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This instruction implements Air Force Policy Directive (AFPD) 36-28, Awards and Decorations
Programs. It establishes the Kadena Air Base Quarterly and Annual Awards Program, outlines
procedures and responsibilities for the program, and applies to all Department of Defense (DoD)
personnel, US civilian employees (appropriated and non-appropriated fund), and Local National
(LN) employees assigned to Kadena Air Base and serviced by the Civilian Personnel Section or
the Human Resources Office to include Air Force Engineering and Technical Support (AFETS)
and other Federal Civilian employees assigned to tenant units. Forms administered by this
instruction are For Official Use Only once filled in and must be protected as such. 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 Forms 847 from the field through the appropriate functional chain of command. Ensure that
all records created as a result of processes prescribed in this publication are maintained in
accordance with (IAW) Air Force Manual (AFMAN) 33-363, Management of Records, and
disposed of IAW Air Force Records Information Management System (AFRIMS) Records
Disposition Schedule (RDS).

SUMMARY OF CHANGES

This document has been substantially revised and must be completely reviewed. Major changes
include the additions of Team Kadena “Field Grade Officer (FGO)” Air Force Key Spouse Of
the Year and Joan Orr Spouse Of the Year categories, AF Physical Fitness Test (PFT) score
sheet (including Body Mass Index (BMI), height, and weight) and detailed candidacy criteria for
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each category. Each line in Leadership and Job Performance is now worth a maximum of 2
points per bullet.

1. Program Objectives. Recognition of superior performance by our personnel. This program
must not be used as a substitute for other Air Force awards otherwise covered in other
regulations. Objectives of this program are as follows:

1.1. Provide a base-level program to recognize outstanding achievement and performance by
assigned personnel. There are two levels of awards, 18th Wing (18 WG) and Team Kadena.

1.1.1. Team Kadena includes all assigned to Kadena Air Base regardless of service
affiliation and consist of the following: 353d Special Operations Group (SOG), 733 Air
Mobility Squadron (AMC), 390 Intelligence Squadron, 82 Reconnaissance Squadron,
Detachment 1/554 Red Horse Squadron, Detachment 15, Detachment 1/43rd Intelligence
Squadron, 372 Training Squadron (AETC), Detachment 3/Air Postal Squadron,
Detachment 3/U.S. Air Force School of Aerospace Medicine (USAFSAM) (AFMC),
Detachment 11, American Forces Network (AFN)/Defense Media Activity (DMA), 525
Equipment Maintenance Squadron (EMXS)/Support Center Pacific (AFMC), Pacific Air
Forces (PACAF) Fuel Lab, Air Force Petroleum Agency (AFPA), 1st Battalion — 1st Air
Defense Artillery (1-1 ADA), Command Fleet Activities, Okinawa.

1.1.2. For the purpose of this instruction, all Team Kadena organizations will be referred
to as Partner Unit Groups (PUGS).

1.2. Complement unit recognition programs and provide a mechanism for base-wide
recognition of outstanding performers.

1.3. Identify 18th Wing nominees for the Twelve Outstanding Airmen of the Year and First
Sergeant of the Year Programs.

2. Responsibilities.
2.1. The 18th Wing Command Chief Master Sergeant (18 WG/CCC) or representative will:
2.1.1. Manage and coordinate the Kadena Air Base Recognition Program.
2.1.2. Publish award suspense dates in January of each year.

2.1.3. Coordinate award board members, secure base board location and brief board
presidents on the process.

2.1.4. Coordinate and conduct awards ceremony for recognition of all nominees and
base-level winners. 18 WG winners will also be recognized by display of photographs in
18 WG Headquarters building. Group leadership will ensure winners have an official
photo on file before they compete at the wing level.

2.2. 18 WG Command Chief’s Executive Assistant (18 WG/CCCE and 353 SOG/CCCE)
will:

2.2.1. Compile and distribute enlisted, officer, and civilian nomination packages to board
members electronically.

2.2.2. Tally results and obtain final approval of winners through appropriate command
channels.
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2.2.3. Maintain wing level award winners’ AF Forms 1206 (sanitized of all personally
identifiable information), Nomination for Award, until completion of next respective
annual award period.

2.3. 18th Wing Group-level Commanders (to include Wing Staff Agencies) and PUG
Commanders will:

2.3.1. Establish a program that conforms to the requirements of this instruction to select
their outstanding performers.

2.3.2. 353 SOG/CCC will act as office of primary responsibility (OPR) for providing an
equitable “group-level” selection process for all organizations that fall under the PUG
designation.

2.3.3. Ensure their group-level representative’s award packages are prepared for higher-
level selection boards. Each group may submit one nominee in each category as follows:
18th Civil Engineer Group (18 CEG), 18th Maintenance Group (18 MXG), 18th Medical
Group (18 MDG), 18th Mission Support Group (18 MSG), 18th Operations Group (18
0G), 18th Wing Staff Agencies (18 WSA) and PUG.

2.3.4. When requested, appoint board members for Team Kadena selection boards.
2.4. Unit Commanders and 18 WG Staff Agency Chiefs will:

2.4.1. Establish a program that conforms to the requirements of this instruction to select
their outstanding performers.

2.4.2. Provide an appropriate means of recognition for unit winners in each category.

2.4.3. Ensure their unit representatives and award packages are prepared for higher-level
selection boards following the criteria/fexamples established in this instruction. This
includes the coordination and scheduling of official photos of the candidates.

2.4.4. Ensure no quality force indicators exist that would preclude the member from
receiving recognition for quarterly and annual awards recognition.

2.5. Supervisors will:

2.5.1. Nominate individuals for unit-level recognition who have demonstrated
outstanding performance throughout the period of nomination. Supervisory involvement
is the cornerstone of this program and must adhere to the criteria included in this
instruction.

2.6. The Team Kadena Honor Guard Superintendent or representative will:

2.6.1. Administer the Honor Guard recognition board and prepare nominees to meet the
board.

2.6.2. Convene and brief board members on board procedures.

2.6.3. Provide 18 WG/CCCE with board results and Kadena AB Form 95, Team Kadena
Quarterly Awards Board Score Sheet, and Kadena AB Form 96, Team Kadena Annual
Awards Board Score Sheet.

2.7. Public Affairs Office (18 WG/PA) will provide publicity support for the program to
include publication of the winners’ names on the Kadena public website, the base newspaper,
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and the Commander’s Access Channel. PA will also assist winners in filling out hometown
news releases and will disseminate them through the DoD Hometown News Release
Program. Lastly, PA will ensure appointments for official photos are met in a timely manner.

3. Categories of Competition:

3.1. Each category will have an 18 WG and PUG winner (Honor Guard, and Dormitory of
the Quarter). Both will compete for the Team Kadena award (excluding Honor Guard, and
Dormitory of the Quarter). Note: The Team Kadena awards ceremony will consist of the
PUG ceremony and the 18 WG ceremony followed by the Team Kadena awards ceremony.

3.2. Airman (18 WG)/Junior Enlisted (Team Kadena): Enlisted personnel in the grades of E-
1 through E-4.

3.3. Non-commissioned officer (NCO): Enlisted personnel in the grades of E-5 through E-6.

3.4. Senior Non-Commissioned Officer (SNCO): Enlisted personnel in the grades of E-7 and
E-8, excluding first sergeants (Special Duty Identifier [SDI] 8F000).

3.5. First Sergeant: Enlisted personnel with SDI 8F000 (Annual award only).
3.6. Company Grade Officer (CGO): Officers in the grades of O-1 through O-3.

3.6.1. Field Grade Officer (FGO): Officers in the grade of O-4 and O-5 (18 WG / Team
Kadena).

3.7. Category | Non-Supervisory: All General Schedule (GS) 1-7, Wage Grade (WG) 1-8,
Defense Civilian Intelligence Personnel System (DCIPS) Pay Band 1 or “banded” equivalent,
Non-Appropriated Fund (NAF) I - 1l and CY 1-5, and Japanese National equivalent grades
(refer to Attachment 2).

3.8. Category Il Non-Supervisory: All GS 8-12, WG 9 and above and all Wage Leaders
(WL), DCIPS Pay Band 2 or “banded” equivalent, and NAF III, and Japanese National
equivalent grades (refer to Attachment 2).

3.9. Category Il Supervisory: All GS 13 and above and supervisory positions, all Wage
Supervisors (WS), all DCIPS supervisory positions, NAF IV - V, and Japanese National
equivalent grades (refer to Attachment 2).

3.10. Honor Guard Airman: Honor Guard members in the grade of E-1 through E-4.
3.11. Honor Guard NCO: Honor Guard members in the grade of E-5 through E-6.

3.12. Dormitory of the Quarter: Dormitories 141, 145, 149, 151, 176, 177, 613, 629, 630,
and 758.

3.13. Air Force Key Spouse Of the Year (Annual Only): 18WG and PUG winners will
compete for Team Kadena. Contact 18WG/CCCE for Criteria.

3.14. Joan Orr Air Force Spouse Of the Year (Annual Only): 18WG and PUG winners will
compete for Team Kadena. Contact 18WG/CCCE for Criteria.

4. Eligibility Requirements.
4.1. Military:
4.1.1. Must be assigned to 18 WG or one of Team Kadena’s partner units.
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4.1.2. Must not have had an active Unfavorable Information File or have received
punishment pursuant to Uniform Code of Military Justice (UCMJ), as an Article 15 or PT
test failures during the award period.

4.1.3. Must meet service specific fitness standards and proper military image.
4.2. Enlisted:

4.2.1. Must possess a specialty skill level commensurate with grade, or have
demonstrated outstanding performance in an approved retraining program during the
award period.

4.2.2. Will be considered in the category of competition for the grade they held for the
majority of the award period (> 6 months for annual awards).

4.3. Officers:

4.3.1. Must be in the grades of Second Lieutenant through Captain (Major Selects may
compete in CGO category).

4.3.1.1. Must be in the grades of Major and/or Lieutenant Colonel (18 WG and
PUG).

4.3.2. Will be considered in the category of competition for the grade they held for the
majority of the award period (> 6 months for annual awards).

4.4. First Sergeants:

4.4.1. Must have held the SDI 8F000 Air Force Specialty Code (AFSC) for a minimum
of 6 months during the award period.

4.5. Civilian:
4.5.1. Must not have had disciplinary action(s) pending or taken during the award period.

4.5.2. Must have been employed for a period of at least one month in order to be
nominated for a quarterly award and have been employed for a minimum of 6 months
during the award period to be nominated for an annual award.

4.5.3. Quarterly and annual nominees must have received an acceptable performance
appraisal.

4.6. Dormitory of the Quarter:
4.6.1. Must not be selected for 2 consecutive Quarters.
5. Periods of Competition (by Calendar Year):
5.1. Quarterly:
5.1.1. 1January through 31 March (1st Quarter).
5.1.2. 1 April through 30 June (2nd Quarter).
5.1.3. 1 July through 30 September (3rd Quarter).
5.1.4. 1 October through 31 December (4th Quarter).
5.2. Annually: 1 January through 31 December (Annual).
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6. Nomination Procedures.

6.1. Prepare all nominations on AF Form 1206 Nomination for Award, except Dormitory of
the Quarter. See Attachment 3 for sample. Only use accomplishments from period of
nomination. See paragraphs 7.3.2.1 through 7.3.2.3 for specific headings used on the AF
Form 1206.

6.1.1. Enlisted Quarterly Nominee. AF Form 1206 will be one page, not to exceed 13
lines, including headings. Category line breakouts will be as follows: Leadership and Job
Performance in Primary Duty — 6 Lines (MAX); Significant Self-Improvement — 2 Lines
(MAX); Base or Community Involvement - 2 Lines (MAX).

6.1.2. FGO/CGO/Civilian Categories I, Il and 111 Quarterly Nominee. AF Form 1206
will be one page, not to exceed 6 lines, no headings. There will be no category line
breakout or sub-headings. Packages should focus on Leadership and Job Performance,
but may include Personal and Professional development and Base or community
involvement. There is no quota for any type of bullet. Example: All bullets may be
related to Leadership and Job Performance, or there may be a split at the discretion of the
nominating official.

6.1.3. Enlisted Annual Nominee. AF Form 1206 will be one page, not to exceed 30
lines, including headings. Category line breakouts will be as follows: Leadership and Job
Performance in Primary Duty — 19 Lines (MAX); Significant Self-Improvement — 4
Lines (MAX); Base or Community Involvement - 4 Lines (MAX).

6.1.4. CGO/FGO Annual Nominee. AF Form 1206 will be one page, not to exceed 30
lines, including headings. Category line breakouts will be as follows: Leadership and Job
Performance in Primary Duty — 19 Lines (MAX); Significant Self-Improvement — 4
Lines (MAX); Base or Community Involvement - 4 Lines (MAX).

6.1.5. Civilian Categories I, Il and 1ll Annual Nominee. Not to exceed 12 lines, no
headings. There will be no category line breakout or sub-headings. Packages should focus
on Leadership and Job Performance, but may include Personal and Professional
development and Base or community involvement. There is no quota for any type of
bullet. Example: All bullets may be related to Leadership and Job Performance, or there
may be a split at the discretion of the nominating official.

6.2. For 18th Wing active duty members, a detailed and current AF PFT score sheet
(included height, weight, BMI, etc.) must be included with the AF Form 1206 submission.

7. Base Selection Boards.

7.1. Appointment. 18 WG/CCC will task each group to provide members for the Airman,
Junior Enlisted, NCO, SNCO, First Sergeant (annual only), Company Grade Officer (CGO),
Field Grade Officer (FGO) and Civilian Categories I, I, and Ill. The Kadena AB First
Sergeants Council will provide members for the Honor Guard Board. Board members will
rotate to ensure fair participation of all units. No more than one representative from any unit
should serve on the same board during a given quarter (deviations should be the exception
and only allowed when avoidance in unpractical). All nomination packages will be
distributed electronically by 18 WG/CCCE and/or 353 SOG/CCCE to board members. The
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board will convene at the appointed date/time and determine the winners of the respective
quarter/annual award.

7.2. Board Composition:

7.2.1. The 18 WG Airman Selection Boards will be made up of Staff Sergeants (SSgts)
or Technical Sergeants (TSgts) from each of the 18 WG groups and chaired by a SNCO.
The Team Kadena Junior Enlisted Selection Boards will be made up of two E-5s or E-6s
from 18 WG and two E-5s or E-6s from the PUGs and will be chaired by a SNCO.

7.2.2. The 18 WG NCO Selection Board will be made up of Master Sergeants (MSgts)
or Senior Master Sergeants (SMSgts) from each of the 18 WG groups, and chaired by the
ranking SMSgt. The Team Kadena NCO Selection Boards will be made up of two E-7s
or E-8s from 18 WG and two E-7s or E-8s from the PUGs and will be chaired by the
ranking E-7 or E8.

7.2.3. The 18 WG SNCO Selection Board will be made up of Chief Master Sergeants
(CMSgts) or CMSgt selects from each of the 18 WG groups, and chaired by the 18
WG/CCC or designated representative. The Team Kadena SNCO Selection Boards will
be made up of two E-9s from the 18 WG and two E-9s from the PUGs and will be
chaired by the 18 WG/CCC, 353 SOG/CCC or designated representative.

7.2.4. The First Sergeant of the Year Board will be determined by 18 WG/CCC and 353
SOG/CCC.

7.2.5. Company Grade Officers’ Selection Board. The 18 WG CGO Selection Board will
be made up of four field grade officers from 18 WG and chaired by the 18 WG Vice
Commander (18WG/CV) or designated representative. The Team Kadena CGO Selection
Board will be made up of two Field Grade Officer from the 18 WG and two Field Grade
Officer from the PUGs. The Team Kadena CGO Selection Board will be chaired by 18
WG/CV or designated representative.

7.2.6. Field Grade Officers’ Selection Board. The 18 WG FGO Selection Board will be
made up of four field grade officers (O-5 or O-6) from 18 WG and chaired by the 18 WG
Vice Commander (18WG/CV) or designated representative. The Team Kadena FGO
Selection Board will be made up of three Field Grade Officer from the 18 WG (O-5 or O-
6) and one Field Grade Officer from the PUG. The 18 WG Vice Commander and 353rd
SOG Commander will alternate duties as the Board president and will select the board
composition as required and/or applicable. Both 18 WG Vice Commander and 353rd
SOG Commander are the OPR for this award.

7.2.7. Civilian Categories I, Il, 111 Selection Board. The 18 WG Civilian Categories I, 11,
and 111 Board will be made up of Senior Civilians and/or Field Grade Officers from 18
WG and chaired by 18th Mission Support Group Deputy Commander, Installation
Support (18 MSG/DD) or designated representative. The Team Kadena Civilian
Categories I, 1I, and 111 Selection Board will be made up of one Senior Civilian or Field
Grade Officer from 18 WG and one from the PUGs. The Team Kadena Civilian
Categories 1, 11, and 1l Selection Board will be chaired by 18 MSG/DD or designated
representative.
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7.2.8. Dormitory Selection Board (DSB). The DSB will be comprised of three First
Sergeants (consisting of the President of the First Sergeants Council and two additional
members of his/her choosing).

7.2.9. Air Force Key Spouse of the Year Award and Joan Orr Spouse Of the Year Board
will be selected by 18 WG CV/CCC and 353 SOG CV/CCC. The winners for the Wing
and PUG will compete for recognition as Team Kadena’s Key Spouse and Spouse of the
year respectively.

7.3. Responsibilities:

7.3.1. Board presidents are ultimately responsible for their boards and provide guidance
to their board members regarding selection criteria, scoring methods, and other relevant
matters. The president ensures board members score packages without prejudice or
favoritism. They will use the Reference Board President checklist (Attachment 4). Note:
Board members will meet as a group with the president to discuss packages.

7.3.2. The board members will make selections based on the following criteria:

7.3.2.1. Leadership and Job Performance in Primary Duty. The nominee’s leadership
and job performance in primary duty, including the development of new techniques,
must contribute significantly to increased mission effectiveness. Describe significant
leadership accomplishments 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 that positively impacted the unit and/or the mission. Include results of Air
Force, Major Command (MAJCOM), and Numbered Air Force-level inspections
and/or evaluations. Include awards received; e.g., NCO of the Quarter, Maintenance
Professional of the Year, and so forth.

7.3.2.2. Significant Self-Improvement (Enlisted Quarterly/CGO/FGO Annual Award
Only): The nominee must show significant improvement through on or off-duty
education, achievements in professional and/or cultural societies/associations,
development of creative abilities. 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
relevant training or activity that significantly enhanced the member’s value as a
military citizen.

7.3.2.3. Base and Community Involvement (Enlisted Quarterly/CGO/FGO Annual
Awards Only): Show how the nominee contributed to the military community’s
welfare, morale, or status. Define the scope and impact of the member’s positive
leadership and involvement in both the military and civilian community. Include
leadership, membership, or participation in unit advisory councils, professional
military organizations, associations, and events; e.g., President of Top 3, enlisted
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dining-out committee, member of Air Force Sergeants Association, Sunday school
teacher, etc.

7.4. Objective for Dormitory of the Quarter:

7.4.1. To maintain a high standard of appearance and living conditions while creating
multiple incentives for outstanding performance. To develop a sense of resident
ownership, pride, and camaraderie while providing a platform for command level
involvement within dormitories.

7.4.2. The program is coordinated by the 718 CES Unaccompanied Housing, Airman
Dorm Leaders (ADLs), and the Kadena First Sergeants Council. The competing dorms
are selected by the First Sergeants Council based on the recommendation of the ADLSs.

7.4.3. Participating dormitories are Buildings 141, 145, 149, 151, 176, 177, 613, 629,
630, 700 and 758.

7.4.4. Dorm of the Quarter. The first place winner will be awarded $2,000 and a trophy.
The runner-up will receive $1,000. Monetary awards must be used for common area
Quality of Life upgrades and will remain consistent only if Wing funding allows.

7.4.4.1. Dorm of the Year. The wing's dormitory of the year will receive a traveling
trophy that they will proudly display for the following year.

7.4.4.2. Trophies will be provided by 718th Civil Engineering Squadron, Housing
Flight when funds are available. Alternatively, trophies may be funded by Kadena’s
private organizations.
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Figure 1. Example Bullet Scoring.

NOTE: For the purpose of scoring the AF Forms 1206, a zero point bullet is the minimum
valued point assessed to that specific bullet...do not confuse a zero point bullet as meaning
the bullet is worthless. 0, 1/4, 1/2, 3/4, 1 up to 2 point valued bullets (weak, average, good,
better, and best) are for scoring purposes only. Bullets should reflect “above and bevond™
performance and not simply state what the member does in daily duties. Please consider
the rank of the nominee when assessing points to the accomplishments...a zero point bullet
for a MSgt may be a 1 point bullet for an NCO, 2 point bullet for an Amn, etc. The % and

% point increments are obviously used for bullets that are considered, average and better,
respectively.

Zero to 3/4 point bullet example:

Volunteered 2 hours with AADD over 4th of July weekend: assisted with the dispatching
of 3 drivers--key to zero DUI's on base

This bullet shows minimal involvement. The action of dispatching the drivers and the impact 1s
questionable. The action may have still occurred/been prevented by the other dispatcher. The
result 15 exaggerated considering the member only volunteered his/her service for 2 hours.

3/4 to 1 1/4 point bullet example:

Volunteered 12 hrs over 4th of July weekend; led AADD dispatch center--ensured safe
home arrival for 28 Airman/averted potential DUT's

This bullet shows a deeper commitment and a broader personal sacrifice over an extended
period. The accomplishment shows more of a leadership role. The impact 1s quantified and not
exaggerated and 1s realistic to his’her accomplishment.

1 1/2 to 2 point bullet example:

Led AADD 3rd Qtr 12: filled 300 volunteer positions/60 drivers’ Dispatch Center team--
ensured 156 safe rides/reduced DUI’s by 98% AADD utilization up 150%

This bullet shows a high level of involvement and a leadership position over an extended period.
The actions required significant coordination and involvement. The results show a correlation to
his/her actions and a significant (positive) impact to the Wing.

7.5. Scoring of Packages: Board members will assign a score based on the “whole person
concept.” Each board member scores each package using quarter-point increments (0, 1/4,
1/2, 3/4 & 1 up to 2 points). Each line in AF Form 1206, “Leadership and Job
Performance” is worth a maximum of 2 points per bullet. However, on AF Form 1206
for Enlisted personnel, “Significant Self Improvement” and “Base and Community
Involvement”, each line will be worth a maximum of 1 point. Each board member will
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rank each nominee on their respective score sheet, (Kadena AB Form 93, 18th Wing
Quarterly Awards Board Score Sheet, Kadena AB Form 94, 18th Wing Annual Awards
Board Score Sheet, Kadena AB Form 95, Team Kadena Quarterly Awards Board Score
Sheet, or Kadena AB Form 96, Team Kadena Annual Awards Board Score Sheet) from first
to last (1st, 2nd, 3rd, 4th, 5th, etc.), then submit their score sheet to the Board President. The
Board President reviews the score sheets and totals the rankings for each nominee. The
lowest total rank will be the overall winner (See Figure 7.1 for details).

7.5.1. Bullets not meeting the intent of respective categories will be graded as “0” points.
Example: Significant Self Improvement must be the nominee’s significant self-
improvements. Base and Community Involvement accomplishments in Leadership and
Primary duties category would be considered not meeting the criteria of each category
and be graded as “0” points. Reference paragraphs 7.3.2.1 thru 7.3.2.3 for examples of
what each category should include.

7.5.2. Bullets exceeding the mandatory line amount for respective categories will be
discarded. Example: Significant Self Improvement category is 2 lines maximum for
Quarterly Awards, if category had 6 bullets, the 5th and 6th bullets would be discarded.
Note: Do not choose 2 bullets to discard, discard any bullets in excess of the maximum
allowed.

7.5.3. Failure to generate the required amount of lines for each heading (category) will
negatively impact the score for the member. The maximum points any category can
receive cannot exceed the maximum allowable lines for that respective category.

7.6. For FGO/CGO/Civilian Categories I, Il, and Il the Selection Board will make
selections for each category using the following criteria:

7.6.1. Job Performance in Primary Duties: Describe significant accomplishments and
how well the nominee performed assigned primary and additional duties.

7.6.2. Voting: All board members will be voting members; however, the Board
President’s vote is only used in the event of a tie. The recorder and executive secretary
positions are non-voting. The board members will convene at least one time as a group to
discuss packages in person.

8. Recognition,

8.1. Winners will be recognized at the Kadena Air Base Awards Ceremony. All active duty
winners will attend the quarterly awards ceremony in their uniform of the day (UOD).

8.2. Reference 18 WG/CCC’s Kadena Air Base Quarterly and Annual Awards guide for
conducting the awards ceremony (POC: 18 WG/CCCE).

8.3. The 18 WG and PUG winners will be recognized at one ceremony. The Team Kadena
awards ceremony will consist of the PUG awards presentation first, the 18 WG second, and
the Team Kadena awards ceremony last.

8.3.1. 18 WG will fund 18 WG award winners and PUG will fund PUG’s award winners.
Team Kadena awards will be funded by the 18 WG.

8.4. 18 WG Quarterly and annual award recipients will have their picture displayed on the
Winners Board located at the 18 WG Headquarters building.
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8.5. Civilian records for the annual-level award winners will be updated through Defense
Civilian Personnel Data System (DCPDS).

9. Relationship of Kadena Air Base Annual Recognition Program to Higher-Level Awards.

9.1. The Kadena Air Base annual award recipients will be selected without regard to unit of
assignment. However, in the event the Team Kadena award recipient is not assigned to 18
WG, the 18 WG nominee placing highest in each category will compete at the Numbered Air
Force level under the Twelve Outstanding Airmen of the Year Program.

9.2. Release of Results. Under No circumstances will base selection board results be
released without the approval of 18th Wing Commander (18 WG/CC).

9.3. The top 18 WG nominee in the Company Grade Officer of the Year will also be the 18
WG nominee to compete at the Numbered Air Force level in their respective category.

BARRY R. CORNISH, Brigadier General, USAF
Commander
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Attachment 1
GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION

References

AFPD 36-28, Awards and Decorations Programs, 9 May 2014
AFMAN 33-363, Management of Records, 1 March 2008

Prescribed Form

Kadena AB Form 93, 18th Wing Quarterly Awards Board Score Sheet
Kadena AB Form 94, 18th Wing Annual Awards Board Score Sheet
Kadena AB Form 95, Team Kadena Quarterly Awards Board Score Sheet
Kadena AB Form 96, Team Kadena Annual Awards Board Score Sheet
Adopted Form

AF Form 847, Recommendation for Change of Publication

AF Form 1206, Nomination for Award

Abbreviations and Acronyms

Amn— Airman

AADD— Airmen Against Drunk Driving

ADL— Airman Dorm Leader

AF— Air Force (as used on forms)

AFETS— Air Force Engineering and Technical Support
AFIl— Air Force Instruction

AFMAN— Air Force Manual

AFPD— Air Force Policy Directive

AFRIMS— Air Force Records Information Management System
AFSC— Air Force Specialty Code

BMI—-Body Mass Index

CDC -—Career Development Course

CGO— Company Grade Officer

DCIPS— Defense Civilian Intelligence Personnel System
DCPDS— Defense Civilian Personnel System

DoD— Department of Defense

DSB— Dormitory Selection Board

FGO— Field Grade Officer
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GS— General Schedule

IAW— In Accordance with

LN— Local National

NAF - Non—Appropriated Fund

NCO - Non—Commissioned Officer
OPR— Office of Primary Responsibility
PA—-Public Affairs Office

PFT— Physical Fitness Test

PME— Professional Military Education
PUG—-Partnered Unit Groups

PUG— Partner Unit Group

SDI— Special Duty Identifier

SNCO - Senior Non—Commissioned Officer
UCMJ— Uniform Code of Military Justice
UOD— Uniform of the Day
WG—Wing/Wage Grade

WS— Wage Supervisors

WSA— Wing Staff Agency
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Attachment 2
CIVILIAN CATEGORY BREAK-DOWN FOR QUARTERLY AWARDS

Table A2.1. Civilian Category Break-down for Quarterly Awards.

Pay System

Category 1 (Non-
supervisory)

Category 2 (Non-
supervisory)
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Category 3 (Supervisory)

General Schedule (GS) [GS 1-7 GS 8-12 GS 13 and above and

All Supervisory Positions
Federal Wage System WG 9 and above and  |All Wage Supervisors (WS)
(FWS) WG 1-8 All Wage Leaders

(WL)

Defense Civilian
Intelligence Personnel [Pay Band 1 Pay Band 2 All Supervisory Positions
System (DCIPS)
Non-Appropriated
Fund (NAF) NF I-1l, CY 1-5 NF HI NF IV-V

Japanese Nationals

BWT 1 Grades 1-5
BWT 2 Grades 2-7
BWT 3 Grades 1-5
BWT 5 Grades 2-4
BWT 6 Grades 1-2

BWT 1 Grades 6-10
BWT 2 Grades 8-10
BWT 3 Grades 6-7 All
Foreman A

All Supervisory and Foreman
B Positions (excluding
Foreman A)
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Attachment 3
SAMPLE AF FORM 1206

Figure A3.1. Quarterly Sample AF Form 1206.

ANARD CATEGORY
KadunAirBachuMyAwaﬂk SocNth !SoeNoh3

e, ASSme e, LD
RANKINAL&E OF NOMINEE (nominee e-mail) IPACAP
DAFBCIOUTY TITLE NOMINEE D TELEPHONE (OGN & COmmercieo
DAFSC/DUTY/TITLE DSN: 315-634-XXXX/COMM: 011-81-611-XXX-1234

[GTIOPPICE STMBOLSTIREET ADORESSBASES TATEIZS CODE
i8 xxxnoo:xam Air Base, Japan/APO AP 96368-5154

OFET, Mcdhe neer, LoT0 JERS TELEPMONE (OGN & Commerciad

RANK NAM‘B OF UNIT COMMANDER/DSN: 315-634-1234/COMM: 011-81-611-734-2871 (CC e-mail)
[SFECHIC ACCOMPLISIOAENTS (Use Singi-1p0ced, Dube! Fomman

LEADERSHIP AND JOB PERFORMANCE PRIMARY DUTY: (6 Quarterly/19 Anoual Lines)

Descnibe significant leadership accomplishment and how well the member performed assigned pnmary 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 that positively impacted the unit and/or the mission.
Include results of Air Force, MAJCOM, Numbered Air Force-level inspections and/or evaluations. Include
awards recieved, eg. NCO of the Quarter, Maintenance Professional of the Year, and so forth.

SIGNIFICANT SELF IMPORVEMENT: (2 Quarterly/4 Annual Lines)

Show how member developed or improved skills related to primary duties; eg, formal traiming Career
Developoment Course Enrcollment 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 recieved dunng 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 relevant
training or activity that significantly enhanced the members value as a military citizen.

BASE COMMUNITY INVOLVEMENT: (2 Quarterly/4 Annual Lines)

m&:«peadmofhm»m‘kmadmwwnm&emwm
community. Include leaderzhip, membership or participation in unit advisory ils, profe 1 mailitary
organization, associations, and events; ¢.g., President of Top 3, enlisted dinning out committee, member of Air
memm,swyscwnachundwm

Notes:
1. Use: "Kadena Air Base Quarterly Awards"™ or "Kadena Air Base Annual Awards"™
2. Exter: Amn, NCO, SNCO, CGO, FGO, First Sgt, Civ Cat I, II, III, Honor Guard Amn and NCO
3. Quarterly: 1 Jan-31 Mar XX, 1Apr-30 Jun XX, 1 Jul- 30 Sep XX, 1 Oct- 31 Dec XX
Axnnual: 1 Jan-31 Dec XX
4. NO HEADINGS for Quarterly CGO, FGO and Civ Cat I, I1, III (6 line quarterly/12 lines Annual Max)
5. INCLUDE HEADINGS for Annual CGO and FGO (19-4-4, 30 Lines Maximum)

Additional Notes:

- Spell Check

- Be consistent with abbreviations throughtout

- Do not saturate 1206s with uncommon acronyms; what 13 comumon to you may not be common to those grading
- NO ACRONYM lists (last will be deleted/board will only see 13 hines for Quarterly and 30 hines Anzual)

AF FORM 1206 20120926 PREVICE 1N ENMIONS ARE RN FTE FOR OFFICIAL USF OMLY fasn ssias i
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Attachment 4

BOARD PRESIDENT CHECKLIST
A4.1. Conduct at a minimum one face-to face board: Explain Rules of Engagements,
purpose, and expectations.

A4.2. Ensure members understand MAX lines: Abide by the maximum amount of lines and
scoring criteria.

A4.2.1. Ensure members understand how to grade bullets that do NOT meet nomination
criteria.

A4.3. Ranking Disagreements: To ensure all members are comfortable with selection.
A4.3.1. Serves to air different views on achievement.
A4.3.2. Serves as a learning tool.
A4.3.3. Ensure Board agreement on winner.

A4.4. Tally board member’s rankings: Not to be confused with the board members scores
(see below) to ensure nominee with total overall lowest rankings is the winner. (Refer to
Paragraph 7.5)

A4.5. The President score will only be used in the event of a tie.

A4.6. Collect any notes: To assist with units efforts to strengthen AF Form 1206 for higher level
awards.

A4.6.1. Provide Feedback to Nominator.
A4.7. Ensure all packages are returned within identified suspense.
A4.8. Ensure board members do not release “winners” names.

Figure A4.1. Board President Score sheet.
TEAM KADENA QUARTERLY AWARDS BOARD PRESIDENT SCORESHEET

Te Enried CATEGORY
PRES
GROUP NAME WG | IBWG( | MG | PUGE | Total| Rank |#eedes)| Total Rank
18 WG |AIC Jokm Doe (WINNER) 1 3 1 1 P 1 g
BUG  |AIC Jane Doe 2 ! 2 2 7 2 7

Board Fecorders Prinbed N anse Signature Date




