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This publication implements and extends the guidance of DAFI 36-2502, Enlisted Airman 

Promotion/Demotion Program, and applies to all units and tenants on Offutt. It establishes 

SrA BTZ administrative procedures for the Central Base Board (CBB). It applies to all United 

States Air Force (USAF) and United States Space Force (USSF) units that have personnel under 

the promotion authority of the 55th Force Support Squadron (FSS). This publication does not apply 

to Air Force Reserve Command (AFRC) Units. This publication does not apply to the Air National 

Guard (ANG). Ensure that all records created because of processes prescribed in this publication 

are maintained 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). Contact supporting records managers as required. This publication requires the 

collection and or maintenance of information protected by the Privacy Act (PA) of 1974 authorized 

by Department of Defense Instruction (DoDI) 5400.11 DoD Privacy and Civil Liberties Programs. 

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. 

 

 

 

 

 

http://www.e-publishing.af.mil/
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SUMMARY OF CHANGES  

 

This document has been revised substantially and must be completely reviewed. Major changes 

include new processes for nominating members from small units to the Central Base Board, 

changes to the CBB composition and facilitation, changes to nominee package rankings, and 

board adjournment procedures. 
 

2.4.2.1.1. Small Unit to Central Base Board (CBB) Nominations. 

 

2.4.2.1.1.1. Unit Commanders must obtain recommendations from supervisors and should review 

pertinent records (i.e., career brief, personnel file, PRDA record, etc.). Only individuals from the 

BTZ-eligible roster will be nominated to meet the CBB. Nomination packages are due to Military 

Personnel Flight on the suspense date they provide. 

 

2.4.2.1.1.2. Commanders nominating more than one individual to the CBB may include 

stratification among those nominated. Example:  If 55 FSS has five eligible members and of 

those five, the commander chooses to push three; those three may be stratified as number one, 

two or three. 

 

2.4.2.1.1.3. Nomination packages will include the following materials: AF Form 1206 (in 

accordance with section 2.4.2.1.1.4.) and nominee’s SURF. Including decorations filed in the 

nominated member’s Personnel Records Display Application (PRDA) is optional. Air Medals 

and Aerial Achievement Medals will not be included in the nomination package. Nominee’s 

physical fitness report will not be included. It is the responsibility of the nominating unit to 

ensure only members with current and satisfactory physical fitness scores are nominated to the 

CBB.  

 

2.4.2.1.1.4. Unit commanders nominating Airmen to the CBB will submit an AF Form 1206, 

Nomination for Award in Performance Statement format, limited to no more than 15 lines (See 

Attachment 2). Any content beyond 15 lines will not be evaluated for boarding. Performance 

Statements will be in the form of standalone sentences and must clearly and descriptively convey 

both the action and the result or impact of the individual’s accomplishment/achievement. Include 

specific facts, achievements, and examples showing the individual is exceptional. Nominators 

should utilize Airman Leadership Qualities as outlined in the AF Form 724-A to highlight how 

the airman performed and led their peers.  

 

2.4.2.1.2. Central Base Board (CBB) Composition. The board will consist of the Board 

President (55th Wing Command Chief Master Sergeant or designated representative) and 

designated board members. Unless otherwise provided for, the designated board members will be 

limited to Group-level Senior Enlisted Leaders (and the equivalent position for Wing Staff 

Agencies) for those units nominating an individual for consideration. In coordination with the 

Board President, Military Personnel Flight will notify each board member of the convening date 

and time of the CBB. 

 

2.4.2.1.3. Central Base Board (CBB) Method. When face-to-face boarding is not directed by 

the Board President, instructions will be provided in accordance with section 2.4.2.1.4.2 below. 
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2.4.2.1.4. Central Base Board (CBB) Selection Process. Every board member will receive 

access to all nominee packages approximately two weeks prior to the CBB.  

2.4.2.1.4.1. Face-to-Face Board.  

  

2.4.2.1.4.1.1. In the event a face-to-face board is directed, the CBB President will determine the 

format and timeline of the boarding process and will coordinate these determinations with the 

Military Personnel Flight (MPF). Upon coordination, the MPF will disseminate finalized 

boarding instructions to nominees and finalized boarding expectations and timelines to board 

members. These notifications will occur in a manner that allows sufficient time for nominees to 

appropriately prepare for the board.  

 

2.4.2.1.4.2. Records-Only Board. 

 

2.4.2.1.4.2.1. In the event of a records-only board, board members will stratify nominated 

packages in merit order, from #1-N (strongest package receives #1 placement). Rankings from 

all involved board members will then be summed into a final ranked score respective to each 

nominee. The nominee with the lowest summed score will receive the first select spot, and so on 

accordingly. 

2.4.2.1.4.2.2. In the event of a tie, the Board President will be the tie breaker and must resolve 

ties for selects and alternates. Ties for other than selects or alternates will not have to be 

resolved. "Alternates" are identified as nominees who were not selected but may potentially 

receive future selection in the event a same-cycle select fails to maintain BTZ eligibility until 

they are promoted. 

 

2.4.2.1.5. Central Base Board Selectee Approval and Notification. 

 

2.4.2.1.5.1. The CBB will not adjourn until a final ranked order of nominees has been confirmed 

by the board president. This recommendation for a final ranked order will then be presented by 

the 55th Wing Command Chief to the 55th Wing Commander for review and approval.   

2.4.2.1.5.2. Results of the CBB will not be released until the 55th Wing Commander approves 

the list of selects and alternates (See Attachment 3). Military Personnel Flight will then release 

the results of the CBB to all involved nominees’ Group Commanders, Unit Commanders, Group 

Senior Enlisted Leaders, Unit Senior Enlisted Leaders, and Unit First Sergeants. The release of 

CBB results will not be contingent on the completion of large unit boards.  
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2.4.2.1.5.3. Unit Commanders will notify their respective nominees of their final select/non-

select/alternate status, and their rank effective date, if applicable. Additionally, Unit 

Commanders will ensure the continued eligibility of their selectees until the effective date of 

promotion. If a selectee fails to maintain eligibility as determined by the Unit Commander or 

higher authority based on judicial, non-judicial, administrative, fitness, or other considerations, 

the Unit Commanders will ensure the Military Personnel Flight (MPF) is notified. Upon 

notification of selectee disqualification, the MPF will enact procedures to promote the next 

alternate selectee and make appropriate corrections to the ineligible member’s record. 

 

 

 

 

       MARK D. HOWARD, Colonel, USAF 

       Commander 
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Attachment 1 

 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

 

References 

DAFI 36-2502, Enlisted Airman Promotion and Demotion Programs, 16 April 2021  

AFMAN 33-363, Management of Records, 01 March 2008 

AF Form 724-A, Airmen Comprehensive Assessment Addendum, 30 June 2014 

 

Prescribed Forms 

None 

 

Adopted Forms 

AF Form 1206, Nomination for Award 

 

Abbreviations and Acronyms 

AF - Air Force 

AFB - Air Force Base 

BTZ - Below the Zone  

CBB - Central Base Board  

CC - Commander 

DAFI - Department of the Air Force Instruction  

FSMPD - Military Personnel Flight, Career Development 

FSS - Force Support Squadron 

IAW - In Accordance With 

IMT - Information Management Tool 

PRDA - Personnel Records Display Application 
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Attachment 2 

 

SAMPLE BTZ AF FORM 1206 

 

Figure A2.1. AF IMT 1206, Sample Nomination for Below-the-Zone Promotion 
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ATTACHMENT 3 

 

SRA BTZ PROMOTION CENTRAL BASE BOARD MINUTES 

 

Figure A3.1. SrA Below-the-Zone Promotion Board Minutes Template 
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