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

Program, and AFPD 36-10, Civilian Performance Management. It provides guidelines for the 

nomination and selection of outstanding enlisted personnel, company grade officers and civilian 

employees of the Quarter/Year. It applies to all personnel assigned or attached to the       31st 

Fighter Wing (FW). Maintain and dispose of resulting records in accordance with AFMAN 37-

123, Management of Records, and the Air Force Records Disposition Schedule located in Air 

Force Records Information Management (AFRIMs) at https://afrims.amc.af.mil. Protect 

resulting personal information, including temporary collections, in accordance with the Privacy 

Act of 1974. 

SUMMARY OF CHANGES 

This revision updates award headings and bullet requirements for quarterly nominations as well 

as the weight each section will carry when scoring the award. This document gives specific 

format instruction for completing the AF IMT 1206 and contains a sample of the AF IMT 1206 

which shows proper formatting and gives detailed instructions on how to complete the form. 

1.  PROGRAM OBJECTIVES.  Recognizing individual superior performance is very 

important. This program is an incentive program to recognize outstanding performers, thus 

contributing to the morale of the 31st Fighter Wing and base community and is not a substitute 

for other Air Force awards. Program objectives are as follows: 

http://www.e-publishing.af.mil/
https://afrims.amc.af.mil/
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1.1.  Provide a 31st Fighter Wing program to recognize outstanding achievement and 

performance 

1.2.  Identify personnel who strive for greater responsibility 

1.3.  Complement Wing and small unit recognition programs and provide a program to 

recognize 31st Fighter Wing outstanding performers 

1.4.  Recognize outstanding volunteer community service at our base and local community 

2.  PROGRAM RESPONSIBILITIES.  The 31st Fighter Wing Commander retains overall 

responsibility for the wing awards program. The Command Chief Executive Assistant (CCCE) 

will organize and manage 31st Fighter Wing and unit level awards program to support the 31st 

Fighter Wing program. The following offices have specific responsibilities to support and 

administer 31st Fighter Wing programs. 

2.1.  31st Fighter Wing Command Chief (31 FW/CCC): 

2.1.1.  Manages the program and serves as overall point of contact. 

2.1.2.  Disseminates award criteria to the 31st Fighter Wing. 

2.1.3.  Establishes and disseminates rotational tasking of board Presidents and board 

members for all categories of competition. 

2.1.4.  Advises board members of date, time, and location of selection board. 

2.1.5.  Establishes procedures for disseminating information and preparing award 

ceremonies. 

2.1.6.  Publicizes 31st Fighter Wing award winners and award ceremonies. 

2.2.  Board President: 

2.2.1.  Obtains the nomination packages and score sheet from the 31 FW/CCCE and 

distributes them to each selection board member. 

2.2.2.  Facilitates the selection board process. 

2.2.3.  Convenes the board and briefs members on board procedures. 

2.2.4.  Ensures board members sign individual score sheets (Attachment 9) and the 

board President signs the master score sheet. (Attachment 10). 

2.3.  Activities/Organizations Utilizing Volunteers: 

2.3.1.  Submit volunteer statistical data as required by 31 FSS/FSFR 

2.3.2.  Submit nominations for the Air Force Volunteer Excellence Award (VEA). (See 

Air Force Instruction 36-3009, Airman and Family Readiness Centers). 

3.  GENERAL PROCEDURES. 

3.1.  Eligibility: 31st Fighter Wing nominees must meet the following criteria: 

3.1.1.  Each military nominee must meet Quality Air Force standards 
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3.1.2.  An individual's category of competition is based on the grade held during the 

majority of the nomination period (46 days for Quarterly Awards, and 183 days for 

Annual Awards). 

3.1.3.  First Sergeants are eligible for the First Sergeant of the Year category only. 

3.1.4.  Supervisors will ensure each volunteer nominee's service is significant in nature, 

produces tangible results, and reflects favorably on the Air Force. 

3.1.5.  Annual nominees do not need to be a quarterly award winner in order to compete 

for the annual program. 

3.1.6.  Deployed members may compete in the 31st Fighter Wing Awards program if the 

member was not eligible to compete in the deployed location’s recognition program or if 

the deployed location did not have a recognition program. 

3.2.  Categories of Competition: 

3.2.1.  Airman (Amn): E-1 thru E-4 

3.2.2.  Noncommissioned Officer (NCO): E-5 thru E-6 

3.2.3.  Senior Noncommissioned Officer (SNCO): E-7 thru E-9 

3.2.4.  First Sergeant: Personnel with PAFSC 8F000 (annual award only) 

3.2.5.  Company Grade Officer (CGO): O-1 thru O-3 

3.2.6.  Field Grade Officer (FGO): O-4 thru O-5 (Sq CC and Deputy Group CCs are not 

eligible). 

3.2.7.  The 31st Fighter Wing annual award winners in the AMN,NCO,SNCO, CGO, key 

spouse, Honor guard Manager, Member, First Sgt and Civilian Category I and II will 

represent 31st Fighter Wing as nominees for the USAFE-AFAFRICA Annual 

Recognition Program. 

3.2.8.  Civilian Wage Employee CAT I (All WS, WL, WG, NA, NL, NS, and U-10 

through U-5 LN XX-09 through XX-05 and XW-09 through XW-05). 

3.2.9.  Civilian Technician CAT II (grades GS-6 and below, YB-01, NF-III and below, 

All CY, XX-05 through XX-04, and XZ-07 through XZ-04 [U-7 through U-4] and U-4 in 

pay plan XU). 

3.2.10.  Civilian Specialist CAT III (includes grades GS-7 through GS-9, and XZ-03 

through XZ-02 U-3 and U-2 in pay plan XZ)3.2.11. Honor Guard Category: Enlisted 

members compete within the pool of honor guard members 

3.2.11.  Civilian and Specialist/Manager CAT IV (includes grades GS-10 and above, U-1 

and U-1S YH-02, NF IV and above, XZ-01, XY-Q2, XY-Q1 and XY-QX). 

3.2.11.1.  USAFE-AFAFRICA accepts only two categories for civilian annual 

nominations. Based on their Aviano ranking, the top two rated nominations that fall 

into the USAFE-AFAFRICA categories will be forwarded to MAJCOM. 

3.2.12.  Volunteer: Military or civilian members. 
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3.2.13.  Honor Guard: Enlisted members compete within the pool of honor guard 

members. 

3.2.14.  Key Spouse Category: Recognizes the vital contributions of our wing key 

spouses. 

3.3.  Periods of Competition (by calendar year): 

3.3.1.  Quarterly: 

3.3.1.1.  1 January through 31 March 

3.3.1.2.  1 April through 30 June 

3.3.1.3.  1 July through 30 September 

3.3.1.4.  1 October through 31 December 

3.3.2.  Annual: 1 January through 31 December 

3.4.  Nomination Procedures: 

3.4.1.  Wing Staff Agencies and each Group may nominate one individual in each 

recognition category. 

3.4.2.  Nominations for all military and civilian competition categories will be prepared 

on the most current version of the AF IMT 1206, Nomination for Award, using bullet 

statements. Only accomplishments from the current period of competition will be used in 

the nomination. Emphasis should be placed on quality of accomplishments. 

3.4.2.1.  Quarterly nominations in the enlisted and CGO categories are limited to 6 

lines, not including headings, on the front side of the AF IMT 1206. Breakout will 

consist of 4 bullets from “LEADERSHIP AND JOB PERFORMANCE IN 

PRIMARY DUTY”, 2 bullets from “OTHER ACCOMPLISHMENTS 

(SIGNIFICANT SELF-IMPROVEMENT/BASE AND COMMUNITY 

INVOLVEMENT).” 

3.4.2.2.  Annual nominations in the Enlisted, Civilian and CGO categories are limited 

to 27 lines, not to include headings, on the front page of the AF IMT 1206. Breakout 

will consist of 17 bullets from “LEADERSHIP AND JOB PERFORMANCE IN 

PRIMARY DUTY ”, 5 bullets from “SIGNIFICANT SELF-IMPROVEMENT ”, and 

5 bullets from “BASE AND COMMUNITY INVOLVEMENT.” 

3.4.2.3.  FGO nominations will be submitted on an AF Form 1206. The only section 

for this award category is “LEADERSHIP AND JOB PERFORMANCE IN 

PRIMARY DUTY:” 5 bullets for quarterly submissions and 17 bullets for annual 

submissions. 

3.4.2.4.  Quarterly nominations in the civilian competition categories are limited to 4 

bullets from “TECHNICAL AND/OR MANAGERIAL EXPERTISE”, 1 bullet from 

“CREATIVITY AND INNOVATION”, and 1 bullet from “OTHER 

ACCOMPLISHMENTS.” 
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3.4.2.5.  For Volunteer nominations, submit a letter in accordance with Attachment 

6, to 31 FSS/FSFR. All packages will be sent electronically to 

31fss.fsfr.1@aviano.af.mil. 

3.4.2.6.  Quarterly Key Spouse nominations will be submitted in accordance with 

Attachment 11. Per USAFE-AFAFRICA guidance, annual Key Spouse nominations 

will be limited to 27 lines, not to include headings, on the front side of the AF IMT 

1206. Breakout consists of: “KEY ACCOMPLISHMENTS” and “OTHER 

ACCOMPLISHMENTS/COMMUNITY EFFORTS.” 

3.5.  AF IMT 1206 Headings. Headings will not use dashes (-) and will be completely 

capitalized. Use one blank line between each category. See examples in Attachments 6 —8. 

3.6.  With the exception of volunteer nominations, submit nomination packages to the 31 

FW/CCCE organizational e-mail box (31FW.CCM@aviano.af.mil) by the suspense date. 

3.7.  For suspense and board dates please see Attachment 2. 

4.  SELECTION BOARDS AND COMPOSITION 

4.1.  31st Fighter Wing Quarterly will be record review only, and Annual will be record/Face 

boards. 

4.2.  Enlisted Selection Board: See Attachment 3. 

4.2.1.  First Sergeant of the Year Selection Board: The board will be chaired by the 

Command Chief or designated representative and board members in the grade of CMSgt 

or SMSgt from each group/agency. 

4.3.  CGO/FGO Selection Board: See Attachment 3. 

4.4.  Civilian Selection Board: 31 FW/DS and 31 FW/CCC will select board members. 

4.5.  Volunteer Selection Board: 31 FSS/FSFR will select board members and submit 

winners to 31 FW/CCCE by specified date. 

4.6.  Honor Guard Selection Board: Honor Guard Officer in Charge (OIC) will submit 

winner to 31 FW/CCCE. 

4.7.  Key Spouse Selection Board is comprised of the 31 FW/DS, 31 FW/CCC and Key 

Spouses Presidents. See Attachment 11 for awards guidance. 

4.8.  Selection Board Responsibilities: 

4.8.1.  Board Presidents will provide nomination packages to their respective board 

members. 

4.8.2.  Board Presidents will preside over sessions of their respective boards and provide 

guidance to board members regarding selection criteria, scoring methods, and other 

relevant issues in accordance with this instruction. Board presidents have the option to do 

the board via meeting or have a virtual board. 

4.8.3.  Board members will score nomination packages and sign score sheets. 

(Attachment 9). 

4.8.4.  Board President will collect score sheets and consolidate scores using the master 

sheet (Attachment 10). The board President will provide all score sheets to 31 

mailto:31fss.fsfr.1@aviano.af.mil.
mailto:31FW.CCM@aviano.af.mil
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FW/CCCE upon board completion. Forward board results to 31 FW/ CCCE. 31 FW/CCC 

and CV will verify winners. 

4.8.5.  Board members will not release board results prior to the formal announcement. 

5.  USAFE-AFAFRICA ANNUAL AWARDS 

5.1.  The 31st Fighter Wing Annual Award winners in the Amn, NCO, SNCO, and First 

Sergeant categories will represent 31st Fighter Wing as nominees for the USAFE-

AFAFRICA Annual Awards Program. 

5.2.  Since annual award nominees are representatives of the Air Force enlisted corps, they 

must be able to stand the test of whole life/whole career scrutiny, in addition to an exemplary 

year. 

6.  OTHER USAFE LEVEL ANNUAL COMPETITION.  The 31st Fighter Wing Award 

winners in the CGO, and Civilian Category I and II will represent 31st Fighter Wing as nominees 

for the USAFE Annual Recognition Program. 

 

LANCE K. LANDRUM, Brigadier General, USAF 

Commander 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFPD 36-28, Awards and Decorations Program, 31 July 2012 

AFPD 36-10, Civilian Performance and Recognition, 31 October 2000 

AFMANictect33-363, Management of Records, 1 March 2008 

Abbreviations and Acronyms 

AB—Air Base 

AFI—Air Force Instruction 

AFPD—Air Force Policy Directive 

AFRIMS—Air Force Records Information Management 

AMN—Airman 

CGO—Company Grade Officer 

CMSgt—Chief Master Sergeant 

FGO—Field Grade Officer 

FW—Fighter Wing 

GSU—Geographically Separated Unit 

MAJCOM—Major Command 

MDG—Medical Group 

MSG—Mission Support Group 

MSgt—Master Sergeant 

MXG—Maintenance Support Group 

NCO—Noncommissioned Officer 

OG—Operations Group 

SMSgt—Senior Master Sergeant 

SNCO—Senior Noncommissioned Officer 

TBD—To Be Determined 

TSgt—Technical Sergeant 

USAFE-AFAFRICA—United States Air Forces in Europe—Air Force Africa 

WSA—Wing Staff Agency 
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Attachment 2 

QUARTERLY/ANNUAL SUSPENSE AND BOARD DATES 

TABLE A2.1.  1ST QUARTER (1 Jan—31 Mar) 

Unit Nominations Due 1st Mon of Apr, 1200 

Unit Board 1st Tues of Apr 

Group Nominations Due 2nd Mon of Apr, 1200 

Board 2nd Tues of Apr 

TABLE A2.2.  2ND QUARTER (1 Apr—30 Jun) 

Unit Nominations Due 1st Mon of Jul, 1200 

Unit Board 1st Tues of Jul 

Group Nominations Due 2nd Mon of Jul, 1200 

Board 2nd Tues of Jul 

TABLE A2.3.  3RD QUARTER (1 Jul—30 Sep) 

Unit Nominations Due 1st Mon of Oct, 1200 

Unit Board 1st Tues of Oct 

Group Nominations 2nd Mon of Oct, 1200 

Board 2nd Tues of Oct 

TABLE A2.4.  4TH QUARTER (1 Oct—31 Dec) 

Unit Nominations Due 1st Mon of Jan, 1200 

Unit Board 1st Tues of Jan 

Group Nominations 2nd Mon of Jan, 1200 

Board 2nd Tues of Jan 

TABLE A2.5.  ANNUAL COMPETITION (1 Jan—31 Dec) 

(These dates are dictated annually by USAFE-AFAFRICA) 

Unit Nominations Due TBD 

Unit Board TBD 

Group Nominations Due 31 FW/CCCE TBD 

Board TBD 

Awards Dinner TBD 

TABLE A2.6.  USAFE-AFAFRICA 12 OAY COMPETITION 

Projected USAFE-AFAFRICA Suspense (12 

OAY) 

TBD 

Projected USAFE-AFAFRICA Awards 

Banquet 

TBD 

Note: Dates may be adjusted by 31 FW/CCCE due to holidays, down days, and goal/family days. 

The annual awards are scheduled according to USAFE-AFAFRICA suspense dates 
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Attachment 3 

COMPOSITION OF 31 FW QUARTERLY/ANNUAL AWARDS BOARDS 

TABLE A3.1.  Quarterly Board Composition 

BOARD PRESIDENT BOARD MEMBERS 

AMN 

Command Chief or 

Designated 

Representative 

1 TSgt or MSgt per Group/Wing Staff 

NCO 

Command Chief or 

Designated 

Representative 

1 MSgt or SMSgt per Group/Wing Staff 

SNCO 

Command Chief or 

Designated 

Representative 

1 CMSgt or Designated Representative per 

Group/Wing Staff 

CGO Lt Col/Colonel 1 FGO per group 

FGO 
Colonel or Deputy 

Group Commander 

1 Lt Col per Group/Wing Staff 

(not including nominees) 

TABLE A3.2.  Annual Board Composition 

BOARD PRESIDENT BOARD MEMBERS 

AMN 

Command Chief or 

Designated 

Representative 

Group Chiefs or Representatives 

NCO 

Command Chief or 

Designated 

Representative 

Group Chiefs or Representatives 

SNCO 

Command Chief or 

Designated 

Representative 

Group Chiefs or Representatives 

First Sergeant 

Command Chief or 

Designated 

Representative 

Group Chiefs or Representatives 

CGO Lt Col/Colonel 1 FGO per group 

FGO 
Colonel or Deputy 

Group Commander 

1 Lt Col per Group/Wing Staff 

(not including nominees) 
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Attachment 4 

BOARD MEMBERS’ GUIDE 

A4.1.  Board Members’ Guide As a member of a selection board, you have accepted the 

challenging task to determine the “best of the best” based solely upon the evaluation of the 

written nomination. It requires complete objectivity on your part. The selection of individuals to 

represent the 31st Fighter Wing as outstanding military and civilian Airmen or family members. 

A4.2.  Be objective:  Base your evaluation on only the information presented, not on your 

personal knowledge or opinion. Do not adjust/modify the data provided in the packages 

according to your personal knowledge. If something is missing or incorrect, grade accordingly. 

A4.3.  Apply the appropriate range/weight of points across each section the nomination 

package:  If a member is a higher headquarters award winner or makes a major impact in the 

squadron, grade that higher than if someone received a letter of appreciation or simply 

accomplished his daily job. Even though there is a tendency to score in the middle, your scores 

should reflect the full scale, some high, some low, and some in-between. 

A4.4.  Be consistent throughout:  Some evaluators will be “lenient,” others “tough.” As long as 

you are consistent, the results will be the same. Do not change your philosophy halfway through 

the evaluation process. 

A4.5.  Leadership and Job Performance in Primary Duty:  As Air Force professional 

leadership and job performance is the focus of our efforts and will account for 80% of the final 

score. Consider nominee’s leadership and job performance on increasing mission effectiveness. 

What kind of IMPACT did the member have on the squadron (i.e., the development of new 

techniques, processes, etc., and the results of such)? How did the nominee’s acceptance of 

responsibilities commensurate with grade and/or position compare? 

A4.6.  Significant Self-Improvement:  This section will account for 10% of the final score. 

Consider what significant self-improvement was demonstrated? (Training, off-duty education, 

achievements in professional or cultural organizations, development of creative abilities, 

professional military education, CCAF, etc.). 

A4.7.  Base and Community Involvement:  This section will account for 10% of the final 

score. Consider what was the scope and impact of the member’s positive leadership and 

involvement in both the military and civilian community (i.e., include leadership, membership, 

or participation in unit advisory councils, professional military organization, associations, and 

events; President of Top 3, enlisted dining-out committee, Air Force Sergeants Association 

member, Sunday school teacher, and so forth). 

 



AVIANOABI 36-2801  11 NOVEMBER 2016 11 

 

Attachment 5 

SCORING PROCEDURES FOR SELECTION BOARDS 

A5.1.  The board President will provide guidance to board members regarding selection criteria, 

scoring, and other relevant issues. 

A5.2.  Each board member and President will score the AF Form 1206s. 

A5.3.  Board members and the board President independently grade each category using the 6 to 

10 scale and then multiply by the weighted factor. Both categories will then be added together to 

determine the final score for the package. Board members will then rank order the packages to 

determine a winner. The board President will use his/her rank order to break any ties. The 

categories are weighted as below. 

A5.3.1.  LEADERSHIP AND PERFORMANCE IN PRIMARY DUTIES —80% Score 

category from 6-10 and then multiply by .8. Exp: 8 x .8 = 6.4 

A5.3.2.  OTHER ACCOMPLISHMENTS —20% Score category from 6-10 and then 

multiply by .2. Exp: 9 x .2 = 1.8. Note: The 80-20 percentage split applied for other military 

categories is not applicable for FGO. Each of the seven bullets is scored from 0-10. The tally 

is then divided by 70 to get a final percentage score of 0-100%. 

A5.4.  Each board member and President will rank nominees based on total score and annotate 

their results on a score sheet. 

A5.5.  On the master score sheet, the board President will annotate each board member’s ranking 

of the nominees. A discussion among all board members is permitted for ties; however, the 

Board President will have final decision. 

A5.6.  Each board member must sign their individual score sheet. The board President must sign 

the Master Score Sheet indicating verification of board results. All score sheets will be returned 

to 31 FW/CCCE upon completion of the board. Board members will not discuss or disclose 

results of the board outside of the selection boardroom until after the results have been 

announced. 
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Attachment 6 

FIGURE A6.1 VOLUNTEER NOMINATION PACKAGES 
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Attachment 7 

FIGURE A7.1 QUARTERLY AWARD NOMINATION 
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Attachment 8 

FIGURE A8.1 NOMINATION FOR ANNUAL AWARD 
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Attachment 9 

FIGURE A9.1 NOMINATION EVALUATION/SCORE SHEET 

(AMN/NCO/SNCO/CGO/FGO/VOL) 
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Attachment 10 

FIGURE A10.1  EVALUATION SUMMARY 
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Attachment 11 

FIGURE A11.1 KEY SPOUSE NOMINATION PACKAGE 

 
 


