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This instruction implements DAFPD 36-28, Awards and Decorations Programs; AFMAN 36- 

2806, Awards and Memorialization. Read in conjunction DODI 1400.24-V451, Civilian 
Recognition Program; and AFPD 36-1, Civilian Performance and Recognition. If conflicts arise 
between the contents of this instruction and the contents of the Higher Headquarters (HHQ) 
directives, the HHQ directives take precedence. Refer recommended changes and questions about 
this publication to the OPR listed above using the AF Form 847, Recommendation for Change of 
Publication; route AF Forms 847 from the field through the appropriate chain of command. 

SUMMARY OF CHANGES 

This document has been substantially revised.  Revision includes changes to award categories. 

Additionally, quarterly and annual award board composition have been revised and updated. 

Furthermore, scoring considerations have been edited for board members. Finally, the sample AF 
FM 1206, Nomination for Awards have been updated to provide examples and information on 
proper formatting. 
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1.  PROGRAM OBJECTIVES:  An incentive program to recognize superior performers, thus 
contributing to the morale of the 31st FW community and is not a substitute for other Air Force 
awards.  Provide a Wing program to formally recognize outstanding performance and can 
complement existing Group, Squadron, and Wing Staff Agency (WSA) recognition programs. 
2.  PROGRAM RESPONSIBILITIES: 

2.1.  31 FW Command Chief (31 FW/CCC): 
2.1.1.  Manages the 31 FW recognition programs enlisted and civilian categories on behalf 
of the 31 FW/CC. 
2.1.2.  Ensures selected board members use a fair and accurate process. 

2.2.  31 FW Director of Staff (31 FW/DS): 
2.2.1.  Manages the 31 FW recognition programs officer categories behalf of the 31 
FW/CC. 

2.3.  31 FW Command Chief Executive Assistant (31 FW/CCCE): 
2.3.1.  Administratively runs the award board process on behalf of the 31 FW/CCC. 
2.3.2.  Establishes and disseminates tasking of board presidents and board members for all 
categories of competition and distributes packages to board presidents. 
2.3.3.  Establishes and disseminates suspense date for submitting nomination packages. 
2.3.4.  Coordinates with awards ceremony project officer(s) to establish dates, times, 
venue, and script for award ceremonies. 
2.3.5.  (Quarterly Awards)  Establishes a schedule for Project officers to rotate through 
the Groups each quarter. (Annual Awards) Submits a Task Management Tool (TMT) tasker 
to solicit for one Company Grade Officer (CGO) and one SNCO to act as project officers 
for the ceremony. 
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2.3.6.  Maintains a historical file of all boards conducted. 
2.3.7.  Ensures compliance with higher headquarter nomination requirements and forwards 
wing nominations for competition. 
2.3.8.  Disseminates recognition program criteria throughout the 31st FW. 

2.4.  31st FW Base Honor Guard (HG) OIC: 
2.4.1.  Ensures process to determine a fair and accurate process to nominate HG award 
winners. 
2.4.2.  Designated as program manager to receive all board results and provide an order of 
merit recommendation to the 31 FW/CC. 
2.4.3.  Selects winners for each category as designated by the 31 FW/CCC. 

2.5.  Quarterly/Annual Awards Ceremony Project Officer(s): 
2.5.1.  Coordinates with 31st FW/CCCE. 
2.5.2.  Coordinates with Protocol for script review and approval prior to the awards 
ceremony. 
2.5.3.  Ensures nominees are notified and requested to attend award rehearsals. 
2.5.4.  Selects key members (emcees, proffers, etc) 
2.5.5.  Arranges set-up/tear-down of quarterly/annual award ceremony venue, coordinates 
DV seating and parking, ensures sufficient communication system is available, and ensures 
award mementos are ready for presentation. 

3.  GENERAL PROCEDURES: 
3.1.  Award Categories: 

3.1.1.  Airman (Amn) of the Quarter and Year (E-1 to E-4). 
3.1.2.  NCO of the Quarter and Year (E-5 to E-6). 
3.1.3.  SNCO of the Quarter and Year (E-7 to E-8). 
3.1.4.  First Sergeant of the Year (must be 8F for minimum of 6 months). 
3.1.5.  Company Grade Officer of the Quarter and Year (2d Lt-Capt). 
3.1.6.  Field Grade Officer of the Quarter and Year (Maj - Lt Col).  NOTE:  Squadron and 
Group Deputy Commanders are not eligible to compete for the Field Grade Officer 
Category. 
3.1.7.  Civ Cat I (WAGE) GS1-6; WG1-7; WL1-5; WS1-3; NFI-II; NA1-7; NL1-6; NS1-
3; CY1-3; H1-4; EA1-6; MN1-5;  LN:  U10-5; XX09-05; and XW09-05  of the Quarter 
and Year. 
3.1.8.  Civ Cat II (TECHNICIAN, NON-SUPERVISORY):  GS7-10; WG8-10; WL6-10;  
WS4-8; NFIII; NA8-10; NL7-10; NS4-10; CY4-5; H5-6; EA7-9;  LN:  XX04; XZ07-04 

(u7-4); and U4 in pay plan XU  of the Quarter and Year.   
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3.1.9.  Civ Cat II (SPECIALIST, SUPERVISORY GS7-10; WG8-10; WL6-10; WS4-8;  
NFIII; NA8-10; NL7-10; NS4-10; CY4-5; H5-6; EA7-9;  LN:  XZ03-02; U3-2 in pay plan 
XZ  of the Quarter and Year. 
3.1.10.  Civ Cat III (MANAGER) GS11-13; WS9 and above; NFIV-V; HMI-1A; H7;  LN:  
U1 in pay plan XZ; XY-Q2; XY-Q1 and XY-QZ  of the Quarter and Year. 
3.1.11.  Wyvern Top Performer of the Quarter (E-1 to E-5) 
3.1.2.  Aviano Awards: 

3.1.11.1.  Base Honor Guard Member of the Quarter and Year. 
3.1.11.2.  Base Honor Guard Program Manager of the Year. 
3.1.11.3.  Key Spouse of the Quarter and Year. 
3.1.11.4.  Wyvern Team of the Quarter and Year. 
3.1.11.5.  Dorm of the Quarter. 
3.1.11.6.  Room of the Quarter. 
3.1.11.7.  Note:  “Team Aviano” Awards are not restricted to 31st FW personnel and 
are open to any member of the community who meets award nomination criteria.  This 
includes:  Family Members, 724 AMS, DoDEA, Red Cross, DLA, 601 QM, AFN Det 
8, AFOSI Det 531, DECA, AFFES and 372 TRS Det 24 and any unit stationed on 
Aviano AB.  Organizations not assigned to the 31st FW may submit nominations 
directly to 31st FW/CCCE. 

3.2.  Recognition Periods: 
3.2.1.  1 January through 31 March (1st Quarter). 
3.2.2.  1 April through 30 June (2nd Quarter). 
3.2.3.  1 July through 30 September (3rd Quarter). 
3.2.4.  1 October through 31 December (4th Quarter). 
3.2.5.  1 January through 31 December (Annual). 

3.3.  Eligibility Criteria:  Annual nominees do not need to be a quarterly award winner in 
order to compete for the annual program. 

3.3.1.  Military Eligibility Criteria: 
3.3.1.1.  Nominees will compete in the grade held for the longest period of time of the 
applicable award period (46 days for quarterly and 183 days for annual).  For example, 
if a member has held the grade of TSgt for 7 months of the award period and is then 
promoted to MSgt, member is eligible for the NCO category. 
3.3.1.2.  Nominating commanders will ensure military nominees have a current passing 
PT Test on file and do not have an Unfavorable Information File established or have 
any incidents of a discreditable nature during the award period. 
3.3.1.3.  Deployed members may compete in the 31st FW recognition program IF the 
member was not eligible to compete in the deployed location’s quarterly/annual awards 



AVIANOABI36-2801  1 AUGUST 2024 5 

program.  Note:  Deployed unit “monthly” award/recognition do not render the member 
ineligible for 31st FW quarterly/annual recognition.  The deployed/TDY 
accomplishments must meet the following: 

3.3.1.3.1.  They must have occurred during the award period. 
3.3.1.3.2.  The accomplishment must have been validated with written 
documentation and can be provided at the request of the board president or wing 
leadership. 

3.3.1.4.  No minimum time-on-station requirement for award submission. Members 
who PCS during a specific recognition period may only submit in one location 
(previous station or current station). 

3.3.2.  Civilian Eligibility Criteria: 
3.3.2.1.  Civilian nominees must not have any disciplinary action as defined by DODI 
1400.25 v451 or an unsatisfactory performance appraisal during the award period. 

3.3.3.  Team Eligibility Criteria: 
3.3.3.1.  The Wyvern Team Award is not designed to be a squadron award. 
3.3.3.2.  The Wyvern Team category will consist of a team (3 or more) either within a 
squadron or a team that consists of members from across the Installation or broadly 
assigned units not residing on Aviano.  There is no max to the size of the team, but all 
members nominated must have contributed to a collective effort. 

3.4.  Award Nomination Procedures: 
3.4.1.  Each 31st FW Group Commander and Wing Staff Agencies (WSA) may nominate 
one individual in each award category listed in Paragraph 3.1. 

3.4.1.1.  Nominations for all categories will be prepared on the most current version of 
the AF Form 1206, Nomination for Award, using bullet statements (with the exception 
of the top performer and team award).  Only accomplishments from the current period 
of competition will be used in the nomination. 

3.4.2.  The Honor Guard OIC will submit one nomination for each quarter and annual 
award (see Paragraph 2.4.). 
3.4.3.  Quarterly Awards: 

3.4.3.1.  Submit an electronic copy of the AF Form 1206 & Group representative names 
to the 31st FW/CCCE. 
3.4.3.2.  Nominations must be prepared according to this instruction and received by 
the established suspense date or they will not be considered for competition without 
prior coordination with the 31st FW/CCC. 
3.4.3.3.  Quarterly winners will be notified to have a photo taken at 31st FW Public 
Affairs for base-wide display.  The photo will be head and shoulders 5x7 inch portrait, 
service dress uniform, no hat. 
3.4.3.4.  Nomination guidelines for each category are included as Attachments 
contained in this document. 
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3.4.4.  Annual Awards: 
3.4.4.1.  The 31st FW annual awards are specifically designed to recognize military 
and civilian wing members and to determine nominees for awards such as the 12 OAY, 
USAF First Sergeant of the Year, Honor Guard Member of the Year and Honor Guard 
Program Manager of the Year. 
3.4.4.2.  In an effort to match the wing’s annual awards program to those of HHQs, 
additional guidance and requirements for AMN, NCO, SNCO, First Sergeant, CGO, 
CIV I-IV, HG Member, and Key Spouse of the Year packages will be disseminated 
annually as published and released by HHQ through the 31st FW. 
3.4.4.3.  Acronyms and Abbreviations:  Only common acronyms and abbreviations 
may be used as long as the meaning is clear (TDY, AF, USAFE, etc.), otherwise 
acronyms will not be used. Recommend using acronyms reasonably understood by the 
rank/experience of respective board members. Acronym/abbreviation lists are not 
authorized. 

4.  SELECTION BOARDS AND COMPOSITION: 
4.1.  Wing Award Boards will consist of a virtual scoring period followed by an in-person 
board. 
4.2.  31st FW Groups and WSA will provide names of board members to 31st FW/CCCE, 
see.  Attachment 2 for board composition.  Board members will consist of a representative 

from each Group to include WSA and will participate in the board even if they do 
not submit a nominee for quarterly and annual awards. 

4.3.  Selection Board Responsibilities: 
4.3.1.  Board President: 

4.3.1.1.  Obtains the nomination packages and scoresheet from the 31st FW/CCCE 
4.3.1.2.  Will preside over sessions of their respective boards and provide guidance to 
board members regarding criteria, scoring methods, and other relevant issues in 
accordance with this instruction. 
4.3.1.3.  The board president will review the board members’ rank-ordered scores for 
each nominee, with the highest cumulative-ranked score being the recommended 
selectee.  In the event of a tie, the board president determines the ranking of those 
involved in the tie and will determine the recommended selectee. 
4.3.1.4.  The board president will complete their respective scoresheet and return all 
scoresheets to 31st FW/CCCE by the established suspense date. 

4.3.1.4.1.  Scoresheets will be presented as recommendations to the 31st FW/CC. 
4.3.2.  Board Members: 

4.3.2.1.  Obtain the nomination packages and scoresheet from the board president. 
4.3.2.2.  Board Member scoresheets will be completed/signed and submitted to board 
president no later-than the established suspense.  Note: Board members must not be a 
nominee on any category that member is competing in. 
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5.  HHQ AWARD NOMINATIONS: 
5.1.  Notification of all HHQ award nominations (unless it is an installation specific 
award) will be coordinated through the wing (31st FW/CCCE) prior to submission to the 
applicable HHQs.  Prior to submission to the wing, award packages must be routed through 
both squadron and group leadership. 
5.2.  Functional award package criteria will be based on applicable award criteria and 
specific AFI requirements. 

5.2.1.  The Group with the largest number of personnel assigned in the specific functional 
award AFSC will oversee the nomination process and equitable boarding for that award 
category. 

6.  DORM OF THE QUARTER (DoQ) PROGRAM: 
6.1.  The 31st FW DoQ program is designed to recognize and reward both the best 
dormitory and individual room. 
6.2.  Dormitory of the Quarter will be prepared on the most current version of the AF 
Form1206, Nomination for Award, using narrative format.  Only accomplishments from 
the current period of competition will be used in the nomination. The Unaccompanied Housing 
Superintendent (UHS) with a First Sergeants panel will grade the packages to determine the 
top 3 buildings. 

6.2.1.  Room of the Quarter nominations will be submitted by the dorm council. 
6.2.2.  The room will be inspected by the UHS and the building’s Airmen Dorm Leader 
(ADL) to determine the top 3 rooms. 

6.3.  The UHS will coordinate with 31st FW/CCCE to schedule 31st FW/CC and.  31st 
FW/CCC to evaluate the top 3 buildings and rooms to determine the winner in each category. 

 

TAD D. CLARK 
Brigadier General, USAF 
Commander 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 
AFPD 36-1, Appropriated Funds Civilian Management and Administration 
DAFPD 36-28, Awards Programs 
AFI 33-322, Communication and Information/ Records and Information Governance Program 
AFMAN 36-2806, Awards and Memorialization Program 
DODI 1400.25 v451, Civilian Recognition 

Adopted Forms 
AF Form 1206, Nomination of Award 

Abbreviations and Acronyms (used in instruction) 
AB—Air Base 
AFI—Air Force Instruction 
AFPD—Air Force Policy Directive 
AFMAN—Air Force Manual 
AFRIMS—Air Force Records Information Management 
DV—Distinguished Visitor 
GSU—Geographically Separated Unit 
HHQ—Higher Headquarters 
OIC—Officer in Charge 
OPR—Office of Primary Responsibility 
UIF—Unfavorable Information File 
WSA—Wing Staff Agencies 
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Attachment 2 

COMPOSITION OF 31ST FW QUARTERLY/ANNUAL AWARDS BOARDS 

Table A2.1.  Quarterly Award Board Composition: 

BOARD  PRESIDENT  BOARD MEMBERS  

AMN   Command Chief   1 TSgt or MSgt per Group/WSA   

NCO   Command Chief   1 MSgt or SMSgt per Group/WSA   

SNCO   Command Chief   Group/WSA Senior Enlisted Leader   

CGO  31st FW Deputy Commander  1 FGO per Group/WSA  

FGO   31st FW Deputy Commander   1 Lt Col per Group/WSA   

Civilian CAT I - III   MSG Deputy Director  1 Civilian per Group/WSA   

Key Spouse   Command Chief   First Sergeant per Group/WSA   

Honor Guard Member   MSG SEL or FSS SEL   1 Sq SEL per Group/WSA   

Team   Command Chief   Group/WSA Senior Enlisted Leader   

Wyvern Top Performer   Command Chief   Group/WSA Senior Enlisted Leader   

Table A2.2.  Annual Award Board Composition (in addition to quarterly categories): 

BOARD   PRESIDENT  BOARD MEMBERS  

First Sergeant   Command Chief   Group/WSA Senior Enlisted Leader   

Honor Guard Program Manager   MSG SEL/FSS SEL   Sq SEL   
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Attachment 3 

SCORING PROCEDURES FOR SELECTION BOARDS 

A3.1.  The board president will provide guidance to board members regarding selection 
criteria, scoring, validation of packages and other relevant issues. 
A3.2.  Each board member will score the AF Form 1206s. 
A3.3.  Scoring of packages will be based on the “complete picture” the 1206 paints on overall 
leadership, scope, significance, adaptability, problem solving, effectiveness and overall 
innovation. 

A3.3.1.  When scoring packages, consider each individual performance statement as well as 
the package in its entirety. If one performance statement portrays a uniquely exceptional 
accomplishment, that should be given equal consideration in the final score of the package 
even if all other performance statements are not as strong. 

A3.4.  Board members will rank order packages to determine a nominee to be submitted to 
the 31st FW/CC.  The board president will use his/her rank order to break any ties. 
A3.5.  The board president will annotate each board member’s ranking of the nominees on 
their score sheet.  A discussion among all board members is permitted for ties and significant 
deviations in grading; however, the board president will have the final decision. 
A3.6.  Each board member must sign their individual score sheet.  The board president must 
sign their respective score sheet indicating verification of board results and send to 31st 
FW/CCCE.  Board members will not discuss or disclose results of the board outside the selection 
boardroom. 
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Attachment 4 

SAMPLE AF FORM 1206 

Figure A4.1.  Military Categories (Quarter) Part 1. 
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Figure A4.2.  MILITARY CATEGORIES (QUARTER) Part 2. 
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Figure A4.3.  CIVILIAN CATEGORIES (QUARTER) Part 1. 
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Figure A4.4.  CIVILIAN CATEGORIES (QUARTER) Part 2. 
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Figure A4.5.  HONOR GUARD CATEGORY (QUARTER) Part 1. 
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Figure A4.6.  HONOR GUARD CATEGORY (QUARTER) Part 2. 
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Figure A4.7.  KEY SPOUSE CATEGORY (QUARTER) Part 1. 
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Figure A4.8.  KEY SPOUSE CATEGORY (QUARTER) Part 2. 
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Figure A4.9.  WYVERN TEAM (QUARTER) Part 1. 
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Figure A4.10.  WYVERN TEAM (QUARTER) Part 2. 
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Figure A4.11.  TOP PERFORMER CATEGORY (QUARTER) Part 1. 
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Figure A4.12.  TOP PERFORMER CATEGORY (QUARTER) Part 2. 
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Attachment 5 

2024 WING QUARTERLY AND ANNUAL AWARD TIMELINES 

Table A5.1.  First Quarter Awards Jan – Mar 24: 

Board Member Names & Nomination Packages due to 31 FW/CCCE  12 April 2024  

31 FW Review Boards   15-19 April 
2024  

31 FW Winners due to 31 FW/CCCE  19 April 2024  

Quarterly Awards Ceremony (Location TBD)  26 April 2024  

Table A5.2.  Second Quarter Awards Apr – Jun 24: 

Board Member Names & Nomination Packages due to 31 FW/CCCE   12 July 2024  

31 FW Review Boards   15-19 July 2024  

31 FW Winners due to 31 FW/CCCE  19 July 2024  

Quarterly Awards Ceremony (Location TBD)   26 July 2024  

Table A5.3.  Third Quarter Awards Jul – Sep 24: 

Board Member Names & Nomination Packages due to 31 FW/CCCE   10 October 2024   

31 FW Review Boards   15-18 October 2024  

31 FW Winners due to 31 FW/CCCE  18 October 2024   

Quarterly Awards Ceremony (Location TBD)   25 October 2024   

Table A5.4.  Fourth Quarter Awards Oct – Dec 24: 

Board Member Names & Nomination Packages due to 31 FW/CCCE   17 January 2025  

31 FW Review Boards   21-24 January 2025  

31 FW Winners due to 31 FW/CCCE  24 January 2025  

Quarterly Awards Ceremony (Location TBD)   31 January 2025  

Table A5.5.  [2024 Annual Awards Jan – Dec 2024: 

Board Member Names & Nomination Packages due to 31 FW/CCCE   7 February 2025  

31 FW Review Boards   10-14 February 2025  
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31 FW Winners due to 31 FW/CCCE  14 February 2025  

Annual Awards Ceremony (Location TBD)  7 March 2025  
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