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MEMORANDUM FOR DISTRIBUTION B 12 Jan 09
FROM: 7 FSS/FSMC
SUBJECT: Awards for Civil Service Employees

1. Competitive awards are used to recognize employees for performing duties in an exemplary manner,
exercising unusual initiative in devising new and improved work methods, contributing to improvement of
morale of workers, exhibiting great courage and risk of personal safety or demonstrating excellence in public
service. Attachment 1 lists the various competitive awards and dates that nominations are due to this office.

2. In order to facilitate processing of nominations, we are furnishing, at attachment 1, the required selection
criteria and nomination procedures. We have tried to make this process simple in an effort to have more base
participation.

3. At attachment 2, you will find a list of miscellaneous performance awards along with selection criteria and
award procedures to include honorary awards.

4. | hope this information will help you in nominating or recommending your deserving, employees for awards.
If I can be of further assistance, please call me at extension 6-2391.

KAREN S. THOMAS
Chief, Civilian Personnel

Attachments:
1. Competitive Awards
2. Miscellaneous Awards



COMPETITIVE AWARDS DUE DATES
ACC Special Trophies and Awards

The following Special Trophies and Awards schedule is provided for your planning. Please keep in mind that
the suspenses are tentative to change, therefore, please review this listing periodically.

As of 12 January 2009
ACC
AWARD SUSPENSE REFERENCE

AFA Outstanding AF Civilian 5 Jan AF 36-1004
Employees of the Year
Outstanding DoD employee with a
Disability Award 10 Mar AFI 36-1004
William A. Jump Award 7 Apr AFI 36-1004
DoD Distinguished Civilian Service 2 Eeb AFI 36-1004
Award
DoD David O. Cooke Excellence

23 Mar
Award
The Spirit of Hope Award 2 Feb




HONORARY CIVILIAN AWARDS

There are no grade requirements for the following awards:

AWARD TYPE BASIS OF NOMINATION APPROVAL
AWARD REQUIREMENT | AUTHORITY

Letter/Certificate of | Above average act | Prepare letter or Official having

Appreciation or service Certificate of knowledge of the act

Appreciation

or service

Letter Certificate of | Contribution or Prepare letter and Squadron

Commendation achievement certificate; route Commander
beneficial to AF thru CPF

Command Civilian Courage or AF Form 1768 and | Bomb Wing

Award for Valor competence inan | citation (90 words or | Commander

emergency beyond
call of duty

less); route thru CPF

AF Civilian Award
for Valor

Heroism with
voluntary risk of
personal safety

AF Form 1768 and
citation (90 words or
less); route thru CPF

Secretary Air Force

Exemplary Civilian Outstanding AF Form 1768 and | Bomb Wing
Service Award support of citation (90 words or | Commander
command mission | less); route thru CPF
for 1 year or single
significant act
Civilian Outstanding AF Form 1768 and | Bomb Wing
Achievement Award | service for a single | citation (90 words or | Commander

act in support of
unit's mission

less); route thru CPF

Meritorious Civilian
Service Award

Accomplishments
command-wide
impact; assigned
duties for 1 year

AF Form 1768 and
citation (90 words or
less); route thru CPF
(See Note 1)

MAJCOM CC or
Ccv

Outstanding Civilian
Career Service

Outstanding career
service meriting

AF Form 1768 and
citation (90 words or

Bomb Wing
Commander

Award recognition at less); route thru CPF
retirement
Exceptional Civilian | Service and AF Form 1768 and | Secretary Air Force

Service

accomplishments
having AF-wide
scope and impact
covering 1 year
period

citation (90 words or
less); route thru CPF
(See Notes 1 and 2)

Note 1: Not appropriate for individuals who are retiring.

Note 2: Must have previously received the Meritorious Civilian Service Award (unless justification by

MAJCOM commander or equivalent).




AF DISTINGUISHED EQUAL EMPLOYMENT OPPORTUNITY
AWARD

PURPOSE OF AWARD: The purpose of this award is to recognize individuals (civilian and military,
including those paid from nonappropriated funds) for outstanding support and contributions to the objectives of
the Air Force Civilian Affirmative Action programs.

Attachment hereto contains a list of all the categories and nomination requirements for each. Contributions for
these awards must cover the period 1 October through 30 September.

CONTENT OF NOMINATION PACKAGE: Nomination packages must contain an original and six copies
of AF Form 741, the citation and a Privacy Act statement from each nominee. The narrative justification must
address only achievements/contributions for which nominated and should be thoroughly reviewed for content,
correct spelling and typographical errors. The citation should be typed vertically and in final form.

Ensure that the nomination packages are signed by the group or wing commander, whichever is appropriate.



AF DISTINGUISHED EEO AWARD CATEGORIES

COMMANDER ACTION: This category is designed for commanders of major commands, separate
operating activities, direct reporting units, intermediate commands and wing, base or tenant organizations.
Nominees for this category must have demonstrated their personal commitment to the Air Force Equal
Employment Opportunity and Affirmative Action Program goals through achievement of positive
affirmative actions or results-oriented management objectives.

MANAGEMENT ACTION: This category is designed for civilian and military managers who have
provided leadership in the area of Equal Employment Opportunity and Affirmative Action Program
planning. Nominees for this category must have demonstrated superior managerial abilities in the
development and implementation of initiatives within their organization that support equal-employment
opportunity and affirmative action objectives which have resulted in positive changes in the areas of
recruitment, employment, upward mobility or other developmental programs.

SUPERVISORY ACTION: This category is designed for first-level civilian and military supervisors
who have established a positive affirmative action program at their work sites to further equal opportunity
for employees. Nominees in this category must have demonstrated superior abilities in fulfilling the
objectives of the Equal Employment Opportunity and Affirmative Action Program, through upward
mobility program initiatives, career-development activities, incentive awards and other employment
processes.

AFFIRMATIVE ACTION: This category is designed for civilian and military personnel who have
demonstrated superior achievements in pursuing affirmative action goals. Nominees must have clearly
demonstrated their contributions through measurable accomplishments toward attaining the Air Force
affirmative action goals.

COMPLAINT SYSTEM: This category is designed for civilian and military personnel who have
demonstrated exceptional ability in the area of counseling, investigating or resolving complaints of
discrimination. Nominees for this category must have clearly demonstrated their participation in the fair
and timely resolution of complaints.

SPECIAL EMPHASIS PROGRAMS: This category includes five separate awards covering the
Federal Women's, Hispanic Employment, Black Employment, American Indian/Alaskan Native
Employment and Asian American/Pacific Islander Employment Programs and is designed for civilian and
military personnel who have contributed significantly to the employment and advancement of minorities
or women. Nominees for each of these awards must have clearly demonstrated their contributions
through training programs, community involvement, effective recruitment, cultural awareness, increased
representation of minorities and women and positive management involvement.

SELECTIVE PLACEMENT PROGRAM: This category is designed for civilian and military
personnel who have made a significant contribution to the employment or advancement of disabled
persons. Nominees for this category must have clearly demonstrated their contributions through training
programs, effective recruitment, increased representation of disabled persons and positive management
involvement.



CITATION TO ACCOMPANY THE
AIR FORCE DISTINGUISHED EQUAL EMPLOYMENT OPPORTUNITY
AWARD COMPLAINT SYSTEM CATEGORY
FOR

MS. SAMANTHA J. JONES

Ms. Samantha J. Jones distinguished herself as the Chief EEO Counselor at Dyess Air Force Base,
Texas during the period of 1 March 1997 to 1 March 1998. She demonstrated exceptional ability in the
area of counseling, investigating and resolving complaints of discrimination. She clearly demonstrated
her participation in the fair and timely resolution of complaints through her diligence and devotion.

EXAMPLE



PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date



AIR FORCE ASSOCIATION
OUTSTANDING FEDERAL EMPLOYEES WITH
DISABILITIES AWARD

PURPOSE OF AWARD:

The purpose of this award is to recognize and publicize the contributions and achievements made by physically
challenged or mentally disabled Federal employees. Nominees must demonstrate job performance clearly
exceeding requirements in spite of severely limited physical and/or mental factors. They exhibit courage and
initiative in overcoming handicaps and must be a Federal employee.

CONTENT OF NOMINATION PACKAGE

See Attached.



AIR FORCE ASSOCIATION
OUTSTANDING FEDERAL EMPLOYEES WITH DISABILITIES AWARD

CONTENTS OF NOMINATION PACKAGE

1. Narrative justification covering job performance and examples of courage and initiative
demonstrated which served as an inspiration to others.

2. ldentify details in the following format:
a. Date of birth.

b. Job classification, title and grade.

c. Organizational title, if any.

d. Organizational unit, division or section, employing activity and department or agency.
e. City and state where employed.

f. Total years of Federal service.

g. Length of service with current employing activity and in present position.

h. Work experience other than Federal employment

i. Educational background.

J. Description of handicap, if not fully covered in narrative.

k. Agency recognition (awards, etc.), if not fully covered in narrative.

-

. Community service, if not fully covered in narrative.

m. Community recognition (professional associations, community organizations, etc.), if not fully covered in
narrative.

n. Other biographical data (e.g., family, hobbies, military service, place of birth, travel or locations of
residence).

3. 87 X 10” black and white glossy photographs of the nominee performing their duties (five each).

4. A signed release authorizing use of the pictures and information provided for program promotion.

5. A signed privacy act statement.
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PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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DoD DISTINGUISHED CIVILIAN SERVICE AWARD

PURPOSE OF AWARD: This award is approved annually by the Secretary of Defense for six civilian DoD
employees whose careers reflect exceptional devotion to duty and extremely significant contributions to the
efficiency, economy or other improvements in DoD operations.

SELECTION CRITERIA: Nominations are based on contributions in scientific or other fields worthy of
high recognition by an employee whose career reflects exceptional devotion to duty and extremely significant
contributions of broad scope to the efficiency, economy or other improvement in operations such as:

1. Performing assigned duties in an exemplary manner.

2. Developing improved methods, procedures or inventions.
3. Exhibiting great courage at the risk of personal safety.
4. Rendering other outstanding performance.

CONTENT OF NOMINATION PACKAGE: See attached list.
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DoD DISTINGUISHED CIVILIAN SERVICE AWARD

NOMINATION PACKAGE

Nine copies of each recommendation are submitted following the format outlined below, beginning each major
section on a new page.

TITLE PAGE: Nomination of (employee's name) for the Department of Defense Distinguished Civilian
Service Award.

1. BIOGRAPHICAL DATA:

a. General information (name, date of birth, title and grade, organization and location, service computation
date and length of time with DoD).

b. Education (year, degree, school, major field).

c. Significant employment (list in reverse chronological order; beginning with present position,
from - to dates, position title, grade, and organization).

d. Significant prior awards (list in the same order C).
e. Significant publications (list in the same order as C).
f. Current membership in professional or scientific societies, civic organizations, etc.
g. Other significant biographical data pertinent for the award nomination.
2. BASIS FOR NOMINATION: Not to exceed three single-spaced pages

a. Summary of achievements.

b. Additional facts and considerations, for example: personal qualities.
3. CITATION: Double-spaced, no more than 120 words

4. SYNOPSIS: One page

a. Name, title and grade, field of specialization, organization and location.

b. Education.

o

. Highest previous award and date.
d. Basis of nomination (summarize in 300 words of less).

5. PHOTOGRAPH OF NOMINEE: (Nine copies of 5 X 7” black and white glossy)

13



PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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ARTHUR S. FLEMMING AWARD

PURPOSE OF AWARD: The Arthur S. Flemming Award Program honors outstanding young men and
women in the Federal government each year. Itis:

1. To recognize those who have performed outstanding and meritorious work for the government.
2. To attract outstanding persons to the Federal government.
3 To encourage high standards of performance in the Federal government.

4. To acknowledge individuals who are able to transfer their skills within the Federal government to service
within their community.

5. To enhance appreciation of our form of government and the opportunities and responsibilities it represents.

SELECTION CRITERIA: Nominees must not have reached their 40th birthday before 1 January of the
following year and have a minimum of 36 months of government service by that date. Awards will be made
principally for outstanding and meritorious achievements having current impact on Federal programs or
operations and for participation in community service. Awards will be made to individuals in scientific or
technical fields and administrative or executive fields. A nomination must be submitted in only one category
(i.e., scientific or administrative), although duties may overlap both areas. Administrative nominees should
have demonstrated exceptional ability in administration, i.e., personnel, finance, labor or law. Scientific
nominees should have demonstrated exceptional ability and performance in their field either by carrying out
research, by applying technical skills or by active participation in projects under their supervision. In both
categories, a nominee should be an active participant in community activities.

CONTENT OF NOMINATION PACKAGE: See attached.

15



ARTHUR S. FLEMMING AWARD

NOMINATION PACKAGE

1. Nominations must be submitted in eight copies on 8.5 x 11 inch paper. Information must be typewritten,
single spaced with double spacing between paragraphs. The following is required for each nomination:

a. Cover Page.
(1) Award to be considered for: Administrative or Scientific Category.
(2) Full Name of Nominee.
(3) Date of Birth.
(4) Present Home Address.
(5) Home Telephone Number.
(6) Business Telephone Number.
(7) Employing Agency and Address.
(8) Title of Present Position.
(9) Education (Institution, Degrees and Dates).
(10) Name of Nominator.
(11) Nominator's Phone Number.
(12) Office Address of Nominator.
b. Proposed Citation of Approximately 150 words. (See attached format)

c. The descriptions requested below should be completed on separate sheets of paper on one side only and
should carry as a heading the abbreviated titles appearing at the beginning of each category. The chairperson
of the Arthur S. Flemming Awards Program must be specifically notified of any facts, which may not be
released to the public news media. Special emphasis will be given by the judges to the categories of
professional achievement and community involvement.

(1) Federal Employment History: A brief, chronological review of the nominee's Federal employment
indicating the number of years within each position and a brief description of the nominee's present duties
and responsibilities, including the scope of his or her work.

(2) Professional Achievement: A description of specific accomplishments resulting in a material
improvement in service, a substantial financial savings or a significant social or technological progress for
which the nominee is primarily responsible. Include in this section a description of the nominee's
outstanding scientific or administrative duties.

16



(3) Community Involvement: A description of the community activities of the nominee outside of the
professional sphere in which he or she has participated for the benefit of the community at large. Include
in this section any civic, charitable, youth-oriented or other volunteer projects in which the nominee has
actively participated.

(4) Awards and Publications: A list of any government or professional awards received and a list of any
professional publications germane to the nominee's career objectives.

d. A signed privacy act statement must be included (sample is attached).

17



CITATION TO ACCOMPANY THE
ARTHUR S. FLEMMING AWARD
ADMINISTRATIVE FIELD FOR
MS. IMA G. SERVANT

Ms. Ima G. Servant distinguished herself as the Chief of Base Administration at Dyess Air Force Base, Texas.
Remember, the length of the proposed citation should be approximately 150 words.

18



PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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GOVERNMENT EMPLOYEE INSURANCE COMPANY (GEICO)
PUBLIC SERVICE AWARDS
CIVILIAN EMPLOYEES

PURPOSE OF AWARD:  GEICO annually recognizes four Federal civilian employees for their special
achievements and contributions to the public.

SELECTION CRITERIA: Nominees must have provided outstanding service to the public or otherwise
contributed noteworthy achievements in one of the following areas:

1. Substance abuse prevention and treatment
2. Fire prevention and safety

3. Physical rehabilitation

4. Traffic safety and accident prevention

Nominees will be judged principally on the impact of their work-related or non-work-related contributions and
the extent to which they have served as an inspiration to others and brought credit to the Federal service.

CONTENT OF NOMINATION PACKAGE: Nomination packages are submitted in one copy. For each
employee nominated, submit two or three pages of supporting material consisting of:

1. Name, position title, grade, organization and address, including zip code
2. Brief biographical sketch of nominee including education, employment history and family
3. Description of the specific achievement or service which would qualify the employee for this award

4. Name and phone number of the Civilian Personnel Section point of contact: Ms. Karen Thomas,
Commercial (325) 696-2391 or DSN 461-2391

Packages should be of sufficient quality to permit forwarding to GEICO without editing, rewriting or retyping.

Nominations selected for submission to GEICO will be reproduced in nine copies. Copies must be clean and
legible.

20



PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described
in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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WILLIAM A. JUMP AWARD

PURPOSE OF AWARD: The William A. Jump Memorial Foundation provides the Air Force with an
opportunity to nominate a career Federal civilian employee who has not reached his or her 37th birthday as of
31 December of current year, and whose performance over a considerable period of time (no less than 5 years),
has demonstrated the following:

1. Unusual competence and interest in any area of public administration.

N

. Leadership shown in the direction or development of programs.

w

. Creativity and resourcefulness.

SN

. Close adherence to the basic principles of enlightened public service.

o

Integrity.
6. Dedication to duty.

SELECTION CRITERIA: For the purpose of this award, the term "Public Administration” covers all aspects
of executive-administration direction, supervision, and development or operation of Federal activities. It does
not include achievements specifically of a scientific or technological nature, or of attorneys in the practice of
their legal profession. However, persons engaged in such specialized professional fields of work may be
eligible for the award if the performance for which the award is made involves general program and policy
administration or organizational planning, and executive or supervisory responsibilities of sufficient
administrative importance to warrant special recognition.

CONTENTS OF NOMINATION PACKAGE: See attached list.

22



WILLIAM A. JUMP AWARD
NOMINATION PACKAGE

1. Each nomination package will contain nine copies. Information must be typewritten, single spaced with new
subject paragraphs double spaced and numbered 1 -10 to correspond to a - j below.

a. Name, title, grade, phone number and salary of nominee

b. Agency, organization and location

c. Date of birth

d. Home address

e. Educational background and awards or commendations received during nominee's Federal government
employment

f. A brief description of nominee's present grade, duties and responsibilities (for example, June 1988 -
present), including the scope of his/her work, the size and nature of staff directly supervised by the nominee
(for example: 12 engineers, 3 lawyers, 2 stenographers, etc.)

g. A brief chronological outline of past employment, indicating grade and scope of duties and
responsibilities (for example: July 1988 to June 1990 -- directed a research project of agricultural reform with
24 subordinates)

h. A brief statement with two or three examples of specific accomplishments and contributions together with
comments which illustrate each of the eligibility criteria; e.g., unusual competence and interest, leadership
qualities, creativity and resourcefulness, adherence to basic principles of enlightened public service, integrity
and dedication to duty. Community service may also be addressed

I. Proposed citation of not more than 90 words (sample attached)

J. Privacy Act statement (sample attached)

2. Due to the prestigious nature of this award, the appearance and content of nomination packages must be of
the highest quality to permit forwarding without editing, rewriting or retyping.
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CITATION TO ACCOMPANY THE
WILLIAM A. JUMP MEMORIAL AWARD
FOR
MS. IMA G. SERVANT

Ms. Ima G. Servant distinguished herself as the Chief of Information Management at Dyess Air Force Base,
Texas. Remember, the length of the proposed citation should be no more than 90 words.

24



PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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AIR FORCE CIVILIAN OF THE YEAR AWARDS
PURPOSE OF AWARD: This award recognizes outstanding achievements during the previous year by Air
Force civilian appropriated fund employees. The four award categories are:
1. Civilian Wage Employee of the Year (all FWS employees)
2. Civilian Program Specialist of the Year (all GS 1-11)
3. Civilian Program Manager of the Year (all GS/GM 12-13)
4. Civilian Senior Manager of the Year (all GS/GM 14-15)
SELECTION CRITERIA: Nominations will be evaluated on criteria such as nature of achievement
_development of techniques or procedures that significantly increased mission effectiveness, and breadth of
Impact.

CONTENT OF NOMINATION PACKAGE: See attached list.

26



AIR FORCE CIVILIAN OF THE YEAR AWARDS

NOMINATION PACKAGE

SELECTION CRITERIA:
Nominations will be evaluated on criteria such as nature of the achievement, development of techniques or
procedures that significantly increased mission effectiveness and breadth of impact.

CONTENT OF NOMINATION PACKAGE:
Each nomination package must contain seven copies of the following:

1. COVER PAGE: Name, social security number, position title, series, grade, organization and location,
telephone number, education and brief employment history.

2. NOMINATION JUSTIFICATION: Narrative description of the outstanding achievement during previous
calendar year (not to exceed two double spaced, typewritten pages). Nominations should be based on specific
facts and examples, which clearly show exceptional achievement.

3. CITATION: A double spaced citation of not more than 40 words highlighting the significance of the
nominee's achievements. The citation is limited to forty words since it will be placed on the award plague.

4. PRIVACY ACT STATEMENT: Containing release of information statement (sample attached).
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PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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OUTSTANDING CIVILIAN PERSONNEL
OF THE YEAR AWARDS

PURPOSE OF AWARD: The purpose of this award is to recognize outstanding civilian personnel in the
following categories:

1.

2.

7.

8.

Outstanding Civilian Personnel Officer of the Year, (all grades).

Outstanding Civilian Personnel Senior Program Manager of the Year, GS - 13/14.

Outstanding Civilian Personnel Intermediate Program Manager/Specialist of the Year, GS - 11/12.
Outstanding Civilian Personnel Specialist of the Year, GS - 7/9, (May include Palace Acquire Interns).
Outstanding Civilian Personnel Air Staff Program Manager of the Year, GS - 12/14.

Outstanding Civilian Personnel MAJCOM Action Officer of the Year, GS - 11/14.

Outstanding Middle-To-Large Civilian Personnel Flight of the Year.

Outstanding Satellite Civilian Personnel Flight of the Year.

CONTENT OF NOMINATION PACKAGE: Nominations should be submitted on an AF Form 1206,
Nomination For Award. Justifications cannot exceed the space allotted on the form with font size no smaller

than 10 characters per inch. The nomination package should include the original and three copies of the
AF Form 1206 and a proposed double spaced citation on letter size paper for each nomination.

INDIVIDUALS MAY BE NOMINATED IN ONE CATEGORY ONLY
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PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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JUSTIFICATIONS FOR NOMINATIONS IN THE CIVILIAN
PERSONNEL SECTION

Rationale for Civilian Personnel Section awards should address diversity and innovation. To address program
effectiveness, justifications may cover other appropriate factors from the manager and specialist categories, as
well as such factors as customer focus and quality innovations.
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JUSTIFICATION FOR NOMINATIONS IN THE MANAGER
CATEGORIES

Justification for nominations in the manager categories must address the following factors:
1. Planning Activities.

2. Evaluation Activities.

3. Technical Expertise.

4. Public Relations.

5. Innovations.

6. Equal Employment Opportunity (EEO) Initiatives and Accomplishments.
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JUSTIFICATIONS FOR NOMINATIONS
IN THE SPECIALIST CATEGORIES

Justifications for the specialist categories must address the following factors:
1. Technical activities

2. Advisory Services

3. Acceptance of Ideas

4. Impact on Other Functional Areas

5. Creativity

6. EEO Initiatives and Accomplishments

7. Diversity

8. Innovation
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CITATION TO ACCOMPANY THE
OUTSTANDING CIVILIAN
OF THE YEAR AWARDS
FOR

MS. SAMANTHA J. JONES

Ms. Samantha J. Jones, Civilian Personnel Officer, Civilian Personnel Flight, 3rd Mission Support, 3rd Support
Group, 3rd Bomb Wing, Jackson Air Force Base, Mississippi, Air Combat Command, distinguished herself by
outstanding achievement as the Outstanding Civilian Personnel Officer of the Year from 1 October 1993 to 30
September 1994. Ms. Jones represents the best the Air Force has to offer in the continuing tradition of strong
civilian personnel leadership. Leaving no stone unturned, Ms. Jones ensured the successful nonprogrammatic
reduction-in-force actions of 30 civilian cuts were completed with minimum impact. Due to her outstanding
leadership, none of the Dyess employees affected by the cuts lost their job--phenomenal feat. Through her
dedication to duty, Ms. Jones was able to promote teamwork and cooperation between management officials,
supervisors, leaders and employees. Her outstanding devotion and accomplishments reflect the highest credit
upon herself and the United States Air Force.
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PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date

35



NATIONAL PUBLIC SERVICE AWARD
PURPOSE OF AWARD: The purpose of this award is threefold:

1. To pay tribute to public service practitioners who have exhibited the highest standard of excellence,
dedication and accomplishment over a sustained period of time.

2. To provide recognition for outstanding individuals.

3. To underscore the need to have creative and highly skilled individuals as career managers of complex and
demanding government functions.

SELECTION CRITERIA: Nominees must be individuals who currently work, or have spent the primary part
of their careers working in public service organizations; have made outstanding contributions on a sustained
basis rather than having performed a single exceptional deed and have projects within their areas of
responsibility to the ultimate benefit of the general public.

CONTENT OF NOMINATION PACKAGE: Nominations must be submitted in seven copies, typewritten
and single spaced. The following information is required for each nomination:

1. General information:
a. Name of nominee
b. Home address.
c. Home telephone number.
d. Title of present position.
e. Nominee's organization.
f. Name of nominator.

g. Names, addresses and telephone numbers of three references who can evaluate the nominee's recorded
achievements.

h. Certification by nominator (must accompany nomination on a separate sheet of paper), signed and dated,
which states: "I certify that all the information provided in this nomination is accurate and correct to the best
of my knowledge and belief, and is made in good faith."

2. Information on nominee, not to exceed five pages:
a. Brief description of responsibilities.

b. Statement of achievement.

(1) Describe the political and institutional environment in which nominee has worked. What problems
were faced? What were the organizational complexities?
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(2) Highlight what was creative and innovative about the nominee's work. What did the nominee
accomplish? How were people and resources mobilized?

(3) What changed as a result of the nominee's work? What has been the impact on efficiency,
effectiveness or careers of others?

(4) Comment on the nominee's commitment to public service and how his or her service exemplifies it.

3. Nominee's biography, not to exceed four pages.

4. Attach a Privacy Act statement (sample attached).
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PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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OFFICE OF PERSONNEL MANAGEMENT (OPM)
DIRECTOR'S AWARD FOR
OUTSTANDING EMPLOYEE HEALTH SERVICES PROGRAMS

PURPOSE OF AWARD: The Office of Personnel Management (OPM) recognizes Federal organizations that
are providing exemplary employee health service programs for their employees. "Health Service Programs™
include areas of physical fitness (e.g., aerobics, exercise), health promotion/disease prevention interventions
(e.g., smoking cessation, stress management), health education and awareness (e.g., information on
diet/nutrition), employee assistance (e.g., counseling services for alcoholism drug abuse and other emotional
problems).

A facility level program may be nominated. Recognizing the diverse array of employee health-services
programs, OPM encourages organizations to focus nominations on those elements of the program which have
met management and program goals, made significant contributions to the health and well being of the
participating employees and contributed to organizational effectiveness.

CONTENT OF NOMINATION PACKAGE: See attached format.
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KEY SELECTION CRITERIA

SECTION A - PROGRAM DESIGN AND DEVELOPMENT

Briefly describe the employee health services provided, including a description of the various activities offered.
The size and scope of the program(s) involved (including budget, costs to employees, method of operation),
principal goals and objectives of the program(s) and their relevancy to the mission of the organization. Include
a description of the fitness facility, if applicable.

In addition, discuss the methods and approaches employed in establishing or improving the nominated program,
including any participation by employees, unions or employee associations. Include also a discussion of actions
taken to overcome obstacles or ensure program quality such as credentials and training of staff, quality of
facilities and services, responses to budget reductions, new policies, health care reform, etc. Briefly describe
any actions taken recently to expand or improve program services.

SECTION B - PROGRAM ADMINISTRATION

Describe how and by whom the various employee health services within the program are operated and staffed,
including a description of how they are organized. Include a discussion of the relationship, or "linkages,"
between various program components (e.g., health/fitness, employee assistance, health and safety, etc.).
Discuss how the organization makes best use of available resources (e.g., space, staff, etc.).

SECTION C - EMPLOYEE PARTICIPATION

Briefly describe the nature and degree of employee participation in the various aspects of the program. Discuss
participation growth and any motivational marketing or other techniques used to encourage employee
participation. Include a discussion, if applicable, of any arrangements to allow employees of other
organizations, family members or retirees to participate in these programs and the degree to which such
participation occurs.

SECTION D - PROGRAM EVALUATION AND RESULTS

Briefly describe any formal or informal monitoring and evaluation efforts undertaken (e.g., employee survey,
data collection and analysis, health risk assessments, etc.) to assess the impact of, or results achieved by the
program(s) in terms of such cost benefit/effectiveness measures as productivity, absenteeism, injuries and
accidents. Improvement in employee health profiles and other factors related to employee and organizational
well being. This discussion should include information on any specific benefits or positive results that can be
ascribed to the program.

SECTION E - OTHER SIGNIFICANT FACTORS

Briefly describe other significant factors you believe reflect the commitment of your organization to promote
and improve employee health services and systems at the work site (e.g., training modules, conference,
programs for special employee populations, etc.).
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DIRECTOR'S AWARD FOR OUTSTANDING EMPLOYEE
HEALTH SERVICE PROGRAMS

NOMINATION PACKAGE
Submit three copies of the nomination. Fill out the items below and attach narrative responses to the key
selection criteria listed on the following page. Please do not submit photographs or other materials, as the

awards will be granted on the basis of narrative program descriptions contained in the submitted nominations.

GENERAL INFORMATION (Please Type or Print)

1. Name of agency or department:

2. Name of Organization Submitting Nomination:

3. Name of Program Being Nominated:

4. Date Program Established:

5. For Further Information Contact:

a. Name:

b. Title:

c. Telephone Number:

d. Mailing Address:

6. Agency Official to Whom Award Correspondence Is to Be Sent:

a. Name:

b. Title:

c. Telephone Number:

d. Mailing Address:

7. Total Eligible Employee Population:

Civilian: Military: Contractor: Other: (retirees, etc.)
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PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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OFFICE OF PERSONNEL MANAGEMENT (OPM) DIRECTOR'S AWARD
FOR OUTSTANDING WORK AND FAMILY PROGRAMS

PURPOSE OF AWARD:
1. Recognition of Federal organizations which provide innovative and effective work and family programs;

2. Encourage the establishment and improvement of highly effective work and family programs throughout the
government and

3. Publicize exemplary work and family programs so they may serve as models for other Federal agencies.
SCOPE OF AWARD PROGRAM:

"Work and Family Programs” are those programs designed for and offered to employees to enable them to
balance work and family responsibilities. These include providing child and adult dependent care services and
utilizing various personnel system flexibilities such as alternative work schedules, part-time employment/

job sharing, flexiplace/telecommuting, the Federal leave system, leave sharing policies and programs and the
Family and Medical Leave Act of 1993.

NOMINATION ELIGIBILITY:

Each department and agency may submit an unlimited number of nominations. Programs recognized with a
Director's Award in 1994 are not be eligible for an award in 1995 and those recognized with an award in 1995
will not be eligible in 1996. (However, programs receiving honorary citations are eligible for nomination the
following year.) The entire agency program, a regional installation or a facility-level program may be
nominated. For the purpose of this award program, each department within Department of Defense and the
Office of the Secretary of Defense will be considered as separate agencies.

SELECTION CRITERIA:

OPM encourages organizations to focus their nominations on those elements of the comprehensive program that
have made contributions to the work life of their employees and have contributed to organizational
effectiveness. The following selection criteria will be considered in assessing award nominations:

1. Program Scope and Objectives: The nature of the program and the degree to which its activities and
objectives are designed to meet employee and organization goals.

2. Program Administration: The effectiveness of program administration, and the degree to which program
services are integrated and make the best use of available resources.

3. Employee Participation: The nature, degree and growth of employee participation in the program.
4. Program Evaluation and Results: The efforts undertaken to monitor and evaluate program results.

A detailed discussion of these selection criteria is attached.
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SELECTION OF AWARD WINNERS:

OPM will establish a panel of judges to assist in the review of nominations and the selection of award winners.
The Director of OPM will review the recommendations and make the final selection for the award. The number
of awards granted will be determined on the basis of the number and quality of nominations received. The
winning organizations will receive plaques and congratulatory letters from the Director of OPM at an awards
ceremony.

SUBMISSION OF NOMINATIONS:

Please prepare nominations in triplicate using the attached form and submit to HQ ACC.

TIMETABLE:

Nominations are due by 30 Dec.

Attachment
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OPM DIRECTOR'S AWARD FOR OUTSTANDING
WORK AND FAMILY PROGRAMS

NOMINATION FORM

Please type all information requested. Attach a description of the nominated program. The nomination must
comply with the guidelines for Completing Section Criteria (see following pages).

1. Nominee

Name of Agency or Department

Name of Program being nominated

Address

2. Contact person if further information is needed:

Name

Title

Address

Telephone number

Fax number

3. Selection Criteria:

Please see attached guidelines.

Please return completed nominations in triplicate, including promotional items and issuances to:
U.S. Office of Personnel Management

Director’s Award for Work and Family Programs

Work and Family Program Center

1900 East St NW, Room 7316
Washington, DC 20415
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GUIDELINES FOR COMPLETING SELECTION CRITERIA

General guidelines for completing item 3, Selection Criteria, are presented below. The information requested is
illustrative only, and will vary according to the size and type of organization.

Supporting materials which the agency feels will assist in the review of the nomination may be submitted in a
folder. All nomination materials must be submitted in triplicate, and will not be returned. Brochures,
illustrations, photographs, etc., are welcomed.

Child care Job sharing

Adult dependent care Flexiplace/Telecommuting
Alternative Work Schedules Part-time employment
Leave/Leave sharing policies Family and Medical Leave Act

Discuss the issue, problem or situation being addressed by the program(s), as well as how the goals or
objectives of the program related to the issue, problem or situation. Relate how and why the program was
developed and who was involved.

Discuss the methods and approaches employed in establishing or improving the nominated program, including
any participation by employees, unions and/or employee associations. Also include a discussion of actions
taken to overcome obstacles or ensure quality facilities and services. Briefly describe any actions taken recently
to expand or improve program services.

Discuss the approach used by the program to achieve its work and family objectives, emphasizing the ways in
which the approach is new or different or adds value to existing approaches. Discuss how the program
advances knowledge and awareness of work and family issues.

1. PROGRAM ADMINISTRATION

Describe how, and by whom, the various work and family services are operated and staffed, including a
description of how they are organized. Note who is responsible for administering or operating the program.

Discuss the nature and extent of resources, financial and personnel, committed to the program. Briefly describe
other significant factors that may reflect the commitment of the organization to promote and improve work and
family programs.

2. EMPLOYEE PARTICIPATION

Discuss who is eligible to participate in the program and how it has been received by program participants.
Describe the nature and degree of employee participation in the various aspects of the program. Discuss
participation growth and any motivational, marketing or other techniques used to encourage employee
participation. Include a discussion of any arrangements to allow family members or employees of other
organizations to participate in these programs, and the degree to which such participation occurs.
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3. PROGRAM EVALUATION AND RESULTS

Briefly describe any formal or informal monitoring and evaluation efforts that have been used (e.g., employee
surveys, needs assessments, etc.) to assess the impact or results of work and family programs at the
organization. This discussion should provide information on any specific benefits or positive results that can be
attributed to the program. Discuss the value of the program to employees. Give evidence of changes in the
behavior or circumstances of the participants and their family members.

Discuss the potential for replication or adaptation of the program by other areas of your agency or by other
Federal agencies. This could include a discussion of an agency's willingness to host on-site visits for interested
groups, prepare case studies describing various approaches and accomplishments, etc. Consider the use of
materials developed for the program and efforts to publicize the program and its benefits to the employee.
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PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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PUBLIC SERVICE EXCELLENCE AWARD

PURPOSE OF AWARD: The Public Service Excellence Awards, granted at the national level since 1985,
recognizes high-achieving groups who demonstrate excellence in public service through teamwork and
cooperation. This award provides a uniform, nationwide means of recognizing this type of quality service at all
levels of government.

SELECTION CRITERIA: To be considered for the award, a working unit of two or more employees must
demonstrate a substantial improvement in productivity or services, an improvement in the quality of life of
Americans and a more cost-effective program or service.

CONTENT OF NOMINATION PACKAGE: All nominations should be typewritten and address the
following questions, approximately one page per topic:

1. Background of organization - briefly describe the mission and structure of the organization, to include
historical background, goals and objectives, and whom the organization serves.

2. Scope and importance of public service - describe the value of the activity, services and accomplishments of
the organization. Describe how you have trained employees and implemented the program. Explain who
benefits and why it is important.

3. Effectiveness measures - describe any measurable indicators of organizational effectiveness (productivity,
improvements, savings, innovative techniques, statistics based on number served, etc.). Describe the change
made from before the program until after the activity.

4. Quality of performance - describe the quality of services provided, with emphasis on the contributions and
achievements of the employees within the nominated organization. Discuss the level of employee and volunteer
efforts, sacrifices and/or innovation to achieve excellence in public service. Describe how the program is
evaluated and how employee efforts were recognized.

Provide these on the cover page:

1. Name of program.

2. Name of organization with full address.

3. Contact person (name, title, phone, and fax number).

4. Nominator (name, title, organization, full address, phone. and fax number).
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PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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WILLIAM T. PECORA AWARD

PURPOSE OF AWARD: The purpose of this award is to recognize outstanding contributions of individuals or
groups toward understanding of the earth by remote sensing.

CONTENT OF NOMINATION PACKAGE:
Each nomination package must contain seven copies of the following:

1. COVER PAGE: Name, social security number, position title, series, grade, organization and location,
telephone number, education and brief employment history.

2. NOMINATION JUSTIFICATION: Narrative description of the outstanding achievement during previous
calendar year (not to exceed two double-spaced, typewritten pages). Nominations should be based on specific
facts including examples which clearly show the exceptional achievement.

3. CITATION: A double-spaced citation of not more than 40 words highlighting the significance of the
nominee's achievements. The word restriction is due to the limited award plaque space on which the citation
will be inscribed.

4. PRIVACY ACT STATEMENT: Containing release of information statement.
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PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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MISCELLANEOUS AWARDS DUE DATES

AWARD DUE TO FSC PAGE #
Wing Quality Performer of the Quarter Award
Wing Quality Performer of the Year 53-56
Performance Award Apr (Annually) 57
Quality Step Increase Apr (Annually) 57
Time Off Award Within 30 days after the 58, 62-63
contribution
Within 30 but NLT 60 days
Special Act or Service Award after the 59-60
Special Act
NLT 30 days after completion
Notable Achievement Award of the contribution 61
Martin Luther King Jr., Humans Services Award
Worker of the Year With A Disability When announced 64-66
Martin Luther King Jr., Human Services Award When announced 67-69
Excellence In Federal Human Resource Development | When Announced 70-71
Awards
American Society For Training And Development
Federal Trainers When Announced 72-77
Industry Group Human resource Development
Practitioner Award
NLT 3 months after the
Letter of Commendation act or event 78
NLT 3 months after the
Letter/Certificate of Appreciation act or event 79
NLT 3 months after the
Air Force Command Award for Valor act or event 80-82
NLT 3 months after
Air Force Valor Award the act or event 83-86
Air Force Civilian Achievement Award N/A 87
Exemplary Civilian Service Award N/A 88-91
NLT 3 months after the
Meritorious Civilian Service Award act or event 92-97
Submit within 30 days of
Outstanding Civilian Career Service Award desired presentation date 98-101
Decoration for Exceptional Civilian Service N/A 102-107
7 BW Puma Award First two months of the 108

quarter
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DEPARTMENT OF THE AIR FORCE
HEADQUARTERS 7TH BOMB WING (ACC)
DYESS AIR FORCE BASE, TEXAS

MEMORANDUM FOR DISTRIBUTION C
FROM: CC
SUBJECT: Civilian Quality Performer of the Quarter/Year

1. To recognize the work of Federal civilian employees assigned to Dyess Air Force Base and to ensure
consistency in the awards process. The following information is provided.

2. Federal Appropriated Fund employees assigned to the 7th Bomb Wing and the 317th Airlift Group will be
eligible for Category 1 and Category 2 awards. Nonappropriated Fund employees (NAF) will only be eligible
for Category 3 awards. There will be three different award categories.

Category 1, GS/WG/WL/WS grades 01 through 08, YA 01, YB 01, YC 01, YL 02,

YM 01, YM 02 and,;

Category 2, GS/WG/WL WS grades 9 and above and YA 02, YB 02, YC 02, YD 02,

YE 02, YF 02, YH 02, YN 02.

Category 3 nominees will consist of award nominations for Nonappropriated Fund employees only.

A winner will be selected for each of two award categories (Categories 1 and 2) at the end of each quarter and
at the end of the calendar year. Each quarterly base winner will receive a $100 Notable Achievement Award.
The NAF HRO will be responsible for processing and submitting all Nonappropriated Funds Awards
(Category 3).

Quarterly Awards:

a. Competition may occur at the squadron or staff agency-level in one or both categories, depending on the
grades and numbers of employees in the unit. Each squadron and staff agency may select one employee in each
category to compete at the group or director of wing staff level. The employee selected by the squadron/staff
agency to compete at a higher level will be awarded a plague. Photographs of the civilian award winners should
be displayed in the same area as military winners of similar awards.

b. Each group commander or director of wing staff may select one employee from each category to compete at
the wing level. Employees selected for the group awards will be presented a plaque. Photographs of the
civilian award winners should be displayed in the same location as military winners of similar awards.
Nominees that are not selected as base award winners should receive a $50 Notable Achievement Award. The
Civilian Personnel Section will ensure monetary award documentation is completed.

c. One winner of each category will be selected by the Human Resources Board to represent Dyess Air Force
Base. Each winner will be awarded a $100 Notable Achievement Award. Photographs of the award winners
should be displayed in the same area as military winners of similar awards.

4. All NAF employees are in the 7th Force Support Squadron, which falls under one group commander;
therefore, they will not compete at the group level or at the wing level. Since final selection for this category
winner will be made at the squadron level, the Category 3 winner will be presented his/her award at the
quarterly awards ceremony. Nomination packages for the Category 3 awards will be submitted to the Human
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Resources Office (HRO) no later than the last duty day of the month ending the quarter, i.e. 31 Mar, 30 Jun, 30
Sep, 31 Dec. The deadline for award nominations for the annual award nominations will be announced. The
nomination packages will be submitted with the original and seven copies using the attached format. The NAF
Awards/Recognition Committee will select the Civilian Quality Performer of the Quarter for Category 3.

Attachment:
1. Instructions
2. AF1206
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INSTRUCTIONS
FOR COMPLETION OF
AF FORM 1206, NOMINATION OF AWARD
FOR
DYESS AFB CIVILIAN QUALITY PERFORMER OF THE QUARTER

AWARD: Dyess AFB Civilian Quality Performer of the Quarter

CATEGORY:
Category 1, GS/WG/WL/WS grades 01 through 08, YA 01, YB 01, YC 01, YL 02,
YM 01, YM 02 and;
Category 2, GS/WG/WL WS grades 9 and above and YA 02, YB 02, YC 02, YD 02,
YE 02, YF 02, YH 02, YN 02.
Category 3 - Non-Appropriated Fund

AWARD PERIOD: Apr - Jun

RANK/NAME OF NOMINEE: Self-explanatory

SSAN: Self-explanatory

DAFSC/DUTY TITLE: Self-explanatory

MAJCOM: Self-explanatory

UNIT/OFFICE SYMBOL/STREET ADDRESS: Self-explanatory

BASE/ZIP CODE: Self-explanatory

TELEPHONE: Self-explanatory

RANK/NAME OF UNIT COMMANDER: Commander’s or staff agency chief’s signature and date
SPECIFIC ACCOMPLISHMENTS: In this area, the following captions will be addressed. The captions will

be typed in capital letters. The written format of the nomination is bullet format. The total nomination is
limited to one page.

Each nomination will include a write-up, using the AF IMT 1206, Nomination for Award (IMT-V5), which will cover
specific and continuing achievements during the award period, as well as a duty description. 1206’s are limited to the
following:

Duty Description: Limited to 10 lines (narrative)

Leadership and Job Performance in Primary Duty: Limited to 8 single-line bullets
Significant Self-improvement: Limited to 2 single-line bullets

Base or Community Involvement: Limited to 2 single-line bullets

Sub-bullets will not be used. A glossary or acronym list may be used at the bottom of the page.
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NOMINATION FOR AWARD

| AWARD | CATEGORY AWARD PERIOD

| RANK/NAME OF NOMINEE (Last, First, Middle Initial) 'SSN

' DAFSC/DUTY TITLE

| MAJCOM UNIT/OFFICE SYMBOL/STREET ADDRESS

' BASE/STATE/ZIP CODE ' TELEPHONE (DSN & Commercial)

RANK/NAME OF UNIT COMMANDER (Last, First, Middle Initial)

SPECIFIC ACCOMPLISHMENTS (Use single-spaced, bullet format)

AF FORM 1206, APR 95 (EF-V'1) (PerFORM PRO) "PREVIOUS EDITION IS OBSOLETE.
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1.

ANNUAL PERFORMANCE AWARDS CRITERIA

ELIGIBILITY: Employees who have performed high levels of performance may be recommended at the

end of the appraisal period in conjunction with the annual performance appraisal. The overall performance
rating must be "Acceptable™.

2.

OTHER CONSIDERATIONS: AFI 36-1001, Managing the Civilian Performance Program, specifies that

the following may be considered as sufficient recognition without an additional cash award:

6.

a. A promotion during the rating period usually does not warrant additional cash award.

b. Cash awards previously granted during the rating period that were based on job performance. If the cash
award was for only one aspect of the performance plan, it does not preclude subsequent recognition.

. TYPES OF AWARDS: Quality Step Increase (QSI), Performance Award and Time-Off Award

. QUALITY STEP INCREASE (QSI) CRITERIA:

a. General Schedule (GS) employees only.
b. Acceptable rating only.
c. Employee must be in Step 4 through 9.

d. Employee can receive one QSI at same grade-level during a 3-year period (should not have received a
QSI at the same grade in past three years).

e. Supervisor must sign the following statement: "The employee will remain in the same or similar position
for at least 60 days and maintain the same high quality performance.” This statement should be paper
clipped to the original AF Form 860a when submitted to the Civilian Personnel Section.

f. Itis the most prestigious of annual performance awards and is reported as 3 percent of employee's salary.

. PERFORMANCE AWARD:

a. General Schedule and Federal Wage System Employees (WG, WL and WS).
b. "Acceptable" rating of record.

c. A Performance Award is a percentage of employee's salary and can range from less than 1 to 5 percent
within local approval authority.

Squadron commanders submit all their appraisals along with a recommendation for award types and amounts

to the group commander. The group commander is the award approving official for employees assigned within
the group. Note: Supervisors should not annotate on the AF Form 860a, Civilian Rating of Record, the type of
award recommended since the group commander is the approving official.
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7. TIME-OFF AWARD:

a. Time off awards may be granted for performance recognition in lieu of, or in conjunction with a
performance award. Decisions to grant time-off awards shall be based on the same criteria or circumstances
as other incentive awards. The amount of time off that is granted is based upon the value of the individual's

contribution, not upon the grade or salary of the individual.

b. Full-time employees, may be awarded a total time-off of 80 hours during any leave year. The maximum
amount of time-off that can be approved for any single contribution is 40 hours.
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SPECIAL ACT OR SERVICE AWARD

PURPOSE: To recognizes a special achievement--a one-time occurrence--within or outside of an employee’s
job responsibility that exceeds normal job performance requirements and results in verifiable, significant
tangible or intangible benefits, saving the government time, manpower or money.

ELIGIBILITY: The Special Act or Service Award (SASA) may be given at any time to a GS, ST or FWS
employee or a group of employees who played a direct role in the special act or service. It can be granted for
special acts or services while on detail or temporary assignment. SES members may receive this award for
achievements outside of his/her job responsibility. Examples of achievements for non-SES employees:

. A particular project or assignment which involved overcoming unusual difficulties.

. Performance of assigned duties with special effort or innovation that resulted in significant economies or
other highly desirable benefits.

. Creative efforts that made important contributions to science or research.
. Exemplary or courageous handling of an emergency situation related to official employment.

. A superior accomplishment or scientific achievement which results in significant savings of time,
manpower, or money to the government.

PROCESS: Supervisor prepares an AF Form 1768, Staff Summary Sheet, with a narrative style justification
which describes the achievement and recommends an award amount, submitted within 60 days after completion
of the special act or service. The monetary award is in the amount proportionate to the benefits realized by the
government. Nomination package is presented through the Civilian Personnel Section to the incentive awards
committee as appropriate. AF Form 2860, Special Act or Service Award Certificate, may accompany the
award.

When the award is for a group, all members of the group may receive equal shares, or the total may be divided
in proportion to the individual contribution to the group effort. The total amount of the award may not exceed
the amount authorized for the achievement.

APPROVAL AUTHORITY: Final approving authorities are:

e o Upto$10,000 - Installation Commander or designee

e o Over $10,000, not to exceed $25,000 — Air Force Incentives Awards Board to Office of Personnel
Management

Scale of Recommended Awards Based on Tangible Benefits

ESTIMATED FIRST YEAR BENEFITS AMOUNT OF AWARD TO EMPLOYEE
TO GOVERNMENT
Up to $100,000 10% of benefits up to $10,00 (minimum award is $25)
$100,001 and above $10,000 plus 1% of benefits above $100,001
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Scale of Recommended Awards Based on Intangible Benefits

VALUE OF BENEFIT

EXTENT OF APPLICATION

Limited Broad General Government-wide
or National
Affects functions, Affects functions, Affects functions, Affects functions,
mission or mission or mission or mission, or
personnel of one personnel of an personnel of several | personnel of more
office, facility, entire regional area, | regional areas or than one department

installation, regional
area, or
organizational
headquarters
element

command

commands, or an
entire department or
agency

or agency, or is in
the public interest of
the US or beyond

Affects a small area
of science and
technology

Affects an important
area of science or
technology

Affects a broad area
of science or
technology

Moderate Value
Changing an
operating principle
or procedures with
limited impact or
use

$25 -$125
(minimum award is
$25)

$125-$325

$325-$650

$650-$1,300

Substantial Value
Substantially
changing or
modifying
procedures;
significantly raising
value of a product,
activity, program, or
service to the public

$125 - $325

$325 - $650

$650 - $1,300

$1,300-$3,150

High Value
Completely revising
a basic principle or
procedures;
significantly
improving the value
of a product or
service

$325 - $650

$650 - $1,300

$1,300 - $3,150

$3,150 - $6,300

Exceptional Value
Initiating a new
principle or major
procedures; major
improvement in the
quality of critical
product, activity,
program, or service
to the public

$630 - $1,300

$1,300 - $3,150

$3,150 - $6,300

$6,300 - $10,000
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NOTABLE ACHIEVEMENT AWARD

PURPOSE: To recognize personal effort that eliminates a wasteful or inefficient practice, or enhances mission
effectiveness.

ELIGIBILITY: The Notable Achievement Award (NAA) is a category of Special Act or Service Award
(SASA) based on noteworthy contributions that do not warrant a SASA. Managers outside the employee’s
chain of command may also nominate an employee for a NAA by making recommendations to the employee’s
immediate supervisor for approval by the employee’s second-line supervisor.

PROCESS: Nominations for the NAA must describe the contributions in writing, recommend an award
amount and be submitted within 30 days after completion of the achievement. As with the SASA, an AF Form
1768, Staff Summary Sheet, is used to document this award; however, local procedures may be established for
nominating and processing NAAs. AF Form 3032, Notable Achievement Award Certificate, should accompany
the award.

APPROVAL AUTHORITY: The award can be initiated by a supervisor at any level and may be approved by
the employees’ second-level supervisor. The minimum amount is $25 and the maximum is $500.

REF: AFPD 36-10, AFI 36-1001, AFP 36-2861
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TIME OFF AWARD (TOA)

Purpose: Employees may be granted up to 80 hours of time off during a leave year without charge to leave or
loss of pay as an award for achievements or performance contributing to the Air Force mission. The TOA may
be used alone or in combination with monetary or non-monetary awards.

Eligibility: All Air Force civilian employees paid from appropriated funds and direct-hire foreign nationals are
eligible for consideration. The TOA may be granted in amounts up to 40 hours for a single contribution and up
to 80 hours in a 1-year period. Air Force policy is that TOASs are granted to recognize outstanding achievement
and service on an individual basis. They cannot be given for the sole purpose of enabling civilian personnel to
participate in a down day (or any similar situation); however, if a civilian employee or a group has earned a
TOA for legitimate reasons, the employee may use it on a day for which the military has been given a down
day, with supervisory concurrence. It must be scheduled and used within 1 year of the approval date.

Criteria: The TOA may be given at any time to a GS, ST or FWS employee or a group of employees who
played a direct role in the mission accomplishment. It can be granted for special acts or services while on detail
or temporary assignment. SES members may receive this award for achievements outside of his/her job
responsibility. Examples of achievements for non-SES employees:

e o A particular project or assignment, which involved overcoming unusual difficulties.

e o Performance of assigned duties with special effort or innovation that resulted in significant economies
or other highly desirable benefits.

e o Creative efforts that made important contributions to science or research.
e o Exemplary or courageous handling of an emergency situation related to official employment.

e o Asuperior accomplishment or scientific achievement, which results in significant savings of time,
manpower or money to the government.

Process: Nomination for each time-off award must be supported by written justification and a certification
signed by the supervisor or recommending official, such as:

"l have considered the cost of this time-off award in lost production time and believe that the
benefits to the Air Force from the employee's contributions justify the amount of time- off
approved. | also considered the unit's workload and unit employee leave projections and certify
that this employee can schedule the time-off in addition to other projected leave no later than
___(date not to exceed 90 calendar days from submitting the time-off award for approval, if
possible; otherwise, not to exceed 1 year). | also considered other available forms of
recognition and cash awards in determining the amount of this time-off award."

Submit approved TOAs to the servicing Civilian Personnel Section (CPS) for processing; include the
employee’s name, social security number, organization and number of hours of time-off granted. Since each
TOA must be documented with an SF 50, Notification of Personnel Action, the supervisor must also submit a
Request for Personnel Action (formerly the SF-52). Supervisors who wish to schedule an employee’s time-off
before receiving the SF 50 may check with the CPS to verify that regulatory requirements were met and/or
contact payroll to determine if the information is residing in the payroll system.

The employee is responsible for requesting supervisory approval to schedule and use a TOA. To the extent
possible, it should be used within 90 calendar days from the effective date, but no later than 1 year from the
effective date. Employees may never convert a TOA to a cash payment. Employees may not transfer approved
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unused time-off when they transfer from the Air Force to another DoD component or to another Federal agency,
nor may employees coming from another department or Federal agency transfer time-off to the Air Force.
When the employee takes his/her TOA, the supervisor should annotate the Time and Attendance Sheet
accordingly.

Approval Authority: The first-level supervisor can approve a TOA of 8 hours or less; if over 8 hours, the
installation appointing authority may approve or delegate approval to officials who approve recommendations
for other incentive awards, such as the Special Act or Service Award (SASA).

Civilian Team Incentive Award: Supervisors may grant a time-off award to individual employees who
comprise a team whose joint achievement(s) contributed to meeting organizational goals or improving the
efficiency, effectiveness and economy of the government. Justification for a team award given for the same
accomplishment should document the nature of the achievement and why all members of the team deserve to
share equally in the recognition.
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MARTIN LUTHER KING, JR.
HUMAN SERVICES AWARD
WORKER OF THE YEAR WITH A DISABILITY

PURPOSE OF AWARD: The purpose of this award is to recognize individuals with disabilities or
disadvantaged conditions who have overcome these difficulties in order to fully participate in society.

CONTENT OF NOMINATION PACKAGE: See attached.
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NOMINATION FOR MARTIN LUTHER KING, JR.
HUMAN SERVICES AWARD
WORKER OF THE YEAR WITH A DISABILITY

"To an individual with disabilities or disadvantage conditions who has overcome these in order to fully
participate in society."

NOMINEE'S NAME: PHONE: (Office)

CURRENT POSITION: (Home)

MAILING ADDRESS;

1. Describe the specific accomplishments of the nominees in obtaining competitive employment in advancing
his/her job skill through additional training.

2. Describe the nominee's accomplishments in overcoming barriers to independent living as a contributing
member of the community.

REFERENCES: Please give the names of others who would be able to describe the achievement of the
nominee.

NAME:

POSITION:

ADDRESS:

TELEPHONE TELEPHONE
HOME: HOME:
OFFICE: OFFICE:

KAhAkAkAAkAkAAkhkAArAhkrhhkrhhkhkhhkrhkhkhhkhkhkkhhkhkkhhkhkhhkhkihkhkrhhkrhhkhhhkhhhkhhhkhhhkhhhkhkhhkikrhhkkhhhkkhkihkkhkihkkhhihkkiiikiik

NOMINATOR: (Please Print)

POSITION:

MAILING ADDRESS:

PHONE PHONE
HOME OFFICE
DATE:

66



PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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MARTIN LUTHER KING, JR.
HUMAN SERVICES AWARD

PURPOSE OF AWARD: The purpose of this award is to recognize an individual or organization that through
their imagination, initiative and perseverance have made an outstanding contribution in services to the
community in valuing the ever-widening realization of human dignity and worth of every individual.

CONTENT OF FORMAT: Attached.
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NOMINATION FOR MARTIN LUTHER KING, JR.
HUMANS SERVICES AWARD

"To an individual or organization who through their imagination, initiative and perseverance has made an
outstanding contribution in services to the community in valuing the ever-widening realization of human dignity
and worth of every individual.

NOMINEE'S NAME:

PHONE: (Office)

PHONE: (Home)

CURRENT POSITION;

MAILING ADDRESS:

1. Describe how the nominee helps to develop others to their full potential.

2. Describe the nominee's demonstrated long-term commitment of service to the community.

3. Describe how the nominee has helped to foster sensitivity to all persons regardless of race, religion, gender,
or economic status.

4. Describe the positive structural changes which nominee has initiated or worked on behalf of initiating in
order to erase barriers to racial unity and equal opportunity.

DATE: PHONE: (OFFICE)_____ (HOME)

NOTE: Use an additional sheet if you desire to provide additional information. If you would like to nominate
more than one candidate, please provide the requested information on a copy of this form.

Nominations must be submitted to:

EARNEST C. MERRITT
HUMAN RELATIONS COMMITTEE
CITY OF ABILENE
555 WALNUT, P.O. BOX 60
ABILENE, TX 79602
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PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs is subject to the
Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States Code (U.S.C.), Section 55a and
published in Title 32, Code of Federal Regulations (C.F.R.), Section 806b, and is authorized by Federal
Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and recognition through
military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award selection board
members at any level of command, by officials of private organizations sponsoring awards programs described

in Air Force Instruction 36-2805 and by information officials representing the military and/or civilian news
media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE PERSONAL
INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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AMERICAN SOCIETY FOR
TRAINING AND DEVELOPMENT

FEDERAL TRAINERS INDUSTRY GROUP

EXCELLENCE IN FEDERAL HUMAN RESOURCE DEVELOPMENT
AWARDS

The Federal Trainers Industry Group of the American Society for Training and Development is committed to
acting as a positive force in meeting the critical challenge of developing a more effective Federal workforce.
This commitment includes providing opportunities for its members to strengthen and broaden their professional
skills, facilitating the exchange of ideas, information and resources within the Federal Human Resource
Development (HRD) community and recognizing and celebrating the achievements of individuals who have
made substantive contributions to HRD efforts in Federal departments or agencies.

The Federal Trainers Industry Group will recognize individuals who have displayed outstanding commitment
and professional excellence in three categories:

1. The Outstanding Management Support Award

This award will recognize a Federal manager or executive who, while not directly responsible for the HRD
function, has:

a. Improved organizational performance by visibly supporting training and development activities for
subordinate employees.

b. Acted as an advocate for allocating agency or department resources for HRD programs for his/her
subordinate employees.

c. Forged a partnership with the servicing HRD office to accomplish the performance improvements.

The nominee must be a Federal employee and must be nominated for contributions made within the last two
years.

2. The Outstanding HRD Program Manager Award

This award will recognize a Federal HRD program manager who has made a significant contribution to the
accomplishment of their organization's mission by:

a. Linking an HRD program(s) to that mission.
b. Using state of the art HRD practices.
c. Forming effective partnerships with organizational clients.
The nominee must be nominated for achievements related to a current and on-going program. They must also

be employed by the Federal government as an HRD program manager with responsibility for a major part of
one or more HRD programs. The program manager does not have to be in a supervisory position.
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3. The Outstanding HRD Practitioner Award

This award will recognize an HRD practitioner who has significantly supported improved organizational
performance in his/her agency or department through training and development, career development, and/or
organizational development activities, or through a contribution to the HRD profession. The nominee should
have demonstrated exemplary performance in applying state of the art HRD practices in any of the following
areas:

Needs assessment; program/project design; instructional design; instructional materials development;
program/project delivery; program facilitation; evaluation; support for transfer of training; consultation with
managers and other stakeholders; career development consultation; HRD research or writing; program
marketing; HRD networking and other specialties.

The nominee must be a Human Resource Development Specialist in the Federal government (Employee
Development Specialist GS-0235; Education or VVocational Training Specialist, 1700 series; or a related job
series and title). The nomination must be for contributions made within the last two years.

NOMINATION AND SELECTION PROCEDURES

All Federal agencies will receive nomination forms (through the office that administers the agency's employee
awards program), or forms may be obtained by contacting Lynda Lane, (202) 366-5023.

Award recipients will be selected by a panel appointed by the Executive Steering Committee of the ASTI)
Federal Trainers Industry Group. The awards will be announced at the ASTI) International Conference in
Anaheim, California, in May. (Recipients need not be present to receive the award.)

ADDITIONAL INFORMATION or NOMINATION PACKAGE

Contact: Lynda Lane
(202) 366 5023

72



AMERICAN SOCIETY FOR TRAINING AND DEVELOPMENT
FEDERAL TRAINERS INDUSTRY GROUP

HUMAN RESOURCE DEVELOPMENT PRACTITIONER AWARD

1. Purpose of the Award:

The Human Resource Development (HRD) Practitioner Award has been established to meet the following
objectives:

a. To recognize an HRD practitioner who has significantly supported improved organizational performance
in their agency or department through training and development, career development, and/or organizational
development activities, or through a contribution to the HRD profession. The nominee should have
demonstrated exemplary performance in applying state of the art HRD practices in any of the following
areas: needs assessment, program/project design, instructional design, instructional materials development,
program/project delivery, program facilitation, evaluation, support for transfer of training, consultation with
managers and other stakeholders, career development consultation, HRD research or writing, program
marketing, HRD networking, and other specialties.

b. To facilitate the sharing across organizational boundaries of high quality approaches to resolving HRD
concerns and issues in the Federal government in order to promote and encourage state of the art HRD
practices and methods.

c. To raise the level of professional standards which Federal managers and employees expect of Federal
HRD practitioners.

d. To gain recognition by executives, managers, and employees of Federal agencies and departments of the
important contribution which the HRD function makes to improving organizational quality and productivity

2. Eligibility Requirements

a. The nominee must be a Human Resource Development Specialist in the Federal government (Employee
Development Specialist GS-0235; Education or Vocational Training Specialist 1700 series; or a related job
series and title).

b. The HRD contribution must have been made within the last two years.

c. Nominations must be labeled "HRD Practitioner Award," address all nomination requirements, and meet
the established deadline.

3. Nomination Requirements to be Addressed in the Narrative Statements

a. Describe the program, project or activity to which the nominee contributed, and the overall organizational
setting.

b. Describe in 500 words or less the specific contributions the nominee made to the program, project or

activity, and attach appropriate supporting documentation. Your description should respond to the following
questions:
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(1) What was the nature of the nominee's specific contribution? What did it add to the overall program,
project or activity?

(2) What made the nominee's contribution stand out over what would have been expected as acceptable
(e.g.. complexity, innovation, elegance of execution, respect for cultural diversity, etc.)?

(3) What was the specific impact of the contribution? How were the results measured?

(4) How transferable is this contribution to other programs, projects or activities in the organization or
elsewhere in the Federal government?

c. To make a nomination, please submit three copies of the following:
(1) The completed nomination form (attached)
(2) The two required narrative statements (Items 3a and 3b)
(3) Any appropriate supporting documentation to:
ASTD Federal Trainers Industry Group HRD Practitioner Award
c/o Paul Longanbach
3646 Cumberland St. NW
Washington, DC 20008

All nominations for this award must be received or postmarked no later than April 15

The award recipient will be selected by a panel appointed by the Executive Steering Committees of the ASTD
Federal Trainers Industry Group. The awards will be announced at the ASTD International Conference in
Anaheim California. (Recipients need not be present to receive the award.)

FOR ADDITIONAL INFORMATION PLEASE CONTACT:

Lynda Lane, Federal Trainers Industry Group
(202) 366-5023
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AMERICAN SOCIETY FOR TRAINING AND DEVELOPMENT
FEDERAL TRAINERS INDUSTRY GROUP

HUMAN RESOURCE DEVELOPMENT
PROGRAM MANAGER AWARD

1. Purpose of the Award

The Human Resource Development (HRD) Program Manager Award has been established to meet the
following objectives:

a. To recognize an HRD program manager who has made a significant contribution to the accomplishment
of his/her organization's mission by linking an HRD program(s) to that mission, using state of the art HRD
practices, and forming effective partnerships with organizational clients.

b. To provide models of highly effective HRD programs in the Federal Government.

c. To raise the level of professional standards which Federal managers and employees expect of Federal
HRD programs and Program managers.

d. To gain recognition by executives, managers, and employees of Federal agencies and departments of the
important contribution which HRD programs can make to improve organizational quality and productivity.

2. Eligibility Requirements

a. The nominee must be an HRD program manager in the Federal government with responsibility for a
major part of one or more HRD programs. The program manager does not need to be in a supervisory
position.

b. The HRD program must be current and ongoing.

¢. Nominations must be labeled "HRD Program Manager Award," address all nomination requirements, and
meet the established deadline.

3. Nomination Requirements to be Addressed in the Narrative Statements

a. Describe the program or major part of the program that the nominee manages or managed, as well as
outline the part of the organization's overall mission that it addresses.

b. Describe in 500 words or less the specific contributions the made by the nominee to the program and
attach appropriate documentation. Your description should respond to the following questions:

(1) How did the nominee link the HRD program to the organization's mission? What specific state of the
art practices were used? How were partnerships formed with organizational clients?

(2) What made the nominee's contribution stand out over what would have been expected as acceptable
(e.g. complexity, innovation, elegance of execution, respect for cultural diversity. etc.)?
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(3) What was the specific impact of the program on the organization's ability to accomplish its mission?
How were the results measured?

(4) What could other programs and organizations in the Federal government learn from this model.
c. To make a nomination, please submit three copies of the following:
(1) The completed nomination form (attached)
(2) The two required narrative statements (Items 3a and 3b)
(3) Any appropriate supporting documentation to:
ASTD Federal Trainers Industry Group-HRD Practitioner Award
c/o Paul Longanbach
3646 Cumberland St. NW
Washington, DC 20008

All nominations for this award must be received or postmarked no later than April 15

The award recipient will be selected by a panel appointed by the Executive Steering Committee of the ASTD)
Federal The Trainers Industry Group. The awards will be announced at the ASTD International Conference in
Anaheim, California, in May. (Recipients need not be present to receive the award.)

FOR ADDITIONAL INFORMATION PLEASE CONTACT:

Lynda Lane, Federal Trainers Industry Group
(202) 366-5023
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AMERICAN SOCIETY FOR TRAINING AND
DEVELOPMENT FEDERAL TRAINERS INDUSTRY GROUP

EXCELLENCE IN FEDERAL HRD AWARDS PROGRAM
NOMNATION FORM

1. Title of the award for which this nomination is submitted:

2. Name, title, agency, address, and telephone number of the nominator

3. Name, title, agency, address and telephone number of nominee

4. Names and telephone numbers of two additional individuals who can testify to the significance/quality of the
nominee's contribution

Name Organization Telephone

5. Please sign

| agree that the information submitted to the selection committee may be published by ASTD.

Signature of
Nominator: Date:

PLEASE ATTACH NOMINATION NARRATIVE STATEMENTS AND ANY
SUPPORTING DOCUMENTATION TO THIS FORM THANK YOU.
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PRIVACY ACT STATEMENT

AUTHORITY: Solicitation of personal information for USAF endorsed recognition programs
is subject to the Privacy Act of 1974, Public Law 93-579, as codified in Title 5, United States
Code (U.S.C.), Section 55a and published in Title 32, Code of Federal Regulations (C.F.R.),
Section 806b, and is authorized by Federal Statutes (5 U.S.C. 301 AND 10 U.S.C. 8012).

PURPOSE: The principal purpose for use of this information is to provide publicity and
recognition through military and/or civilian news media inherent to the recognition programs.

ROUTINE USES: Routine use may be made of the information by commanders and award
selection board members at any level of command, by officials of private organizations
sponsoring awards programs described in Air Force Instruction 36-2805 and by information
officials representing the military and/or civilian news media.

PRIVACY ACT STATEMENT: AFI 36-2805

| HAVE READ THE ABOVE STATEMENT, AND | AUTHORIZE RELEASE OF THE
PERSONAL INFORMATION AS DESCRIBED IN AFI 36-2805 FOR THIS AWARD.

Signature Date
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LETTER OF COMMENDATION

PURPOSE: To commend an employee or group of employees for unusual achievement that
clearly exceeds duty performance requirements, or contributions beneficial to the Air Force, but
not meeting the criteria for a cash award.

ELIGIBILITY: Any civilian employee. Some examples of situations/achievements that may
merit this award are:

e Noteworthy accomplishments while on special assignment or during short periods when an
unusual work situation or emergency exists.

e Air Force programs recognized by an outside organization to which the employee made a
significant contribution.

e Exceptional participation in civic or professional activities related to official employment.

PROCESS: Prepare personal letter on official letterhead stationery; subject line should read:
“Letter of Commendation.” The letter should be addressed to the employee through supervisory
channels. The letter must contain a complete and concise description of the employee’s act,
accomplishment, or service, and identify position title, organization, and dates. AF Form 3034,
Certificate of Commendation, accompanies the official Letter of Commendation. This
recognition is recorded in the civilian data system and filed in the Employee Performance File,
so a copy should be provided to the Civilian Personnel Section for records processing.

APPROVAL AUTHORITY: Unit Commander

REF: AFI 36-1001, AFP 36-2861
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LETTER/CERTIFICATE OF APPRECIATION

PURPOSE: To express appreciation to an employee or group of employees for work
performance, an act or service that is above average.

ELIGIBILITY: Any civilian employee.

PROCESS: Prepare personal letter on letterhead stationery and provide to employee through
proper channels. The immediate supervisor, a higher-level supervisor or any person having
knowledge of the service rendered may sign the letter.

AF Form 3033, Certificate of Appreciation, should accompany the letter.

This recognition is not recorded in the civilian data system and is not filed in the employee’s
Official Personnel Folder.

REF: AFI 36-1004, AFP 36-2861
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AIR FORCE COMMAND AWARD FOR VALOR

PURPOSE: To recognize unusual courage or competence in an emergency, either on or off the
job (but beyond the call of duty), unrelated to performance of official duties.

ELIGIBILITY: The award is given to any Air Force civilian employee who demonstrates
courage or heroism in assisting others in an emergency, such as supervising orderly exit from a
building during a fire, keeping others calm, administering CPR, or executing the proper course of
action in an emergency.

PROCESS: Supervisor submits AF Form 1768, Staff Summary Sheet, and narrative style
justification which fully describes the specific act/event to justify award of this decoration.
Narrative should also include the organization, directorate, installation, and date of the act/event.
Also include a draft citation, written in third person, with job designation, organization, date of
act/event, and statement of achievement, not to exceed 90 words. Supporting documentation
such as newspaper articles may also be attached.

Nomination must be submitted within 3 months of act/event. Nomination packages should be
routed through the Installation Incentive Awards Committee, Installation Awards Manager,
and/or the CPS, as applicable to local practices, and then to the Wing Commander or ACC
Director.

An honorarium in an amount up to $500 may accompany this award. If an honorarium
accompanies the award, specify the amount on the staff summary sheet.

APPROVAL AUTHORITY: Wing Commanders and HQ ACC Directors.

AWARD DESCRIPTION: A sterling silver medal (medal stock #8455-00-965-4714) bearing
the Air Force thunderbolt on an equilateral triangle surmounted by the Air Force eagle perched
on a scroll inscribed “Valor” within an olive wreath and a light blue silk ribbon with four yellow
stripes and one red stripe in the Wing. Also, a sterling silver lapel emblem, ribbon rosette, AF
Form 1307, Command Civilian Award for Valor Certificate, and up to $500 optional honorarium
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accompany this award. According to local practice, the Installation Incentive Awards

Committee, the Installation Awards Manager, the nominating organization, or the CPS provides
medal stock.

REF: AFI 36-1004 or AFP 36-2861 or
https://www.afpc.randolph.af.mil/permiss/civilian/c 5435.htm
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http://afpubs.hq.af.mil/pubfiles/af/36/afi36-1004/afi36-1004.pdf
https://www.afpc.randolph.af.mil/permiss/civilian/c_5435.htm

CITATION
TO ACCOMPANY THE
AIR FORCE COMMAND AWARD FOR VALOR
FOR
I. M. A. SAMPLE

In recognition of his/her distinguished performance Mr./Ms. Sample, title and location,
demonstrated outstanding bravery while performing duties as Tractor Trailer and Fuel Systems
Distribution Operator, Air Space Logistics Center Air Force Space Command, 15 September
1993. When a vehicle crashed into a fuel stand in the storage area spreading burning fuel over a
wide area. Mr./Ms. Sample was filing a tanker about 30 feel from the center of the fire. His/her
alertness in moving his trailer to a safe position prevented a major fire disaster. Such courage
reflects the highest devotion to duty and great credit upon himself/herself and the United States

Air Force.

83



AIR FORCE VALOR AWARD

PURPOSE: To recognize unusual courage or competence in an emergency, either on or off the
job (but beyond the call of duty), unrelated to performance of official duties.

ELIGIBILITY: The award is given to any Air Force civilian employee who demonstrates
courage or heroism in assisting others in the face of danger, such as approaching or entering
burning aircraft to rescue trapped victims.

PROCESS: Supervisor submits AF Form 1768, Staff Summary Sheet, and narrative style
justification which fully describes the specific act/event to justify award of this decoration.
Narrative should also include the organization, directorate, installation, and date of the act/event.
Also include a draft citation, written in third person, with job designation, organization, date of
act/event, and statement of achievement, not to exceed 90 words. Supporting documentation
such as newspaper articles may also be attached.

Nomination must be submitted within 3 months of act/event.

Submit through the Installation Incentive Awards Committee, the Installation Awards Manager,
and/or the CPS for review. Nomination packages should be forwarded to ACC/DPCW.
ACC/DPCW will submit to HQ USAF/DPDF who prepares and provides the certificate (AF
Form 1306). According to local practice, the Installation Incentive Awards Committee, the
Installation Awards Manager, the nominating organization, or the CPS provides medal stock.

An honorarium in an amount up to $500 may accompany this award. If an honorarium
accompanies the award, specify the amount on the staff summary sheet.

APPROVAL AUTHORITY: Secretary of the Air Force.
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AWARD DESCRIPTION: A sterling silver medal (medal stock #8455-00-965-4714) bearing
the Air Force thunderbolt on an equilateral triangle surmounted by the Air Force eagle perched
on a scroll inscribed “Valor” within an olive wreath and a light blue silk ribbon with four yellow
stripes and one red stripe in the Wing. Also, a sterling silver lapel emblem, ribbon rosette, AF

Form 1307, Command Civilian Award for Valor Certificate, and up to $500 optional honorarium
accompany this award.

REF: AFI 36-1004 or AFP 36-2861
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http://afpubs.hq.af.mil/pubfiles/af/36/afi36-1004/afi36-1004.pdf

NOMINATION FOR THE
AIR FORCE VALOR AWARD
I. M. A. SAMPLE

Mr./Ms. a (title and organization) is recommended for the Command
Civilian Award for Valor in recognition of his/her demonstrated assistance at a multi-
vehicle accident scene in place, on 28 June 19XX.

While driving home from work at approximately 5:00 p.m., Mr./Ms. came upon a serious
multiple-vehicle accident scene. Police and Emergency Medical Service (EMS) personnel had
not yet arrived at the accident scene. With some emergency medical training as a volunteer
firefighter, Mr./Ms. stopped and rendered critical medical and emergency assistance.
There were numerous vehicles involved with multiple injuries. Mr./Ms. approached
the closest vehicle, which also happened to be mangled the worst and virtually unrecognizable,
and found a single occupant trapped between the pavement and the vehicle with obvious head
and chest trauma. He/She maintained a viable airway and support to the victim's neck and spine.
Once the victim was free of the wreckage, Mr./Ms. continued to maintain the victim's
airway and neck spine alignment until the first EMS unit arrived on scene and took over care.
Mr./Ms. assisted the crews removing the vehicle's roof, pulling the steering
column and removing the patient from the other vehicle to the awaiting Flight for Life helicopter.

Mr./Ms. demonstrated exemplary courage and competence on 28 June. His/Her
willingness to accept responsibility, by providing emergency leadership and medical assistance
is most commendable and reflects credit upon himself/herself and the United States Air Force.
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CITATION
TO ACCOMPANY THE
AIR FORCE VALOR AWARD
FOR

I. M. A. SAMPLE

In recognition of his/her distinguished performance Mr./Ms. Sample, title and location,
demonstrated outstanding courage, application of emergency medical assistance, and rescue
expertise at a multicar accident scene on 28 June 19XX. His/Her emergency leadership,
exemplary expertise, initiative, and medical attention contributed immeasurably to the survival
and recovery of several accident victims. The unselfish acts beyond the call of duty, professional
competence and emergency rescue leadership of Mr./Ms. Sample reflect great credit upon
himself/herself and the United States Air Force.
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AIR FORCE CIVILIAN ACHIEVEMENT AWARD

Purpose: To recognize superior achievement having local mission impact (branch, division,
unit, etc.) below major command or center level.

Eligibility: Civilian employees. Examples of achievements include but are not limited to the
following:

o A particular project or assignment which involved overcoming unusual difficulties.

o Performance of assigned duties with special effort or innovation that resulted in highly
desirable benefits.

o Creative efforts that made important contributions to science or research.

o Superior accomplishment or scientific achievement, which resulted in significant savings
of time, manpower or money to the government.

Process: Supervisor prepares AF Form 1768, Staff Summary Sheet, a narrative style
justification that fully describes the specific achievement (not to exceed one single-spaced
page). Following the local procedures, the Installation Incentive Awards Committee, the
Installation Awards Manager, or the Civilian Personnel Section (CPS) should review
nomination packages for criteria prior to approval. Narrative should include the organization,
directorate, installation, and period for which recommended. Include a draft citation written in
the third person of not more than 90 words. The citation must contain the job designation,
organization, period for which recommended, and the statement of achievement.

Approval Authority:
o Installation: Wing Commander
0 0 May be delegated one level to Group/CC
o MAJCOM: Director
0 0 May be delegated one level to Division Chief
Award Description: A silver colored medal (Stock #8455-01-4967146) bearing the Air Force
coat of arms within a wreath of laurel leaves, and the ribbon is ultramarine blue with eight silver
gray stripes. Also, a miniature medal, lapel button and AF form 4300, Air Force Civilian
Achievement Award, accompany this award. (Note: The certificate is currently available
through AFPDO channels. The medal sets are not yet available; however, this does not preclude
a commander from processing at this time and following up later with the medal. Medals are

ordered by submitting organizations through local base supply channels).

REF: AFI 36-1004 & AFP 236-2861 (will soon reflect this new award)
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EXEMPLARY CIVILIAN SERVICE AWARD

PURPOSE: To recognize civilian employees for clearly outstanding service in support of
command mission or goals.

ELIGIBILITY: Employees performing assigned duties for at least one year in an outstanding
manner or the accomplishment of a single service that significantly contributes to the
accomplishment of the command mission are eligible. Service must clearly demonstrate specific
examples of how the employee exceeded service expected of individuals with similar
responsibilities.

PROCESS: Supervisor prepares AF Form 1768, Staff Summary Sheet, and narrative style
justification that fully describe specific achievements (not to exceed three single-spaced pages).
Following local procedures, the Installation Incentive Awards Committee, the Installation
Awards Manager, or the CPS should review nomination packages for criteria prior to approval.
Narrative should also include the organization, directorate, installation, and period for which
recommended. Also include a draft citation, which should be written in third person and include
job designation, organization, period for which recommended, and statement of achievement, not
to exceed 90 words.

Nomination must be submitted within 3 months of act/event. Provide a copy of the approved

award nomination to the individual’s servicing Civilian Personnel Section to ensure the data
records and Official Personnel Folder are appropriately updated.
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APPROVAL AUTHORITY:

J Installation: Wing Commander

o MAJCOM: Director

AWARD DESCRIPTION: A bronze medal bearing the Air Force coat of arms within a wreath
of laurel leaves and ribbon edged with green and has three red stripes in the middle bordered by
light blue and white. Also, a miniature medal, bronze lapel emblem, and AF Form 3517,

Exemplary Civilian Service Award Certificate, accompany this award.

REF: AFI 36-1001 or AFI 36-1004 as applicable, AFP 36-2861
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NOMINATION FOR THE
EXEMPLARY CIVILIAN SERVICE AWARD
I. M. A. SAMPLE

Mr./MS.-=--=-==-=nmmmm oo is recommended for the award of Exemplary Civilian Service in
recognition of his/her distinguished performance as an Equal Employment and Staffing
Specialist, Civilian Personnel Division, Directorate of Personnel, Headquarters Air Combat
Command (HQ ACC/DPXX) from January 19XX to December 19XX.

During the award period, Mr./Ms/----------------- performed his/her major command duties in an
exemplary manner. As Equal Employment and Staffing Specialist in the HQ ACC Directorate of
Personnel, he/she regularly interacted with higher headquarters personnel, other governmental
and private sector officials, senior managers, and staff members in other HQ ACC directorates
and base level civilian personnel officers and their staffs. Mr./Ms. ----------------- consistently
represented the HQ ACC Directorate of Personnel in a superb manner; he/she exhibited the
utmost professionalism in all of her dealings with the organization's many customers, both
internal and external to the command. A number of specific examples of Mr./Ms. --------------- S
significant achievements during the award period are detailed below.

Mr./Ms. -------------- developed several innovative personnel processes and disseminated them to
the ACC field installations with clear guidance to ensure proper implementation. This program
was designed to facilitate the placement of surplus civilian personnel specialists across the Air
Force as the number of specialists continues to downsize by half. Mr./Ms. ------------- took
advantage of and incorporated the existing automated personnel database and processes in the
instructions to simplify the identification and referral procedures for surplus employees. As a
result, the additional workload for the downsizing civilian personnel flights was kept to a
minimum.

As a result of his/her technical expertise and professionalism, Mr./Ms. -------------- has been
selected to participate in various command initiatives and special projects. He/She was
instrumental in reaching groundbreaking agreements between ACC and career program
representatives regarding the utilization of several career broadening positions. As a result of
his/her persistence in developing this novel approach, the headquarters office was able to staff
their organization with a minimum of disruption and with the appropriate employees. He/She
has since participated in follow-up negotiations with the appropriate staff offices to ensure the
continuity of this important office.

Mr./Ms. -=----=--=--m--- 's conscientiousness and outstanding writing skills, analytical ability, and
interpersonal skills have earned him/her a reputation as one of the HQ ACC civilian personnel
“superstars”. His/Her rapport with employees in the base civilian personnel offices, resource
management, and his/her counterparts is without equal. He/She is committed to quality work,
loyal to his/her teammates and supervisors, and extremely competent. Mr./Ms. ---------------- IS
an asset to the command and the Air Force and is truly deserving of the Exemplary Civilian
Service Award.
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CITATION
TO ACCOMPANY THE
EXEMPLARY CIVILIAN SERVICE AWARD
FOR

I. M. A. SAMPLE

In recognition of his/her distinguished performance as an Equal Employment and Staffing
Specialist, Civilian Personnel Division, Directorate of Personnel, Headquarters Air Combat
Command, Langley Air Force Base, Ohio, from January 19XX to December 19XX. Mr./Ms. ----
---------------------- 's expertise and consistently high level of performance in direct support of the
Director of Personnel and his staff have contributed immeasurably to the successful
accomplishment of the Air Force mission. Through his/her keen insight, technical expertise, and
total dedication, Mr./MS. -----=--=-==-=mmn-- ensured the complete success of numerous
undertakings. The distinctive accomplishments of Mr./Ms. -------------- reflect great credit upon
himself/herself and the United States Air Force.
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MERITORIOUS CIVILIAN SERVICE AWARD

PURPOSE: To recognize an individual or group for outstanding service to the Air Force in the
performance of duties in an exemplary manner. Since this type of recognition serves as an
incentive, it is not appropriate for employees who are about to retire. It is also not appropriate to
confer this award based on an employee’s impending permanent change of station.

ELIGIBILITY: All Air Force civilian employees who have performed their assigned duties for
at least 1 year in an exemplary manner, with clear description of significant contributions having
command-wide mission impact. Justification examples are provided on page two. If
command-wide impact is not apparent in the justification, the package will be returned to the
submitting organization without action.

PROCESS: Supervisor prepares AF Form 1768, Staff Summary Sheet, and narrative style
justification (sample attached) that fully describe specific achievements with well-defined
reasons why the employee deserves this special recognition (not to exceed two single-spaced
pages). The AF Form 1768 should only reflect base-level coordination. ACC/DPCW attaches
the base-level SSS justification to a separate SSS, submitting the package through ACC staff to
the commander for approval. Narrative should also include the organization, directorate,
installation and period for which recommended. Also include a draft citation, which should be
written in third person and include job designation, organization, period for which
recommended, and statement of achievement. The citation should not exceed 90 words and it
should not use acronyms. In memo format to HQ ACC/DPCW, a statement verifying the official
records of the nominee, during the inclusive dates of the proposed award, do not contain any
disciplinary or adverse action information, nor is their any pending action that reflects
unfavorably on the exemplary performance deserving recognition. This information may be
obtained from the Civilian Personnel Section (CPS). (sample attached)
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Nomination package must be reviewed by the Installation Incentive Awards Committee, the
Installation Awards Manager, or the CPS before submission to ACC/DPCW. Submit within 3
months of desired presentation date.

APPROVAL AUTHORITY: MAJCOM Commander

AWARD DESCRIPTION: A sterling silver medal bearing the Air Force coat of arms with a
wreath of laurel leaves, and light blue silk ribbon with four yellow stripes and three navy blue
stripes in the center. Also, a miniature medal, sterling silver lapel emblem, ribbon rosette, and
AF Form 1166, Meritorious Civilian Service Award Certificate, accompany this award. Emblem
with ruby indicates receipt of more than one meritorious award. ACC will provide the
certificate. The Installation Incentive Awards Committee, the Installation Awards Manager, the
nominating organization, or the CPS will procure and provide the medal. The medal stock
number is #8455-00-571-8782; accompanying miniature medal is #8455-00-914-1851. Once
approved, a copy should be provided to the CPS for entering in the employee’s personnel
records.

REF: AFI 36-1004, AFP 36-2861
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NOMINATION FOR THE
MERITORIOUS CIVILIAN SERVICE AWARD
I. M. A. SAMPLE

Mr./MS.----=--=-=--mm - is nominated for the Meritorious Civilian Service Award based on
his/her outstanding performance from February 19XX to May 19XX as the Civilian Logistics
Person, 7th Bomb Wing, Dyess Air Force Base, Texas. Leading a 20-member multifunctional
team, Mr./Ms.----------------—-—- spearheaded activation of the repair depot. During this period,
Mr./MS. -----m-mmmmmm oo ’s outstanding leadership and management abilities significantly
contributed to Joint STARS’ robust Initial Operating Capability (I0C), agile worldwide war
fighter support, command-wide sustainment goals, and innovative logistics business practices.

Mr./MS.----=--=-=-mmm - was instrumental in division support efforts that enabled the
organization to achieve I0C 3 months ahead of schedule, completing transition of the Joint
STARS wing from activation to mature operational capability. The net result of I0C is a robust
battle management capability that provides the Commanders-in-Chief (CINCs) with
unprecedented information dominance. Moreover, this significant achievement was attained in
the face of formidable program start-up challenges and an intense operations tempo that
included the wing’s first deployments to the Korean and Southwest Asia theaters.

Acutely attuned to the war fighters’ needs deployed and in-garrison, Mr./Ms.---------------- has
expertly directed aircraft support for major deployments since he/she started in February 19XX.
From mobility processing of contractor field service representatives to building spare parts Kits,
he/she directly enabled wing deployments in support of United Nations peacekeeping activities
in Bosnia, rapid response operations in the face of Iragi noncompliance with weapons
inspections, and the politically sensitive Pacific Rim/Korean peninsula operations. Mr./Ms.-----
--------------- is currently providing the same top-notch support in fulfilling NATO air taskings
in Kosovo. The results: 1150+ hours of critical battle management for CINCs worldwide, with
an overall sorties effectiveness rate exceeding 95 percent.

As part of a 20-member multifunctional team, Mr./Ms.------------ activated the repair
depot for all Joint STARS PME. This $60 million initiative involves the fabrication and
integration of the necessary hardware, software, management tools, and processes to organically
sustain the entire Joint STARS mission suite to include radar, operations and control,
communications, and data links. From transforming a warehouse into a world-class facility to
authoring the innovative procedures for expediting repaired parts back to the user, his/her
attention to detail and strong teambuilding skills have delivered impressive results. This was
particularly evident when the first two organic repairs were flawlessly completed in
approximately 40 percent of the planned cycle time. Described as a showcase facility, this
initiative is poised to support the war fighter well into the next century.

Mr./MS.-=--=-=mmmmmmmmmmeo- masterfully directed six diverse contracts supporting several programs
(name them). His/Her meticulous surveillance guaranteed excess dollars were identified when
program changes occurred and funds were made available for other war fighter requirements.
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Additionally, his/her expert insight into contract funding status and program funding
requirements, coupled with close accounting of dollar expenditures, consistently reaped top-
quality results that were on/ahead of schedule and under budget—a significant benefit to other
critical weapon system activities.

Mr./MS.--=-=-==mmmmmmmmeen sets a benchmark standard in leadership, management, and technical
expertise. Leading one of the Joint STARS Program Office’s most demanding and dynamic
teams, he/she directly enabled the early fielding and rock-solid support of a weapon system of
national significance. The organization’s high state of mission capability and customer
satisfaction are clearly traceable to Mr./Ms.------------- ’s total commitment to the ACC mission
and supporting objectives. He/She puts words into action and delivers the right results! His/Her
achievements merit recognition at the highest level. He/She is strongly recommended for the
Meritorious Civilian Service Award.
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CITATION
TO ACCOMPANY THE
MERITORIOUS CIVILIAN SERVICE AWARD
FOR

I. M. A. SAMPLE

In recognition of distinguished performance as Civilian Logistics Person, (organizational name),
7th Bomb Wing, Dyess Air Force Base, Texas, from XX February 20XX to XX May 20XX.
Leading a 20-member multifunctional team, Mr./MS.-------=--=mmemnun- adeptly directed
activation of the repair depot for all Joint STARS Prime Mission Equipment. His/Her
outstanding leadership and strong management abilities significantly contributed to the Wing’s

robust Initial Operating Capability, agile worldwide war fighter support, and innovative logistics

business practices. The distinctive accomplishments of Mr./Ms. - reflect the

highest credit upon himself/herself and the United States Air Force.
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Date

MEMORANDUM FOR HQ ACC/DPCW

FROM: 7 XX/XX
Address

SUBJECT: Meritorious Civilian Service Award

| certify that the official records of Mr./Ms.-------------------- , XX-XXX/XX, during the inclusive
dates of the Meritorious Civilian Service Award, do not contain any disciplinary or adverse
action information. Also, there is no action pending that would reflect unfavorably on the
exemplary performance deserving recognition.

Signature Block
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OUTSTANDING CIVILIAN CAREER SERVICE AWARD

PURPOSE: The purpose of the award is to recognize outstanding career service meriting
recognition at the time of retirement.

ELIGIBILITY: All Air Force civilian employees who demonstrated significant
accomplishments, leadership, unusual competence and significant impact upon the Air Force
mission throughout their career.

PROCESS: Supervisor prepares AF Form 1768, Staff Summary Sheet and narrative style
justification that briefly outlines highlights of the employees’ career and clearly demonstrates
eligibility for this award (not to exceed three single-spaced pages). Narrative should also include
the organization, directorate, installation and period for which recommended. The nominating
organization must contact the Civilian Personnel Section to verify that the employee’s personnel
record does not contain any disciplinary or adverse action information, nor is there any pending
action that reflects unfavorably on the exemplary performance deserving recognition. (Sample
attached)

Submit through proper channels within 30 days of desired presentation date.

APPROVAL AUTHORITY: This has been delegated to ACC Wing Commanders and
MAJCOM Directors.

AWARD DESCRIPTION: A bronze medal bearing the Air Force coat of arms with a wreath
of laurel leaves and white ribbon trimmed in maroon with three maroon stripes in the center.
Also, a bronze lapel emblem and AF Form 2856, Outstanding Civilian Career Service
Certificate, accompany this award. AF Form 2856, Department of the Air Force Outstanding
Civilian Career Service Award Certificate; Pin #8455-01-187-0127.

REF: AFI 36-1001 or AFI 36-1004 as applicable, AFP 36-2861
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NOMINATION FOR THE
OUTSTANDING CIVILIAN CAREER SERVICE AWARD
I. M. A. SAMPLE

Mr./Ms. 7th Bomb Wing, 7th Mission Support Group, 7 Mission Support
Squadron, Dyess Air Force Base, Texas, is recommended for the Outstanding Civilian Career
Service Award in recognition of his/her distinguished service as a Federal employee from xx
Month 19xx to xx Month 200x.

Throughout his/her outstanding career, Mr./Ms. demonstrated superior performance
with her leadership, personal involvement, and dedicated efforts on a wide variety of projects
and major programs. His/Her tireless attention to detail contributed significantly to the success
of the Dyess mission.

Mr./Ms. began his/her federal service career in 19xx as manager for the command
supplies and equipment operations and maintenance budget. He/She quickly demonstrated
his/her ability to comprehend large and complex tasks and was selected to author the first
command depot repair program regulation, AFLCR 66-260. His/Her timely research,
compilation of data, and extensive coordination resulted in the first major documentation of the
repair program for the command.

Mr./Ms. was then challenged with managing the aircraft and missile depot repair
programs. These programs, in excess of one billion dollars per year, flourished under his/her
guidance and direction. Mr. /Ms. placed special emphasis on accurate documentation
of requirements, timely reporting of program execution, and continued communication with air
staff and air logistics center personnel. His/Her dedicated efforts resulted in consolidated
command positions and successful defense of budget and program objective memorandum
submissions.

Mr./Ms. was also the command liaison with the former Military Airlift Command
(MAC). He/She cultivated a strong relationship with MAC and was instrumental in resolving
critical readiness and support issues hampering operational activities. Particular attention was
provided in support of the fleet of aircraft dedicated to the President and other high-level
government officials.

Recognizing his/her overall understanding of the logistics mission, he/she was selected for a tour
with the personnel directorate, devoting his/her efforts to improving command training. Mr./Ms.

accomplishments included development and implementation of 15 logistics
occupational training templates, which resulted in standardization of training across the
command. He/She also spearheaded the development of training programs for a wide Varity of
logistics processes and systems. His/Her diligent training efforts ensured personnel were well
equipped to tackle their new responsibilities and resulted in the successful fielding of new
information systems.

Mr./Ms. has devoted the last couple of years to the development of the
Maintenance Planning and Execution (MP&E) system. This has involved working with
command expert users to identify, define, and consolidate Air Force requirements for system
incorporation. He/She also represented the logistics community in a wide variety of system
acquisition activities with the contractor. His/Her outstanding efforts resulted in a highly
successful alpha and site activation test as well as a positive independent operational test and
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evaluation center test. Mr./Ms. extraordinary talents and determination culminated
in a decision to proceed with the MP&E system and deploy the system command-wide.

Mr./Ms. significant career accomplishments reflect her logistics expertise,
professional attitude, and determination to succeed. He/She has contributed greatly to the
command mission, and his/her actions and efforts will benefit this command well into the next
century. His/Her talents and overall understanding of the Air Force logistics mission will be
greatly missed.
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CITATION
TO ACCOMPANY THE
OUTSTANIDNG CIVILIAN CAREER SERVICE AWARD

FOR

.M. A. SAMPLE

In recognition of his/her significant achievements and outstanding federal career service with the

United States Government. Mr./Ms. ‘s expertise and consistently high level of

performance have contributed immeasurably to the successful accomplishment of the Air Force
mission. His/Her exemplary performance as a Maintenance Specialist culminates a long and
distinguished career and reflects great credit upon himself/herself and the United States Air

Force.
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DECORATION FOR EXCEPTIONAL CIVILIAN SERVICE

PURPOSE: To recognize exceptionally distinguished service and accomplishments with
significant Air Force-wide scope and impact. This is the highest Air Force recognition granted
to civilian employees and serves as an incentive. It is not appropriate for employees about to
retire.

ELIGIBILITY: All Air Force civilian employees who have performed their assigned duties for
at least 1 year which result in profound Air Force-wide impact to programs or projects as
documented by development of improved methods or procedures, initiation of revolutionary
ideas, or unprecedented achievements or benefits to the government. Nominees may be
recommended for this award if they previously received the Meritorious Civilian Service Award.
Exceptions to this policy will be considered only if justified, in memo format to HQ ACC/CC, by
the Installation Commander. Include this memo with the nomination package.

PROCESS: Supervisor prepares AF Form 1768, Staff Summary Sheet, recommending the
award and narrative style justification which fully describe specific achievements with well
defined reasons why the employee deserves this special recognition (not to exceed three single-
spaced pages). Narrative should also include the organization, directorate, installation and
period for which recommended. Also include a draft citation, which should be written in third
person and include job designation, organization, period for which recommended and statement
of achievement, not to exceed 120 words. In memo format to HQ ACC/DPCW, a statement
verifying the official records of the nominee, during the inclusive dates of the proposed award,
do not contain any disciplinary or adverse action information, nor is their any pending action,
that reflects unfavorably on the exemplary performance deserving recognition. A biography and
current position description should also be included in the nomination package. (Sample
attached)
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Nomination must be submitted within 3 months of act/event. Nomination submission that does
not comply must be accompanied by a memo of justification to HQ ACC/CC explaining why the
nomination is untimely and should be processed.

Nomination packages are reviewed by an ACC incentive awards ad hoc committee who forwards
nomination with their recommendation to HQ USAF/DPDF for review by the Air Force
Incentive Awards Board. Submit through proper channels to ACC/DPCW within 4 months of
desired presentation date.

APPROVAL AUTHORITY: Secretary of the Air Force (SAF).

AWARD DESCRIPTION: A gold-colored medal bearing the Air Force coat of arms with a
wreath of laurel leaves and dark blue silk ribbon with three dotted golden-orange lines in the
center. Also, a miniature medal, gold-colored lapel emblem, ribbon rosette and AF Form 1310,
Decoration for Exceptional Civilian Service Certificate, accompany this award. Emblem with
ruby indicates prior award of both the Decoration for Exceptional Civilian Service and the
Meritorious Civilian Service Award. Emblem with diamond indicates receipt of more than one
Decoration for Exceptional Civilian Service.

REF: AFI 36-1004 as applicable, AFP 36-2861
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NOMINATION FOR THE
DECORATION FOR EXCEPTIONAL CIVILIAN SERVICE
I. M. A. SAMPLE

Mr./Ms. is recommended for the Decoration for Exceptional Civilian Service in
recognition of his/her leadership and technical expertise as the Civilian Chief, F-XX Division,
7th Bomb Wing, Dyess Air Force Base, Texas, from 1 November 19XX to 31 October 20XX.

Mr./Ms. demonstrated exemplary leadership, outstanding management ability, and
tremendous technical skill while serving as the F-XX Civilian Chief. He/She is responsible for
F-XX contracts totaling XX aircraft valued at 7.5 billion dollars for the United States (US),
Israeli, and Saudi Arabian Air Forces (AFs). He/She led 205 military, civilian and contractor
personnel in the F-XX Division and directed the efforts of three major defense contractors. In
addition, Mr./Ms. also directed the efforts to design, test, produce and field system
upgrades worth 10.1 billion dollars to 1,100 F-XXs employed worldwide.

Mr./Ms. 's extraordinary leadership was key in providing the United States Air
Force (USAF) war fighter increased, on-time, cost-efficient combat capability, as well as
significantly furthering US international security objectives. His/Her acquisition acumen was
critical in successfully guiding the F-XX Division team through a number of major milestone
events. These events included the negotiation and signing of three USAF production contracts
for XX F-XXEs, the delivery of # F-XXSs to the Royal Saudi AF and XX F-XXIs to the Israeli
AF. Under Mr./Ms. ’s direction, the organization successfully brought the next
generation of F-XX radar from the drawing board to flight test, put its house in order with
respect to the Year 2000 software fixes and began purchasing the Fighter Data Link Upgrade for
the F-XXC/D/Es. In addition, Mr./Ms. directed the Division team’s contracting
efforts for new F-XXE Air Data Processors, new F-XXE Digital Map Systems, Embedded
Global Positioning System Inertial Navigation Systems, increased electronic warfare capability
and enhanced weapons delivery performance.

During this time period, the F-XXC/D was designated as the Department of Defense (DoD) lead
platform for the Joint Helmet Mounted Cueing System (JHMCS) integration and fielding. Under
Mr./Ms. ’s direction, this project was a model acquisition effort, showcasing the
ability of the Subsystems Product Support Office and the F-XX Division to work together to
form one cohesive, high-performing team. Employing a breakthrough contracting approach, the
F-XX DIVISION used the JHMCS program’s development contract for all F-XX integration
activities. This team effort accelerated the availability of significant combat capability to the F-
XX war fighter and paved the way for platform integration of JHMCS across DoD.

Mr./Ms. ’s leadership of the one-billion-dollar APG-63(V)1 radar acquisition is
especially noteworthy. This has been a groundbreaking effort in radar design and fielding. From
the performance-based contracting approach to the innovative contractor support concept, the
program has won praise at all levels of the AF. The war fighter is an enthusiastic supporter of
the program and the contractor/government team has performed superbly, finishing the
development effort on schedule and within the originally budgeted cost, an unheard of
accomplishment for a radar program.

Also during this period, Mr./Ms. was the proposal preparation team leader for
additional Royal Saudi AF and Israeli AF F-XX buys. In addition, he/she led the team preparing
the proposal response for the Hellenic AF request for a first-time purchase of F-XXs. These
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high-visibility efforts, reviewed and approved at the Secretary of the AF for International Affairs
level, were crucial to meeting US international security objectives. They also kept a trained,
skilled work force available to address unforeseen engineering problems with the increasingly
aging F-XXs in the USAF fleet, saving the USAF significant funds by sharing aircraft contractor
support costs.

Mr./Ms. excelled as the F-XX Civilian Chief during a tumultuous time for
leadership. His/Her expertise and extensive acquisition experience were key to the successful
transition of three development system managers. All of the transitions were flawless and
smoothly accomplished because of Mr./Ms. ’s planning and attention to detail.
During one of the transition periods, he/she served as the Acting Director, F-XX for a period of 6
months and performed the duties in an exceptional manner.

Mr./Ms. led the organization's responses to all AF Secretariat and Program
Executive Officer requests for information. Due to his/her leadership, all suspenses were met
and taskings were processed expeditiously with clearly reasoned and supported data. Many of
these taskings were short notice and critical to F-XX program execution; sometimes involving
program funding issues in the hundreds of millions of dollars. Mr./Ms. always went
the extra step to ensure the answer was not just for the question asked, but included the
background information necessary to put the answer in the proper context. Due to Mr./Ms.

's unrelenting attention to detail, the F-XX Program Office consistently presented a
coherent program plan during Program Objective Memorandum’s cut drill; as a result, funding
requirements were sustained to maintain program executability.

Mr./Ms. was the F-XX program expert on system performance, contract status,
and financial management. He/She was always proactive in preparing for AF Secretariat level
reviews, willingly accepting responsibility for preparing the proper material in the proper format.
He/She saw the big picture and was able to pull together the people and effectively organize
them to gather and present the necessary program status to the decision-makers. He/She
articulately defended the program approach when required but was always willing to try a
different way when it made sense. Once a decision was made, he/she supported it fully and
executed it faithfully.

Mr./Ms. worked exceptionally hard to ensure the people in the organization were
taken care of appropriately. His/Her timely advice and counsel to the Director of Development
and Acquisition were invaluable in managing both exceptional performers and problem
employees. He/She was always fair and objective in his/her approach and could be relied on to
give clearly reasoned, unbiased advice on personnel issues. Working directly with the
employees, his/her behind-the-scene guidance and mentoring were instrumental in helping them
advance in their careers.

Mr./Ms. 's individual initiative and accomplishments were key in providing quality
readiness for the USAF. In every instance, Mr./Ms. excelled. His/Her distinctive
achievements and dedication are most deserving of this special recognition.
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DEPARTMENT OF THE AIR FORCE
PRESENTS THE
DECORATION FOR EXCEPTIONAL CIVILIAN SERVICE
TO

I. M. A. SAMPLE

CITATION:

In recognition of his/her distinguished performance as Civilian Chief, 7th Bomb Wing, 7th Mission
Support Group, 7th Mission Support Squadron, Dyess Air Force Base, Texas, from 1 November 19XX to
31 October 20XX. Mr./Ms. 's extraordinary leadership and systems management
expertise were key to providing the USAF F-XX war fighter increased, on-time, cost-efficient combat
capability, as well as significantly furthering U.S. international security objectives. Under his/her
direction, the F-XX Division successfully executed a performance-based contracting approach and
implemented an innovative contractor support concept to bring the next generation, one-billion-dollar F-
XX radar procurement program from the drawing board to flight test. In addition, Mr./Ms.

guided the successful negotiation and signing of three USAF production contracts for XX F-XXEs, the
delivery of XX F-XXSs to the Royal Saudi Air Force, and XX F-XXIs to the Israeli Air Force. The
dedication, outstanding leadership, and professional competence of Mr./Ms. reflect the
highest credit upon himself/herself and the United States Air Force.
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7th Bomb Wing Puma Award

The 7th Bomb Wing Puma Award recognizes a monthly outstanding performer award. The award will be
given out the first two months of each quarter (Jan/Feb, Apr/May, Jul/Aug, Oct/Nov). Each squadron
may nominate one person in each of the following categories:

Airman

Non-Commissioned Officer
Senior Non-Commissioned Officer
Company Grade Officer

Field Grade Officer

Honor Guard

Civilian

Nominations consist of 3 bullets in the following format:
GROUP: Category:
NAME/RANK: TITLE:

JOB PERFORMANCE

- Three bullets

- No more than one line per bullet
- No need for fluff like: superb! or sharp initiative!
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AF COMMANDER'S PUBLIC SERVICE AWARD

The award consists of silver medal 1-3/8" in diameter, a terrestrial globe, grid-lined and charge with the
winged logo of the United States Air Force with the inscription above "Commander's Public Service
Award," and in the base, two sprigs of laurel. The medal set consists of the medal and lapel pin. A
certificate, titled, Commander's Award for Public Service, will accompany the award. The award may be
approved by the following individuals: Any commander (colonel and above or civilian leader leading the
organization); principal officials of HQ AF staff agencies; or officials of general officer or SES rank.

ELIGIBILITY: The Air Force Commander's Public Service Award may be awarded to citizens or entities
(groups, business firms or organizations) not employed by the U.S. Air Force, who assisted with major
unit projects or helped a unit reach major milestones, or who provided support to the base/unit over a
sustained period of time. Service must clearly demonstrate specific examples of how the citizen's
dedication and commitment significantly contributed to the improvement of conditions for base
personnel, facilities, or mission. Air Force policy expressly prohibits awards to individuals or entities in a
commercial or profit-making relationship (contractors) with the DoD. The nomination must contain
comments the services cited were voluntary, performed as a public service, or motivated by patriotism
with no implication to remuneration; and that the person recommended had no commercial or profit-
making relationship with the Air Force. Examples of achievements include, but are not limited to:

Significant achievements, which resulted in savings of time, manpower, or money to the government.

Achievement and effort in the areas of humanitarian efforts, mission impact, unit facilities, and/or support
of unit personnel.

Personal time and/or resources expended that helped achieve a successful project outcome.

PROCEDURE: Any person employed by the U.S. Air Force may nominate a non-Air Force employee for
this award. A one-page written recommendation, which describes specific accomplishments, with
attached citation, is submitted to the Public Affairs Officer (PAO) or Public Affairs Staff Agency. The
PAO in turn evaluates the recommendation and forwards it on to the approval authority. The proposed
citation should be written in third person and include organization, installation, dates of the award period
for which recommended, and statement of achievement. Nominations are submitted at least 30 days
before desired presentation. There is no limit on the number that may be awarded.
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