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Personnel

AWARDS PROGRAM

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY

ACCESSIBILITY: Publications and forms are available on the e-Publishing website at
www.e-publishing.af.mil for downloading or ordering.

RELEASABILITY: There are no releasability restrictions on this publication.

OPR: 94MSS/DPM Certified by: 94AW/CC (Col Nuckolls)
Supersedes 94AWI136-2801, 10 August 2001 Pages: 12

This instruction implements AFPD 36-28, Awards and Decorations Program, and establishes procedures
for selecting the 94th Airlift Wing (94 AW) Airman (AMN), Noncommissioned Officer (NCO), Senior
Noncommissioned Officer (SNCO), and Company Grade Officer (CGO) of the Quarter and Year, and the
First Sergeant of the Year. Its aim is to recognize 94 AW personnel who have made the most significant
contributions toward accomplishing the mission of the United States Air Force and the 94 AW and who
have shown responsible citizenship in their respective communities. Refer to Department of Defense
(DoD) Manual 1348.33-M, Manual of Military Decorations and Awards, for the basis and description of
federal decorations and awards. Refer to Air Force Instruction (AFI) 36-2803, The Air Force Awards and
Decoration Program, for guidance on how to prepare, submit, process and record federal decorations and
awards. Refer to AFI 36-2805, Special Trophies and Awards, for guidance on how to prepare and submit
USAF special trophy and award nominations. 94 MSS/DPM must review all supplements to this instruc-
tion. This applies to all members assigned and attached to the 94th Airlift Wing, Air Reserve Base.

SUMMARY OF CHANGES

This document is substantially revised and must be completely reviewed. This revision implements a
company grade officer (CGO) of the quarter and year program and a structured board scoring system to
include standardized scoring sheets for enlisted and officer programs. It also significantly changes the
award nomination formats for enlisted categories and implements them for CGO awards.

1. FUNCTIONAL RESPONSIBILITIES.
1.1. Commander.

1.1.1. The success of an awards program depends a great deal on the degree of enthusiasm and
personal support from each commander and supervisor. This recognition program can be an
effective tool for enhancing unit morale, career motivation, and retention of personnel.
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1.1.1.1. Each organization and staff agency within the 94 AW should establish a selection sys-
tem and submit names of nominees for quarterly AMN, NCO, and SNCO awards, quarterly
and annual CGO awards, and the First Sergeant of the Year Award. Individual unit command-
ers and wing staff agencies can submit a nomination for consideration for each wing award
category.

1.1.1.2. Commanders should also take advantage of the common HQ AFRC recurring special
trophies and awards to recognize their personnel (see Attachment 1).

1.2. 94 AW Vice Commander and Command CMSGT (94 AW/CV & CCC).
1.2.1. 94 AW/CV has oversight of the CGO award program.

1.2.2. 94 AW/CCC has oversight of the AMN, NCO, SNCO, and First Sergeant of the Year award
programs.

1.3. 94 AW Executive Officer (94 AW/CCE) and 94 AW/CCC.
1.3.1. Maintain records and issue administrative guidance.
1.3.2. Arrange for awards selection boards.

1.3.3. Ensure award recipients receive individual recognition

1.3.3.1. Prepare congratulatory memorandums to wing level award recipients for 94 AW
commander signature.

1.3.3.2. Furnish names of those selected to the 94 AW Public Affairs (PA) Office as soon as
practical.

1.3.3.3. Procure appropriate plaques.
1.3.4. Forward 94 AW special trophies and awards nominee packages to the MPF for processing.
1.4. Public Affairs Officers (94 AW/PA).

1.4.1. Ensure 94 AW and respective civilian community news media recognition.

2. WHEN TO RECOMMEND AN INDIVIDUAL FOR AN AWARD.
2.1. Eligibility.

Table 1. Eligibility Requirements

2.1.1. Airman of the Quarter/Year: E-1 (AB) through E-4 (SrA)

2.1.2. NCO of the Quarter/Year: E-5 (SSgt) through E-6 (TSgt)

2.1.3. Senior NCO of the Quarter/Year: E-7 (MSgt) through E-9 (CMSgt)

2.1.4. Company Grade Officer of the Quarter/Year: |O-1 (2d Lt) through O-3 (Capt)

2.1.5. First Sergeant of the Year: 94 AW First Sergeants who have held SDI
8F000 at least 6 months

2.2. Submitting Recommendations.

2.2.1. Squadron commanders may nominate one individual per category.
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2.2.1.1. Nominees must have been assigned to the organization represented for at least half of
the period being considered and service must clearly place individuals above peers.

2.2.1.1.1. Squadron commanders evaluate all related facts regarding the service of any
person before recommending for an award.

2.2.1.1.2. Squadron commanders should not nominate any person whose entire service for
the period covered by the award has not been honorable.

2.2.2. Quarterly award nominations must only include accomplishments that occurred during the
3-month period of the award.

2.2.2.1. AMN, NCO, and SNCO awards are administered on a calendar year basis.

2.2.2.1.1. Forward quarterly award nominations to 94 AW/CCC not later than 1100 hours
on Saturday of the appropriate board’s UTA (Attachment 2).

2.2.2.2. CGO awards are administered on a fiscal year basis.

2.2.2.2.1. Forward quarterly award nominations to 94 AW/CCE, through the applicable
group executive officer, no later than 1100 hours on Saturday of the appropriate board’s
UTA (Attachment 2).

2.2.3. Annual award nominations must only include accomplishments that occurred during the
12-month period of the award.

2.2.3.1. First Sergeant of the Year award is administered on a calendar year basis.

2.2.3.1.1. Forward First Sergeant of the Year award nominations to 94 AW/CCC not later
than 1100 hours on Sunday of the January UTA.

2.2.3.2. AMN, NCO, and SNCO of the Year awards are administered on a calendar year basis.
Recipients will be selected from that year’s 94 AW quarterly award recipients utilizing their
quarterly award nomination.

2.2.3.2.1. Squadron commanders of AMN, NCO, and SNCO of the Year award recipients
will coordinate with 94 AW/CCC to prepare updated packages for 22 AF award consider-
ation.

2.2.3.3. CGO of the Year awards are administered on a fiscal year basis to correlate with22
AF and HQ AFRC deadlines for the Reserve Officer Association Junior Officer of the Year
(JOY) Award.

2.2.3.3.1. Forward CGO of the Year award nominations to 94 AW/CCE, through the
applicable group executive officer, not later than 1100 hours on Sunday of the September
UTA.

2.2.3.3.1.1. Nominations can consist of expanded packages for quarterly award recip-
ients and/or packages for non-quarterly award recipients.
3. GENERAL ADMINISTRATIVE PRACTICES.
3.1. Preparing an Award Nomination.

3.1.1. Nomination packages will include specific facts, achievements and examples showing the
individuals are exceptional. Achievements should distinguish the member from his or her peers.
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3.1.1.1. AMN, NCO, SNCO and GCO of the Quarter and the First Sergeant of the Year nom-
inations must be in the same format as the AF IMT 1206 in Attachment 3. Enlisted quarterly
award nominations must not exceed 10 total bullets (bullets cannot exceed two lines) and the

GCO of the Quarter and the First Sergeant of the year nominations cannot exceed a sin-
gle-page AF IMT 1206.

3.1.1.2. GCO for the Year nominations must be accomplished in accordance with the guid-
ance in Attachment 4 and utilizing the AF IMT 1206 for item 6.a. The 94AW GCO of the
Year Award recipient’s package will be submitted to the 22" Air Force for further competi-
tion.

3.2. Processing an Award Nomination. Forward nominations in accordance with paragraph 2. of this
instruction.

3.3. Selection Boards. 94 AW/CCE & CCC will arrange for impartial selection boards to evaluate
nominations.

3.3.1. Boards will be package only. Board members will convene and review packages together.
The 94 MSG, 94 MXG, and 94 OG commanders are each responsible for providing a field grade
officer for the CGO boards, a CMSgt for the SNCO boards, a SMSgt for the NCO boards, and a
MSgt for the AMN boards.

3.3.2. Boards will convene based on the schedules in Attachment 2. 94 AW/CCE & CCC will
announce changes as necessary.

3.3.3. Board scoring sheet templates are in Attachment 5 and Attachment 6. The nominee with
the highest point total will be the award recipient. In the event of a highest point total tie, the
board president, 94 AW/CV or CCC as applicable, will select the award recipient.

4. Forms Prescibed: AF Form 1206, Nomination for Award.

HEATH J. NUCKOLLS, Colonel, USAFR
Commander
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Attachment 1

COMMON AIR FORCE RESERVE COMMAND SPECIAL TROPHIES AND AWARDS

SPECIAL TROPHIES/AWARDS SUSPENSE DIRECTIVE
Air Force Association Aerospace Awards 1 Jan (AFPC 1 Feb) AFI 36-2805
Theodore Von Karmon Award
David C. Schilling Award
Gill Rob Wilson
Hoyt S. Vandenberg Award
Citation of Honor
Institute of Navigation Awards 15 Jan (ION 15 Feb) AFI 36-2805
Norman P. Hayes Award
Thomas L. Thurlow Award
P.V.H. Weems Award
Superior Achievement Award
Verne Orr Award 1 Feb (AFPC 1 Mar) AFI 36-2805
Joan Orr Air Force Spouse of the Year Award 1 Feb (AFPC 1 Mar) AFI 36-2805
NCOA Vanguard Award 1 Feb (AFPC 1 Mar) AFI 36-2805
10 Outstanding Young Americans of the Year 1 Feb (JAYCEES 1 Mar) AFI 36-2805
Award
ROA Outstanding Reserve Nonflying Unit 15 Feb (ROA 1 Mar) AFRCT 36-2801
Award
AFSA Pitsenbarger Award 15 Feb (AFSA 1 Mar) AFI 36-2805
General & Mrs. Jerome O’Malley Award 15 Feb (AFPC 15 Mar) AFI 36-2805

(See note concerning

USAF First Sergeant of the Year Award AFPC 30 Apr

) i suspense for these

12 QOutstanding Airmen of the Year Award AFPC 30 Apr awards)
AFI 36-2805 AFI 36-2805

Katherine Wright Memorial Award I Mar (NAA 1

Apr) AFI 36-2805
Spirit of Hope Award (USO) 1 Mar (AFSA 1 Apr) AFI 36-2805
American Legion Spirit of Service Award 1 Apr (AFPC 1 May) AFI 36-2805

Airlift Tanker Association Young Leadership
Award

15 Apr (AMC 1 May)

AMCI 36-2808

Zachary & Elizabeth Fisher Distinguished
Civilian

Humanitarian Award

1 May (AFPC 1 Jun)

AFI 36-2804(1)
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SPECIAL TROPHIES/AWARDS SUSPENSE DIRECTIVE
Wright Brothers Memorial Trophy 1 Jun (NAA 1 Jul) AFI 36-2805
Lance P. Sijan USAF Leadership Award 30 Jul (AFPC 30 Aug) AFI 36-2805

ROA Outstanding Reserve Junior Officer of the
Year

30 Sep (REPX 15 Oct)

AFRCI 36-2801

GEICO Military Service Award 10ct (AFPC 15 Oct) AFI 36-2805
Jabara Award for Airmanship 1 Oct (USAFA 1 Nov) USAFAI 36-2807
Air Force Outstanding Unit Awards 15 Oct (AFPC 1 Nov) AFI 36-2803

NOTE: These suspenses are common HQ AFRC suspense dates that are subject to change. 22 AF will
normally nominate one per award, per category, and will establish their suspense date to coincide with

HQ AFRC suspense dates.

The following awards will NOT have any messages to announce upcoming suspense dates: Institute
of Navigation Awards, ROA Outstanding Reserve Non-Flying Unit Award, Katherine Wright Memorial
Award, AFSA Pitsenbarger Award, Airlift Tanker Association Young Leadership Award, Jabara Award

for Airmanship Award, Wright Brothers Memorial Trophy, and 10 Outstanding Young Americans of the

Year Award.
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Attachment 2

BOARD SCHEDULES

AMN Boards NCO Boards SNCO/CCF Boards
Ist Quarter 1300, Saturday 1330, Saturday 1400, Saturday
(1 Jan—31 Mar) |Apr Primary UTA |Apr Primary UTA  |Apr Primary UTA
2d Quarter 1300, Saturday 1330, Saturday 1400, Saturday
(1 Apr—30 Jun) (Jul Primary UTA  |Jul Primary UTA  |Jul Primary UTA
3d Quarter 1300, Saturday 1330, Saturday 1400, Saturday
(1 Jul—30 Sep) |Oct Primary UTA  |Oct Primary UTA  |Oct Primary UTA
4th Quarter 1300, Saturday 1330, Saturday 1400, Saturday
(1 Oct—31 Dec) |Jan Primary UTA  |Jan Primary UTA  |Jan Primary UTA
Annual 1300, Sunday 1330, Sunday 1400, Sunday
(1Jan—31 Dec) [Jan Primary UTA  |Jan Primary UTA  |Jan Primary UTA
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Attachment 3

AMN, NCO, SNCO, CCF, AND CGO (QTR) AWARD NOMINATION FORMAT

CGO Boards
Ist Quarter 1430, Saturday
(1 Oct—31 Dec) |Jan Primary UTA
2d Quarter 1430, Saturday
(1 Jan—31 Mar) |Apr Primary UTA
3d Quarter 1430, Saturday
(1 Apr—30 Jun) [Jul Primary UTA
Annual 1430, Saturday
(1 Oct—30 Sep) |Sep Primary UTA
4th Quarter 1430, Saturday
(1 Jul—30 Sep)  |Oct Primary UTA
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NOMINATION FOR AWARD

AWARD CATEGORY (If Applicable) AWARD PERIOD

NCO of the Quarter 1ST QTR / CY06 1 Jan - 31 Mar 2006
RANK/NAME OF NOMINEE (First, Middle Initial, Last) SSN (Enter Last 4 Onlv) MAJCOM, FOA, OR DRU

SSgt John A. Doe 1234 AFRC

DAFSC/DUTY TITLE NOMINEE'S TELEPHONE (DSN & Commercial)

38051 / NCOIC, Customer Service 625-6015/(678) 655-6015

UNIT/OFFICE SYMBOL/STREET ADDRESS/STATE/ZIP CODE
94 MSS/DPMSA, 1430 First Street, Dobbins ARB GA 30069

RANK/NAME OF UNIT COMMANDER (First, Middle Initial, Last) /COMMANDER'S TELEPHONE (DSN & Commercial)
Maj Michael Burns, 673-2079 / (843) 963-2079

SPECIFIC ACCOMPLISHMENTS (Use single-spaced, bullet format)

LEADERSHIP AND JOB PERFORMANCE IN PRIMARY DUTY:

- Demonstrated significant management and supervisory skills in one of the most demanding & critical Military
Personnel Flight sections providing mission essential services to over 1600 ARTs, non-ARTs, and AGRs

- Aggressively utilized extensive commander support staff experience to provide training and assist units in
correcting deficient unit training assembly processing system practices to improve participation data accuracy

- Revitalized dormant performance report program--processed 50+ documents to cover performance report gaps
and updated the military personnel data system--coordinated with units to start fixing 300+ overdue reports

- Provided much needed assistance to the awards & decorations program manager--provided units regulatory &
processing guidance--assisted Amn returning from contingency deployments to ensure proper awards for 214s

- Accurately processed line of duty determinations ensuring proper documentation of events and expeditious
processing of entitlements and duty status--assisted in the process transformation from paper to computer based

- Remarkably performed wing career advisor duties during 2 month vacancy--advised Airmen on enlistment
options, ensured the accurate processing of contracts, monitored accuracy of pay affecting MilPDS transactions

- Team player--contributed dozens of hours to customer service element manning support during 2 month asst
absence--ensured DEERS accuracy and provided awesome service to 100s of DoD members and dependents

- Essential to 80th Aerial Port Squadron as critical element of commander support staff before transfer to MPF
-- Phenomenal performance of deployment manager duties were critical to ORI & 80+ Amn mobilization prep

SIGNIFICANT SELF-IMPROVEMENT:

- Completed 22 semester hours of undergraduate education through distance learning --met requirements for
award of bachelor of science degree in liberal arts with a minor in mathematics from Excelsior College

BASE OR COMMUNITY INVOLVEMENT:

- Administrator for Dobbins ARB 56 Group--committed to contributing to local military and civilian community
-- Attended meetings on regular basis--devoted off-duty time to participate in three fund-raising activities

NOTE: IAW paragraph 3.1.1.1., enlisted quarterly award nominations must not exceed 10 total
bullets (bullets cannot exceed 2 lines) and the CGO of the Quarter and First Sergeant of
the Year nominations cannot exceed a single-page AF IMT 1206.

AF IMT 1206, 20000701 (IMT-V2) PREVIOUS EDITION IS OBSOLETE
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Attachment 4

CGO OF THE YEAR AWARD NOMINATION FORMAT

1. PURPOSE/OBJECTIVE: To solicit nominations for the 200X Air Force Reserve Outstanding Junior
Officer of the Year (JOY) Award and to recognize those individuals who are making significant contribu-
tions to the US Air Force Reserve (USAFR), while not, repeat not, on extended active duty (EAD) or
other statutory tours. Recognition is restricted to eligible Air Force Reservists (officers who are/were
mobilized are eligible for this award).

2. PERIOD COVERED: 1 Oct 0X - 30 Sep 0X.

3. ELIGIBILITY: Any CGO (O-1 through O-3) actively participating in the USAFR. The individual
must meet rank criteria for the entire period, even if promoted to senior officer grade.

4. FACTORS BASED ON TOTAL PERFORMANCE (for the preceding year using the following crite-
ria):

a. The specific accomplishments in the functional area.

b. Procedures or ideas that resulted in benefits to Reservists or the USAFR.

c. Attendance record, personal performance, and attitude.

d. Educational achievements (mission-oriented) and other self-improvement efforts.

e. Leadership, professionalism, cultural, and social activities that reflect favorably on the

USAFR.
5. NOMINATIONS AUTHORIZED: The AFRC/CC is authorized one nominee.
Each NAF, ARPC, and HQ AFRC may submit one nomination for the award.

HQ AFRC/DPMB will board and staff the submissions received, and forward the final
selection to HQ USAF/REP.

6. NOMINATION PACKAGES: Should be prepared as indicated below:

a. Unclassified summary of performance based on the evaluation factors listed in paragraph
4 above (two-page limit).

b. Unclassified citation prepared in the format listed in AFI 36-2805, Atch 3. Use the
following heading: Citation to Accompany the Award of the US Air Force Reserve
Outstanding Junior Officer of the Year (member s rank and full name).

c. Biographical sketch in the format listed in AFI 36-2805, Atch 2.
d. Full-length, 8 x 10 photo in service dress uniform, without headgear.
The appropriate commander must endorse each nomination.
f. MPFs should ensure the information in the nomination package matches MilPDS data.
g. Submit summary, citation, biographical sketch, full-length photo, and endorsement letter

to HQ AFRC/DPMB, in original and three copies (include CD — no floppy disk).
Forward a copy of your nomination package to HQ AFRC/DPMB mailbox.
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Attachment 5

AMN, NCO, SNCO, CCF, AND CGO (QTR) SCORING SHEET

11

Quarter / Year: Leadership and Job
Performance in
Primary Duty

Category:

(Max 16 Points)

Significant Self- Base or
Community

Improvement
Involvement

Max 2 point
(Max 2 points) (Max 2 points) Total

Nominee:

Nominee:

Nominee:

Nominee:

Nominee:

Nominee:

Nominee:

Nominee:

Nominee:

Nominee:

Nominee:

Board Member Name

Signature
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Attachment 6

CGO OF THE YEAR SCORING SHEET

Quarter / Year:

Category: Max
Points

Nominee

Nominee Nominee Nominee Nominee

Specific
Accomplishments 8
in Functional Area

Procedures or Ideas
that Resulted in
Benefits to 3
Reservists or the
USAFR

Attendance
Record, Personal
Performance, and
Attitude

Educational
Achievements
(Mission Oriented)
and Other
Self-Improvement
Efforts

Leadership,
Professionalism,
Cultural, and
Social Activities 3
that Reflect
Favorably on
USAFR

TOTAL SCORES:

Board Member Name

Signature
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