MEMORANDUM FOR ALL SQUADRON PERSONNEL

FROM:  628 AMSS/CC

SUBJECT:  Squadron Recognition Program Policy Letter

This Policy Letter establishes a program to recognize military, government employed civilian personnel, and spouses assigned to the 628th Air Mobility Support Squadron.  It outlines eligibility, nomination, and selection criteria.

1.  POLICY:  To establish procedures for selection of the 628th Air Mobility Support Squadron Airman (Amn), Noncommissioned Officer (NCO), Senior NCO (SNCO), Company Grade Officer (CGO), Civilian, Spouse, and Volunteer of the Quarter and Year.

2.  TERMS EXPLAINED AND ELIGIBILITY CRITERIA:


a.  Annual:  1 January through 31 December.


b.  Quarterly:  1 January through 31 March (1st Qtr), 1 April through 30 June (2nd Qtr), 1 July through 30 September (3rd Qtr), 1 October through 31 December (4th Qtr).


c.  Airman:  Airman Basic through Senior Airman (E-1 through E-4).


d.  NCO:  Sergeant through Technical Sergeant (E-4 through E-6)


e.  Senior NCO:  Master Sergeant through Chief Master Sergeant (E-7 through E-9).


f.   Company Grade Officer:  2nd Lieutenant through Captain (O-1 through O-3).


g.  Civilian:  There are two categories; Civilian Manager (supervisory) and Civilian Specialist (non-supervisory).


h.  Spouse:  An individual married to a 628 AMSS person.

     i.  Volunteer:  Any military member who volunteers to aid in base/local community activities.


j.   Selected winners would not be considered for nomination within the same category for a 12 month period (1 January through 31 December).


k.  Nominations for the annual awards are not limited to past quarterly award winners.  

3.  BASIC QUALIFICATION CRITERIA:


a.  MILITARY:  Served in the appropriate grade for the category in which nominated for at least 2 months of the award period.


b.  MILITARY:  Not have been convicted by court-martial or punished under Article 15 proceedings during or for 1 year preceding the award period.   


c.  MILITARY:  Does not have or had an Unfavorable Information File (UIF) during any part of the award period.


d.  MILITARY:  Complies with Air Force personal appearance requirements.  Individuals on the Weight Management Program can be nominated for an award only if they have been in Phase II, Observation Phase for two consecutive months or in the one year Probation Phase.


e.  MILITARY:  Have an Air Force specialty skill level commensurate with their grade, or have demonstrated outstanding performance in their career field.


f.  CIVILIAN:  Demonstrated outstanding technical and managerial skills in support to the squadron mission.

    g.  SPOUSE:  Demonstrated outstanding support, directly or indirectly, to the squadron and/or wing mission through volunteer efforts.   

    h.  VOLUNTEER:  Nominations should consider the impact the individual made on the Incirlik community during the quarter they are being nominated for.

4.  BASIC EVALUATION CRITERIA:
    a.  Cited accomplishments must apply to the period for which the award pertains.  However, specific achievements initiated before but culminated during the awards period, may be included in the nomination package.  Quarterly award nomination packages, and required categories, will be prepared IAW Atch 1 and submitted IAW Atch 3.   The electronic form version (Apr 95) of the AF Form 1206 is required.  Limit the quarterly award nomination package to one typed page. 

    b.
ANNUAL AWARDS:  Annual award nominees do not have to be previous quarterly award winners.  Anyone can be submitted for annual awards provided they have not possessed any negative quality indicators during the award period.  Squadron Annual Award winners will be forwarded to 621st as the squadron’s nominations for “12 Outstanding Airmen of the Year” and “USAF First Sergeant of the Year” awards.  Recipients of this award will go on to compete at 21 AF, AMC, and USAF level.  

      
(1)
Annual Award Nomination Packages for 12 OAY and USAF First Sergeant of the Year:  Each package must contain the following:




(a)
The electronic form version (Apr 95) of the AF Form 1206 is required.  Limit to two, single-spaced typewritten pages, one original and eight copies.  Accomplish the AF Form 1206 IAW Atch 2a.




(b)   General information sheet (except First Sergeant), one original and eight copies (Atch 2b).




(c)   One-page biography.  One original and eight copies (Atch 2c).




(d)   Statement letter  (except First Sergeant).  One original and eight copies

(Atch 2d).

                    (e)   A recommendation letter signed by squadron/detachment commander (Atch 2e).

                    (f)   Base level records review report on individual personnel.  One original and eight copies.

             (2)   Annual Award Nomination Packages for CGO of the Year:  Each package must contain the following:




(a)   The electronic form version (Apr 95) of the AF Form 1206 is required.  Limit to two, single-spaced typewritten pages, one original and eight copies.  Accomplish the AF Form 1206 IAW Atch 2f.




(b)   General information sheet.  One original and eight copies (Atch 2b).




(c)   One-page biography.  One original and eight copies (Atch 2c).
                    (d)   Base level records review report on individual personnel.  One original and eight copies.
             (3)   Annual Award Nomination Packages for Civilian of the Year:   Each package must contain the electronic form version (Apr 95) of the AF Form 1206.  Limit to two, single-spaced typewritten pages, one original and three copies.  Accomplish the AF Form 1206 IAW Atch 2.
There are four categories:

                    (a)   Employees in grades GS-01 through 08 and WG/WL-01 through 07 compete in category 1.

                    (b)   Employees in grades GS-09 through 13, WS-01 through 13, and WG- through WL-08 and above compete in category 2.

                    (c)   Local national employees in non-supervisory positions, in any grade, compete in category 3.

                    (d)   Local national employees in supervisory positions, in any grade, compete in category 4.



(4)   Annual Award Nomination Packages for Joan Orr Air Force Spouse of the Year:   The 621 AMSG will provide a suspense date for this award, normally due in October of the current calendar year.  Each package must contain the following:




(a)   The electronic form version (Apr 95) of the AF Form 1206 is required.  Limit to two, single-spaced typewritten pages,  one original and eight copies.  Accomplish the AF Form 1206 IAW Atch 1c.

                    (b)   One-page biography.  One original and eight copies (Atch 2c). 

                    (c)   A citation, limited to 50 words or less (Atch 2g).    

5.  NOMINATION/SELECTION CRITERIA:
     a.  Each flight (Command Section, MA, TR) can only submit one nomination package for each military/civilian award categories.  There is no limit to any other nomination category. 


b.  Nominations will be forwarded to the First Sergeant as indicated in Attachment 1 and 2.

     c.  The Enlisted Boards will consist of three voting members (Senior NCOs) and the First Sergeant or a CMSgt as president. The First Sergeant will select the board members.  Board members will be solicited from each flight.

     d.  The Company Grade Officer, Civilian, Volunteer, and Spouse Boards will consist of the 628 AMSS/CC, CD, and CCE.

     e.  The 628 AMSS/CC will notify the squadron within 72 hours after the board selection.  Plaques will be forwarded to the winner’s within 30 days after releasing the results of the board.


d.  Upon completion of the board, selectees’ names will be submitted to the Commander through the First Sergeant for approval prior to public release.


e.  The nominee’s selected will be based on the nomination package.


f.   The Board President is a non-voting member except in the event of a tie.

6.  UNIFORM REQUIREMENTS:   Board members are required to wear their duty uniform.

7.  RESPONSIBILITIES:   All members of the 628th Air Mobility Support Squadron share the responsibility for a successful individual recognition program.  Specific responsibilities are as follows:

    a.  Supervisors will:



(1)  Ensure participation from assigned personnel in supporting award programs.



(2)  Identify and recognize outstanding performers.



(3)  Submit nominations in accordance with this letter.



(4)  Ensure nominees meet appropriate appearance and weight standards.



(5)  Support the First Sergeant in selecting board members.


(6)  Encourage maximum participation at the award ceremonies.

    b.  The Board President will:


(1)  Contact the First Sergeant two days  prior to the board to receive instructions regarding the ground rules and scoring process (Atch 4).


(2)  Provide the First Sergeant with the results of the board for the Commander’s approval.


(3)  Ensure the board is conducted fairly.

         (4)  Provide feedback to supervisors on nominee’s packages.

    c.  The First Sergeant will:


(1)  Manage the squadron personnel recognition program (i.e. Amn, NCO, SNCO, CGO, Civilian, Spouse, and Volunteer).


(2)  Ensure selection board dates are confirmed or established and a room in which to conduct selection boards is reserved.


(3)  Ensure information on nomination formats and suspenses are provided to all sections.


(4)  Ensure all nominees meet the eligibility criteria established in squadron/group/base instructions or policy letters.


(5)  Coordinate the announcement of selectees.


(6)  Ensure all appropriate awards, plaques, letters, etc., are prepared.


(7)  Ensure packages are properly prepared in correct format and submitted on time to the group/wing for consideration.

    d.  The Commander or designated representative will:


(1)  Announce the selection results to the squadron within 72 hours after the board selection.

         (2)  Present the winners their awards on appropriate occasion.


(3)  Award a special pass to winners in each category (excluding spouses).







   RONALD E. WILLIAMS, Colonel, USAF







   Commander

Attachments

1a.  AF Form 1206 (Quarterly Military)

1b.  AF Form 1206 (Civilian)

1c.  AF Form 1206 (Spouse)

1d.  Volunteer of the Quarter/Year

2a.  AF Form 1206 (12 OAY and 

       USAF First Sergeant of the Year)

2b.  General Information Sheet

2c.  Biography

2d.  Statement Letter

2e.  Recommendation Letter

2f.  AF Form 1206 (AMC CGO of the Year)

2g.  Citation to Accompany Joan Orr Air Force Spouse of the Year

3.  Nomination Package/Board Schedule

4a.  Sample Scoring Sheet (Incirlik AB TU)

4b. Sample Scoring Sheet (621 AMSG/21 AF)

VOLUNTEER OF THE QUARTER/YEAR

1.  Nominations should consider the impact the individual made on the Incirlik community during the quarter that they are being nominated for.

2.  Nominations are limited to one type-written page (bullet format) and should be signed by the supervisor.
Atch 1d

GENERAL INFORMATION

NAME OF BOARD:                                             (12 OUTSTANDING AIRMEN OF THE 




                                                   YEAR, 199_)





                                                   (AMC COMPANY GRADE OFFICER OF 




                                                   THE YEAR, 199_)

FROM:

                                  
AIR MOBILITY COMMAND

INCLUSIVE DATE OF 

ACHIEVEMENT:                                                  1 JANUARY 199_ - 31 DECEMBER 199_

NOMINEE:
                                                            JOHN Q. DOE

GRADE:

                                                   AIRMAN FIRST CLASS

CATEGORY OF COMPETITION:                      (AIRMAN, NCO, OR SENIOR NCO)





                                                   (AMC COMPANY GRADE OFFICER OF THE 



 
YEAR)

SSN:


                                                   123-45-6789

PRESENT ORGANIZATION 

AND STATION:

123d SUPPORT GROUP

 




457 F STREET STE 789






JONES AFB, KENTUCKY 12345-5000

PROJECTED ASSIGNMENT

AND REPORTING DATE:
NONE

PERMANENT HOME ADDRESS:
3502 S. LIMESTONE STREET






COLUMBUS, OHIO  43730

NOMINATED FOR:  12 Outstanding Airmen of the Year/AMC Company Grade Officer of the Year for excellent performance, outstanding professional skill, knowledge, and leadership as an administrative specialist in support of the administrative services provided the Deputy Chief of Staff for Personnel, Data Communications Planning Staff, 123d Support Group.  Member has not had an open unfavorable information file (UIF) during this award period.

NOTE:  Left margin must be 1 inch.  NOMINATED FOR portion is single-spaced.  Double-space between all other headings.  Use 10 or 12 point, Times New Roman.

Atch 2b

BIOGRAPHY

AIRMAN FIRST CLASS JOHN Q. DOE

123-45-6789

AFSC:  3M031, Services Apprentice

Airman First Class John Q. Doe is a Services Apprentice assigned to the Ford’s Dining Facility as a shift leader, Jones Air Force Base, Kentucky.  He is 27 years old.  

Airman Doe was born in Columbus, Ohio, on 1 August 1996.  He attended Central High School, graduating as class salutatorian in May 1984.  He lettered each year in football, basketball, and baseball.  He served as student body president and was a member of the math and science club.  

After graduating from high school, Airman Doe was locally employed.  He served as a church council officer for the Good Shepherd Church in Columbus, Ohio.  He subsequently enlisted in the Air Force in 1990 and arrived at Lackland Air Force Base, Texas.  Upon graduation, he received a direct-duty assignment to the First Services Squadron, Jones Air Force Base, Kentucky, arriving in December 1990.  Since arriving at Jones Air Force Base, he has served in a variety of positions, including store room clerk and his current assignment.  

Airman Doe is married to the former Jane S. Smith of Dayton, Ohio (include nickname of preferred name and, if active duty, rank).  They have two daughters, Andrea and Lia.  Airman Doe is an active member of the Big Brothers Association and assisted in his unit’s Thanksgiving dinner this past year to feed the homeless.  His military awards include the National Defense Service Medal and the Air Force Training Ribbon.  He attends Lucas College in Columbus, Ohio, and is working towards a Bachelor’s Degree in Business Administration.

NOTE:  Single-space the narrative portion of the biography.  Double-space between name, SSN, and AFSC.  Use 10 or 12 point, Times New Roman.

Atch 2c

DEPARTMENT OF THE AIR FORCE

AIR MOBILITY COMMAND (AMC)
[image: image1.png]



3 Mar 05
MEMORANDUM FOR WHOM IT MAY CONCERN

FROM:
628 AMSS (A1C John Q. Doe)


Unit 7100, Box 190


APO AE 09824-0190

SUBJECT:  Statement Letter

1.  I have not applied for a commissioning program and, if selected as a 12 Outstanding Airmen of the Year (OAY), will not apply for a commissioning program at any time during my tenure as one of the 12 OAY.

2.  I attest that the facts that I have provided for this nomination are true and correct to the best of my knowledge.









JOHN Q. DOE, A1C, USAF









FR123-45-6789

NOTE:  The nominee should carefully read the proposed nomination package before signing this statement.  All data must be factual.  If any information is late found to be inaccurate, the nominee will be disqualified.

Atch 2d
DEPARTMENT OF THE AIR FORCE

AIR MOBILITY COMMAND (AMC)


3 Mar 05
MEMORANDUM FOR 21 AF/CC

FROM:
621 AMSG/CC


Unit 3305


APO AE 09094-3305

SUBJECT:  Nomination for (12 Outstanding Airmen of the Year/USAF First

                    Sergeant of the Year)

1.  This letter does not have to be in-depth.  It should give the board members the impression that the commander fully supports this recommendation.

2.  It can list any additional facts that might be of interest to the board members.  However, it will not be used in the grading of packages.  







            JAMES S. PARKER, Colonel, USAF

  





            Commander

Atch 2e

CITATION FORMAT FOR SPECIAL TROPHIES AND AWARDS

CITATION TO ACCOMPANY THE AWARD OF THE 

JOAN ORR AIR FORCE SPOUSE OF THE YEAR AWARD FOR 199_

TO

JANE S. SMITH

Jane S. Smith distinguished herself by providing extraordinary contributions to the United States Air Force, from 1 January 199_ to 31 December 199_.   Ms/Mrs Jane S. Smith provided unparalleled services by volunteering over 600 hours to the local Good Shepherd Church, as Sunday School Teacher for 6-8 year olds; Family Support Flight, as relocation assistance aid;  American Red Cross after hours case worker;  Den Mother for the local cub scouts;  and as assistant coach for Pee Wee Football.  Her generous contribution and assistance during Hurricane Exercise ‘96 was felt through the community.  Her actions during this period provided a stronger bond between the local and base communities and reflects great credit upon herself and the United States Air Force.

NOTE:  Print the citation in landscape format.  Left and right margins must be 1 1/2 inches.  Use AFI 36-2805 for further guidance.

Atch 2g
AIRMAN, NCO, SNCO, CGO, CIVILIAN, SPOUSE, VOLUNTEER

 OF THE QUARTER SCHEDULE

Nomination packages are due to the First Sergeant:

NOMINATION PACKAGE         UNIT QUARTER BOARD          PACKAGE DUE IN 

                                                                                                                   FINAL FORMAT

19 March 1997


25 March 1997                                   2 April 1997

18 June 1996



23 June 1997                                      1 July 1997

17 September 1996


22 September 1997                            1 October 1997

------------------------------------------------------------------------------------------------------------------

ANNUAL SCHEDULE

Nomination packages are due to the First Sergeant:

NOMINATION PACKAGE         UNIT ANNUAL BOARD            PACKAGE DUE IN 

                                                                                                                  FINAL FORMAT

16 December 1997


18 December 1997                        26 December 1997

------------------------------------------------------------------------------------------------------------------

NOTE:  The First Sergeant will determine the time of each board.

Atch 3

SAMPLE

(INCIRLIK)

628 AMSS QUARTERLY/ANNUAL AWARDS PROGRAM

AMN/NCO/SNCO/CGO

SCORE

Nominee__________________________           Board Member________________________

____________________________________________________________________________

 Evaluation Area                                                                                                 Points      Score

                                                                                                                              (MAX)

======================================================.=======.=====

 LEADERSHIP AND JOB PERFORMANCE IN PRIMARY DUTY:

 including the development of new techniques, must have contributed

 significantly to increased mission effectiveness during the past quarter.      6-10

======================================================.=======.====

 LEADERSHIP QUALITIES:  (social, cultural, and religious activities).

 The member must have contributed tangibly to the military or civilian

 community welfare, morale, or status during the past quarter.                     6-10

======================================================.=======.=====

 SIGNIFICANT SELF-IMPROVEMENT:  off-duty education, achieve-

 ments  in professional or cultural societies or associations, development 

 of creative abilities, etc. during the past quarter.                                             6-10

======================================================.=======.=====

 OTHER ACCOMPLISHMENTS:  the nature and results of the 

 member’s other accomplishments must set him/her from others of 

 equal or higher grade during the past quarter.                                                6-10

======================================================.=======.=====

 ARTICULATE AND POSITIVE REPRESENTATIVE OF THE 

 AIR FORCE:  demonstrated ability during the past quarter only be 

  shown.                                                                                                                  6-10

======================================================.=======.=====

NOTE:  Scores may be in 1/2 point increments!                                             50 Max
======================================================.=======.=====

USE THIS FOR FORMATTING YOUR NOMINATION PACKAGES TO CONFORM TO THE WING’ SCORING SYSTEM
Atch 4a
SAMPLE

(621 AMSG/21 AF)

628 AMSS QUARTERLY/ANNUAL AWARDS PROGRAM

AMN/NCO/SNCO/CGO

SCORE

Nominee__________________________           Board Member________________________

____________________________________________________________________________

 Evaluation Area                                                                                                 Points      Score

                                                                                                                              (MAX)

======================================================.=======.=====

 LEADERSHIP AND JOB PERFORMANCE IN PRIMARY DUTY:

 including the development of new techniques, must have contributed

 significantly to increased mission effectiveness during the past quarter.        35

======================================================.=======.=====

 LEADERSHIP QUALITIES:  (social, cultural, and religious activities).

 The member must have contributed tangibly to the military or civilian

 community welfare, morale, or status during the past quarter.                       25

======================================================.=======.=====

 SIGNIFICANT SELF-IMPROVEMENT:  off-duty education, achieve-

 ments  in professional or cultural societies or associations, development 

 of creative abilities, etc. during the past quarter.                                              10

======================================================.=======.=====

 OTHER ACCOMPLISHMENTS:  the nature and results of the 

 member’s other accomplishments must set him/her from others of 

 equal or higher grade during the past quarter.                                                 20

======================================================.=======.=====

 ARTICULATE AND POSITIVE REPRESENTATIVE OF THE 

 AIR FORCE:  demonstrated ability during the past quarter only be 

  shown.                                                                                                                   10

======================================================.=======.=====

NOTE:  Scores may be in 1/2 point increments!                                             100 Max
======================================================.=======.=====

Atch 4b
