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This is the initial publication of Air Force Instruction (AFI) 36-2810. This instruction implements Air
Force Policy Directive 36-28, Awards and Decorations Programs. This AFI establishes and describes the
nomination, eligibility, selection, announcement, and award recognition procedures to acknowledge the
outstanding achievements for active duty Air Force enlisted personnel while serving in designated posi-
tions as an enlisted aide (EA). This instruction requires the collection and maintenance of information
protected by the Privacy Act of 1974 as authorized by Title 10, United States Code (U.S.C.), Chapter 857,
Decorations and Awards, and Executive Order 9397, Numbering System for Federal Accounts Relating to
Individual Persons. System of Records Notice F036 AF PC V, Awards and Decorations applies. This
award program may be deferred in wartime. This AFI cannot be supplemented. Send comments and sug-
gested improvements on AF Form 847, Recommendation for Change of Publication, through channels,
to AFSLMO, Crystal Plaza 6, Suite 500, 2221 S. Clark Street, Arlington VA 22202-4343. Ensure all
records created by this AFI are maintained and disposed of in accordance with Air Force Manual 37-139,
Records Disposition Schedule. See Attachment 1 for a list of references, abbreviations, acronyms, and
terms. 

1.  Award Description. The Enlisted Aide of the Year Award program recognizes and encourages out-
standing achievement, creativity, and significant contributions to both Air Force and local general officer
household management initiatives. It is an annual award, based on activities accomplished during the fis-
cal year (1 October through 30 September). 

2.  Award Eligibility. Nominees must have served at least 12 months as an enlisted aide, SDI 8A200, by
award close out date; have at least 12 months service retainability from the last day of the award period
and completed minimum training requirements to maintain SDI as detailed in AFMAN 36-2108. 

3.  Categories. There are two distinct levels of enlisted aide duty and exposure opportunities. Therefore,
nomination in distinct categories will foster fair and equitable competition amongst peers. MAJCOMs,
Field Operating Agencies and Direct Reporting Units may nominate one individual per category below.
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The Military Hospitality Alliance sponsors an Annual Inter-Service Enlisted Aide of the Year Award and
the individual with the highest overall score will represent the Air Force in this competition for the same
period. 

3.1.  Enlisted Aide Single-aide Quarters Award : Recognizes personnel assigned to quarters where
the general officer is authorized only one enlisted aide relative to their rank and/or scope of duties per-
formed (i.e., DCS, MAJCOM Vice, Combatant Deputy, and overseas Wing Commanders), who per-
formed their military duties in an outstanding manner, provided service to their community and
demonstrated a commitment to self-improvement. 

3.2.  Enlisted Aide Multiple-aide Quarters Award : Recognizes personnel assigned to quarters
where the General Officer is authorized more than one enlisted aide because of the rank and/or scope
of duties performed (i.e., CJCS, CSAF, VCSAF, AVCSAF, Combatant & MAJCOM Commanders),
who performed their military duties in an outstanding manner, provided service to their community
and demonstrated a commitment to self-improvement. 

3.3.  Additionally, the board will select one of the two above winners as the overall winner. This indi-
vidual will represent the Air Force at inter-service or Department of Defense competitions for the
same period. 

4.  Writing the Nomination.  

4.1.  General. Use AF Form 1206, Nomination for Award, for all nominations. Nominations will be
one page (front only) and in bullet format. Do not include classified information in the nomination. Do
not sign the Air Force Form 1206. Do not weigh your nominations down with unnecessary, ineffective
and flowery language. Direct, hard-hitting, fact-filled, results-oriented nominations get more attention
and more accurately reflect nominee performance. 

4.1.1.  Be specific when giving the timeframe of the accomplishment and do not include accom-
plishments which occurred outside the nomination period. If another award is formally announced
and presented during the nomination period, it may be included in the nomination (even if the
award itself was for accomplishment outside the nomination period). Information should be veri-
fiable. 

4.1.2.  Attachments or continuation sheets are not allowed and will not be considered. 

4.2.  Category. Appropriate category per paragraph 3.1. or 3.2. above. 

4.3.  Rank/Name of Unit Commander. Indicate general officer making the nomination. 

4.4.  Specific Accomplishments. Use the areas listed below as headers for each specific category, and
show clearly how the nominee performed in each area. (NOTE: Following each heading is the maxi-
mum point value for that category. DO NOT include the points as part of the headings.) To maximize
use of space, bullets may begin immediately following the headings: 

4.4.1.  Leadership and Job Performance: Describe significant leadership accomplishment and how
well the member performed assigned primary and additional duties. Define the scope and level of
responsibilities and the impact on the mission and unit. Include any new initiatives or techniques
developed by the member, establishment of quality household management and/or effective ser-
vice delivery system and significant contributions that positively impacted the unit and or
increased mission effectiveness during the recognition period. Include awards received; e.g., NCO
of the Quarter, other local and civilian organization recognition and so forth. (60 Points) 



AFI36-2810   16 MARCH 2005 3

4.4.2.  Significant Self-Improvement: Show how the member developed or improved skills related
to primary duties; e.g., formal training, career development course enrollment or completion,
On-the-Job Training, certifications, off-duty education related to primary duties and so forth.
Include completion of any professional military education (PME) as well as awards earned during
in residence attendance. Include any off-duty education not directly related to primary duties;
e.g.., class, course, degree enrollment and/or completion, grade point average. Cite any other rele-
vant training or activity or achievements in professional or cultural societies or associations,
developments of creative abilities, and so on, that significantly enhanced the member’s value as a
military citizen during the recognition period. (20 Points) 

4.4.3.  Base and Community Involvement: Define the scope and impact of the member’s positive
leadership and involvement in the military and civilian community. Include leadership, member-
ship or participation in unit advisory councils, professional military organizations, associations
and events; e.g., President of Top 3, enlisted dining-out committee, member of the Air Force Ser-
geant’s Association, Sunday school teacher and so forth. Include contributions (tangible or intan-
gible) to the professional community/service industry’s welfare, morale, or status. Highlight
demonstrated ability as an articulate and positive member of the armed forces during the recogni-
tion period. (20 Points) 

4.5.  Individual Award Package Contents. Each awards package will contain a copy of the following: 

4.5.1.  General Information Sheet. (Attachment 2) 

4.5.2.  General Officer/Command Chief nomination cover letter. (Attachment 3) 

4.5.3.  Completed AF Form 1206, Nomination for Award. 

4.5.4.  Military biographical data. (Attachment 4) 

4.5.5.  Citation for Special Trophies and Awards. (Attachment 5) 

4.5.6.  Award Citation (Attachment 6) 

4.5.7.  Official photo (head and shoulders in service dress uniform w/o hat). 

5.  Deadlines and Where to Mail Nomination Packages. Nominations may be sent by electronic mail
(e-mail) to the Enlisted Aide Manager at the Air Force Senior Leader Management Office. The appropri-
ate e-mail address will be announced each year by message. If e-mail is not possible, nomination(s) may
be sent by certified mail. Nominations not meeting the established suspense date will be marked “LATE,”
and returned without action. Extensions will not be granted. 

5.1.  E-mail: MAJCOM/DP or equivalent must transmit the nomination package via e-mail no later
than15 October each year. If the e-mail package is not coming from the DP, then the contents of the
e-mail must indicate the DP has approved the package for electronic transmission. E-mail package
must include Air Force From 1206, IMT V1. 

5.2.  Mail: MAJCOM/DP or equivalent must submit the nomination package to AFSLMO, Crystal
Plaza 6, Suite 500, 2221 South Clark Street, Arlington VA 22202-4343, with a postmark no later than
15 October of each year. 

6.  Selection Panel. A central selection panel will convene at AFSLMO each year to select the Air
Force-level winner. A general officer or Senior Executive Service (SES) will head the panel. 
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7.  Announcement of Winners. The Chief of Staff of the Air Force will present the award and announce
the overall winner at the Annual Enlisted Aide Conference held in conjunction with CORONA FALL. 

8.  Award Recognition. An engraved plaque will be presented to the winners. Additionally, winners will
be authorized to wear the Air Force Recognition ribbon. 

9.  Information Collections, Records, and Forms.  

9.1.  Information Collections. No information collections are created by this publication. 

9.2.  Records. Nominee packages will be retained in office files for 1 year after annual cut-off, then
destroyed 1 year after completion by tearing into pieces, shredding, pulping, macerating or burning.
Computer records are destroyed by erasing, deleting or overwriting. 

9.3.  Forms. 

9.3.1.  Adopted Forms. AF Form 1206, Nomination for Award.  

ROGER A. BRADY,  Lt Gen, USAF 
Deputy Chief of Staff, Personnel 
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Attachment 1    
 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

Executive Order 9397, Numbering System for Federal Accounts Relating to Individual Persons 

System of Records Notice F036 AF PC V, Awards and Decorations 

Title 10, U.S.C., chapter 857, Decorations and Awards 

AFPD 36-28, Awards and Decorations Programs 

AFMAN 37-139, Records Disposition Schedule 

Abbreviations and Acronyms 

AFI—Air Force Instruction 

MAJCOM—Major Command 

OPR—- Office of Primary Responsibility 

SES—Senior Executive Service 

SDI—- Special Duty Identifier 
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Attachment 2    
 

GENERAL INFORMATION SHEET FOR 
AIR FORCE ENLISTED AIDE OF THE YEAR PROGRAM 

NOMINATED FOR: ENLISTED AIDE OF THE YEAR 

CATEGORY: MULTIPLE AIDE QUARTERS 

NOMINATING MAJCOM/  
AGENCY: USAFE 

INCLUSIVE DATES OF 
ACHIEVEMENT: 1 OCT - 30 SEP 03 

NOMINEE: JOHN E. DOE 

GRADE: MASTER SERGEANT (E-7) 

SSAN: 123-45-6789 

PRESENT ORGANIZATION: HQ DLA 
AND LOCATION/MAILING: 8725 John J. Kingman Road 
ADDRESS & PHONE: Fort Belvoir, Virginia 22060-6221 

Comm. (703) 767-3682 
DSN 427-3682 

E-MAIL ADDRESS: john_doe@hq.dla.mil 

PROJECTED ASSIGNMENT 
AND REPORTING DATE: NONE 

DATE OF SEPARATION: 30 DEC 2008 

DATE ARRIVED CURRENT  
DUTY STATION: 1 JAN 2000

# OF YEARS EXPERIENCE  
AS ENLISTED AIDE: 3 yrs 6 mo 
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Attachment 3    
 

GENERAL OFFICER’S/COMMAND CHIEF NOMINATION COVER LETTER 

APPROPRIATE LETTER HEAD 

AFSLMO 

MEMORANDUM FOR (Service Program Manager) 

SUBJECT: NOMINATION FOR ENLISTED AIDE OF THE YEAR 

I am proud to nominate .............................................(Commander’s may add their support, overall 
recommendation and emphasis of significant accomplishments limited to one to two short paragraphs). 

Member has not had an open unfavorable information file (UIF) during the award period. 

GENERAL/FLAG OFFICER COMMAND CHIEF MASTER SERGEANT (or equiv) 

SIGNATURE SIGNATURE 
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Attachment 4    
 

(SAMPLE - BIOGRAPHY) 

SENIOR AIRMAN JOHN Q. DOE 

123-45-6789 

AFSC: 3M031, Services Apprentice 

Senior Airman John Q. Doe is a Services Apprentice assigned to the Ford’s Dining Facility as a shift 
leader, Jones Air Force Base, Texas. He is 27 years old. Airman Doe was born in Lexington, Kentucky, on 
1 August 1966. He attended Central High School, graduating as class salutatorian in May 1984. He let-
tered each year in football, basketball, and baseball. He served as student body president and was a mem-
ber of the math and science club. After graduating from high school, Airman Doe was locally employed. 
He served as a church council officer for the Good Shepherd Church in Covington, Kentucky. He subse-
quently enlisted in the Air Force in 1990 and arrived at Lackland AFB, Texas, in October 1990 for basic 
training. Upon graduation, he received a direct-duty assignment to the First Services Squadron, Jones 
AFB, Texas, arriving in December 1990. Since arriving at Jones AFB, he has served in a variety of posi-
tions, including storeroom clerk and his current assignment. Airman Doe is an active member of the Big 
Brothers Association and assisted in his unit’s Thanksgiving dinner to feed the homeless this past year. 
His military awards include the National Defense Service Medal and the Air Force Training Ribbon. He 
attends Lucas College in Smith, Texas, and is working toward a Bachelor’s Degree in Business Adminis-
tration. 

NOTE: 

Single-space the narrative portion of the biography. Double-space between name, SSN, and AFSC. 
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Attachment 5    
 

CITATION FORMAT FOR SPECIAL TROPHIES AND AWARDS 

CITATION TO ACCOMPANY THE AWARD OF 

THE ENLISTED AIDE OF THE YEAR AWARD FOR 20__ 

TO 

JOHN J. JONES 

Sergeant John J. Jones distinguished himself as Enlisted Aide to the Commander, Air Education and 
Training Command, Randolph Air Force Base, Texas, from 1 July 1997 to 30 June 1998. Sergeant Jones 
provided world-class support to the Commander... The distinctive accomplishments of Sergeant Jones 
reflect great credit upon himself and the United States Air Force. 

NOTE: 

Print the citation in landscape format. Left and right margins must be 1 1/2 inches. Limit the citation to 
approximately 50 key words that properly describe the nominee’s accomplishments or achievements. 
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