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The OPR for this supplement is 61 MSS/DPMP (Capt Robert R. Howard).  This supplement implements and extends the guidance of Air Force Instruction 36-2805, Publishing Publications.  This supplement describes SMC’s procedures for use in conjunction with the basic AFI.

Section A—The Awards Program

1.  General.  The Awards Program will consist of the following:

1.1.  Eligibility and nomination information for all competitive categories.

1.2.  Selection of these categories quarterly and annually for all levels of competition.

1.3.  Recognition at all levels for quarterly and annual winners.

1.4.  Members eligible to compete in the quarterly competition must be administratively assigned and geographically located at LAAFB.

1.5.  Members eligible to compete in the SMC annual competition must be assigned to SMC, this includes detachments, operating locations, and other dislocated personnel.

1.6.  Each unit and SPO may submit only one nomination for each category to represent their organization at the quarterly and annual competition.  Should an organization have multiple nominees, they must select one nominee to represent the organization in the LAAFB competition.
1.7.  The award cutoff date for quarterly boards is the last day of the quarter (31 March, 30 June, 30 September, and 31 December) and the cutoff date for the annual awards is the last day of the calendar year (31 December).

2.  Award Eligibility:

2.1.  (LAAFB Only) The following categories are eligible to compete at the LAAFB quarterly and annual competition:

2.1.1.  SCGO.  Captain.  Captains who pin-on Major before the award cutoff dates are ineligible for consideration.

2.1.2.  JCGO.  Second and First Lieutenant.  Consider First Lieutenants who spend a majority of the award period as a JCGO in the JCGO category.

2.1.3.  SNCO.  Master Sergeant (MSgt) through Senior Master Sergeant (SMSgt).

2.1.4.  NCO.  SSgt and TSgt.  Consider TSgts who pin-on and are a SNCO for a majority of the award period under the SNCO category.

2.1.5.  AMN.  AB through SrA.  Consider SrA who pin-on and are a NCO for a majority of the award period under the NCO category.
2.1.6.  MCIV.  Civilian employees in the grade of General Schedule (GS) and Wage Grade 

(WG) -10 through -12 and Non Appropriated Fund (NAF) Pay Band IV.

2.1.7.  JCIV.  Civilian employees in the grade of GS and WG-7 through 9 and NAF Pay Band III.

2.1.8.  ASCIV.  Civilian employees in the grade of GS and WG-1 through 6, including NAF Pay Band I and II (part time, NAF Flex interns, and trainees are eligible to compete in this category).

2.1.9. TEAM.  Members of an ad-hoc SPO or ABG/Staff team that has worked to better any given program or solve any given problem.  At least 51% of the team must be comprised of government employees to include military, civilians, or reservists.  This does not include contractors on government contracts.

2.1.10.  First Sergeants (Annual Program Only).

2.2.  (LAAFB annual winners and detachment nominees) The following categories are eligible to compete at the SMC annual competition:  

2.2.1.  CGO.  Lieutenant through Captain.

2.2.2.  SNCO.  MSgt through SMSgt.

2.2.3.  NCO.  SSgt and TSgt.  Consider TSgts who pin-on and are a SNCO for a majority of the award period under the SNCO category.

2.2.4.  AMN.  AB through SrA.  Consider SrA who pin-on and are a NCO for a majority of the award period under the NCO category.
2.2.5.  ASCIV.  Civilian employees in the grade of GS and WG-1 through 6, including NAF Pay Band I and II (part time, NAF Flex interns, and trainees are eligible to compete in this category).

2.2.6  JCIV.  Civilian employees in the grade of GS and WG-7 through 9 and NAF Pay Band III.

2.2.7.  MCIV.  Civilian employees in the grade of GS and WG-10 through 12 and NAF Pay Band IV.

2.2.8.  TEAM.  Members of an ad-hoc SPO or ABG/Staff team that has worked to better any given program or solve any given problem.  At least 51% of the team must be comprised of government employees to include military, civilians, or reservists.  This does not include contractors on government contracts.

2.2.9.  First Sergeants.

2.2.10.  IMA personnel (annual program only).  The Reserve Affairs office will be responsible for managing this program for Reserve personnel in its entirety.  Names of the Reserve personnel nominees and winners will be due to 61  MSS/DPMPE as called for in para 3.2.2.

2.3.  Additional Criteria.

2.3.1.  Nominees submitted for the LAAFB quarterly competition must be assigned to LAAFB for the entire quarter nominated.

2.3.2  Nominees submitted for the LAAFB or SMC annual competition must be assigned to LAAFB or SMC for a minimum of six months.

2.3.3.  Military members with a history of incidents of a derogatory nature such as a pattern of bad checks, disciplinary action, letter of indebtedness, letter of reprimand (LOR), or have had a Unfavorable Information File (UIF), established during the applicable quarter or year are ineligible for consideration, except for Team award eligibility.

2.3.4.  Military members must:

2.3.4.1.  Be on extended active duty.

2.3.4.2.  Be considered in the category of competition for the grade held during the award period.

2.3.4.3.  Not have been convicted by court-martial or be awaiting punishment or sentence under the Uniform Code of Military Justice (UCMJ), Article 15, during the award period.

2.3.4.4. Not be entered into Phase 1 of the Weight and Body Fat Management Program (WBFMP) in accordance with (IAW) Air Force Instructions (AFI) 40-502, Weight and Body Fat Management Program, during the applicable quarter or year.

3.  Procedures:

3.1.  Suspense dates for submission of quarterly nomination packages (AF Form 1206, Nomination for Award) to the 61 MSS Awards and Decorations Element (61 MSS/DPMPE):

3.1.1.  No later than 1500 on the 3rd duty day of April (1st Quarter), July (2nd Quarter), October (3rd Quarter), and January (4th Quarter) for the LAAFB quarterly awards.  Late packages will not be accepted.

3.1.2.  Notification, guidance, and confirmed suspense date for submission of nomination packages will be announced by 61 MSS/DPMPE at the end of every quarter.

3.2.  Selection board:

3.2.1.  The quarterly and annual selection process of winners at small units, squadron, 61st Air Base Group (ABG), or SPO level may be either a board process or selected by the commander or SPO director.
3.2.2.  The annual LAAFB and SMC award submission suspense and selection boards will be determined by the 61 MSS/DPMPE.

Section B—Responsibilities

4.  Commanders and System Program Office (SPO) Directors:

4.1.  Select winners in the various categories, or appoints a board to consider personnel in each category with more than one nomination.  If a board is used, the commander or SPO director should:

4.1.1.  Select the board president and board members, or leave the selection of board members up to the discretion of the board president.

4.1.2.  Approve or disapprove the selection board’s recommendation in each category.

4.1.3.  Notify the First Sergeant or Awards Monitor of approval or disapproval of selection board recommendations in each category.  In the event a recommendation is disapproved, the commander may review the nomination packages with the board president or senior staff to select a winner.

4.2.  Assigns only the unit or SPO designated Awards Monitor or Executive Officer to drop-off nomination packages on selected winners before established cutoff dates (see paragraph 3) to 61 MSS/DPMPE .

4.3.  Ensures the effectiveness and integrity of the Quarterly and Annual Awards Program by not nominating members during the applicable quarter or year who:

4.3.1.   Are not on extended active duty.

4.3.2.  Have a history of incidents of a derogatory nature such as a pattern of bad checks, disciplinary action, letter of indebtedness, LOR, or have had an UIF established in the award period.

4.3.3.  Have been convicted by court-martial or are waiting punishment or sentence under the UCMJ, Article 15.

4.3.4.  Are entered into Phase 1 of the WBFMP.

5.  First Sergeant, Unit, or SPO Awards Monitor:  Notifies unit or SPO nominees to appear before the quarterly or annual board competition at the appropriate time, date, and location, in service dress uniform with all authorized ribbons and accouterments.

6.  SMC Command Chief Master Sergeant (CCC):

6.1.  Acts as an advisor and provides support for the enlisted LAAFB Quarterly and Annual Recognition Program.

6.2.  Approves board members for the LAAFB enlisted boards.
6.3.  Conducts the enlisted portion of the LAAFB Annual Recognition Program.

6.4.  Serves as or appoints the LAAFB annual board president and selects the board members.
6.5.  Plans, coordinates and runs the LAAFB Annual Awards Ceremony in conjunction with the LAAFB Top-3 and CGOA associations.  Note:  This ceremony recognizes LAAFB-wide annual winners in all categories.

6.6.  Selects committee members to serve on the LAAFB Annual Awards Ceremony Committee.

7.  Senior Civilian Advisory Committee (SCAC):

7.1.  The SCAC Recognition Committee Chairperson selects board members for the LAAFB and SMC Civilian Quarterly and Annual Awards Program.

7.2.  Provides the board minutes (see Attachment 3) for each civilian-level category to 61 MSS/DPMPE no later than close of business on the day boards are held.

8.  SMC/HRC:

8.1.  Receives, screens, consolidates, and prepares award nomination packages for each board member serving on the SCAC.

8.2.  Prepares certificates and inputs time off awards for each winner.  This will be 8 hours for the quarterly winner, 16 hours for the LAAFB annual winner, and 24 hours for the SMC annual winner

8.3.  Prepares board minutes for inclusion in the package discussed in 10.4.3.1.

9.  Human Resources Team Representative:

9.1.  Coordinates with 61 MSS/DPMPE to retrieve all completed team packages (including teams lists and reps/POCs) and inform them of winners upon selection.

9.2.  Selects members to screen and judge team packages.  Note:  There is no in-person board for team awards.
10.  61st Mission Support Squadron (MSS), Awards and Decorations Element (DPMPE):

10.1.  Acts as liaison with HQ AFSPC Awards office.

10.2.  Office of primary responsibility (OPR) for the LAAFB quarterly and annual, and SMC annual award programs.

10.3.  Sends a tasking letter (Attachment 2) to all organizational award monitors, executive officers, and First Sergeants at least one month in advance of the suspense date.

10.4.  Provides administrative support to the selection boards for the LAAFB quarterly and annual awards programs.

10.4.1.  Receives, screens, consolidates, and prepares award nomination packages for each board member on the officer and enlisted boards, to include nominations (AF Form 1206), feedback forms, and score sheets.

10.4.1.1.  Routes names of nominees through CSS for 1st Sergeant/Commander’s review of quality factors.

10.4.2.  Arranges for selection of board members:

10.4.2.1.  Board members for the AMN, NCO, and SNCO LAAFB quarterly and annual award programs are selected in coordination with SMC/CCC.  Note:  Board members for the enlisted SMC Annual Awards Program are selected by SMC/CCC.

10.4.2.2.  Board members will not have incidents of a derogatory nature, such as a pattern of bad checks, disciplinary actions, letters of indebtedness, LOR, or have had an UIF established during the award period.

10.4.3.  Prepares package for Commander’s approval.

10.4.3.1.  Prepares minutes stating the results of the officer, enlisted, civilian, and team boards for signature (see Attachment 3) and inclusion in the package submitted for the Commander’s approval.

10.4.3.2.  Prepare one AF Form 1768, Staff Summary Sheet, consolidating the results of the boards after each LAAFB quarterly and annual board (see Attachment 4).
10.4.3.3.  Works with SMC/CCC to prepare an approval package for the LAAFB annual boards to be signed by 61 ABG/CC.

10.4.3.4.  61 ABG/CC signs the board minutes for the quarterly and annual LAAFB and SMC competitions.

10.4.5.  Arranges a three-day pass for LAAFB quarterly and annual military winners.

10.4.6.  Forwards copies of approved package to civilian and team awards representatives.

10.4.7.  Sends information on selected winners to SMC/PA for inclusion in Astro News.

10.4.8. Sends information on SMC annual winners to the Commander’s Action Group for inclusion in the end of month ceremony.

10.4.9.  Forwards CGO and enlisted nomination packages on SMC annual award winners to HQ AFSPC for further competition.  Note:  Civilian and team awards are not sent to HQ AFSPC for further competition, these are local programs.

11.  LAAFB Top-3 Association:

11.1.  Plans, coordinates, and conducts the quarterly LAAFB Awards Ceremony.

11.2.  Establishes the location, menu, procedures, script, and appropriate recognition.

11.3.  Works in conjunction with SMC/CCC to plan, coordinate, and conduct the annual LAAFB Awards Ceremony.

12.  LAAFB Reserve Affairs Office (CCR):  The reserve affairs office will advertise and conduct the annual reserve awards program and provide the names of the winners to the 

61st MSS/DPMPE for inclusion in the annual awards banquet. 

Section C—Submission of Quarterly and Annual Nomination Packages

13.  Writing the Nomination Package:

13.1.  Nominations must be submitted on AF Form 1206 (use the information from Attachments 5-8).

13.2.  Use the current version of AF Form 1206.

13.3.  For quarterly award nominations, a write-up is limited to 22 (includes the 3 category headings) typewritten lines, using the AF Form 1206.

13.4.  For annual award nominations, a write-up is limited to one single-spaced typewritten page for enlisted , officers, civilians, and team awards, using AF Form 1206

13.5.  Use bullet format.  It is important to properly identify main bullets with a dash (-), supporting sub-bullets with a double dash (--), and supporting sub-sub-bullets with a triple dash (---), etc.  If a bullet is longer than one line, the second line will start aligned with the first letter of the first line.

13.6.  Nominations should include specific facts, achievements, and examples showing the individuals are exceptional.  Achievements should distinguish the member from his or her peers.

13.7.  Nominations must cite examples that occurred only during the award period.

13.8.  Nominations must include ONLY the category titles (headings) appropriate for the civilian or military nomination.  Nominations with added, changed, or missing categories will be detrimental to the nominee during the scoring process.  See paragraph 19 and Attachments 5-8 for category titles.
13.9.  Bullets should be in the past tense (i.e., completed, led, directed, initiated, etc.).

13.10.  Avoid passive voice (i.e., is, was, has been, etc.).  Start each bullet with a strong active tense verb.

13.11.  Acronyms will be spelled out the first time they are used, then the acronym alone can be used from there on.  (Exception:  Do not abbreviate “Air Force” to AF.)

13.12.  Show the problem or situation, the action taken by the nominee, and the quantified results.  Avoid just stating duty descriptions.

13.13.  Team award nominations should show what the problem was, what challenges the team faced, and how they worked to overcome those problems and the quantifiable results (i.e., money saved, time saved, manpower saved, costs avoided, % improved, etc…, include development of new techniques).  
13.14.  Special characters (i.e., %, etc.) should not be used.  Spell them out.  Bold and italicized type is not allowed.

13.15.  Do not use the letters “K”, “M”, or “B” to show hundreds of thousands, million, or billion.  (e.g., These numbers could be shown as $999,999, $20 million, or $6.5 billion.)

14.  Submission of the Nomination Package:

14.1.  Quarterly award nomination packages for all categories must include:

14.1.1.  One copy of a memorandum from the unit commander or SPO director listing nominees 

in all categories.  This letter should state whether or not each member will be attending the selection board and if not, the reason for absence.  

14.1.2.  Six copies of AF Form 1206 completed on each nominee in the appropriate format specified in Attachments 5-8.

14.1.3.  Team packages must include a list of team members and their rank and grade.  Also, identify the team leader on the list.

14.2.  Annual award nomination packages for each nominee must include:

14.2.1.  One copy of a memorandum from the unit commander or SPO director listing nominees in all categories (see Attachment 9).

14.2.2.  Six copies of AF Form 1206 completed on each nominee in the appropriate format specified in Attachments 5-8.

15.  Breakout of nominating organizations.

15.1.  Each organization at LAAFB will compete at the LAAFB quarterly and annual awards from their own respective unit (i.e.  SPO, Squadron, Staff Agency, or Directorate).  A 61 ABG winner will be named by the respective board in the event the LAAFB/SMC winner is not from the 61 ABG.

Section D—Selection Board Procedures

16.  Detachment, Unit and SPO Selection Board:

16.1.  Detachments and unit commanders, SPO directors, and ABG commander may select the quarterly and annual winner for their organization in each category, but should consider a selection board process using the evaluation criteria in Paragraph 19 when more than one nomination is submitted for consideration.

16.2.  SMC organizations not located on LAAFB are required to use criteria established by their host base/location for quarterly nomination packages.

17.  LAAFB and SMC Selection Board:

17.1.  To be considered in the officer and enlisted categories, nominees must personally meet the quarterly and annual LAAFB board for an interview regardless of the number of nomination packages received.  When a nominee is unable to personally meet the board for any reason, the 61 MSS/DPM will make the determination whether the member’s nomination package will be removed from consideration or given a median score and considered.

17.1.1.  Board members should review and score nomination packages before the selection board is convened.

17.1.2.  The board president for each category assigns question areas to board members as defined in Paragraph 19.
17.1.3.  Board members must ask opinionated type questions related to their assigned areas as defined in Paragraph 19.

17.1.4.  Board members may prepare an appropriate feedback form on all military nominees (see Attachments 10 and 11).  Feedback forms must be turned in to 61 MSS/DPMPE for distribution to the nominees after selected winners are officially announced.

17.2.  The SCAC Recognition Committee Chairperson and the Human Resources Team Representative should convene a selection board to distribute nomination packages to the board members for review, scoring, and to discuss board procedures.  See Attachment 11 for grading system.  After reviewing and scoring each nomination package, the board members should reconvene to discuss individual and collective scores for all nominees and decide on selected winner for each category.

17.3.  Do not discuss proceedings or selections with anyone prior to announcement of the winners by the commander regardless of selection method.

17.4.  SMC Annual boards will be records only and will not require personal appearance by the nominees.

17.5.  The LAAFB JrCGO and SrCGO winners will be competed against each other to determine which LAAFB CGO will compete against the Detachment CGOs at the SMC board for nomination to the MAJCOM.

18.  Selection Board Makeup.  61 MSS/DPMPE, SCAC, and SMC/CCC arrange for board members.  Only one representative from each agency should be selected as a board member for each category. 

18.1.  The SMC/CCC will determine the board members and president for all enlisted boards.

18.2.  The JCGO board will consist of four majors and the president will be a lieutenant colonel.

18.3. The SRCGO board will consist of four lieutenant colonels and the president will be a colonel.
18.4.  The Civilian board composition should consist of SCAC approved members.

18.5.  Each board should include detachment personnel for SMC annual awards when feasible.  

19.  Evaluation Criteria:

19.1.  Senior/Junior Company Grade Officer.  Individuals will be evaluated on the following criteria:
19.1.1.  Leadership and job performance in primary duties.

19.1.2.  Significant self-improvement.

19.1.3.  Base or community involvement.

19.1.4.  Communicative skills.

19.1.5.  Military bearing and behavior.

19.1.6.  Personal appearance.

19.1.7.  Each member of the officer boards will ask nominees opinionated type questions.  Each board member should develop questions from the following categories:

19.1.7.1.  Current events.

19.1.7.2.  Air Force News, Doctrine, and Mission.

19.2.  Senior NCO.  Individuals will be evaluated on the following criteria:

19.2.1.  Leadership and job performance in primary duties.

19.2.2.  Significant self-improvement.

19.2.3.  Base or community involvement.

19.2.4.  Communicative skills.

19.2.5.  Military bearing and behavior.

19.2.6.  Personal appearance.

19.2.7.  Each board member will ask nominees opinionated type questions.  The board president assigns question areas from the following categories:

19.2.7.1.  Current events.

19.2.7.2.  Air Force Pamphlet 36-2241, Vol 1, Promotion Fitness Examination Study Guide, Chapters 5 (The NCO), 6 (NCO Leadership), 7 (Military Customs and Courtesies), 9 (Standards of Appearance), 13 (NCO Management Functions), and 14 (Personnel Programs).

19.2.7.3.  AFP 36-2241, Vol II, United States Air Force Supervisory Examination Study Guide, Chapters 1 and 10.

19.3.  NCO and Airmen.  Individuals will be evaluated on the following criteria:
19.3.1.  Leadership and job performance in primary duties.

19.3.2.  Significant self-improvement.

19.3.3.  Base or community involvement.

19.3.4.  Communicative skills.

19.3.5.  Military bearing and behavior.

19.3.6.  Personal appearance.

19.3.7.  Each board member will ask nominees opinionated type questions.  The board president assigns question areas from the following categories:

19.3.7.1.  Current events.

19.3.7.2.  AFP 36-2241, Vol. 1, Chapters 5 (The NCO), 6 (NCO Leadership), 7 (Military Customs and Courtesies), and 9 (Standards of Appearance).

19.4.  MCIV, JCIV, and ASCIV.  Individuals will be evaluated on the following criteria:

19.4.1.  Job accomplishments and leadership.

19.4.2.  Education and self-improvement.

19.4.3.  Other accomplishments/base or community involvement.

19.4.4.  Civilian nominees do not meet an in-person board so there are no questions required.

19.5.  Team.  Teams will be evaluated on the following criteria.

19.5.1.  Team accomplishments

19.5.2.  Training and Team improvement activities

19.5.3.  Contribution to Organization/LAAFB/SMC

19.5.4.  Teams do not meet an in-person board so there are no questions required.

19.5.5.  A list of team members must be submitted with the nomination package specifying whether the member is military, government civilian, or contractor and also specifying a team representative.

19.5.6.  Specify a representative and POC for the team.

20.  1206 Headings:  
20.1.  Headings on the 1206 may not be the same as the Evaluation Criteria.

20.2.  Headings on the 1206 are as follows

20.2.1.  CGO and Enlisted 1206:

             Leadership and Job Performance in Primary Duties.

             Significant Self Improvement.

             Base or Community Involvement.

20.2.2.  Civilian 1206:

             Description of Duties (limit this to two lines).

             Job Accomplishments and Leadership.

             Education and Self Improvement.

             Other Accomplishments/Base or Community Involvement.

20.2.3.  Team 1206.

             Description of Team Mission or Project.

             Team Accomplishments.

             Training and Team Improvement Activities.

             Contributions to Organization/LAAFB/SMC.

20.3.  All headings should be bold and in all capital letters.

21.  Scoring Nomination Packages and Board Interviews:

21.1.  Nominees will be graded on a point system using the evaluation sheets in Attachments 12-15.
21.1.1.  The evaluation sheets contain a description of each category for which points are assigned and provide the maximum points allowed for each category.

21.1.2.  Board members should score the top categories on the score sheet before officer and enlisted nominees meet the board.

21.1.3.  After the officer and enlisted nominees meet the board, board members should finish scoring the nominees in each of the lower categories listed on the score sheet and total their scores in the appropriate block.  Note:  Civilian board members score all categories listed on the score sheet when reviewing the nomination package.
21.1.4.  After assigning total scores to each nominee, each officer, enlisted, and civilian board member will rank order the nominees.  Assign number one to the nominee with the highest total score, number two to the second highest, and so on.

21.2.  The board president consolidates the rankings assigned by each board member on Attachment 16.
21.3.  Resolve all cases of significant disagreement of three points or more in the rank order.  At this point there is no requirement for any of the board members to change their score, but the board president has the option of disallowing all scores from a board member he or she feels voted unfairly or prejudicially.

21.4. The president will rank order the consolidated total scores of the board members (lowest total is number one, second lowest total is number two, and so on).

21.5.  The lowest ranking score achieved by a nominee wins.  Ties for first place are not allowed.
22.  Board Selection of Winners.  The board selects winners at two levels in the quarterly and annual boards:

22.1.  The lowest score achieved in each category for nominees from the 61 CS, 61 MDS, 61 SFS, 61 MSS, 61 CONS, and 61 ABG staff will be selected as the overall 61 ABG quarterly or annual award winner, as appropriate.

22.2.  The lowest score achieved in each category for nominees physically assigned to LAAFB will be selected as the LAAFB quarterly award winner.

22.3.  The lowest score achieved in each category for nominees assigned to any organization in SMC will be selected as the SMC annual award winner.

22.4.  Each board president provides the board results to 61 MSS/DPMPE for consolidation in a memorandum combining the results of the officer, enlisted, team and civilian winners for signature of the 61 ABG/CC.

Section E -- Forms Prescribed

22.  The following forms are prescribed for use IAW this operating instruction.
22.1.  AF Form 1206, Nomination for Award.

22.2.  AF Form 1768, Staff Summary Sheet.

22.3. DD Form 2266, News Release Information, Hometown.

22.4. AF Form 2519, All Purpose Checklist.
22.5. AF Form 3126, General Purpose






   JEFFREY A. TIBBITS, Major, USAF







   Commander, 61st Mission Support Squadron

Attachment 1

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION

References

AFI 36-1004, Managing the Civilian Recognition Program

AFI 36-2805, Special Trophies and Awards

AFI 40-502, Weight and Body Fat Management Program
AFP 36-2241, Vol I, Promotion Fitness Examination Study Guide
AFP 36-2241, Vol II, United States Air Force Supervisory Examination Study Guide

Abbreviations and Acronyms

	AB—Airman Basic

	ABG/CC—61st Air Base Group Commander

	ABG—61st Air Base Group

	AFB—Air Force Base

	AFI—Air Force Instructions

	AFP—Air Force Pamphlet

	AFSC—Air Force Specialty Code

	AFSPC—Air Force Space Command

	AMN—Airman

	ASCIV—Administrative Support Civilian

	CC—Commander

	CCC—Command Chief Master Sergeant

	CCR—Individual Mobilization Augmentee Support Office

	CGO—Company Grade Officer

	CMSgt—Chief Master Sergeant

	DPC—Civilian Personnel

	DPCE—Civilian Personnel Retirement and Awards Office

	DPM—Military Personnel Flight

	DPMPE—Military Personnel Flight Awards and Decorations Element

	DPMP—Military Personnel Flight Customer Support Section

	GS—General Schedule

	HQ AFMC—Headquarters Air Force Material Command

	HQ—Headquarters

	IAW—In Accordance With

	IMA—Individual Mobilization Augmentee

	JCGO—Junior Company Grade Officer

	JCIV—Junior Level Civilian

	LAAFB—Los Angeles Air Force Base

	LOR–Letter of Reprimand

	Lt Col—Lieutenant Colonel

	MCIV—Middle Level Civilian

	MPF—Military Personnel Flight

	MSgt—Master Sergeant

	MSS/CC—61st Mission Support Squadron Commander

	MSS—Mission Support Squadron

	NAF—Non Appropriated Fund

	NCO—Noncommissioned Officer

	OI—Operating Instruction

	OPR—Office of Primary Responsibility

	PA—Public Affairs

	RIP—Report of Individual Personnel

	SCAC—Senior Civilian Advisory Committee

	SCGO—Senior Company Grade Officer

	SMC/CC—SMC Commander

	SMC/CV—SMC Vice Commander

	SMC—Space and Missile Systems Center

	SMSgt—Senior Master Sergeant

	SNCO—Senior Noncommissioned Officer

	SPO—System Program Office

	SrA—Senior Airman

	SSgt—Staff Sergeant

	TSgt—Technical Sergeant

	UCMJ—Uniform Code of Military Justice

	UIF—Unfavorable Information File

	USAFR—United States Air Force Reserve Command

	USAF—United States Air Force

	WBFMP—Weight and Body Fat Management Program

	WS—Wage Supervisor
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SAMPLE TASKING LETTER
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DEPARTMENT OF THE AIR FORCE

HEADQUARTERS  SPACE  AND  MISSILE  SYSTEMS  CENTER  (AFSPC)

LOS ANGELES,  CA

MEMORANDUM FOR (LOS ANGELES AFB/TWO LETTER ORGANIZATIONS)

FROM:
61 MSS/DPMP


2420 Vela Way, Suite 1467


El Segundo CA 90245-4677

SUBJECT:
Los Angeles AFB Civilian, JCGO, SCGO, AMN, NCO, and SNCO Quarter or Annual Awards Board  (SUSPENSE: (date due to 61 MSS/DPMPE)
1.
The Military Personnel Flight Awards and Decorations Element (DPMPE) is now accepting nomination packages for the Los Angeles AFB (enter quarter or year for the annual) awards board.  All nomination packages are due to 61 MSS/DPMPE no later than 1500 hours on (enter date).  In order to be fair to all nominees, late packages will not be accepted.  DPMPE will announce the date and time each nominee is scheduled to meet the board on (enter date).  The scheduled board dates are:


DATE
BOARD



Civilian



JCGO/SCGO 



AMN/NCO/SNCO



IMA (Annual only)

2.
SMCI 36-2805, Quarterly and Annual Recognition Program, outlines eligibility criteria, nomination package requirements, interview subject matter, and scoring criteria and procedures.  The LAAFB and SMC selected winners in each category are based on the whole person concept.

3.
If you have any questions, please contact 61 MSS/DPMP at extension 3-1604.


(Signature block of 61 MSS/DPMP)
Attachment 3

SAMPLE BOARD MINUTES

MEMORANDUM FOR 61 ABG/CC

FROM:
61 MSS/DPMPE

SUBJECT:
Los Angeles AFB 1st Quarter Awards Board Minutes – (enter dates)

1.
The Los Angeles Air Force Base (enter category) of the Quarter Awards Board convened at (enter time) on (enter date).  The board members were:

(Enter category) Board Members:

	Rank
	Name
	Office Symbol
	Phone Number

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2.
Subject to your approval, the Los Angeles AFB award winner for (enter category) of the Quarter is:

(Winner’s rank, name, and organization)

3.
POC is 61 MSS/DPMPE, 3-5376.

Board President’s Signature Block

1st Ind, 61 ABG/CC

To:
61 MSS/DPMPE

Approved/Disapproved


ABG/CC signature block

Attachment 4

SAMPLE AF FORM 1768, STAFF SUMMARY SHEET

	Staff Summary Sheet

	
	TO
	ACTION
	SIGNATURE (Surname), GRADE AND DATE
	
	TO
	ACTION
	SIGNATURE (Surname), GRADE AND DATE

	1
	61MSS/CC
	Coord
	
	6
	
	
	

	2
	SMC/

CCC
	Sign
	
	7
	
	
	

	3
	61ABG/CC
	Process
	
	8
	
	
	

	4
	61MSS/DPMPE


	
	
	9
	
	
	

	5
	
	
	
	10
	
	
	

	SURNAME OF ACTION OFFICER AND GRAGE


	SYMBOL


	PHONE
	TYPIST’S INITIALS
	SUSPENSE DATE

	SUBJECT

61 ABG and Los Angeles AFB (number quarter) Quarter Award Board Minutes and Congratulatory Letters
	DATE

	SUMMARY

1.  At Tab one are the minutes from the 61 ABG and Los Angeles AFB (number quarter) Quarter Award Boards which convened (date).

2.  Winners are named for the following categories:  Airman, NCO, SNCO, Jr. and Sr. CGO, Civilian Administrative Support Level (ASCIV), Mid Level (MCIV), and Junior Level (JCIV).  The following are the winners for the 61 ABG:  AMN –(rank, name, organization); NCO – (rank, name, organization); SNCO – (rank, name, organization); Jr. CGO – (rank, name, organization); Sr. CGO – (rank, name, organization); ASCIV – (name, organization); JCIV – (name, organization), MCIV – (name, organization). 

3.  The following were named the winners for Los Angeles AFB:  AMN – (rank, name, organization); NCO - (rank, name, organization); SNCO - (rank, name, organization); Jr. CGO - (rank, name, organization); Sr. CGO - (rank, name, organization); ASCIV - (name, organization); JCIV - (name, organization); and MCIV - (name, organization).  The Honor Guard member of the Quarter is (rank, name, and organization). 

4.  At Tab 2 are the congratulatory letters for the 61 ABG quarterly winners, and at Tab 3 the congratulatory/time off awards pass letters for the Los Angeles AFB winners.

5.  Board members used a ranking system where the winner had the lowest total score.  In order to select the overall 61 ABG winners, the 61 ABG nominee who had the lowest ranking consolidated score as compared with other 61 ABG members were named the 61 ABG winners.  Boards for 61 ABG and Los Angeles were conducted simultaneously.  Recommend 61 ABG/CC recognize these winners, and at a time of his choosing such as, Commander's Call, with plaque, coin, mug, etc.   

6.  RECOMMENDATION:  61 ABG/CC sign the board minutes at tab 1, the 61 ABG congratulatory letters at Tab 2, and the Los Angeles AFB congratulatory/time-off/3-day pass letter at tab 3.

SIGNATURE BLOCK                                                             TABS

Commander, Military Personnel Flight
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PREVIOUS EDITION WILL BE USED




Attachment 5

CGO FORMAT

	NOMINATION FOR AWARD

	AWARD

(Note 1)
	CATEGORY

(Note 2)
	AWARD PERIOD

(Note 3)

	RANK/NAME OF NOMINEE (LAST, FIRST, MIDDLE INITIAL)
Capt/Doe, John X., Jr.
	SSAN (Enter last 4 Only)

6789
	MAJCOM, FOA, OR DRU

AFSPC

	DAFSC/DUTY TITLE

63A3/Chief, Space Project Officer
	NOMINEES TELEPHONE (DSN & Commercial)

DSN:  833-1234     Comm:  363-1234

	UNIT/OFFICE SYMBOL/STREET ADDRESS/BASE/STATE/ZIP CODE

61 ABG/CCA  2420 Challenger Way Ste 1467, LAAFB, CA, 90245

	RANK/NAME OF UNIT COMMANDER (FIRST, MIDDLE INITIAL, LAST) COMMANDER’S TELEPHONE (DSN & Commercial)

Rank/Name of Commander/Director    DSN:  833-1224   Comm: 363-1224

	SPECIFIC ACCOMPLISHMENTS (USE SINGLE-SPACED, BULLET FORMAT, 45 LINE MAXIMUM)

LEADERSHIP AND JOB PERFORMANCE IN PRIMARY DUTY:

- Show the nominee’s leadership and job performance in primary duty 

  -- Include the development of new techniques

  -- Implementation of quality principles

SIGNIFICANT SELF-IMPROVEMENT:
- Show the nominee’s self-improvement actions

  -- On-/Off-duty education

  -- Achievements in professional or cultural societies

  -- Develop of creative abilities

  -- Also include any activities in any associations

BASE OR COMMUNITY INVOLVEMENT:

- Contribute tangibly or intangibly to the military/civilian community’s welfare, morale, or status during the recognition period
- Describe activities where the nominee has been an articulate and positive member of the Air Force

NOTES:

CHOOSE THE APPROPRIATE ENTRY FROM BELOW:

1.  LAAFB Quarterly Award

     LAAFB Annual Award

     SMC Annual Award

2.  JCGO, SCGO, CGO

3.  Jan-Mar XX (appropriate year)

     Apr-Jun

     Jul-Sep

     Oct-Dec

     Jan-Dec

QUARTERLY AWARDS - USE FRONT OF FORM ONLY

ANNUAL AWARDS - USE FRONT OF FORM ONLY 


AF Form 1206, 20000701 (IMT-V1)



PREVIOUS EDITION IS OBSOLETE
Attachment 6

ENLISTED FORMAT

	NOMINATION FOR AWARD

	AWARD

(Note 1)
	CATEGORY

(Note 2)
	AWARD PERIOD

(Note 3)

	RANK/NAME OF NOMINEE (LAST, FIRST, MIDDLE INITIAL)
TSgt/Doe, John X
	SSAN (Enter last 4 Only)

6789
	MAJCOM, FOA, OR DRU

AFSPC

	DAFSC/DUTY TITLE

3S051/Personnel NCOIC
	NOMINEES TELEPHONE (DSN & Commercial)

DSN:  833-1234     Comm:  363-1234

	UNIT/OFFICE SYMBOL/STREET ADDRESS/BASE/STATE/ZIP CODE

61 ABG/CCA  2420 Challenger Way Ste 1467, LAAFB, CA, 90245

	RANK/NAME OF UNIT COMMANDER (FIRST, MIDDLE INITIAL, LAST) COMMANDER’S TELEPHONE (DSN & Commercial)

Rank/Name of Commander/Director    DSN:  833-1224   Comm: 363-1224

	SPECIFIC ACCOMPLISHMENTS (USE SINGLE-SPACED, BULLET FORMAT, 45 LINE MAXIMUM)

LEADERSHIP AND JOB PERFORMANCE IN PRIMARY DUTY:

-  Describe significant leadership accomplishments and how well the member performed assigned primary and   

   additional duties.

-  Define the scope and level of responsibilities and the impact on the mission and unit.

-  Include any new initiatives or techniques developed by the member that positively impacted the unit and/or the    

   mission

-  Include results of Air Force, MAJCOM, Numbered Air Force-level inspections and/or evaluations.

-  Include awards received; e.g., NCO of the Quarter, Maintenance Professional of the Year, and so forth.

SIGNIFICANT SELF-IMPROVEMENT:

-  Show how the member developed or improved skills related to primary duties; e.g., formal training, Career 

   Development Course enrollment or completion, On-the-Job Training, certifications, off-duty education related to 

   primary duties, and so forth.

-  Include completion of any professional military education (PME) as well as awards earned during in-residence  

   attendance.

-  Include any off-duty education not directly related to primary duties; e.g., class, course, degree enrollment

   and/or completion, grade point average.

-  Cite any other relevant training or activity that significantly enhanced the member’s value as a military citizen.

BASE OR COMMUNITY INVOLVEMENT:

-  Define the scope and impact of the member’s positive leadership and involvement in both the military and civilian 

   community.

-  Include leadership, membership, or participation in unit advisory councils, professional military organizations,   

   associations, and events; e.g., President of Top 3, enlisted dining-out committee, member of Air Force Sergeants  

   Association, Sunday school teacher, and so forth.

 NOTES:  CHOOSE THE APPROPRIATE ENTRY FROM BELOW:

 1.  LAAFB Quarterly Award

      LAAFB Annual Award

      SMC Annual Award

 2.  AMN, NCO, SNCO, First Sergeant

 3.  Jan-Mar XX (appropriate year)

      Apr-Jun XX

      Jul-Sep XX

      Oct-Dec XX

      Jan-Dec XX

QUARTERLY AWARDS - USE FRONT OF FORM ONLY

ANNUAL AWARDS - USE FRONT AND BACK OF FORM


AF Form 1206, 20000701 (IMT-V1)



PREVIOUS EDITION IS OBSOLETE
Attachment 7

CIVILIAN FORMAT

	NOMINATION FOR AWARD

	AWARD

(Note 1)
	CATEGORY

(Note 2)
	AWARD PERIOD

(Note 3)

	RANK/NAME OF NOMINEE (LAST, FIRST, MIDDLE INITIAL)
Doe, Jane M.
	SSAN (Enter last 4 Only)

6789
	MAJCOM, FOA, OR DRU

AFSPC

	DAFSC/DUTY TITLE

204-06/Personnel Specialist
	NOMINEES TELEPHONE (DSN & Commercial)

DSN:  833-1234     Comm:  363-1234

	UNIT/OFFICE SYMBOL/STREET ADDRESS/BASE/STATE/ZIP CODE

61 ABG/CCA  2420 Challenger Way Ste 1467, LAAFB, CA, 90245

	RANK/NAME OF UNIT COMMANDER (FIRST, MIDDLE INITIAL, LAST) COMMANDER’S TELEPHONE (DSN & Commercial)

Rank/Name of Commander/Director    DSN:  833-1224   Comm: 363-1224

	SPECIFIC ACCOMPLISHMENTS (USE SINGLE-SPACED, BULLET FORMAT, 45 LINE MAXIMUM)

DESCRIPTION OF DUTIES:

- Description of primary duty.  Limit this to two lines.

JOB ACCOMPLISHMENTS AND LEADERSHIP:

- Show the nominee’s leadership and job performance in primary duty

  -- Include the development of new techniques

  -- Implementation of quality principles 

EDUCATION AND SELF-IMPROVEMENT EFFORTS:

- Show the nominee’s self-improvement actions

  -- On/Off-duty education

  -- Achievements in professional or cultural societies

  -- Development of creative abilities

  --Also include any activities in any associations 

OTHER ACCOMPLISHMENTS/COMMUNITY INVOLVEMENT:

- Contributions tangibly or intangibly to the military/civilian community’s welfare, morale, or status during the recognition period

- Describe activities where the nominee has been an articulate and positive member of the Air Force

NOTES:

CHOOSE THE APPROPRIATE ENTRY FROM BELOW:

1.  LAAFB Quarterly Award

     LAAFB Annual Award

     SMC Annual Award

2.  ASCIV, JCIV, MCIV

3.  Jan-Mar XX (appropriate year)

     Apr-Jun

     Jul-Sep

     Oct-Dec

     Jan-Dec

QUARTERLY AWARDS - USE FRONT OF FORM ONLY

ANNUAL AWARDS - USE FRONT OF FORM ONLY


AF Form 1206, 20000701 (IMT-V1)



PREVIOUS EDITION IS OBSOLETE 

Attachment 8 

TEAM FORMAT

	NOMINATION FOR AWARD

	AWARD

(Note 1)
	CATEGORY

(Note 2)
	AWARD PERIOD

(Note 3)

	RANK/NAME OF NOMINEE (LAST, FIRST, MIDDLE INITIAL)
Team Name 
	SSAN (Enter last 4 Only)

N/A
	MAJCOM, FOA, OR DRU

AFSPC

	DAFSC/DUTY TITLE

N/A
	NOMINEES TELEPHONE (DSN & Commercial)

DSN:  833-1345     Comm:  363-1234

	UNIT/OFFICE SYMBOL/STREET ADDRESS/BASE/STATE/ZIP CODE

61 ABG/CCA  2420 Challenger Way Ste 1467

	RANK/NAME OF UNIT COMMANDER (FIRST, MIDDLE INITIAL, LAST) COMMANDER’S TELEPHONE (DSN & Commercial)

Rank/Name of Commander/Director

	SPECIFIC ACCOMPLISHMENTS (USE SINGLE-SPACED, BULLET FORMAT, 45 LINE MAXIMUM)

DESCRIPTION OF TEAM MISSION OR PROJECT:

TEAM ACCOMPLISHMENTS:

TRAINING AND TEAM IMPROVEMENT ACTIVITIES:

CONTRIBUTION TO ORGANIZATION/LAAFB/SMC:

NOTES:

CHOOSE THE APPROPRIATE ENTRY FROM BELOW:

1.  LAAFB Quarterly Award

     LAAFB Annual Award

     SMC Annual Award

2.  Team

3.  Jan-Mar XX (appropriate year)

     Apr-Jun

     Jul-Sep

     Oct-Dec

     Jan-Dec

QUARTERLY AWARDS - USE FRONT OF FORM ONLY

ANNUAL AWARDS - USE FRONT OF FORM ONLY




AF FORM 1206, 20000701 (IMT-V1)


PREVIOUS EDITION IS OBSOLETE

Attachment 9

SAMPLE MEMORANDUM FROM COMMANDER OR DIRECTOR

MEMORANDUM FOR 61 MSS/DPMPE

FROM:
Unit/CC or SPO director

SUBJECT:
Outstanding Nominees of the Quarter (MM/YY – MM/YY)/Year (YYYY)

1.
The attached nomination package(s) on  (list all nominees and the categories they are competing in) is/are forwarded for you consideration.

2.  All people nominated will be available for the board convening for their respective ranks and if not, the reason is stated next to their name.  

    *The MPF will make the determination, on a case by case basis, whether or not absent    

    members will be eligible to be considered for that quarter. 

3.
I certify that the nominee(s) has not had any incidents of a derogatory nature, such as a pattern of bad checks, disciplinary action, letters of indebtedness, letters of reprimand, active Unfavorable Information File, etc., during the nomination period.








UNIT COMMANDER/SPO DIRECTOR








SIGNATURE BLOCK

Attachment(s)

Nomination Package(s)

Note:  List packages by name and award and reason they will not be attending board.

Attachment 10

NOMINEE FEEDBACK FORM
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Attachment 11

GRADING SYSTEM

Nominees will be graded on a point system in the following areas:

CGO/SNCO/NCO/AMN

	ITEM
	EVALUATION CRITERIA
	MAX POINTS

	1
	Leadership and Job Performance in Primary Duty
	25

	2
	Significant Self-Improvement
	20

	3
	Base or Community Involvement
	15

	4
	Military Bearing and Behavior
	10

	5
	Personal Appearance
	10

	6
	Communicative Skills
	20

	
	Total Possible Points
	100


CIVILIAN

	ITEM
	EVALUATION CRITERIA
	MAX POINTS

	1
	Job Accomplishments and Leadership
	70

	2
	Education and Self-improvement Efforts
	20

	3
	Other Accomplishments/Community Involvement
	10

	
	Total Possible Points
	100


TEAM

	ITEM
	EVALUATION CRITERIA
	MAX POINTS

	1
	Team Accomplishments
	60

	2
	Training and Team Improvement Activities
	20

	3
	Contribution to Organization/LAAFB/SMC
	20

	
	Total Possible Points
	100


Attachment 12

CGO EVALUATION SHEET
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Notes:

1.  Point values are to aid individual board members to rank order the nominees.  Each board member must rank order the nominees and settle their own ties.

2.  Provide the rank order to the board recorder for consolidation on the Awards Board Tally Sheet (see Attachment 16).

Attachment 13

ENLISTED EVALUATION SHEET
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Notes:
1.  Each board member must rank order the nominees and settle their own ties.

2.  Provide the Rank order to the board recorder for consolidation on the Awards Board Tally Sheet (see Attachment 16).
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CIVILIAN EVALUATION SHEET
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Notes:

1.
Point values are to aid individual board members to rank order the nominees.  Each board member must rank order the nominees and settle their own ties.

2.
Provide the rank order to the board recorder for consolidation on the Awards Board Tally Sheet (see Attachment 16).

Attachment 15

TEAM EVALUATION SHEET
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Point values are to aid individual board members to rank order the nominees.  Each board member must rank order the nominees and settle their own ties.

Attachment 16

AWARDS BOARD TALLY SHEET
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Notes:

1.
Discuss all differences of three or more between board members rankings.

2.
The rank ordering procedure points out gaming when point spreads are large.
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