTANDING ACHIEVEMENT
10 MARCH 2000 TO 9 MARCH 2001

ACCOMPLISHMENTS

First Lieutenant Derek W. Beck distinguished himself by outstanding achievement as a member
of the Los Angeles Air Force Base Honor Guard, 61% Air Base Group, Space and Missile
Systems Center, Air Force Materiel Command, Los Angeles Air Force Base, California. He
displayed superb initiative and dedication to duty which aided immeasurably in 96 hours of
laudatory Honor Guard performances for military honors and cermonies, military funerals and
memorial services, and civilian programs and parades in Southern California. Lieutenant Beck
was key to the success of the Air Force’s Anniversary Reception sponsored by the Secretary of
the Air Force’s Public Affairs Entertainment Liaison Office. In addition, he led the Honor
Guard during formal retirement ceremonies, earning praise from the base leadership for his
performance. The distinctive accomplishments of Lieutenant Beck reflect credit upon himself
and the United States Air Force.

GIVEN UNDER MY HAND
5 APRIL 2003

Vo e S S

BRIAN E. KISTNER, Colonel, USAF
Commander, 61% Air Base Group

AF FORM 2274, 20000101
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THE UNITED STATES OF AMERICA
TO ALL WHO SHALL SEE THESE PRESENTS, GREETING:
‘THIS IS TO CERTIFY THAT THE PRESIDENT OF THE UNITED STATES OF
AMERICA AUTHORIZED BY EXECUTIVE ORDER, 16 JANUARY 1969 HAS
AWARDED

THE MERITORIOUS SERVICE MEDAL
(THIRD OAK LEAF CLUSTER)

O
MASTER SERGEANT EDGAR M. BORROMEO

FOR

MERITORIOUS SERVICE
19 SEPTEMBER 2000 TO 20 SEPTEMBER 2003

ACCOMPLISHMENTS
Master Sergeant Edgar M. Borromeo distinguished himself in the performance of outstanding
Service to the United States Air Force as Superintendent, Family Support Center, 615t Mission
Support Squadron, 61st Air Base Group, Space and Missile Systems Center, Air Force Space
Command, Los Angeles Air Force Base, California. _Sergeant Borromeo spearheaded funding
and cquipping of & basewide 24-hour ielephone service to disseminatc health and customer
Service information. His astute financial expertse was lauded by Air Force Space Command's
fiscal year 2002 Staff assistance visit for his budgel acumen in upgrading computer systems,
fumishings, equipmen, and work/life library worth one hundred thousand dollar. _Sergeant
Borromeo worked hours to package &nd mail 500 donated items to deployed troops in support of
Operation IRAQI FREEDOM. His “take charge atitude” in assisting families through tragedies
and afterwards, camed a personal thanks from the Air Force Chicf of Stafl. The singularly
distincive accomplishments of Sergeant Borromeo reflect great credit upon himself and the
United States Air Force.

GIVEN UNDER MY HAND
07 NOVEMBER 2003

7

e
Space and Missile Systems Center
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Décor-6 Instructions

(Instructions/comments in plain type)

Thu Jan 10 17:24:19  2002  (Date & time product produced)
PERSONAL DATA - PRIVACY ACT OF 1974 (USC 552a)

SUSPENSE:    09 Feb 2002   (HQ AFPC generated-30 days)

(Member's organization and station of assignment)
61 MISSION SUPPORT SQ

LOS ANGELES CA 90245
REPLY TO

ATTN OF:  CAREER ENHANCEMENTS

SUBJECT:  RECOMMENDATION FOR DECORATION -


      Member's rank, last name, first name, MI & SSAN
TO:  Unit/Office symbol of member's supervisor

 ATTN:  Supervisor's rank, last name, first name, MI
IF YOU SUBMIT A DECORATION RECOMMENDATION ON Member's rank, last name, etc.  RETURN THIS FORM, THE CITATION AND THE NARRATIVE BY 09Feb2002.  IF YOU DO NOT PLAN TO RECOMMEND A DECORATION, PLEASE COMPLETE ITEM 8, OBTAIN YOUR COMMANDER'S INDORSEMENT AND RETURN THIS FORM TO US BY                    .  IF YOU NEED ASSISTANCE, PLEASE REFER TO AFI 36-2803, OR CONTACT THE MPF CAREER ENHANCEMENTS AT EXT 363-5255.

1ST IND, Unit/office symbol of the recommending official                    __________

                                                                                                                               DATE

TO:  CAREER ENHANCEMENTS

(For the following items, annotate by underlining or circling appropriate response)
1.
I RECOMMEND AWARD OF:


A.
DECORATION:  Name of DEC for this submission, i.e., MSM     B.  CLUSTER:  See note 1

C.
INCLUSIVE DATES:  See note 2

D.
HEROISM, OUTSTANDING ACHIEVEMENT, MERITORIOUS SERVICE (See atch 16)

E.
RET, SEP, PCS, PCA, EXT TOUR, POSTHUMOUS, ACH, HEROISM  (See atch 16)

F.
IF APPROVED, PRESENTATION DATE DESIRED:  Self explanatory

G.
IF APPROVED, FORWARD AWARD ELEMENT TO:



51 MSS/DPMPE



APO AP 90000



Osan AB Korea

H.
NEXT DUTY ASSIGNMENT OR FUTURE ADDRESS (RET OR SEP):

When item 1G does not contain gaining MPF address for PCS, annotate next duty assignment.  For retirement or separation, include member's future (home) mailing address and for PCAs indicate old and new unit of assignment (i.e., 61 CS to  SMC/IN).

2.
UNIT, STATION OF ASSIGNMENT AND GRADE AT TIME OF ACT, ACHIEVEMENT OR SERVICE (IF ITEM A, B, OR C IS DIFFERENT, CORRECT IN ITEM D, E AND F):  (See note 3)
A:
61 MISSION  SUPPORT  SQ



D:  66 MSS/     

LU1SFB73





      LK1MFB44

B:
LOS ANGELES AFB  CA




E:  HANSCOM AFB MA

C:
A1C  





F:  N/C

RPDE6

PERSONAL DATA - PRIVACY ACT OF 1974  (USC  552a)











Member's rank and name











Member's SSAN

3.
IF POSTHUMOUS, OR RECOMMENDEE IS MISSING IN ACTION OR PRISONER OF WAR, GIVE NAME, RELATION AND ADDRESS OF NEXT OF KIN:  Self explanatory, but critical information, verify NOK through member's MPF.

4.
ARE OTHERS BEING RECOMMENDED FOR SAME ACT/SERVICE?  YES/NO (circle one)  IF YES, ATTACH OTHER RECOMMENDATIONS TO THIS PACKAGE.  EXPLAIN ANY DELAYS, DATE RECOMMENDATION WILL BE FORWARDED AND IDENTIFY OTHERS BY GRADE, NAME, SSAN, PRESENT ORGANIZATION, STATION AND DECORATION RECOMMENDED.  (Can be included on indorsement memo or submit on separate sheet)

(Verify the accuracy of the following information and correct as necessary through the appropriate channels)

5.
CURRENT DUTY TITLE:     AWARDS AND DECORATIONS SPECL

DATE OF CURRENT ASGMT:  01OCT94                                              DAFSC:  3S051

UNIT OF ASSIGNMENT:    61 MISSION SUPPORT  SQ


INSTALLATION OF ASGMT: Los Angeles AFB  CA 90245

EFF DATE OF PROMOTION:  DDMMMYY

DATE ARRIVED STATION:   DDMMMYY

PROJ DEPARTURE DATE:    DDMMMYY (PCS/RET/SEP)



RNLTD:  DDMMMYY
                                                                      (Report date for PCS)


DATE OF SEPARATION:     DDMMMYY





TAFMSD:  DDMMMYY

RET-SEP-EFF-DATE-PROJ:  DDMMMYY (If member has approved RET)
PAY DT:  DDMMMYY

COMPONENT:              (REGULAR/RESERVE)



UIF:     NO

EPR DATA:  (Last three reports)

6.
DECORATION HISTORY







CLOSING
ISSUING

ORDER

ORDER

DEC

DECORATION

NUMBER
DATE

HQS

NUMBER
DATE

COND

MERIT SVC MEDAL
02

DDMMMYY
HQAFMC
GB-XXX

YYMMM

PCA

AF COMM MEDAL
01

DDMMMYY
HQWRALC
GB-XXX

YYMMM

PCS

NONE

NONE

NONE

NONE

NONE (Lists 7 different DECs)

7.
BY VIRTUE OF SIGNING THE ATTACHED NARRATIVE/JUSTIFICATION, I CERTIFY THE MEMBER'S SERVICE DURING THE PERIOD OF THIS RECOMMENDATION HAS BEEN HONORABLE AND THE ATTACHED CITATION IS UNCLASSIFIED.  NO PREVIOUS AWARD HAS BEEN MADE TO MEMBER FOR THE ACT, ACHIEVEMENT OR SERVICE DESCRIBED.  










ATCH










1.  NARRATIVE










2.  CITATION

8.
I HAVE PERSONALLY REVIEWED THE MEMBER’S PIF.  I RECOMMEND/DO NOT RECOMMEND MEMBER FOR A DECORATION.

________________________
____________________________

    SUPERVISOR/DATE
       COMMANDER/DATE

3.3.  Explanation and Consideration of Decoration Conditions.  See the following paragraph for an explanation of the decoration codes required in paragraph 1.E of the DECOR-6.  

Note: Decoration Conditions and Decoration Codes are synonymous.
3.3.1.  Meritorious Service.  A decoration based on a completed period of service.

3.3.1.1.  Permanent Change of Station (PCS).  Condition 6.  A move from one geographical area to another.

3.3.1.2.  Permanent Change of Assignment (PCA).  Condition 7.  Reassignment from one unit to another on the same base or from one office or duty section to another located at the same organization.  The new assignment must be markedly different from the previous duty to meet the intent of the completed period of service requirement.

3.3.1.3.  Extended Tour.  Condition 8.  Not a PCS or PCA, but clearly outstanding and unmistakably exceptional service for an extended period of at least 3 years (4 years for a Legion of Merit).  

3.3.1.4.  Separation/Retirement.  Separation: Condition 2, Retirement: Condition 1.  Review records and consider the individual’s entire career to determine the appropriate decoration, but prepare the recommendation using the individual’s most recent period of service.

3.3.2.  Outstanding Achievement.  Condition 4.  Recognizes a single specific act or accomplishment separate and distinct from regularly assigned duties.  The accomplishment should cover a short period of time with a definite beginning and ending date.  Submit a recommendation only when there is no other way to recognize the achievement, and waiting would diminish the significance of the accomplishment.  Two periods of outstanding achievement cannot overlap each other.

3.4.  Completing a Manual DECOR-6.  A manual DECOR-6 can only be developed for a member already separated/retired from the service and must be on letterhead.  An example follows:
MEMORANDUM FOR:  61 MSS/DPME

FROM:  (Unit submitting an award)

SUBJECT:  Recommendation for Decoration

1.  I recommend the following person be awarded the decoration indicated:

a. Grade (during award inclusive dates), first name, middle initial, last name, SSAN and      

      prefix or suffix (FR for active or FV for reserve/national guard.  Before SSAN for enlisted 

      and after SSAN for officers.)


b.   Decoration name and cluster.


c.   Inclusive dates of the act, service, or achievement.

    d..  Indicate whether recommendation is based on heroism, outstanding achievement, or

      meritorious service.

e. Indicate RET, SEP, PCA, PCS, posthumous, extended tour, achievement, heroism, or act    of courage.

f. If approved, forward award element to (provide member’s complete mailing address even if unit desires to mail to member). 


g.   Desired presentation date, if applicable (a member can elect to have a decoration presented   

          to them even after they have separated or retired).

2.  If the proposed award is posthumous state, the name, address, and relationship of next of kin.    

     (Verify next of kin through member’s MPF, Customer Service).

3.  Indicate whether this is a group nomination or not.  

4.  List the following (including the titles annotated below).  

     a.  Duty Title during award inclusive date(s):


 b.  Assigned Unit and Installation during award inclusive date(s):


 c.  PAS Code during award inclusive date(s):  


 d.  Duty Air Force Specialty Code (AFSC) during award inclusive date(s):


 e.  Effective Promotion Date:


 f.  Component:   (Active, Reserve, Air National Guard)


 g.  Total Active Federal Commissioned Service Date (TAFCSD):


 h.  Total Active Federal Military Service Date (TAFMSD):


 i.  Pay Date:


 j.  Total Years of Service:

 
 k.  Did/does the member have an active UIF during award inclusive dates:

5.  Indicate the member’s decoration history for these types of awards (AFAM, AFCM, MSM, LOM, etc).   Indicate each type of decoration, the decoration number (1st award, 2nd, etc.), decoration inclusive end date, issuing headquarters, order number, order date, and decoration condition (Mer Ser, Out Ach, etc.) 

6.  Include this statement, “By virtue of signing, I certify the member’s service during the period of the recommendation has been honorable and the attached citation is unclassified.  No previous award has been made to member for the act, achievement, or service described.
”  Note must have 1st Sgt stamp/review for all enlisted decorations.

 (Signature of Supervisor, date)



(Signature of Commander, date)


Signature Block






Signature Block
SECTION 4:  INDIVIDUAL MEDAL EXPLANATION AND REQUIREMENTS

4.1  Decoration Summary:  The following paragraphs summarize each award or decoration and the documents required to submit the decoration package for approval.  
4.2.  Military Outstanding Volunteer Service Medal (MOVSM)  

4.2.1.  The MOVSM is intended to honor those who perform outstanding volunteer community service of a sustained, direct, and consequential nature.  It is not awarded for detailed or tasked work, or for performing tasks as part of a military mission.

4.2.2.  While there is no specific time period to qualify for this medal, the intent is to recognize exceptional community support over time, not a single act or achievement.  Therefore, multiple awards of the MOVSM during a single tour of duty are not authorized.  However, a sustained record of significant community service performed during successive tours may be considered when adjudicating recommendations for awards of the MOVSM.  

4.2.3.  For the purpose of this award, attending membership meetings or social events of a community service group is not considered qualifying service, while manning a community crisis action line for a sustained period of time is considered qualifying service.  The overall level of volunteer participation and impact of an individual’s community service is key to determining whether award of the MOVSM is justified.

4.2.4.  Documents Required To Submit This Award

4.2.5.   Recommendation Letter (from anyone who is aware, saw, or knows about the act)

4.3.  Air Force Achievement Medal (AFAM)

4.3.1.  The AFAM is awarded for outstanding achievement or meritorious service that does not meet the requirements of the Air Force Commendation Medal (AFCM).  This decoration is normally awarded to outstanding junior officers and airmen and is not authorized for colonels and above.  Individuals should not be awarded the AFAM more than once during a 1-year period unless there are extraordinary circumstances.  The AFAM cannot be awarded for retirement.  

4.3.2.  Documents Required To Submit This Decoration

4.3.2.1.  Checklist. 

4.3.2.2.  DECOR-6, an overnight product ordered by your unit Awards and Dec Monitors. 

4.3.2.3.  AF Form 2274, Air Force Achievement Medal Certificate/Citation. 

4.3.2.4.  One page bullet justification if resubmitting a disapproved/downgraded decoration. 

4.3.2.5.  Copy of any decoration awarded for outstanding achievement, heroism, or act of courage that falls within the award’s inclusive dates.

4.3.2.6.  Group Nomination Letter if part of a group submission.

4.3.2.7.  Late Letter if not turned in IAW paragraph 2.1.1 of this guide.

4.3.2.8.  AFAMs requiring 61 ABG/CC approval require EPRs/OPRs to cover the inclusive periods.  An exception to this rule is that EPRs/OPRs are not needed for Honor Guard decorations.

4.3.3.  Opening And Closing Sentences Required On Certificate/Citation
(Opening sentence is mandatory.  The narrative descriptions are only examples).

4.3.3.1.   Opening Sentence. First Lieutenant Wanda A. Day distinguished herself by (meritorious service) OR (outstanding achievement) as (duty assignment, and office location) OR while assigned to (office location).

or First Lieutenant Wanda A. Day distinguished herself by outstanding achievement (at or near).

4.3.3.2.  Narrative Description (Achievement or Service).  Lieutenant Day’s outstanding professional skill, knowledge, and leadership aided immeasurably in identifying problem areas in the field of _____ and in developing and implementing research projects capable of solving these problems.

4.3.3.3  Closing Sentence.  Confine the closing to one sentence that will personalize the 

summation.  (The accomplishment/achievement of Sergeant Wright reflect credit upon herself and the United States Air Force.)

4.4.  Air Force Commendation Medal (AFCM)

4.4.1.  The AFCM is awarded for outstanding achievement or meritorious service that does not meet the requirements of the Meritorious Service Medal (MSM).  This decoration is normally awarded to outstanding company grade officers and junior NCOs and is not authorized for general/flag officers.  This is the norm, but all attempts must be made to merit the award on level of responsibility and manner of performance.

4.4.2.  Documents Required To Submit This Decoration

4.4.2.1.  Checklist.

4.4.2.2.  DECOR-6, an overnight product ordered by your unit Awards and Dec Monitors.

4.4.2.3.  AF Form 2224, Air Force Commendation Medal Certificate/Citation.

4.4.2.4.  One page bullet justification or performance reports (and 15 bullet additional justification, if applicable).  Additional one page bullet justification if resubmitting a disapproved/downgraded decoration.

4.4.2.5.  Copy of any decoration awarded for outstanding achievement, heroism, or act of courage that falls within the award’s inclusive dates.

4.4.2.6.  Group Nomination Letter if part of a group submission.

4.4.2.7.  Late Letter if not turned in IAW paragraph 2.1.1 of this guide.

4.4.3.  Opening And Closing Sentences Required On Citation.  (Opening and closing sentences are mandatory.   The narrative descriptions are only examples)

4.4.3.1.  Opening Sentence.  Staff Sergeant Lisa A. Wright distinguished herself by (meritorious service) or (outstanding achievement) or (an act of courage) as (duty assignment and office) or (while assigned to (office) from _____to _____).

or  Staff Sergeant Lisa A. Wright distinguished herself by (outstanding achievement) or (an act of courage) (at or near) on (date).

4.4.3.2.  Narrative Description (Service or Achievement).  During this period, the professional skill, leadership, and ceaseless efforts of Sergeant Wright contributed to the effectiveness and success of Air Force programs.

4.4.3.3.  Closing Sentence.   The distinctive accomplishments of Sergeant Wright reflect credit upon herself and the United States Air Force.

4.4.3.3.1.  Retirement Award.   The distinctive accomplishments of Sergeant Wright culminate a (long and) distinguished career in the service of her country and reflect credit upon herself and the United States Air Force.

4.4.3.3.2.  Separation Award.   The distinctive accomplishments of Sergeant Wright while serving her country reflect credit upon herself and the United States Air Force.

4.5  Meritorious Service Medal (MSM)

4.5.1.   The MSM is awarded for outstanding noncombat meritorious achievement or service to the United States.  This decoration is normally awarded to outstanding field grade officers and SNCOs. This is the norm, but all attempts must be made to merit the award based on level of responsibility and manner of performance.
4.5.2.  Documents Required To Submit This Decoration
4.5.2.1.  Checklist.

4.5.2.2.  DECOR-6, an overnight product ordered by your unit Awards and Decs Monitors.

4.5.2.3.  AF Form 2228,  Meritorious Service Medal Certificate/Citation. 

4.5.2.4.  One page bullet justification or performance reports (and a second 15 bullet page additional justification, if applicable).  An additional one page bullet justification if resubmitting a disapproved/downgraded decoration. 

4.5.2.5.  Copy of any decoration awarded for outstanding achievement, heroism, or act of courage that falls within the award’s inclusive dates.

4.5.2.6.  Group Nomination Letter if part of a group submission.

4.5.2.7.  Late Letter if not turned in IAW paragraph 2.1.1 of this guide.

4.5.3.  Opening And Closing Sentences Required On Citation

(Opening and closing sentences are mandatory.   The narrative descriptions are only examples)
4.5.3.1.  Opening Sentence.  Master Sergeant Joseph B. Smith distinguished himself in the performance of outstanding service to the United States as (duty title) or (while assigned to the (office) from _____to_____).

or  Master Sergeant Joseph B. Smith distinguished himself by outstanding achievement (as) or (while assigned to), (on) or (from _____to_____).

4.5.3.2.  Narrative Description.  During this period, the outstanding professional skill, leadership, and ceaseless efforts of Sergeant Smith resulted in major contributions to the effectiveness and success of Air Force (programs) or in this important assignment, Sergeant Smith’s outstanding leadership and devotion to duty were instrumental factors in the resolution of many problems of major importance to the Air Force.

4.5.3.3.  Closing Sentence.  The singularly distinctive accomplishments of Sergeant Smith reflect great credit upon himself and the United States Air Force.

4.5.3.3.1.  Retirement Award.  The singularly distinctive accomplishments of Sergeant Smith culminate a (long and) distinguished career in the service of his country and reflect great credit upon himself and the United States Air Force.

4.5.3.3.2.  Separation Award.  The singularly distinctive accomplishments of Sergeant Smith while serving his country reflect great credit upon himself and the United States Air Force. 

4.6.  Legion Of Merit (LOM)

4.6.1.  The LOM is awarded for exceptionally meritorious conduct in the performance of outstanding service to the United States in an extremely difficult duty that is performed in a clearly exceptional manner.  Such service should be marked by national or international significance to the Air Force or Department of Defense (DoD); have aided the US in furthering its national policies; or have furthered the interests of the security of the US to include any nation allied or associated with the US during a period of national emergency declared by the President or Congress.  Superior performance of normal duties alone will not justify awarding the LOM.

4.6.2.  The LOM is normally awarded to Colonels (O-6) and above that have a minimum of 24 months time-in-grade and service in an extremely responsible position; Support Group Commander or equivalent positions such as MAJCOM director or Staff division chief; or more senior colonels who have performed exceptionally well in highly responsible command/staff jobs at MAJCOM, FOA, DRU, and Air Staff levels.  Very rarely would a recently promoted colonel or those of lesser grade occupy positions meeting the level of responsibility implied for the award. 

4.6.3.  The LOM is normally not awarded more than twice in a colonel’s career (exception is a third for very senior colonels at retirement) and generally not awarded for Permanent Change of Assignment (PCA).  

4.6.4.  Documents Required To Submit This Decoration
4.6.4.1.  Checklist.

4.6.4.2.  Staff Summary Sheet.  

4.6.4.3.  DECOR-6, an overnight product ordered by your unit Awards and Dec Monitors.

4.6.4.4.  Citation. 

4.6.4.5.  Citation w/ SSAN.

4.6.4.6.  Recommendation Letter with SMC/CC’s signature (see section 7 for example).

4.6.4.7.  Copy of any decoration awarded for outstanding achievement, heroism, or act of courage that falls within the award is inclusive dates.

4.6.4.8.  Group Nomination Letter if part of a group submission.

4.6.4.9.  Late Letter if not turned in IAW paragraph 2.1.1 of this guide.

4.6.5.  Opening And Closing Sentences Required On Citation
(Opening and closing sentences are mandatory.   The narrative descriptions are only examples)
4.6.5.1.  Opening Sentence.  Colonel Anthony J. Jones distinguished himself by exceptionally meritorious conduct in the performance of outstanding services to the United States as (duty assignment) or (while assigned to (office) (from ____to_____).

4.6.5.2.  Narrative Description.  In this important assignment, the leadership and ceaseless efforts consistently demonstrated by Colonel Jones resulted in significant contributions to the success of the program.

Or During this period, the exemplary ability, diligence, and devotion to duty of Colonel Jones were instrumental factors in the resolution of many complex problems of major importance to the Air Force.

4.6.5.3.  Closing Sentence.  The superior initiative, outstanding leadership, and personal endeavor displayed by Colonel Jones reflect great credit upon himself and the United States Air Force. 

Or The singularly distinctive accomplishments of Colonel Jones reflect great credit upon himself and the United States Air Force.

4.6.5.4.  Retirement Award.  The singularly distinctive accomplishments of Colonel Jones culminate a (long and) distinguished career in the service of his country and reflect great credit upon himself and the United States Air Force.

SECTION 5:  STAFF SUMMARY SHEETS & DECORATION TRACKING SHEET
Figure 5.1. SSS For LOM Submission
	STAFF SUMMARY SHEET


	
	TO
	ACTION
	SIGNATURE (SURNAME), GRD AND DTE
	
	TO
	ACTION
	SIGNATURE (SURNAME), GRD AND DTE

	1
	61 MSS/

DPMPE
	Process
	
	6
	
	
	

	
	
	
	
	
	
	
	

	2
	61 ABG/

CC
	Coord
	Omit if mbr doesn’t fall under ABG
	7
	
	
	

	
	
	
	
	
	
	
	

	3
	SMC/

CCA
	Process
	
	8
	
	
	

	
	
	
	
	
	
	
	

	4
	SMC/

CC
	Sign
	
	9
	
	
	

	
	
	
	
	
	
	
	

	5
	61 MSS/

DPMPE
	Process
	
	10
	
	
	

	
	
	
	
	
	
	
	

	SURNAME ACTION OFFICER AND GRADE

Doe, Jane B., 02
	SYMBOL

61 MDS/SGN
	PHONE

3-1234
	TYPIST INITIAL’S

kry
	SUSPENSE DATE

	SUBJECT

Decoration Recommendation
	DATE

15 May 98

	SUMMARY

1.  The attached decoration submission is forwarded for (if applicable:  61st ABG/CC and) SMC/CC’s review (Tab 2).  Add as appropriate:  This individual is meeting an upcoming Brigadier General Board on 15 Mar 99; or unit requests a presentation date of 15 May 98.    

RECOMMENDATION                                                                                                    

2. If approved request the SMC Commander sign the recommendation letter for HQ AFSPC/CC at Tab 2. If disapproved or downgraded request SMC/CC annotate below.   

NAME                            DEC          REASON       DISAPPROVED   DOWNGRADED   

Col David P. Smith        LOM             RET               _____________    _______________ 

DAVID L. GRANT, Colonel, USAF                                                            2 Tabs

Commander, 61st Medical Squadron                                                            1.  Certificate

                                                                                                                       2.  Letter to HQ AFSPC


Figure 5.2. SSS for MOVSM
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	SURNAME ACTION OFFICER AND GRADE

Doe, Jane B., 02
	SYMBOL

61 MDS/SGN
	PHONE

3-1234
	TYPIST INITIAL’S

kry
	SUSPENSE DATE

	SUBJECT

Decoration Recommendation
	DATE

15 May 98

	SUMMARY

1.  The attached decoration submission is forwarded for the 61st Air Base Group Commander's review (Tab 2). Individual is meeting the upcoming MSgt's Promotion Board on 15 May 99 and/or unit request a presentation date of 15 May 98 and/or unit request reconsideration for this downgraded/disapproved decoration and/or this is one of four in a group package (omit parts or all of this sentence if not applicable).

2.  Provide a short two-line justification as to why the decoration should be approved.

RECOMMENDATION 

3.  Request the 61st Air Base Group Commander annotate a decision below and if approved sign the decoration certificate at Tab 1.
  
NAME                                  DEC           REASON            APPROVED  DISAPPROVED

SSgt David P. Smith          MOVSM        OUT ACH           __________   _____________ 

                                                                                              2 Tabs

Signature Block of Unit Commander                                   1. Certificate

                                                                                              2. Decoration Elements



Figure 5.3.  Decorations Tracking Sheet




SECTION 6:  SMC DECORATION JUSTIFICATION POLICY

6.1.  Initial Submittals.  The following guidance is applicable for the justification required for initial submission of decoration packages.

6.2.  Military Outstanding Volunteer Service Medal (MOVSM) Justification.   Proper justification for a MOVSM requires a recommendation letter from the individual’s Commander/2-Letter or Deputy Commander/2-Letter to the designated approval authority.  The letter should clearly recognize individual’s continued exceptional volunteer support to the community.   See Section 7 for a sample letter. 

6.3.  Air Force Achievement Medal (AFAM) Justification.  The Air Force Form 2274, AFAM certificate with write-up, should justify award of the AFAM.  The write-up should contain enough concrete information to merit the award.  If it does not, reconsider whether an award is warranted for the act, achievement, or service.  NOTE: 61 ABG/CC approved AFAMs require EPRs/OPRs for approval justification; exception to this rule is EPRs/OPR’s are not required for Honor Guard decorations.

6.4.  Air Force Commendation Medal (AFCM)  and Meritorious Service Medal (MSM) Justification.  Enlisted Performance Reports/Officer Performance Reports EPRs/OPRs will normally be the only justification used for these medals.  Circumstances permitting, other documents may be used for justification of AFCM and MSM.  Every attempt must be made to consider an individual’s position and level of responsibility. 

6.5.  Additional Justification.  Performance reports cannot be used to justify awards submitted on Air National Guard/Air Reserve Personnel.  They cannot be used to justify acts of courage, valor, or outstanding achievement.  Draft performance reports cannot be submitted. 

6.5.1.  If a period of over 4 months is not covered by EPRs/OPRs during the inclusive dates of the decoration, the unit must also submit a separate page with up to 15 bullets (this is known as the “15 bullet justification”; 15 bullets/one page is the maximum, but the unit may provide as little as one bullet) providing performance information for the uncovered period.  Example:  If the award inclusive dates are from 1 Jan 95 to 1 Jan 98, and the EPRs/OPRs are 1 Dec 94 through 1 Jul 97, this is a period of over 4 months not covered by performance reports.  NOTE:  The 4 month period is applicable if it is consecutive and is associated with the ending date of the inclusive period.  Periods of time before the inclusive start date do not apply.  

6.5.2.  Bullet justification (up to one page) can be used in lieu of performance reports (this is referred to as the “one page justification”).  This must be signed by the Commander/2-Letter or the Deputy Commander/Deputy 2-Letter.  This justification must sufficiently indicate outstanding performance during the inclusive dates of the award.

6.5.3   MSMs being submitted for Captains and below will require additional justification.  This justification will be in the form of a personal note signed by the individual’s Commander/2- Letter or Deputy Commander/2-Letter and addressed to SMC/CV.   This letter should clearly state the individual’s extraordinary performance and will be used as a personal recommendation for such individuals.

6.6.  Resubmittals.  If the unit elects to resubmit a decoration package for reconsideration by the approval authority, the unit must provide further justification to support this request using the 15-bullet justification.  Units should keep in mind they have up to one year to resubmit disapproved/downgraded decorations.  However, the unit should strive to resubmit the package within 30 days or whatever length of time is necessary to present the decoration to the individual before departing the unit.  This one-time reconsideration by the award authority is final.

6.7.  One Page And 15 Bullet Justification Guidelines/Sample.  15 bullet justification should be formatted in accordance with the below sample.    The justification cannot exceed 15 bullets on one page.  The one page justification must include the signature block of the Commander/2-Letter or the Deputy Commander/Deputy 2-Letter at the bottom.  Include the following paragraph as an intro to the 15 bullet justification.

I recommend Captain Daniel S. Milton, 123-45-5678, for the Air Force Commendation Medal, as Atlas Propulsion Engineer, Launch Programs Directorate, Space and Missile Systems Center, Air Force Space Command, Los Angeles Air Force Base, California, from 30 April 1995 to 15 June 1998.  This additional justification is to cover achievements outside of the performance reports but within the award inclusive dates.

NOTE:  The paragraph above is mandatory and cannot be altered.
- Directly supported the first National Reconnaissance Office launch on an Atlas II booster

  -- Led the inspection of the Atlas booster section following 2 years in storage

- Developed new methods for conducting acceptance of rocket engine line replaceable units

  -- Established and validated procedures for testing at the lower assembly level

  -- Creative approach avoided costly engine-level testing--broke 30-year legacy of engine testing







              BRIAN E. KISTNER, Colonel, USAF

                                                                            

Commander, 61st Air Base Group
SECTION 7:  SAMPLE CERTIFICATES, CITATIONS, AND LETTERS

7.1.  Sample LOM Approval Letter LOM.  The following sample must be used to justify a Legion of Merit.  It should not exceed one page.

 macrobutton FORINSTRUCT MEMORANDUM FOR HQ AFSPC/CC

 macrobutton FROMINSTRUCT FROM:    SMC/CC

                2420 E. El Segundo Blvd, Suite 6037

                El Segundo CA 90245-4687

 macrobutton SUBJECTINSTRUCT SUBJECT:  Recommendation for Decoration - Legion of Merit

1.  I recommend Colonel John P. Mere, 123-45-6789FR, for the award of the Legion of Merit.  The exemplary leadership, foresight, dedication, and devotion to duty displayed by Colonel Mere resulted in significant contributions to the current and future effectiveness of the nation’s Intercontinental Ballistic Missile (ICBM) force.

2.  As Manager of the Development Systems Organization (DSO), Silo-Based ICBM SPO, he led the cost effective termination of the Small ICBM program; the initiation of Integrated Weapon System Management for the Peacekeeper weapon system; the programmatic restructure and fielding of the Rapid Execution and Combat Targeting modification to the Minuteman Weapon system; and source selection and kick-off of development of the Minuteman Guidance Replacement Program.  Under his leadership, the groundwork has been laid for life extension of ICBM weapon systems well into the 21st century.

3.  A pioneer of Total Quality (TQM) Management, Colonel Mere institutionalized TQM within the DSO’s processes.  He provided an extensive input to Det 10’s first-ever submission for the SAF Malcolm Baldrige Award.  He established a directorate-level Quality Leadership Council, and personally wrote an operating instruction to establish a DSO quality recognition program.  His TQM initiatives include the reduction of ozone depleting chemicals on the Peacekeeper guidance system—recognized by nomination for the Secretary of the Air Force Team Quality Award for 1993.

4.  Colonel Mere will be retiring on 31 December 1994, culminating 26 years of exemplary service to our nation and the United States Air Force.  It is with pleasure that I request Colonel Mere be awarded the Legion of Merit.

                     BRIAN A. ARNOLD

    Lieutenant General, USAF



    Commander

7.2.  Sample MOVSM. Approval Letter The MOVSM approval letter must be printed on letterhead and signed by supervisor and Commander/2-Letter.  Member should not be awarded more than one MOVSM during a single tour of duty.  Example follows:

MEMORANDUM FOR (61 ABG/CC for personnel aligned under the 61 ABG, SMC/CV for SMC personnel Majors and below, SMC/CC for SMC personnel Lt Cols and above)

FROM:  SMC/CI

SUBJECT:  Recommendation for Military Outstanding Volunteer Service Medal (MOVSM)

1.  I recommend (GRD) (NAME) (SSAN) (UNIT/OFF SYM) (PAS CODE) be awarded the MOVSM for his/her exceptional volunteer work from (INCLUSIVE START DATE) to (INCLUSIVE END DATE).

(Provide data for each community activity supported.  No more than one activity is required)

2.  (COMMUNITY ACTIVITY NAME) (ADDRESS) (PHONE) (POINT OF CONTACT).  (BRIEF DESCRIPTION OF SERVICES RENDERED; IMPACT/RESULTS ACHIEVED; POPULATION SERVED; AND APPROXIMATE HOURS CONTRIBUTED).

3. (COMMUNITY ACTIVITY NAME) (ADDRESS) (PHONE) (POINT OF CONTACT).  (BRIEF DESCRIPTION OF SERVICES RENDERED; IMPACT/RESULTS ACHIEVED; POPULATION SERVED; AND APPROXIMATE HOURS CONTRIBUTED).

4.  He/she contributed a total of (NUMBER OF HOURS) community service during this period.  The individual performed outstanding volunteer service to the community of a sustained, direct, and consequential nature and is recommended for award of the MOVSM.  His/her service throughout this period was honorable and he/she has not been previously awarded a MOVSM or he/she was last awarded a MOVSM on (DATE),

(SUPERVISOR SIGNATURE)                                                                (COMMANDER/2-LETTER SIGNATURE)

DAVID T. COLE, SSgt, USAF                                                                  MICHELLE T. TADE, Colonel, USAF

NCOIC, Admin Support                                                                             Director, System Programs 









APPROVAL AUTHORITIES ACTION:

APPROVED/DISAPPROVED

BRIAN E. KISTNER, Colonel, USAF

Commander, 61st Air Base Group
7.3.  Sample Group Nomination Letter For Decoration.  Someone who has/had first hand knowledge of the act or achievement must complete the packages.  Each package must be completed independently using the guidance in this guide.  It must be coordinated through each individual’s supervisor and Commander/2-Letter or Deputy Commander/Deputy 2-Letter.  

7.3.1.  A group Letter must be included in each package naming the individuals submitted.  A separate DECOR-6 should be completed for each individual nominated within the group.  Citations and justification on group nominations for an achievement accomplished outside of an organization’s duties and responsibilities may all be written alike.  

7.3.2.  Citations and justifications on nominations for achievement accomplished within an organization’s duties and responsibilities, to include source selections, must be tailored to be specific to each individual’s contributions and accomplishments.  Example memorandum follows:   

MEMORANDUM FOR SMC/GP

                                        SMC/HR

                                        SMC/IN

                                        SMC/CC  (List all approval authorities required for this award package)

                                       IN TURN

FROM:  SMC/HR

SUBJECT:  Group Award Nomination for the (ACT/ACHIEVEMENT)

1.  Having first-hand knowledge of the individual’s participation in (act/achievement) I recommend the following three individuals be awarded the medals indicated below for outstanding achievement from (start date) to (end date).  

Maj John T. Doe, SMC/GP, AFCM

Capt Brian L. Killday, SMC/HR, AFAM 

MSgt Kelly L. Renne, SMC/IN, AFAM

2.  Each individual’s contributions were critical to the success of the (act/achievement), and deserve recognition.  The completed award elements and DECOR-6 is included justifying the award for each of these individuals.  Request each individual’s supervisor and commander endorse the DECOR-6 so packages may be forwarded to the approval authority for disposition.

3.  If you have any questions, I can be reached at (310) 363-5222.  








RANDALL J. SPIDEY, Col, USAF









Systems Engineering and Integration Division
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Figure 7.7.  Example LOM Citation 

CITATION TO ACCOMPANY THE AWARD OF

(double space)

THE LEGION OF MERIT 

(double space)

TO 

(double space)

ANTHONY J. JONES

(triple space)

Colonel Anthony J. Jones distinguished himself by exceptionally meritorious conduct in the performance of outstanding services to the United States as Director of the Space, and Command, Control, Communications, Management Directorate, Space and Missile Systems Center, Los Angeles Air Force Base, California, from 6 September 1990 to 28 June 1993.  During this period, the superior leadership, exemplary foresight, and personal dedication of  Colonel Jones resulted in significant improvements in worldwide operational readiness of space and communications-electronics systems and enhanced United States national security interests.  Directing the center's second largest and most diverse organization, his leadership resulted in the Air Force's highest level of customer support to Operations DESERT SHIELD and DESERT STORM, where he deployed a record 178 major communications-electronics systems and surged 5,500 items, despite major work force losses to downsizing.  He displayed superior military leadership in the evolutionary acquisition of Air Combat Command's top priority command and control capability by delivering to 12th Air Force and 9th Air Force fully operational Air Operations Centers in three years, when seven years are normally required for Space, and Command, Control, Communications systems.  The singularly distinctive accomplishments of Colonel Jones reflect great credit upon himself and the United States Air Force.

Added Notes:
The top margin can only be 1 inch to 1 1/2 inches, the side margins 1 to 2 inches each side the same, and the bottom margin can only be a minimum of 3 inches.

Type the recipient’s SSAN to include FR (Regular Air Force) FV (Air Force Reserve) FG (Air National Guard) in front of his or her social security number for all enlisted personnel.  For officers the FR, FV and FG is included immediately after their social security number (Except for the original citation.) 

ATTACHMENT 1:  THREE APPROVAL AUTHORITIES ON BASE

These are the required signature blocks for the following Decorations and Rank of person receiving the award.

SMC/CC:

Lt Col and above for AFAM and AFCM



BRIAN A. ARNOLD







Lieutenant General, USAF






Commander, Space and Missile Systems Center



Lt Col and above for MSM
BRIAN A. ARNOLD

Lieutenant General, USAF
Commander
Space and Missile Systems Center
SMC/CV:

Majors and below, all Enlisted for AFAM and AFCM

CRAIG R. COONING

Major General, USAF

Vice Commander, Space and Missile Systems Center

Majors and below, all Enlisted for MSM

CRAIG R. COONING

Major General, USAF

Vice Commander

Space and Missile Systems Center

61 ABG/CC 

Air Force Achievement Medals (AFAM) for all 61st ABG personnel 

BRIAN E. KISTNER, Colonel, USAF

Commander, 61st Air Base Group

Acting for Col Kistner is:

LEE D. MACARTHUR, Lt Col, USAF

Commander, 61st Air Base Group

ATTACHMENT 2:  WORDS TO HELP
Righting a decoration can be trying at times, so we are here to help.  We have developed an “Action Word Guide” to help you in making the matter a little more understandable.  Los Angeles AFB is filled with outstanding performers.  The decoration program is designed to recognize those individuals who warrant recognition for Meritorious Service, Achievement or Heroism 
Remember, bullet statements are more compelling and easier to evaluate when illustrated by a comparison of before and after statistics, measurable amounts, or achievements never attained before.

Here are a few examples:

-Armed and trained more then 100 unit personnel -- an increase from 45 of the previous quarter.

- Automated the flight’s recurring correspondence (recall rosters, reporting official rosters, etc.) using a personal computer.  Saved 20 to 30 man-hours each month.

- Managed the command’s largest munitions delayed-discrepancy file, reducing back logged maintenance by 20 percent.

- Renovated Bldg. 2761 -- completed the job four weeks ahead of schedule.

- Identified and deleted 8,000 incorrectly documented man-hours, improving delayed maintenance program effectiveness with a 50 percent increase in timeliness.  The branch received its highest rating in over 10 years during the recent UEI.

Orchestrated Hahn’s first education workshops, where more than 45 nurses and medical technicians received training on latest cardiology management techniques.  Saved USAF Hospital Hahn over $9,000 in training costs.

Additionally, it is helpful to include standard rates (such as DCS, Air Force or MAJCOM averages) when citing an individual’s performance rates.  For instance, if a crew chief held a 96 percent mission-capable rate for an extended period, what was the average rate held?

If the Air Force average was 87 percent, then obviously the 96 percent rate is quite an accomplishment.  By this simple method of comparison, the higher mission-capable rate held by the crew gains considerable strength.

The following page gives a number of good action words to help you with your citation.

	accrued
	commanded
	directed
	generated
	inventoried
	overhauled
	reformed
	suggested

	accumulated
	compared
	discovered
	governed
	invested
	overshadowed
	rejuvenated
	summarized

	achieved
	completed
	educated
	grappled
	invigorated
	paired
	renovated
	supplemented

	acquired
	composed
	effected
	grasped
	jettisoned
	participated
	reorganized
	supplied

	activated
	conceived
	elicited
	halved
	juggled
	penned
	reported
	surpassed

	added
	concentrated
	eliminated
	hand-crafted
	justified
	perfected
	responded
	suppressed

	administered
	conducted
	embellished
	highlighted
	keynoted
	performed
	researched
	surveyed

	advanced
	confronted
	emerged
	honed
	kindled
	persevered
	revamped
	tackled

	advised
	constructed
	employed
	hurdled
	launched
	persisted
	revolutionized
	tapped

	amplified
	consulted
	enacted
	hustled
	led
	persuaded
	satisfied
	toppled

	analyzed
	convened
	encouraged
	identified
	lessened
	piloted
	scheduled
	traced

	anticipated
	conveyed
	enforced
	imbued
	licensed
	pioneered
	scrutinized
	trained

	applied
	coordinated
	enhanced
	impelled
	located
	pinpointed
	secured
	transferred

	arranged
	corrected
	enriched
	imposed
	magnified
	placed
	selected
	transformed

	assembled
	correlated
	exceeded
	improved
	maintained
	planned
	served
	transition

	assisted
	counseled
	excelled
	improvised
	managed
	powered
	serviced
	tutored

	assured
	crafted
	exhibited
	immersed
	maneuvered
	prepared
	solved
	unified

	attained
	created
	expedited
	impressed
	manufactured
	presented
	sparked
	unraveled

	augmented
	cultivated
	explored
	increased
	marketed
	presided
	spearheaded
	untangled

	authored
	cut
	extended
	induced
	mastered
	prevailed
	squeezed
	updated

	bolstered
	dared
	fabricated
	influenced
	maximized
	prioritized
	stabilized
	upgraded

	boosted
	decided
	facilitated
	infused
	motivated
	probed
	steadied
	used

	broadened
	deciphered
	familiarized
	initiated
	negotiated
	processed
	stepped
	

	budgeted
	decreased
	fashioned
	innovated
	nominated
	prodded
	steered
	

	built
	defined
	fine-tuned
	inspected
	nourished
	produced
	stimulated
	

	calculated
	delved
	focused
	inspired
	obtained
	programmed
	stoked
	

	capitalized
	delegated
	forecasted
	installed
	officiated
	promoted
	streamlined
	

	carried
	demonstrated
	formalized
	instilled
	operated
	propelled
	strengthened
	

	chaired
	designed
	formed
	insured
	ordered
	purged
	strive
	

	challenged
	detailed
	formulated
	integrated
	organized
	pushed
	structured
	

	clarified
	determined
	fostered
	intensified
	originated
	rallied
	substantiated
	

	coaxed
	developed
	founded
	interpreted
	outclassed
	reduced
	succeeded
	

	
	devised
	gained
	interviewed
	overcame
	refined
	suffused
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ATTACHMENT 4 :  Determining Opening And Closing Dates For Decorations
	IF THE BASIS OF THE 

RECOMMENDATION IS:
	
	THE OPENING DATE SHOULD

BE
	
	THE CLOSING DATE SHOULD

BE:

	RETIREMENT/SEPARATION

_______________________________

PCS/PCA

_______________________________

EXTENDED TOUR

_______________________________

ACHIEVEMENT

_______________________________

HEROISM


	
	Date arrived station (DAS) or the first day following the closeout date of an approved decoration, (unless reason was for outstanding achievement) whichever is later.

_______________________________

Same as above

_______________________________

Same as above

_______________________________

Date achievement began

_______________________________

Date act began.  Opening and closing dates may be the same if the act was on a single day.


	
	Retirement - Last day of the month prior to the retirement date for active duty.  For Reserve personnel the date should be the actual retirement date.  Separation = their DOS

_______________________________

Projected departure date

_______________________________

Should be at least 3 years from opening date

_______________________________

Date achievement ended

_______________________________

Date act ended




 

ATTACHMENT 5 :  SMC/CC POLICY ON TIMELINESS OF DECORATIONS

After approval authority has signed citation, the packages the unit will finalize and forward to the MPF with the following documents:





                                                                                         COPIES


- Staff Summary Sheet  (if applicable)		            1


- DECOR-6 (Compete W/CC signature		            1


- Certificate  (Original without SSAN)		            1


- Copies of Certificate  (with SSAN)			            5


- Include forwarding address if retiring, separating, or     


  Permanent Change of Station 


























	                                                                 COPIES


- Staff Summary Sheet (as required)		        	1       


- DECOR-6 (N/A for MOVSM)                               	1    


- Certificate (Original without SSAN)                    	1


- Citation of any Medal awarded	                    	1


   during award inclusive dates                 		


- One page justification (if applicable)	            1


- Additional 15-Bullet Justification	            	1


  (if applicable)	                                    


- Performance Reports (if applicable)         		1    


- Additional one page justification                 		1


  If package is resubmitted		               





DECORATION REQUIRING EXPEDIATING





A red folder must be used if decoration needs to be expedited because member is meeting a board or if the decoration is for separation/retirement and unit is requesting a presentation date.   


Reminder:  Decorations will not be expedited for PCS, PCA, Out- standing Achievement, or MOVSM unless member is meeting a board.











Figure 7.4.  Sample AFAM Citation (go to http://www.losangeles.af.mil/ABG/mss/MPF/DPMmain.html and click on the Career Enhancements link for an editable PowerPoint template)





Figure 7.5.  Sample AFCM Citation (go to http://www.losangeles.af.mil/ABG/mss/MPF/DPMmain.html and click on the Career Enhancements link for an editable PowerPoint template)





Figure 7.6.  Sample MSM Citation (go to http://www.losangeles.af.mil/ABG/mss/MPF/DPMmain.html and click on the Career Enhancements link for an editable PowerPoint template)





Action Words
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