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This instruction implements AFPD 36-28, Awards and Decorations, and AFI 36-2805, Special Trophies
and Awards, and establishes the Airman/NCO/Senior NCO of the Quarter and Year program for Malm-
strom Air Force Base (MAFB). The purpose of this program is to foster a competitive spirit in unit oper-
ations, enhance individual efforts to better manage the unit, develop esprit de corps, and recognize
outstanding SNCOs, NCOs, and airmen. It assigns responsibility, prescribes procedures for its operation,
and provides selection criteria. It applies to all active duty Air Force personnel assigned to the 341st Space
Wing and subordinate units, and personnel assigned or attached to, or supported by, Malmstrom AFB.
Records created as a result of prescribed processes in this publication are maintained in accordance with
AFMAN 37-123, Management of Records and disposed of as indicated in the Records Disposition Sched-
ule available in WebRIMS. This instruction requires maintaining information subject to the Privacy Act
of 1974, authorized by Title 10 U.S.C., Section 857. System of Records Notice F900 AF MP A, Awards
and Decorations, applies. 

SUMMARY OF REVISIONS

This document is substantially revised and must be completely reviewed. 

This revision explains how package boards will be accomplished; provides new explanation/requirements
for utilization of AF IMT 1206 for quarterly submissions and annual submissions, and sets standard sub-
mission times for packages. It also sets rank requirements for board members and establishes a point sys-
tem for scoring the packages. 

1.  Quarterly Awards Program  

1.1.  General Policies.  

http://www.e-publishing.af.mil


2 341SWI36-2801   18 AUGUST 2004

1.1.1.  All personnel are eligible except those who are currently under nonjudicial punishment, an
unfavorable information file, control roster action, poor fitness standards, or similar action. Quar-
terly nominees will compete in the category commensurate with their grade at the end of each
quarter. Individuals who received prior recognition as a quarterly award winner are ineligible to
compete for “back-to-back” quarterly awards in the same category. 

1.1.2.  Competition periods are Jan - Mar, Apr - Jun, Jul - Sep, and Oct - Dec. 

1.1.3.  Each group commander, wing staff, and tenant unit may submit one nominee for each cate-
gory. 

1.1.4.  The following are eligible for each category and must be the appropriate rank during the
time of the quarterly award period: 

1.1.5.  All boards will be package review only. 

1.2.  Nomination Packages.  

1.2.1.  Nomination packages will be submitted to the 341 SW/CCC not later than close of business
according to the below schedule (NO EXCEPTIONS): 

(NOTE: board location will be determined by 341 SW/CCC) 

1.2.2.  The nomination package will include an AF IMT 1206 (see Attachment 1) limited to one
page and a nomination worksheet (see Attachment 3). Categories for nominations: Leadership
and Job Performance in Primary Duty (15 lines max); Significant Self-Improvement (7 lines
max); and Base or Community Involvement (7 lines max). Only address items that occurred dur-
ing the period covered. 

1.3.  Evaluation Process. Board composition will be: 

OG MXG MSG SFG MDG 819 RHS WG STAFF 

Airman NCO SNCO 
AB-SrA SSgt-TSgt MSgt-SMSgt 

AWARD PERIOD PACKAGES DUE TO WG BOARD DATE 
Jan - Mar  2nd Thurs in Apr 3rd Wed in Apr 
Apr - Jun  2nd Thurs in Jul 3rd Wed in Jul 
Jul - Sep  2nd Thurs in Oct 3rd Wed in Oct 
Oct - Dec  1st Thurs in Jan 2nd Wed in Jan 

Airman NCO SNCO 
SNCO - President 

Plus 4 NCOs 

SNCO - President 

Plus 4 SNCOs 

CMSgt - President 

Plus 4 CMSgts 
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1.4.  Scoring Process. Total points for the narrative process will be 20. Nominees will be given scores
as follows (see Attachment 4): 

Narrative Process Entire Package: 1-20 

 Leadership and Job Performance in Primary Duty  (10 points total) 

 Significant Self-Improvement  (5 points total) 

 Base or Community Involvement  (5 points total) 

1.4.1.  Each board member will individually evaluate each nominee and determine a total score for
the entire package. 

1.4.2.  Board members are authorized to utilize half-point scoring. 

1.4.3.  The board president is a non-voting member. He/she will break all ties. 

1.4.4.  The board president and board members will meet in the wing conference room at 0800 on
the board date for discussion of packages. The board president will total each board member's
score on each nominee and provide all packages to the 341 SW/CCC. 

1.5.  Announcement of Quarterly Winners.  

1.5.1.  Recognition ceremonies will be held approximately 9 days after the wing board (on a Fri-
day) in Apr, Jul, Oct, and Jan or as determined by the 341 SW/CCC to adjust for conflicting cir-
cumstances. 

1.5.2.  All nominees for each category will be featured in the base newspaper. Additionally, the
Base Visual Information Center will take a color photo of each quarterly winner. The photo will be
a 5 x 7 head and shoulders format. Winners will be in service dress uniform. 

2.  Annual Awards Program.  

2.1.  All personnel are eligible except those who have been subject to nonjudicial punishment, an
unfavorable information file, control roster action, poor fitness standards, or similar action during the
previous calendar year. Individuals who received prior recognition as a quarterly award winner are
ineligible to compete for “back-to-back” quarterly awards in the same category. If a nominee is pro-
moted sometime during the year, they will compete for annual honors in the grade category they held
for the majority of the competition period. 

2.1.1.  Competition periods are Jan 1 - Dec 31. 

2.1.2.  Each group, wing staff, and tenant unit may submit one nominee for each category, as out-
lined in paragraph 1.1.4. 

2.1.3.  Each group may submit First Sergeant of the Year packages directly to the 341 SW/CCC. 

2.1.4.  The following are eligible for each category: 

2.1.5.  All boards will be package review only. 

Airman NCO SNCO First Sergeant 
AB - SrA SSgt - TSgt MSgt - SMSgt  MSgt - SMSgt 
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2.2.  Nomination Packages. (NOTE: Refer to AFI 36-2805 for specific guidance not stated here). 

2.2.1.  Nomination packages will be submitted to the 341 SW/CCC by the fourth Thursday in
January following the year of award. 

2.2.2.  Attachment 2 will be used for all annual packages. Entries will address only items that
occurred during the period covered. 

2.2.3.  The nomination package will include an AF IMT 1206, limited to one page (include disk)
and a nomination worksheet (see Attachment 3). A biography (see Attachment 4), Letter of
Intent Statement (see Attachment 5), and a Personnel Records Review RIP (6-page RIP) will be
required for wing winners being submitted to 20 AF for 12 OAY competition. 

2.3.  Evaluation Process: Same as paragraph 1.3. 

2.4.  Scoring Process: Same as paragraph 1.4., with the exception that the 341 SW/CCC will always
be the board president of the annual awards board. All board members and the president will meet at
0800 on the board date in the wing conference room for package discussion. The president will total
the scores from all board members. 

2.5.  Schedule and Location of Boards:  

2.5.1.  Nomination packages for annual awards (to include First Sergeant of the Year packages)
will be submitted to the 341 SW/CCC not later than close of business according to the below
schedule (NO EXCEPTIONS): 

(NOTE: Board location will be determined by 341 SW/CCC) 

2.6.  Announcement of Winners. The annual award winners will be recognized at the Annual
Awards Banquet on the third Thursday in February, or as determined by the 341 SW/CCC to adjust for
conflicting circumstances. 

2.7.  Twelve Outstanding Airmen of the Year/First Sergeant Program. The winners of the annual
boards will be the nominees for this program. If for some reason the annual award winner cannot ful-
fill the requirements as stated in the Letter of Intent or is from the 819 RHS, the runner-up will be the
nominee. 

2.8.  Display of Photographs. The Base Visual Information Service Center will take a color photo of
each annual winner. The photo will be an 8 x 10 head and shoulders format for display in the head-
quarters building. 

2.9.  Forms Adopted. This instruction adopts AF IMT 1206, Nomination For Award. 

EVERETT H. THOMAS,  Colonel, USAF 
Commander 

AWARD PERIOD PACKAGES DUE TO WG BOARD DATE 
Jan - Dec  3rd Thurs of Jan 1st Wed of Feb 
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Attachment 1    
 

AF FORM 1206 (QUARTERLY SUBMISSION) 

Figure A1.1.  Example of Quarterly Submission Form. 
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Attachment 2    
 

AF FORM 1206 (ANNUAL SUBMISSION) 

Figure A2.1.  Annual Submission Form Example. 



341SWI36-2801   18 AUGUST 2004 7

Attachment 3    
 

WING NOMINATION WORKSHEET (FOR AIRMAN/NCO/SENIOR NCO OF THE 
QUARTER/YEAR) 

TYPE OF AWARD: ____________________________________________________________ 

FULL NAME: ______________________________________________ RANK: __________ 

SSAN: __________________________ 

SQUADRON/UNIT: ____________________________________________________________ 

HOME ADDRESS: ____________________________________________________________ 

        _____________________________________________________________ 

TIME IN SERVICE: ________________ HOMETOWN: _____________________________ 

DATE ARRIVED MALMSTROM: ___________________ 

GUEST NAME & RELATIONSHIP: ___________________________________________ 

PARENT’S FULL NAME & ADDRESS: ___________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Attachment 4    
 

SAMPLE BIOGRAPHY 

AIRMAN FIRST CLASS JANE DOE 

111-22-3333 

AFSC: 3A051, INFORMATION MANAGEMENT SPECIALIST 

Airman First Class Jane Doe is an Information management Specialist assigned to the 341st Space Wing 
Command Section, Malmstrom Air Force Base, Montana. Airman Doe was born on July 4, 1979, in El 
Paso TX. She attended Irvin High School and was active in the marching band, drama club, tennis and the 
honor society. 

After graduating from high school in 1996, Airman Doe continued her education at San Jacinto Commu-
nity College in Houston TX, where she completed 45 credit hours toward a Bachelor's Degree in Interna-
tional Business Administration. She enlisted in the Air Force as an E-3 under the Delayed Enlistment 
Program in February 1997, and came on active duty in April 1997. After completing basic military train-
ing at Lackland Air Force Base, Texas, in May, Airman Doe began technical training as an Information 
Management Specialist at Keesler Air Force Base, Mississippi, where she completed a 6-week course as 
an Honor Graduate in only 2 weeks. From there, Airman Doe was assigned to Malmstrom Air Force Base, 
Montana, where she performs administrative duties for the 341st Space Wing Commander. Since arriving 
at Malmstrom, she has continued her education and is only 6 credit hours from completing her CCAF 
degree. 

Airman Doe is 25 years old, single and a junior in college. She is an avid reader, enjoys outdoor sports and 
is actively involved in a local church where she participates in programs for the homeless. She was 
selected for promotion to senior airman below-the-zone. She was also selected as the 341st Space Wing 
Outstanding Air Force Enlisted Apprentice for 1999; the Malmstrom Air Force Base Outstanding Junior 
Information Manager of the Quarter, April-June, 1999; and was the 341st Space Wing Airman of the Year 
for 1999. 

Airman Doe currently lives in the dormitory on Malmstrom Air Force Base. 
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Attachment 5    
 

STATEMENT OF INTENT 

Statement of Intent 

"I have not applied for a commissioning program and, if selected as a 12 OAY, will not apply for a com-
missioning program at any time during my tenure as one of the 2003 12 OAY." 

"If selected as a 12 OAY, I agree to serve in the capacity as an enlisted ambassador representing and assist-
ing the Air Force in enlisted recruiting and retention efforts and matters. I understand I may be called 
upon by my MAJCOM commander or MAJCOM/CCC to travel to any events or venues deemed appro-
priate which may positively impact upon recruiting and retention." 

"I attest that the facts I have provided for this nomination are true and correct to the best of my knowl-
edge." 

"I do/do not grant permission to release my name, rank, duty title, and unit of assignment in any 
announcement messages, press releases, or publicity regarding my winning this award." 

JANE DOE, A1C, USAF 

Information Management Specialist 

NOTE: The nominee should carefully read the proposed nomination package before signing this state-
ment. All data must be factual. If any of the information is later found to be inaccurate, the nominee will
be disqualified. 

THIS STATEMENT IS ONLY FOR 12 OAY NOMINEES. 
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Attachment 6    
 

ENLISTED QUARTERLY/ANNUAL SCORE SHEET 

Figure A6.1.  Board Scoresheet. 

Board Member Notes: 

Score the nomination package separately. Keep notes on the back of this form and discuss any issues with 
other board members as necessary. 

BOARD MEMBER NAME: (please print) ________________________________________ 

SIGNATURE OF BOARD MEMBER: ____________________________ DATE: _________ 

Quarter/Annual Nominee Nominee Nominee Nominee Nominee Nominee Nominee 
Package (AF 
Fm 1206) 
Leadership & Job 
Performance in 
Primary Duty 

(10 points max) 
Significant 
Self-Improvement 

(5 points max) 
Base or 
Community 
Involvement 

(5 points max) 
TOTAL 
PACKAGE 
SCORE  

(20 points max) 
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