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This instruction implements AFPD 36-28, Awards and Decorations Programs, and establishes 

the Wing Recognition Programs for Keesler Air Force Base.  This publication does not apply to 

Air Force Reserve Command (AFRC) units nor Air National Guard (ANG) units. This 

instruction establishes committees to organize the Wing Quarterly Awards Luncheon and the 

Wing Annual Awards Banquet.  This instruction also establishes a selection process to nominate 

enlisted personnel for the Twelve Outstanding Airmen of the Year (12 OAY) program, and 

civilian employees for appropriate quarterly/annual recognition.  Ensure that all records created 

as a result of processes prescribed in this publication are maintained in accordance with Air 

Force Manual (AFMAN) 33-363, Management of Records, and disposed of in accordance with 

Air Force Records Information Management System (AFRIMS) Records Disposition Schedule 

(RDS) located at https://www.my.af.mil/afrims/afrims/afrims/rims.cfm.  Attachment 1 is a 

glossary of references and supporting information.  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 Form 847s from the field through the 

appropriate functional’s chain of command. 

The use of a name or any specific manufacturer, commercial product, commodity, or service in 

this instruction does not imply endorsement by the USAF.   

http://www.e-publishing.af.mil./
https://www.my.af.mil/afrims/afrims/afrims/rims.cfm
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This instruction requires the collection and maintenance of information protected by the Privacy 

Act of 1974.  The authority to collect and maintain this information is in Title 10, United States 

Code, Chapter 857, Decorations and Awards.  System of records notice F036 AF PC V, Awards 

and Decorations, applies.   

SUMMARY OF CHANGES 

This interim change implements new guidelines for quarterly awards boards.  Paragraph 5.2.1. 

has been amended to remove the interview board for Quarterly Awards.  The heading for 

paragraph 5.3. has been amended to apply to Annual Awards only.  A margin bar indicates 

newly revised material. 
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1.  RESPONSIBILITIES. 

1.1.  The 81 TRW/CC is responsible for the Wing Recognition Program and approves all 

award winners. 

1.2.  The 81st Medical Group, 81st Mission Support Group, 81st Training Group 

commanders, and Wing Staff Agency (WSA) chiefs are responsible for: 

1.2.1.  Providing required quarterly/annual board members as tasked by the Awards and 

Decorations Office. 

1.2.2.  Appointing two members from their respective Groups (WSA appoint one 

member) to serve on the Wing Quarterly Awards Luncheon Committee NLT 31 Dec for 

the upcoming calendar year. 

1.2.3.  Appointing members from their respective Groups to serve on the Wing Annual 

Awards Banquet Committee NLT 30 Sep of each year. 

1.2.4.  Each Group will convene Quarterly and Annual Award Boards with winners to 

compete for the Wing Quarterly and Annual Awards. 

1.3.  The 81st Training Wing Command Chief Master Sergeant (81 TRW/CCC) is the OPR 

for the military awards program to include budgeting for military and civilian 

plaques/trophies. 

1.4.  81 FSS is OPR for technical guidance regarding the civilian awards program. 

1.5.  The Awards and Decorations office is responsible for: 

1.5.1.  Serving as the central focal point for administering the enlisted/officer/civilian 

quarterly and/or annual recognition programs. 

1.5.2.  Notifying group commanders, group superintendents, and wing staff agencies 

when the nomination packages are due. 

1.5.3.  Tasking groups and wing staff agencies for required members for the 

quarterly/annual enlisted/officer/civilian, boards. 

1.5.4.  Securing board locations. 

1.5.5.  Providing a recorder who will consolidate board results and forward winners to 81 

TRW no later than two duty days after the boards. 

1.5.6.  Providing names of quarterly and annual winners to Wing Admin for coordination 

of plaques, engraving and certificates. 

1.6.  Quarterly/Annual Wing Awards Committee is responsible for: 

1.6.1.  Organizing, scheduling, and advertising the quarterly awards luncheon and the 

annual awards banquet. 

1.6.2.  Notifying unit commanders, first sergeants and all nominees of luncheon/banquet 

time, date, location, and uniform requirements. 

1.6.3.  Coordinating with private organizations and sponsors for presentation of gifts. 
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1.6.4.  Developing the script/program,  selecting emcees, securing a chaplain for the 

invocation,  and identifying a singer for the national anthem. 

1.6.5.  Coordinating with Protocol regarding any DVs (invitations, seating, recognition, 

etc). 

1.6.6.  Coordinating with Public Affairs for publicity, photo, and communications 

support. 

1.7.  Each AAFES facility manager may nominate one individual to the Wing Awards 

Committee. 

1.8.  Non-appropriated Fund Human Resource Office (81 FSS) may nominate one individual 

to the Wing Awards Committee. 

1.9.  Honor Guard Office (81 FSS) will be responsible for coordinating the Honor Guard 

Member of the Quarter/Year nominations and submissions.  Packages will be submitted 

through 81 MSG/CCC to 81 TRW/CCC.  Winners will be announced during the respective 

81 TRW quarterly/annual awards ceremony. 

1.10.  Airman and Family Readiness Center (81 FSS) will be responsible for coordinating the 

Volunteer of the Quarter/Year nominations and submissions.  Winners will be announced 

during the respective 81 TRW quarterly/annual awards ceremony. 

1.11.  First Sergeant Council will be responsible for administering the Spartan Award which 

will be awarded to the dorm resident who maintained the highest room standards for a given 

quarter.  Dorm residents who exceeded dormitory standards and have gone above and beyond 

will be recognized during the respective 81 TRW quarterly awards ceremony.  See AFI 32-

6005/Keesler AFB Sup 1, Unaccompanied Housing Management. 

Table: 1.1. Calendar of Events. 

Period Nominations due to 81 TRW 81 TRW Board 81 TRW Ceremony 

1
st
 Quarter 1

st
 Full Week in Apr 2

nd
 Full Week in Apr 4th Full Week in Apr 

2
nd

 Quarter 1
st
 Full Week in Jul 2

nd
 Full Week in Jul 4th Full Week in Jul 

3
rd

 Quarter 1
st
 Full Week in Oct 2

nd
 Full Week in Oct 4th Full Week in Oct 

4
th

 Quarter 1
st
 Full Week in Jan 2

nd
 Full Week in Jan 4th Full Week in Jan 

Annual 4
th

 Full Week in Jan 1
st
 Full Week in Feb 4

th
 Full Week in Feb 

Note:  Program OPR will publish specific dates via e-mail at the start of each Calendar 

Year, along with any changes that happen after the basic schedule has been released. 

2.  CATEGORIES FOR RECOGNITION.  Personnel must have served in the applicable rank 

or grade for the majority of the period for which they are nominated. 

2.1.  Airman of the Quarter/Year (Airman Basic through Senior Airman). 

2.2.  NCO of the Quarter/Year (Staff Sergeant through Technical Sergeant). 

2.3.  Senior NCO of the Quarter/Year (Master Sergeant through Senior Master Sergeant). 
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2.4.  Civilian Non-Supervisory Category I:  GS-1 through GS-8; WG-1 through WG-7; WL-

1 through WL-5; and NAF equivalent: NF I through NF III, NA-1 through NA-7, and NL-1 

through NL-5, and CC-01 through CC-05. 

2.5.  Civilian Non-Supervisory Category II:  GS-9 through GS-13; WG-8 through WG-15; 

WL-6 through WL-15; and NAF equivalent: NF IV and NF V, NA-8 through NA-15, and 

NL-6 through NL-15. 

2.6.  Civilian Supervisory Category I:  GS-8 and below; WS-1 through WS-10; and NAF 

equivalent: NF I through NF III, and NS-1 through NS-10.  (Note:  Nominees must be 

officially coded as a supervisor in the Defense Civilian Personnel Data System to compete in 

this category. 

2.7.  Civilian Supervisory Category II:  GS-9 and above; WS-11 through WS-14; and NAF 

equivalent: NF IV and NF V, and NS-11 through NS-14. (Note:  Nominees must be 

officially coded as a supervisor in the Defense Civilian Personnel Data System to compete in 

this category. 

2.8.  Company Grade Officer of the Quarter/Year (2d Lieutenant through Captain). 

2.9.  First Sergeant of the Year. 

2.10.  Honor Guard Member of the Quarter/Year. 

2.11.  Spartan Award (Quarterly). 

2.12.  Volunteer of the Quarter/Year. 

3.  QUARTERLY AWARD NOMINATIONS.  Nominees must have been permanently 

assigned to Keesler AFB (including geographically separated units) or one of its tenant units in a 

non-student capacity for a minimum of 45 days within the award period for standard military and 

civilian quarterly awards.   Each Group and the WSA may submit one nomination for each 

applicable category to the Wing Quarterly Board. 

3.1.  Submit nomination packages on an AF Form 1206, Nomination for Award, (current 

version), single-spaced, 10 lines, not including the appropriate headings:  Leadership and Job 

Performance in Primary Duty, Significant Self-Improvement, and Base or Community 

Involvement.  Accomplishments must include performance during the period of the award 

only.  Sample nomination packages are shown at attachments 2 and 3. 

3.2.  Additional requirements (e.g., jpeg photos, action shots, biography,) may be required by 

higher headquarters or as part of the quarterly award ceremonies. 

3.3.  Nominees must not have any negative quality force indicators during the nomination 

period (not current/poor fit test,  LOR/UIF, control roster, Article 15, etc). 

3.4.  Writers may create a brief list of official acronyms on the AF Form 1206.  

3.5.  Abbreviations should be used sparingly, correctly, and consistently.  Use abbreviations 

that make sense to the reader and only use abbreviations when necessary; using them 

frequently weakens the impact of the bullet and may potentially weaken the package in the 

eyes of the awards board. 
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4.  ANNUAL AWARD NOMINATIONS.  Nominees must have been permanently assigned to 

Keesler AFB (including geographically separated units) or one of its tenant units in a non-student 

capacity for a minimum of six months within the award period for standard military and civilian 

annual awards.  Each group and the WSA may submit one nomination for each applicable 

category to the Wing Annual Board. 

4.1.  Submit nomination packages on an AF Form 1206 (current version), single-spaced, 27 

lines, not including the appropriate headings:  Leadership and Job Performance in Primary 

Duty, Significant Self-Improvement, and Base or Community Involvement.  

Accomplishments must include performance during the period of the award only.  Sample 

nomination packages are shown at attachments 2 and 3. 

4.2.  Additional requirements (jpeg photos, action shots, biography) may be required by 

higher headquarters or as part of the annual award ceremonies. 

4.3.  Nominees must not have any negative quality force indicators during the nomination 

period (not current/poor fit test,  LOR/UIF, control roster, Article 15, etc). 

4.4.  Writers may create a brief list of official acronyms on the AF Form 1206.  

4.5.  Abbreviations should be used sparingly, correctly, and consistently.  Use abbreviations 

that make sense to the reader and only use abbreviations when necessary; using them 

frequently weakens the impact of the bullet and may potentially weaken the package in the 

eyes of the awards board. 

4.6.  Nomination packages for First Sergeant of the Year, Honor Guard Member of the Year, 

and 12 Outstanding Airmen of the Year (12 OAY) must adhere to the AFPC Call Message, 

AETC and/or 2AF announcements.  Note:  Keesler’s annual winners for AMN, NCO, and 

SNCO categories automatically become the Wing’s nominees for 12 OAY. 

4.6.1.  First Sergeant nominees must have served in the position of First Sergeant and 

held the SDI of 8F000 for a minimum of six months. 

4.6.2.  First Sergeant nominees will be nominated by the respective unit/organization 

where they spent the majority of the nomination period. 

4.7.  CGO and Civilian annual award competitions stop at 2 AF. 

4.8.  Tenant and associate units will submit their nominees for the 12 OAY within their 

parent major command channels. 

5.  NOMINATION AND SELECTION PROCEDURES.  Nomination packages should be 

sent to the Awards and Decorations Office via electronic media whenever possible. 

5.1.  Board composition. 

5.1.1.  The boards will normally consist of one representative from the Training Group, 

Medical Group, Mission Support Group, and Wing Staff Agency.  (See Attachment 4).   

Composition of any boards may be changed at the discretion of 81 TRW/CV and/or 81 

TRW/CCC. 
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5.1.2.  Board president duties for QUARTERLY ENLISTED boards will rotate among 

each Group Chief Enlisted Manager/WSA representative, and 81 TRW/CCC or designee.  

Note, the president will have dual responsibilities serving as both a board member 

representing his/her respective Group/WSA, and serving as overall board president. 

5.1.3.  Remaining members for QUARTERLY ENLISTED boards will usually be TSgt-

MSgt (Airman board), MSgt-SMSgt (NCO board), and SMSgt-CMSgt (SNCO board). 

5.1.4.  The ANNUAL ENLISTED boards will consist of 81 TRW/CCC or designee as 

president plus 81 TRG/CCC, 81 MSG/CCC, 81 MDG/CCC, and 81 WSA representative 

as members. 

5.1.5.  The First Sergeant of the Year board will consist of 81 TRW/CCC or designee as 

president plus a panel of CMSgts as members. 

5.1.6.  The CGO board will consist of one colonel as board president plus lieutenant 

colonels and majors for remaining board members.  The president will rotate among the 

groups for quarterly boards and will have dual responsibilities serving as both a board 

member representing his/her respective Group/WSA, and serving as overall board 

president.  81 TRW/CV will serve as president for the annual board and all Groups/WSA 

will have individual board members. 

5.1.7.  All Civilian boards will consist of senior civilians from each of the Groups/WSA.  

The president will have dual responsibilities serving as both a board member representing 

his/her respective Group/WSA, and serving as overall board president. 

5.2.  Package Scoring. 

5.2.1.  Board members will score each package using the Score Sheet Sample 

(Attachment 5) as outlined below. Board members will be briefed on specific scoring 

requirements upon picking up nomination packages. For quarterly awards, written 

packages will account for 100% of the total score for military and civilian nomination 

packages. For annual awards, written packages will account for 90% of the total score for 

military personnel when a personal interview board is convened. It will account for 100% 

of the total score on civilian nomination packages as well as when no personal interview 

board is convened for military personnel. 

5.2.2.  Packages (AF Form 1206) are evaluated by each board member and then placed in 

rank order from the most to least deserving.  The most deserving candidate will receive a 

ranking of 1, the second place candidate a ranking of 2 and so forth until all candidates 

have been ranked.  Ties are not allowed.  Board president may facilitate discussions 

among the board members in order to break any ties.  The board president must break all 

ties.  (See Attachments 6 and 7) 

5.3.  Personnel Interview Board (applies to Annual Awards only). 

5.3.1.  All military nominees will meet a personal interview board.  The primary purpose 

of the interview board is to promote the development of assigned Airmen.  Enlisted 

nominees will be asked a series of questions (factual and/or opinionated) covering current 

events, and subjects out of the AFPAM 36-2241, Professional Development Guide 

(PDG).  CGOs will be asked a series of questions (factual and/or opinionated) on current 

events and current Air Force strategies and policy issues.  Current event questions will 
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come from the following sources: Air Force Portal, Air Force Times, Keesler News and 

local/national news.  Each board member will ask two questions for their respective 

category (determined by board president) and only score their own questions.  Nominees 

may also be asked to recite the Airman’s Creed  (See Attachment 8). 

5.3.1.1.  The personal interview board will comprise 10% of the overall score.  The 

following areas will be considered and scored: 

5.3.1.1.1.  Customs and courtesies.  (3 Points) 

5.3.1.1.2.  Communication skills (response to questions).  (4 Points) 

5.3.1.1.3.  Dress and Appearance/Military image   (3 Points) 

5.3.1.2.  The  board will normally be cancelled in the event  any nominee is unable to 

physically be present to meet the board.  All enlisted personnel unable to meet the 

board must be forwarded to the 81 TRW/CCC before the board is cancelled.  Only the 

81 TRW/CCC or designee can cancel an enlisted board.  All CGOs unable to meet the 

board must be forwarded to the 81 TRW/CV before the board is cancelled.  Only the 

81 TRW/CV or designee can cancel the CGO board. 

5.3.1.3.  Military uniform requirement for each board is service dress for both 

nominees and board members. 

6.  AWARD PRESENTATIONS.  All nominees should be present at the Quarterly/Annual 

Awards Luncheon/Banquet. 

6.1.  Civilian winners are eligible for Time-Off Awards (TOAs) based on the 

HIGHEST/LAST level at which they won a quarterly/annual award. 

6.1.1.  Quarterly Awards: Squadron Level (4 hrs); Group Level (9 hrs); Wing Level (12 

hrs). 

6.1.2.  Annual Awards:  Squadron Level (9 hrs); Group Level (12 hrs); Wing Level (18 

hrs). 

6.1.3.  TOAs are awarded based on the HIGHEST/LAST level at which a person was 

declared the winner.  For example, Squadron-level quarterly winners who do not win at 

the next level receive a single TOA for 4 hours; Group-level quarterly winners who do 

not win at the next level receive a single TOA for 9 hours; Wing-level quarterly winners 

receive a single TOA for 12 hours.  Therefore, the civilian quarterly award winner should 

receive no more than 12 cumulative hours including all lesser unit awards, and the annual 

award winner should receive no more than 18 cumulative hours including all lesser unit 

awards.  Units are responsible for initiating and processing all TOAs for their personnel 

using the electronic Standard Form 52 (SF 52), Request for Personnel Action. 

6.2.  Due to other types of award recognition given, and to comply with directives precluding 

dual recognition for the same act or period of service, Civilians are not authorized to receive 

Notable Achievement Awards (NAAs) under this program.  NAAs continue to be authorized 

when submitted for other periods of achievement or unrelated achievements.  Units must be 

careful in their selection of the various forms of recognition accorded to their appropriated 

fund winners.  Subordinate level awards must be less in value than the awards presented by 

the next higher level, including the Wing, for the same period and accomplishment.  In 



KEESLERAFBI36-2802  22 SEPTEMBER 2011   9  

making this determination, consider that at Wing level the winners also receive trophies and 

other compensation that is not given at subordinate levels. 

7.  QUARTERLY AWARDS LUNCHEON & ANNUAL AWARDS BANQUET 

COMMITTEE.  The Quarterly Awards Luncheon & Annual Awards Banquet Committee is 

chaired by the Wing Quarterly/Annual Awards Chairman, and will consist of members 

representing the units listed in paragraph 5.1.1. and will be guided by the 81 TRW/CCC or 

designated representative.  This committee is responsible for hosting the Quarterly Awards 

Luncheons and the Annual Awards Banquet. 

8.  FUNCTIONAL AWARD COORDINATION.  All functional awards, special awards and 

trophies, etc., covered by AFI 36-2805, Special Trophies and Awards; AETCI 36-2801, AETC 

Recognition Program; or other DoD instructions must be released by 81 TRW/CC prior to final 

submission. 

9.  AWARD CERTIFICATE.  KAFB Form 14, 81st Training Wing Certificate, can be 

presented to each individual in lieu of plaques/awards.  No copy is required to be kept for 

records. 

 

ANDREW M. MUELLER, Brigadier General, USAF 

Commander, 81st Training Wing 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AETCI 36-2801, AETC Recognition Program, 13 April 2009 

AETCI 36-2802/81 TRG Supplement 1, AETC Flying and Technical Training Recognition 

Program, 5 August 2007 

AFI 32-6005/Keesler AFB Sup 1, Unaccompanied Housing Management, 9 February 2001 

AFI 36-1004, The Air Force Civilian Recognition Program, 3 December 2009 

AFI 36-1004/Keesler AFB Sup 1, Managing the Civilian Recognition Program, 17 August 2006 

AFI 36-2805, Special Trophies and Awards, 29 June 2001 

AFI 65-601, Vol 1, Budget Guidance and Procedures, 3 March 2005 

AFMAN 33-363, Management of Records, 1 March 2008 

AFPAM 36-2241, Professional Development Guide (PDG), 1 July 2009 

AFPD 36-28, Awards and Decorations Programs, 1 August 1997 

Air Force Records Disposition Schedule (RDS) (available at 

https://www.my.af.mil/afrims/afrims/afrims/rims.cfm.  ) 

Title 10, United States Code, Chapter 857, Decorations and Awards 

Prescribed Forms     

KAFB Form 14, 81st Training Wing Certificate. 

Adopted Forms   

SF52, Request for Personnel Action 

AF Form 1206, Nomination for Award 

AF Form 847, Recommendation for Change of Publication. 

Abbreviations and Acronyms 

AFPD—Air Force Policy Directive 

CGO—Company Grade Officer 

CGOC—Company Grade Officer Council 

FWS—Federal Wage System 

GS—General Schedule 

HRO—Human Resource Office 

MTL—Military Training Leader 

NAF—Non-appropriated Fund 

https://www.my.af.mil/afrims/afrims/afrims/rims.cfm
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NCO—Noncommissioned Officer 

NLT—No Later Than 

NSPS—National Security Personnel System 

OAY—Outstanding Airmen of the Year 

OCR—Office of Collateral Responsibility 

OPR—Office of Primary Responsibility 

PIB—Personal Interview Board 

TOA—Time-Off Award 

WG—Wage Grade 

WL—Work Leader 

WS—Wage Supervisor 

WSA—Wing Staff Agency 
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Attachment 2 

AF FORM 1206, NOMINATION FOR AWARD, 

ENLISTED/OFFICER QUARTER/YEAR AWARDS SAMPLE 
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Attachment 3 

AF FORM 1206, NOMINATION FOR AWARD, 

CIVILIAN/NAF PERSONNEL QUARTER/YEAR,  SAMPLE 
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Attachment 4 

BOARD COMPOSITION/TASKINGS 

81 WSA 

81 TRG 

81 MSG 

81 MDG 

  AMN Board 

Quarter 1
st
 2

nd
 3

rd
 4

th
 Annual 

President* 81 WSA 81 TRG 81 MSG 81 MDG 81 

TRW/CCC 
Board Mbr 81 TRG 81 MSG 81 MDG 81 WSA 81 TRG/CCC 
Board Mbr 81 MSG 81 MDG 81 WSA 81 TRG 81 

MSG/CCC 
Board Mbr 81 MDG 81 WSA 81 TRG 81 MSG 81 

MDG/CCC 
Board Mbr     81 WSA Rep 

*Quarterly presidents serve as both a board member for assigned Group/WSA and as overall 

board president. 

 

NCO Board 

Quarter 1
st
 2

nd
 3

rd
 4

th
 Annual 

President* 81 TRG 81 MSG 81 MDG 81 WSA 81 

TRW/CCC 
Board Mbr 81 MSG 81 MDG 81 WSA 81 TRG 81 TRG/CCC 
Board Mbr 81 MDG 81 WSA 81 TRG 81 MSG 81 

MSG/CCC 
Board Mbr 81 WSA 81 TRG 81 MSG 81 MDG 81 

MDG/CCC 
Board Mbr     81 WSA Rep 

*Quarterly presidents serve as both a board member for assigned Group/WSA and as overall 

board president. 

SNCO / 1
st
 Sgt Board 

Quarter 1
st
 2

nd
 3

rd
 4

th
 Annual 

President* 81 MSG 81 MDG 81 WSA 81 TRG 81 

TRW/CCC 
Board Mbr 81 MDG 81 WSA 81 TRG 81 MSG 81 TRG/CCC 
Board Mbr  81 WSA 81 TRG 81 MSG 81 MDG 81 

MSG/CCC 
Board Mbr 81 TRG 81 MSG 81 MDG 81 WSA 81 

MDG/CCC 
Board Mbr     81 WSA Rep 

*Quarterly presidents serve as both a board member for assigned Group/WSA and as overall 

board president. 
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CGO Board 

Quarter 1
st
 2

nd
 3

rd
 4

th
 Annual 

President* 81 MDG 81 WSA 81 TRG 81 MSG 81 TRW/CV 
Board Mbr 81 WSA 81 TRG 81 MSG 81 MDG 81 TRG 
Board Mbr 81 TRG 81 MSG 81 MDG 81 WSA 81 MSG 
Board Mbr 81 MSG 81 MDG 81 WSA 81 TRG 81 MDG 
Board Mbr     81 WSA 

*Quarterly presidents serve as both a board member for assigned Group/WSA and as overall 

board president. 

 

Note: Commanders may fill any of the above requirements with individuals selected for 

promotion into the grade required for the respective board position.  Composition of boards   

may only be changed at the discretion of 81 TRW/CCC and/or 81 TRW/CV. 
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Attachment 5 

BOARD SCORE SHEET, SAMPLE 

 

 

NOMINEE/Unit 

 

Leadership 

& Job 

Performance 

 

Significant 

Self 

Improvement 

 

Base & 

Community 

Involvement 

 

AF1206 

Package 

Score 

 

  

PIB 

Score 
 

  

Total 

Score 

 

 

Rank 

Order 

 

SSgt Jones/MSG 45 20 15 80  7  87 #2 

TSgt 

Thomas/MDG 

48 15 15 78  5  83 #4 

SSgt Davis/WSA 45 18 13 76  9  85 #3 

TSgt 

Jackson/TRG 

50 19 20 89  8  97 #1 
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Attachment 6 

BOARD PRESIDENT’S GUIDE 

A6.1.  Purpose.  The purpose of this guide is to assist you as the board president in ensuring the 

board process runs smoothly and professionally and the nominees feel good about having had 

quality evaluations. 

A6.2.  Know Your Board Members.  Ensure you know the ranks, names and units of your 

fellow board members. 

A6.2.1.  Ensure the nominees ranks and names are written on the score sheets that are 

provided in your board's packages. 

A6.3.  Package Review.  Explain the criteria for packages review and ensure board members: 

A6.3.1.  Focus on the information listed on the AF IMT 1206 and scores each package 

accordingly. 

A6.3.2.  Recognize that the quantity of information provided on the AF IMT 1206 is not and 

should not be the determining factor. 

A6.3.3.  Remember that the quality of information provided on the AF IMT 1206, for the 

period being considered, is the most significant discriminator and of extreme importance. 

A6.3.4.  Is reminded that in order to be fair and consistent in their scoring, they MUST set 

aside all prejudices and evaluate the packages in accordance with the guidelines as provided 

in KAFBI 36-2802, Wing Recognition Programs. 

A6.3.5.  Provide honest, objective, and unbiased review and evaluation of all nominations; 

continuing the integrity and credibility our program is noted for. 

A6.4.  Score the Package Properly.  Ensure all board members score each nominee or package 

and provide you with their total score. 

A6.5.  Complete the Master Score Sheet.  Ensure you use the Board President Master Score 

Sheet to consolidate the information provided by each board member. 

A6.6.  Review the Score Sheets.  Once they have provided you with their scores, have them 

pass their score sheets to you for review and pass them to your board recorder so the scores can 

be entered onto the master score sheet.  Board president will break all ties 

A6.7.  Prohibit Early Release.  Upon completion of the entire evaluation process, remind the 

board members not to discuss their scores with each other or anyone else until after the winners 

are announced by 81TRW/CC. 

A6.8.  Thank Everyone.  Thank each board member for their participation and efforts in making 

our recognition program a meaningful and successful one. 

A6.9.  Return All Material.  Ensure all items used or pertaining to the board (score sheets, 

packages, pencils, calculators, etc.) are returned to the Awards and Decorations recorder for 

filing or future use. 
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A6.10.  Board Member Responsibilities: 

A6.10.1.  Board members will physically pickup the packages from the Awards and 

Decorations office at least two days prior to the day and time of the board. 

A6.10.2.  Board members are responsible for scoring packages IAW paragraph 5.2. of this 

instruction during the board. 

BOARD MEMBER OATH   

Oath to the board president/members: 

"I SOLEMNLY AFFIRM THAT I WILL PERFORM THE DUTIES IMPOSED UPON ME 

WITHOUT PREJUDICE OR PARTIALITY, HAVING IN VIEW BOTH THE SPECIAL 

FITNESS OF THE AIRMEN AND THE EFFICIENCY OF THE UNITED STATES AIR 

FORCE." 
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ATTACHMENT 7 

MASTER SCORE SHEET 

RANK/GRADE 

AND NAME 

OF NOMINEE 

UNIT 

T
R

G
 

 B
D

 

M
B

R
 

M
D

G
 

B
D

 

M
B

R
 

W
S

A
 

B
D

 

M
B

R
 

M
S

G
 

B
D

 

M
B

R
 

B
O

A
R

D
 

P
R

E
S

 

T
O

T
A

L
 

R
A

N
K

 

O
R

D
E

R
  

Comments 

SSgt Andrews 81 

TRSS 

        

SSgt Boyle 81 SFS         

TSgt Brewer 81MD

OS 

        

TSgt Calvin JA         

 

DATE:  27 July 2011 

 

PRINTED NAME: 

 

SIGNATURE: 
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Attachment 8 

QUESTIONS AND CATEGORIES 

AIRMAN CATEGORIES AFPAM 36-2241 

Chapter 8 WSA Military Customs and Courtesies 

Chapter 17 MSG Dress and Appearance 

Chapter 2 MDG Airman Heritage 

 TRG Current Events 

NCO CATEGORIES AFPAM 36-2241 

Chapter 9 MSG Enlisted Force Development 

Chapter 10  MDG Leadership 

Chapter 11 TRG The Enlisted Evaluation System 

 WSA Current Events 

SNCO CATEGORIES AFPAM 36-2241 

Chapter 7 MDG Enforcing Standards & Legal Issues 

Chapter 8 TRG Military Customs/Courtesies and 

Protocol for Special Events 

Chapter 10 WSA Leadership  

 MSG Current Event 

CGO CATEGORIES 

TRG, MSG, MDG AF Strategies & Policy 

WSA Current Events 

 




