BY ORDER OF THE COMMANDER					   AFFTC INSTRUCTION  36-5


HQ Air Force Flight Test Center (AFMC)


Edwards Air Force Base CA  93524							      18 July 1997


�





Personnel





AWARDS PROGRAM FOR OUTSTANDING MILITARY PERSONNEL





SUMMARY OF CHANGES:  This instruction has been changed in its entirety, to include the addition of awards for Company Grade Officers.





1.  PURPOSE OF AWARDS:  This program recognizes and rewards members for outstanding performance, both on and off duty. Quarterly awards are given for the period of January through March, April through June, July through September, and October through December. Annual awards are given for the  period of 1 January through 31 December. First Sergeants will compete on an annual basis only.





2.  AWARD CATEGORIES:





2.1.  Company Grade Officer (CGO):  Members in the grades second lieutenant through captain.


 


2.2.  First Sergeant:  Personnel assigned the duty AFSC 8F000 in grades master sergeant through chief master sergeant. 





2.3.  Senior Noncommissioned Officer (SNCO):  Members in grades master sergeant through chief master sergeant.





2.4.  Noncommissioned Officer (NCO):  Members in grades sergeant through technical sergeant.





2.5.  Airman (AMN):  Members in grades airman basic through senior airman.





3.  BASIC QUALIFICATIONS:





3.1.  Annual Awards:


3.1.1.  All members are eligible to participate in the Annual Awards Program with the exception of personnel affiliated with a MAJCOM other than AFMC and tenant units who are eligible to participate in their parent unit’s annual awards program. They must:


3.1.2.  Enlisted personnel:


3.1.2.1.  Have sufficient retainability to represent the Air Force Flight Test Center at Wright Patterson AFB (AFMC) Outstanding Airmen of the Year (OAY) Program to be held the first week in April (See AFI 36-2805, para 3.5.3, Special Trophies and Awards)


3.1.2. 2.  Sign a statement of intent that nominee has not applied for or been accepted for any program leading to a commission either during the period or the one-year period following induction as a 12 OAY. (See AFI 36-2805, para 3.5.4.).


�
3.1.3.  Not have been convicted by court-martial or punished pursuant to UCMJ, Article 15, during the year preceding the award period.


3.1.4.  Not have a current Unfavorable Information File (UIF) or a UIF during the calendar year of the nomination.


3.1.5.  Be on active duty.


3.1.6.  Be considered in the category of competition for the grade they held for the majority of the award period.


3.1.7.  Have an Air Force specialty skill level commensurate with grade level or have demonstrated outstanding performance in an approved retraining program.


3.1.8. Not be entered in Phase I of the Weight Management Program.





3.2.  Quarterly Awards:


3.2.1.  All members, regardless of MAJCOM affiliation, are eligible to participate in the Quarterly Awards Program.  They must: 


3.2.2.  Meet criteria outlined under 3.1.4 through 3.1.8.





4.  PROGRAM RESPONSIBILITIES:





4.1.  AFFTC Senior Enlisted Advisor (AFFTC/CCC) will:


4.1.1.  Ensure an appropriate ceremony is conducted for quarterly and annual awards at the Air Force Flight Test Center.


4.1.1.1.  Notify AFFTC/CV of ceremony schedule.


4.1.1.2.  Notify 95 ABW/SV of ceremony schedule.


4.1.2.  Notify sponsors and appropriate base activities of the scheduled ceremony and provide names of selectees when appropriate.


4.1.3.  Schedule photographic support for awards presentation ceremonies.


4.1.4.  Procure plaques and certificates for presentation to selectees at the awards ceremonies.


4.1.5.  After award ceremony:


4.1.5.1.  Provide AFFTC/PA and the Military Affairs Committee of the Lancaster Chamber of Commerce name, rank, organization and office of the winners for publication.


4.1.5.2.  Distribute ceremony photographs and maintain photographic displays of winners at appropriate locations.





4.2.  Awards and Decorations (95 MSS/DPMPE) will:


4.2.1.  Submit nomination request for publication in the AFFTC Bulletin and schedule board locations.


4.2.2.  Review nomination packages to ensure compliance with regulation.


4.2.3.  Prepare nomination review packages for board members.


4.2.4.  Task and brief board members and act as recorder for all boards.


4.2.5.  Prepare minutes of each board for signature by the chairperson within two working days of completion.


4.2.6.  Ensure the quarterly nominees and board members are scheduled to attend the presentation ceremony conducted the last Thursday of the month following the end of the quarter. If the last Thursday is a non-duty day, the ceremony will be held the previous duty day or as specified.


4.2.7.  Ensure nominees are scheduled to attend the Annual awards ceremony as requested, held approximately mid February.


�
4.2.8.  Provide AFFTC/CV and AFFTC/CCC with the following information NLT 1 workday after boards are completed:  


4.2.8.1.  Complete name and rank of nominees and board members.


4.2.8.2.  Names of winners.


4.2.8.3.  AF Form 1206, Nomination for Award, on each winner.





4.3.  Unit Commanders.  Commanders will establish a recognition program to allow all eligible members to take part in the AFFTC Awards Program and recognize individuals at an appropriate ceremony.





4.4.  Public Affairs Office.  AFFTC/PA will handle all media coverage associated with the program.





5.  NOMINATION PROCEDURES:





5.1.  Enlisted Quarterly Awards: The following quotas per category are allocated on total enlisted population assigned:  95 MG-1, 95 LG-1, 95 CEG-1, 95 SPTG-2, 412 OG-1, 412 LG-5, and 412 TG-1. Tenant units may submit one nominee. Each group commander will submit their nomination for each category to 95 MSS/DPMPE by noon the first Friday in January, April, July, and October. Use the format in Attachment 1, (Nomination Letter) and Attachment 2, (AF Form 1206) submitted in original and five copies.





5.2.  Company Grade Officer Quarterly Awards:  The following quotas are allocated on total company grade officers assigned:  HQ AFFTC-1, 412 TW-5, 95 ABW-3, 31 TES-1, Phillips Lab-1. All other tenant units may submit one nominee per tenant to AFFTC/CV for selection to the AFFTC board.


 


5.3.  Annual Awards:  (For enlisted members only) Use format prescribed in Attachment 1 and include statements of intent shown in Attachment 3. Date for submission will be determined by AFFTC/CCC, normally the last week in January.





6.  AWARD CRITERIA:





6.1.  Quarterly Awards:  Unit commanders are responsible for ensuring that nomination packages meet all requirements to include a review of their Personnel Information File. Review all performance reports for annual recognition. Since nominees are representatives of the Air Force, they must also stand the test of a “whole life/whole career” scrutiny, although the observation period for the award is one quarter. Nominations that are not prepared according to this regulation will be returned for correction. Packages not returned to 95 MSS/DPMPE or received after the deadline will not be considered.





6.1.1.  A write-up limited to one, single-spaced typewritten page, using the AF Form 1206. Nominations should include specific facts and examples showing that the individuals are exceptional. Achievements should distinguish the individual from their peers. Nominations must include the following areas citing examples that occurred during the period of the award.


6.1.1.1.  LEADERSHIP AND JOB PERFOR- MANCE IN PRIMARY DUTY.


6.1.1.2.  SIGNIFICANT SELF-IMPROVEMENT


6.1.1.3.  LEADERSHIP QUALITIES (SOCIAL, CULTURAL, AND RELIGIOUS ACTIVITIES)


6.1.1.4.  OTHER ACCOMPLISHMENTS


6.1.1.5.  ARTICULATE AND POSITIVE REPRESENTATIVE OF THE AIR FORCE. (See AFI 36-2805 para 3.5.6.2).





6.2.  Annual Awards:  Limit the write-up to current calendar year accomplishments on two single-spaced 


typewritten pages using the AF Form 1206. Use the lead-off subjects shown in subparagraphs 6.1.1.1. through 6.1.1.5.





7.  SELECTION BOARDS:





7.1.  AFFTC Selection Boards will consist of:


7.1.1.  Company Grade Officer Board.  Comprised of three to five field grade officers with AFFTC/CV as the primary chairperson, with 412 TW/CV, 95 ABW/CV or AFFTC staff O-6 as an alternate chairperson.


7.1.2.  Senior NCO Board. Comprised of five members in the grades of chief master sergeant or senior master sergeant (chief selectee) from both host and tenant units, but chaired by the senior member. First Sergeant board will use this same criteria. (NOTE:  If a chief master sergeant is meeting the board, the board president will be senior to the nominee.)


7.1.3.  NCO Board.  Comprised of five members from both host and tenant units; four in the grade of master sergeant or senior master sergeant and chaired by a chief master sergeant.


7.1.4.  Airman Board.  Composed of five members from both host and tenant units; four in the grades of staff sergeant through technical sergeant and chaired by a chief master sergeant.





7.2.  Questions for the board will be the responsibility of the Board President. All questions should be opinion type questions, designed to evaluate nominees communication skills. Nominees will be evaluated on their ability to formulate an opinion, express the basis for an opinion, and ability to present their opinion.





7.3.  Board members will wear the service dress uniform.





7.4.  Each board president will assign their board members a topic question to be used at the selection board. Questions should be designed to elicit opinion on important issues allowing the nominee to organize thoughts quickly and demonstrate both their thought process and communicative skills.





8.  BOARD PROCEDURES:





8.1.  Board will normally convene on Thursday (airman, NCO), and Friday (senior NCO, CGO), during the second week of April, July, October, and January. If the day the board is to convene is a non-duty day (i.e., holiday, etc.) the board will be held the previous day or as specified. In the event of exercise/alerts, boards will be rescheduled as required.





8.2.  Nominees will meet their respective board on the day and time specified. All nominees will report 15 minutes before their board time. Uniform for nominees will be service dress.





8.3.  The board will evaluate, interview, and score  each nominee as indicated on Attachment 4, Scoring Sheet. After the board totals the score of each nominee, each nominee will be given a rank order score from one to the number of nominees, with one being the lowest. Then each board member will rank them in order. Once the board adds all scores the highest score will be the winner. See attachment 5 for example. (Note:  Board president is a nonvoting member except in case of ties).





8.4.  If a nominee is unavailable, through no fault of his/her own, because of TDY, emergency leave, hospitalization, etc., during the time the respective board meets, the board will conduct a records only board in order to give all nominees equal opportunity for selection.





8.5.  All selection board documentation will be returned to 95 MSS/DPMPE for file.





9.  AWARDS CEREMONY:





9.1.  A ceremony will be arranged to recognize all nominees and will be the occasion for announcement of the winners.





9.2.  All nominees will wear the service dress uniform and report to designated location one hour prior to award ceremony.





�
9.3.  Quarterly  Awards Ceremony will be on the last Thursday of the month following the end of the quarter. If the last Thursday is a non-duty day, the ceremony  will be held the previous duty day, or as specified. Annual Awards Ceremony date will be determined by AFFTC/CCC, to be held mid February.





10.  AWARD BENEFITS:





10.1.  Each winner will receive an engraved plaque or trophy, special recognition, and awards from various participating base activities and the local community.





10.2.  Publicity:  The unit public affairs representatives will assist selectees in preparing DD Form 2266, Information for Hometown News Release, for AFFTC/PA release to the Hometown New Center and local media.








�









	





	RICHARD L. ENGEL, Major General, USAF


							Commander 








Attachments:


1.  Sample Nomination Letter


2.  AF Form 1206


3.  Statement of Intent


4.  Scoring Sheet


5.  Board Instruction Score Sheet�
�
�
SAMPLE NOMINATION LETTER


APPROPRIATE LETTERHEAD STATIONARY








MEMORANDUM FOR 95 MSS/DPMPE





FROM:  UNIT/CC





SUBJECT:  Air Force Flight Test Center Outstanding Airman/NCO/Senior NCO/CGO of the Quarter/Year





(Grade and full name) is nominated for subject award.  Individual meets the qualification criteria outlined in AFFTCI 36-5.














	(Signature of Commander)








Attachments:


1.  AF Form 1206


2.  Statement of Intent











�
AF FORM 1206 � EMBED FormFlowFiller  ���








�
SAMPLE STATEMENT OF INTENT


APPROPRIATE LEETERHEAD








MEMORANDUM FOR 95 MSS/DPMPE





FROM:  (INDIVIDUAL)





SUBJECT:  Statement of Intent








1.  If selected as the Air Force Flight Test Center’s nominee for Air Force Material Command 12 Outstanding Airman of the Year (OAY), I will be on station through 30 March 199-(the year succeeding the award).  If selected as one of the 12 OAY, I also agree to maintain retainability for OAY’s tenure of 12 months beginning 1 September-(the year succeeding the award).





2.  I have not applied for a commissioning program, and if selected as one of the 12 OAY, will not apply for a commissioning program at any time during my tenure.  To the best of my knowledge, the facts provided in this nomination are truthful.























	(Signature of Nominee)


	SSN





�
�
AFFTC AMN/NCO/SNCO/CGO OF THE QUARTER/YEAR SCORE SHEET











NOMINEE:  _________________________________________________________________________________


                              Grade                          Name                                                                           Unit





BOARD MEMBER:  ___________________________________________________________________________


                                           Grade                     Name








1.  AF Form 1206 - Nomination of Award - (75 Points Maximum)





	a.  Leadership and Job Performance in Primary Duty				Score:  ________


	     (0-30 Points)





	b.  Significant Self-Improvement							Score:  ________


	     (0-10 Points)





	c.  Leadership Qualities (Social, Cultural, and Religious Activities)		Score:  ________


	     (0-10 Points)





	d.  Other Accomplishments							Score:  ________


	     (0-10 Points)


	


	e.  Articulate and Positive Representative for the Air Force			Score:  ________


	    (0-10 Points)





									    	           TOTAL: ________








2.  Board Proceedings (25 Points Maximum - per board member):  Score on Personal Appearance, Military Bearing, and Communication Skills.  This section can be scored in half point increments.





	a.  Personal Appearance								Score:  ________


	     (0-10 Points)


	


	b.  Communication Skills							Score:  ________


	     (0-10 Points)


	


	c.  Military Bearing and Behavior						Score:  ________


	     (0-10 Points)	





	





										           TOTAL: ________





		    					 TOTAL NOMINATION OF AWARD:  ________





								         TOTAL BOARD SCORE:   _______





	            	              GRAND TOTAL (NOMINATION OF AWARD AND BOARD SCORE):  ________


�
BOARD INSTRUCTION SCORE SHEET





This new scoring system is to be used by Company Grade Officers as well as enlisted members.  Examples below are shown in this case using enlisted information but will be same for CGO’s.  Each board member should score each nominee package using the normal 100 point scale.  After scoring is complete, each board member should rank order the nominee packages, assigning a value based on the nominee’s position in the rank order.  For instance, if there are 5 nominees, each board member will assign a score 1 through 5, 5 being the highest and 1 the lowest, based on the position in the rank order.  This value is them added with other board member’s scores to calculate the winner.  For example:





METHOD OF SCORING


BOARD MBR 1    BOARD MBR 2    BOARD MBR 3    BOARD MBR 4     TOTAL





NCO#1		4		          1			5		3		13


NCO#2		3		          4			3		4		14


NCO#3		5		          5			4		2		16


NCO#4		1		          3			2		1		7


NCO#5		2		          2			1		5		10





NOTE:  In instances where there are tie scores, the board member must determine which is the better package and assign the higher value to the better package.  Therfore, all of the values will be assigned to a package, even if the scoring of packages produces a tie.  This method reduces the chance of one board member dramatically influencing the scoring by using extremely high or low scoring methods, for example:





	PAST METHOD


BOARD MBR 1    BOARD MBR 2    BOARD MBR 3    BOARD MBR 4      TOTAL





NCO#1		62		         55			53		49		219


NCO#2		60		         56			51		51		218


NCO#3		63		         58			52		45		218


NCO#4		58		         55			50		49		212


NCO#5		59		         54			49		64		226





Notice in this example how the individual who was the 1st choice of two board members and second choice of a third board member (1 point away from first choice), is not your clear leader going into the board, in fact, they are 8 points away from the leader.  The new scoring system prevents one board member from unintentionally influencing the board’s decision.
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