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This instruction implements Air Force Policy Directive (AFPD) 36-28, Awards and Decorations 

Programs.  It establishes policies and procedures for nomination, selection, and award of 

outstanding civilian personnel of the 51st Fighter Wing (51 FW) and Team Osan Recognition 

Programs.  It applies to all US/KN civilian employees assigned/attached or associated with 51 

FW and/or Osan Air Base (AB).  Refer recommended changes and questions about this 

publication to the Office of Primary Responsibility (OPR) using the AF Form 847, 

Recommendation for Change of Publication; route AF Form 847s from the field through Major 

Command (MAJCOM) publications/forms managers.  Ensure that all records created as a result 

of processes prescribed in this publication are maintained in accordance with Air Force Manual 

(AFMAN) 33-363, Management of Records, and disposed of in accordance with Air Force 

Records Information Management System (AFRIMS) Records Disposition Schedule (RDS) 

located at https://www.my.af.mil/gcss-af61a/afrims/afrims/. 

This instruction requires maintaining information subject to the Privacy Act (PA) of 1974, 

authorized by Title 10 U.S.C., Section 8013.  System of Records Notice F900 AF MP A, Awards 

and Decorations Applies.  Information required by this instruction is available and will be 

obtained from other systems of records, not from the individual(s).  Forms affected by the PA 

have an appropriate PA statement.  The applicable Privacy Act System Notice(s) is available 

online at:  http://www.defenselink.mil/privacy/notices/usaf.  Request to release the 

information to persons or agencies outside the Department of Defense must be processed IAW 

AFI 33-332, Privacy Act Program. 

https://www.my.af.mil/gcss-af61a/afrims/afrims
http://www.defenselink.mil/privacy/notices/usaf
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SUMMARY OF CHANGES 

This publication has been substantially revised and must be completely reviewed.  Revised to 

reflect conversion NSPS back to GS system for U.S. civilian employees.  Deleted requirement 

for Civilian Personnel Office (CPO) to establish Staff Summary Sheet and certificates for the 

signature of 51 FW/CC.  Added the Associate Unit Category in 51 Fighter Wing 

quarterly/annual awards. 

1.  Purpose:  Recognizing individual superior performance is very important.  These programs 

are not a substitute for other Air Force awards.  Program purposes are as follows: 

1.1.  Recognize and reward civilian employees for outstanding accomplishments and 

performance. 

1.2.  Provide civilian employees with greater incentive for individual achievement. 

1.3.  Stimulate initiative, improve morale, and enhance esprit de corps. 

2.  Responsibilities: 

2.1.  Squadron commanders will establish procedures to select deserving US/KN civilian 

employees in each category, from those assigned/attached or associated with 51 FW and 

Osan AB, as nominees for quarterly/annual recognition programs for administrative 

purposes. 

2.2.  Wing staff/group/tenant commanders will be responsible for recognizing their 

respective winners as they deem appropriate.  They should ensure that deserving US/KN 

individuals (no more than one per category) are submitted from their respective group/unit 

for further competition. 

2.3.  The office of secondary responsibility for conducting these programs is 51 FSS/FSMC.  

They will provide the following support: 

2.3.1.  Administer the recognition program.  This includes making changes to the board 

procedures or composition as deemed appropriate by unique circumstances. 

2.3.2.  Set suspense dates for package submission.  Ensure units are notified of all 

appropriate suspense dates. 

2.3.3.  Disseminate award criteria to units. 

2.3.4.  Schedule and advise board members of date, time, and location of selection board. 

2.3.5.  Accept nomination packages. 

2.3.6.  Forward board results to 51 FW/CCCEA for engraving of awards. 

3.  Selection Board: 

3.1.  Selection boards will be convened for 51 FW Quarterly and 51 FW Annual Awards. 

3.2.  51 FSS/FSMC will notify group commanders to provide a board member on a rotating 

basis.  Group commanders will provide 51 FSS/FSMC with the name, rank, 

organization/office symbol, and duty phone of each board member. 

3.3.  51 FSS/FSMC will serve as staff advisor for the selection process and brief members on 

board procedures. 
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3.4.  Boards for 51 FW Level will consist of the following: 

3.4.1.  One field grade officer (chairperson). 

3.4.2.  One senior NCO. 

3.4.3.  One US civilian employee, GS-09, or above. 

3.4.4.  One KN civilian employee, KGS-09 or above:  Member is required to possess 

good command of English both verbally and in writing. 

3.4.5.  Each group/squadron may establish their own board makeup to select their own 

sq/group winner. 

3.5.  Scoring will be accomplished in accordance with the directions contained in the 51 FW 

Form 3, Evaluation of Civilian Employee of the Quarter/Year Awards. 

3.6.  Scoring Criteria: 

3.6.1.  Nominees will be evaluated using 51 FW Form 3. 

3.6.2.  The board members will score all areas.  The maximum score available from each 

member is 100 points for a total of 400 possible points.  The individual with the highest 

total score will be selected.  The board chairperson will break ties. 

4.  Eligibility: 

4.1.  Award Categories: 

4.1.1.  Manager/Supervisor/Professional Category:  The nominees must be either a GS-8, 

KGS-8, or NF-IV equivalent and above. 

4.1.2.  Administration/Technical Category:  The nominees must be a GS-7, KGS-7, NF-

III and below, and all NAF CC positions. 

4.1.3.  Trades/Crafts/Laborer Category:  The nominees must be a WG, WL, WS, KWB, 

NA, NL, or NS (blue-collar employee) 

4.1.4.  Associate Units Category:  The nominees are U.S. and KN civilian employees at 

all grades assigned to the associate units (not including 7 AF). 

4.2.  Individuals who won at the Wing level in any category the previous quarter are 

ineligible for submission the next quarter.  For example, if an individual won for the 1st 

quarter of the year, he/she is not eligible for further competition until the third quarter of the 

year.  This does not apply to annual award submissions or Group level winners. 

4.3.  Award Consideration Periods: 

4.3.1.  Quarterly: 

4.3.1.1.  1st Quarter:  January – March 

4.3.1.2.  2nd Quarter:  April – June 

4.3.1.3.  3rd Quarter:  July – September 

4.3.1.4.  4th Quarter:  October – December 

4.3.2.  Annual award runs on the calendar year, 1 January through 31 December. 
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5.  Nominations: 

5.1.  51 FW Quarterly/Annual: 

5.1.1.  Each squadron commander assigned to the 51 FW may nominate one individual 

for each category for competition at group level.  The 51 FW staff and the 51 CPTS will 

combine to choose a single nomination in each category for final competition.  

Associate/Tenant units (not including 7 AF) may nominate one individual for the 

Associate Unit category for competition. 

5.1.2.  Each group, the 51 FW staff agencies, and tenants, may nominate one individual 

in each category and submit to 51 FSS/FSMC by the specified date. 

5.1.3.  Accomplishments must have occurred during the nomination period in which 

individual is being nominated. 

5.1.4.  Quarterly Awards:  Nominations will be submitted on the current version of AF 

Form 1206, Nomination for Award (Attachment 2).  The AF Form 1206 will be limited to 

12 single-spaced lines of accomplishments, not including the headings, or 15 lines when 

counting the headings as the following: 

5.1.4.1.  Leadership and Job Performance in Primary Duty (8 line maximum). 

5.1.4.2.  Significant Self-Improvement (2 line maximum). 

5.1.4.3.  Base or Community Involvement (2 line maximum). 

5.1.5.  Annual Awards:  Nominations will be submitted on the AF Form 1206.  The AF 

Form 1206 will be limited to 30 lines of accomplishments, to include the headings per 

para 5.1.4. 

5.1.6.  51 FW Quarterly/Annual awards formats are subject to modification based on 

higher headquarters requirements. 

5.2.  Team Osan – Quarterly Program:  7 AF is responsible for management of the 7 AF 

Quarterly Team Osan Awards Program for their 7 AF civilian employees. 

5.2.1.  Team Osan for 51 FW has been eliminated. 

5.3.  7 AF Annual Awards Program 

5.3.1.  7 AF will conduct an annual awards program that will include nominations from 7 

AF, 8 FW, and 51 FW IAW 7 AFI 36-2802, Quarterly and Annual Awards Program 

(PA).  Nominees will be 7 AF annual award winners/Associate Unit annual award 

winners, 51 FW annual award winners, and 8 FW annual award winners. 

5.3.2.  7 AF will distribute guidance to the above organizations along with any other 

requirements. 

5.3.3.  Nominations will be submitted on the AF Form 1206.  The AF Form 1206 will be 

accomplished per guidance provided by HQ USAF and PACAF per the 12 Outstanding 

Airman of the Year and First Sergeant of the Year programs. 

5.3.4.  Submission requirements will be in accordance with para 5.1. 

6.  Recognition:  Nominees will be recognized and the winners will be announced at base-wide 

quarterly award ceremony/luncheon and annual banquet. 
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6.1.  The employees who are selected as Civilian Employees of the Quarter/Year will receive 

recognition and awards as appropriate during recognition ceremonies. 

6.2.  The Civilian Employees of the Quarter will receive an 8-hour Time-off Award.  The 

Civilian Employees of the Year will receive a 16-hour Time-off Award. 

7.  Prescribed and Adopted Forms. 

7.1.  Prescribed Forms: 

51 FW Form 3, Evaluation of Civilian Employee of the Quarter/Year Awards. 

7.2.  Adopted Forms: 

AF Form 847, Recommendation for Change of Publication 

AF Form 1206, Nomination for Award. 

 

PATRICK C. MALACKOWSKI, Colonel, USAF 

Commander 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 
AFPD 36-28, Awards and Decorations Programs, 1 August 1997 

AFI 33-332, Privacy Act Program, 29 January 2004 

AFMAN 33-363, Management of Records, 1 March 2008 

7 AFI 36-2802 Quarterly and Annual Awards Program (PA), 17 July 2009 

51 FWI 36-2805, Quarterly and Annual Awards Program, 19 September 2003 

Abbreviations and Acronyms 
51 FW—51st Fighter Wing 

7 AF—7th Air Force 

AB—Air Base 

AFMAN—Air Force Manual 

AFPD—Air Force Policy Directive 

AFRIMS—Air Force Records Information Management System 

MAJCOM—Major Command 

RDS—Records Disposition Schedule 

OPR—Office of Primary Responsibility 

PA—Privacy Act 
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Attachment 2 

EXAMPLE NOMINATION FOR AWARD FORMATS 

Figure A2.1.  Example Nomination for Quarterly Award Format. 
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Figure A2.2.  Example Nomination for Annual Award Format 
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Figure A2.3.  Example Format for Mini Bios for Annual Award Format 
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Figure A2.4.  Example Format for 51FW Form 3, Evaluation of Civilian Employee of the 

Quarter/Year Awards 

 
 


