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AFI 36-1001, Managing the Civilian Performance Program, 1 July 1999, is supplemented as follows.
This publication establishes responsibilities and guidance for the MacDill Air Force Base Civilian Perfor-
mance Management Program. This supplement applies to all assigned, tenant, and attached units/staff
agencies at MacDill Air Force Base. Maintain and dispose of records created as a result of prescribed pro-
cesses according to the Air Force Records Disposition Schedule, accessible on-line at https://
afrims.amc.af.mil/.

SUMMARY OF REVISIONS

This revision deletes all reference to the incentive awards program included in paragraphs 3.3.1., 3.3.2.,
3.6.1.,43.3.,4.4.4., and 5.1.2. It also changes guidance to supervisors regarding the performance pro-
gram to include progress reviews. Award approving authority changes from unit budget officials to orga-
nizational commanders. Guidance is added regarding the Employee Performance File when an employee
leaves this base. All paragraphs have been renumbered and revised to coincide with the basic instruction.
A bar (]) indicates new or revised material since the previous edition.

1.8.2.1. (Added) Progress reviews must be documented in the Supervisor Employee Work Folder
(SEWF). The employee is asked to initial the entry.

2.7.4.1.1. (Added) For annual performance awards, the approving officials for their respective organiza-
tions are the commanders of the 6th Air Mobility Wing (6 AMW/CC), 6th Mission Support Group (6
MSG/CC), 6th Operations Group (6 OG/CC), 6th Maintenance Group (6 MXG/CC), 6th Medical Group
(6 MDG/CC), and tenant commanders or designees. When an individual who normally is the approving
authority personally recommends performance awards, the next higher level of command will be the
approving authority. When the activity’s senior commander is the recommending official, no higher level
review is required.
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2.7.4.1.2. (Added) Air Mobility Command (AMC) Organizations: The Corporate Board will budget
funds necessary to conduct a viable performance awards program during each fiscal year in accordance
with guidance received from higher headquarters. Approving officials in each organization will be

responsible for administering the budget and ensuring approved awards do not exceed the allocation
established.

2.7.7.1. (Added) Organizational commanders must appoint an organizational Quality Control Review
Monitor (QCRM). A copy of the letter appointing a QCRM will be forwarded to the Civilian Personnel
Office (6 MSS/DPCE). All performance plans/core documents, appraisals, and awards will be reviewed
by the QCRM. Training of QCRMs will be conducted by the Employee Relations Specialist responsible
for the Performance Management Program.

8.4. Transferring Records. When an employee separates from this base, the Employee Performance
File (EPF) must be hand-carried to the Civilian Personnel Office.

MARGARET H. WOODWARD, Colonel, USAF
Commander
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