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This instruction establishes procedures for nomination, selection, and presentation of the outstanding
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missioned Officers (NCO), and Junior Enlisted (AMN) of the Quarter and Year for military members
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tion programs. This instruction requires the collection and maintenance of information protected by the
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Number as a personal identifier. The Social Security Number is required for positive identification of
personnel. The authority to collect and maintain the information is5 U.S.C. 552a.
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1. Objectives.

1.1. Recognize outstanding military personnel who have made the greatest contribution to McChord
AFB, and have consistently committed to excellence.

1.1.1. Contribute to base morale.
1.2. Responsibilities.
1.2.1. Group commanders and the Director of Staff:

1.2.1.1. Publishes internal instructions outlining process for selecting AMN, NCO, SNCO,
and CGO of the quarter/year winners.

1.2.1.2. Provides board members to select outstanding performers as requested by the 62AW/
CCC.

1.2.1.3. Provides replacement board members if selected members become unavailable.
Replacements may be requested from another squadron. Emphasis is placed on the group
commander’s responsibility to provide a board member if tasked.

1.2.1.4. Submits military nominations to 62AW/CCC by established suspense dates.

NOTE: Quarterly/annual military nomination packages must include an AF Form 1206 (original and 4
copies), reference Attachment 1 and Attachment 2 Annual nominees in the categories of Company
Grade Officer, First Sergeant, and 12 Outstanding Airman must also include a biographical narrative.

1.2.1.5. Notifies nominees of the date, time, and place where recognition boards will meet to
select the outstanding quarterly/annual award winners.

1.2.1.6. Notifies 62 AW/CCC, in writing, of extenuating circumstances that prevent their
nominee(s) from appearing before the interview board. NOTE: Official TDY's, emergency
leave or medical conditions/situations beyond the nominee’s control should not impact his/her
chance of winning.

1.2.2. Unit Commander:
1.2.2.1. Ensuresall military nominees are notified of their selection.

1.2.2.2. Publishes internal instructions outlining process for selecting AMN, NCO, SNCO,
and CGO of the quarter/year winners.

1.2.2.3. Quality reviews all nhominations, e.g., Unfavorable Information File, control roster,
dress and appearance, and weight standards.

1.2.3. The62 AW/CCC:

1.2.3.1. Administers the recognition program. Reserves the right to make changes to the
board procedures or composition as deemed appropriate by unique circumstances.

1.2.3.2. Briefs board presidents on board procedures.

1.2.3.3. Review completed nominee feedback worksheets and tally sheets for compl eteness.
Distribute feedback worksheets to responsible group superintendent for dissemination to nom-
inees.

1.2.3.4. Quarterly Boards: Reviews why nominees are not able to appear before the interview
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board and determines if reason(s) are excusable. If excusable, the nominee’s board score will
consist of anindividual package score coupled with an interview score that equates to the aver-
age interview score recorded for the nominees that did appear. If not excusable, the nominees
interview score will be zero.

1.2.3.5. Annua Boards: Reviews why nominees are not able to appear before the interview
board and determines if reason(s) are excusable. If excusable, the nominee’s board score will
consist of anindividual package score coupled with an interview score that equates to the aver-
age interview score recorded for the nominees that did appear. If not excusable, the nominees
interview scorewill be zero. 62AW/CCC can exercise the option to waive the actual interview
process during annual boards.

1.2.3.6. Keepson file packages of al wing nominees and award winnersfor one year from the
date of the package.

1.2.4. The62 AW/CCA:

1.2.4.1. PublishesaCat Il letter, NLT 10 Feb of each year, to announce wing quarterly/annual
award package suspense dates as well as wing quarterly/annual board dates.

1.2.4.2. Distributes nomination packages to the board presidents NLT two-duty day prior to
the board convening. Provides nominee feedback worksheets (refer to Attachment 8) and
tally sheets for use in administering the board process to the designated board presidents.
Sample package and board grading sheets (refer to Attachment 9 and Attachment 10.)

1.2.4.3. Provides group commanders, Director of Staff, and WADS commander with the
time, and place where interview boards will convene.

1.2.4.4. |sapermanent member of the 62 AW awards committee

1.2.4.5. Ensures appropriate award elements are prepared (plagues/trophied/|etters/passes).
Congratulatory letters and 3-day passes will be prepared and presented to all military award
winners.

1.2.4.6. Issues work requests to publish programs for quarterly/annual award events/func-
tions.

1.2.5. Board presidents:

1.2.5.1. Brief respective board members, using instructions provided by 62 AW/CCC, on
duties and responsibilities prior to the board.

1.2.5.2. Assign areas to board members from which to develop opinionated questions and
reviews questions for appropriateness. Areasto be considered are referenced in Attachment 3
(AMN), 4 (NCO), and 5 (SNCO).

1.2.5.3. Notify board members of any changes.

1.2.5.4. Ensure board members understand the importance of their commitment to board pro-
cedures and requirements.

1.2.5.5. Brief board members on the confidentiality of board proceedings.
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1.2.6. The 62 AW/CCE submits the wing nominations to 15 AF for the AMC Company Grade
Officer of the Year Award, USAF First Sergeant of the Year Award, and the 12 Outstanding Air-
men of the Year Award.

1.2.7. The62 AW/PA:
1.2.7.1. Isapermanent member of the 62 AW awards committee.
Publishes photos and articles of quarterly/annual award winnersin the base paper.
1.2.7.2. Processes hometown news rel eases when requested.
1.2.7.3. Provides other publicity as appropriate.

1.2.7.3.1. Assists awards committee representatives in contacting civic leader and com-
munity sponsors to support the quarterly/annual recognition program.

1.2.8. The62 AW/CVP:
1.2.8.1. Isapermanent member of the 62 AW awards committee.

1.2.8.2. Approves DV seating plans for quarterly/annual events. Prepares name placards for
all DVs (O-6, civic leaders, and local sponsors)

1.2.8.3. Sendsout invitations to group commanders, deputy group commanders, and 0-6 colo-
nels and above assigned to the 62AW, 446AW, WADS, and tenant organizations and establish
an RSV P system.

1.2.8.4. Works with the awards committee and Public Affairs to identify civic leaders and
local sponsors, and formally invites them to attend the award function.

1.3. Nominee Eligibility. Quarterly award nominees will compete in the grade they held at least
60-days in the award period. Annual award nominees compete in grades they held over 6 monthsin
the award period. Grade criteriaare asfollows:

1.3.1. Quarterly recognition categories:
1.3.1.1. O-1thru O-3for CGO.
1.3.1.2. E-7 thru E-9 for SNCO.
1.3.1.3. E-5and E-6 for NCO.
1.3.1.4. E-1thruE-4 for AMN.

1.3.2. Annual recognition categories:
1.3.2.1. O-1thru O-3for CGO.
1.3.2.2. E-7 thru E-9 for SNCO.
1.3.2.3. E-5and E-6 for NCO.
1.3.2.4. E-1thru E-4 for AMN.
1.3.2.5. E-7 thru E-9, AFSC 8F000 for First Sergeant.

1.3.3. Each group under 62 AW, and the wing staff may submit one nomination in each category
(AMN, NCO, SNCO, CGO, and civilian categories) for the wing quarterly/annual boards.
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NOTE: The 446AW, tenant, and WADS units are not eligible to compete for 62AW annual awards.

1.3.4. For quarterly awards, any military member assigned to a 62 AW unit, tenant unit, or
WADS during 2 of the 3 months (60 days) of the award period may compete. For annual awards,
those military members assigned to a 62 AW unit during 9 of the 12 months (270 days) of the
award period may compete. Nominees must not have an active UIF, nor have received an article
15 or courts-martial conviction within the last 12 months.

NOTE: Personnel in TDY status are by definition still assigned to McChord AFB.

1.3.5. General: Nominees will be those personnel who have been submitted by their group (LG,
OG, MG, or SPTG) and those who can nominate directly to the wing boards. WADS, tenant units
and AW staff. For the purpose of this program, AW staff consists of

1.3.5.1. Consolidated Command Post
1.3.5.2. Public Affairs

1.3.5.3. Protocol

1.3.5.4. Staff Judge Advocate
1.3.5.5. C-17 Office

1.3.5.6. Wing Safety

1.3.5.7. Comptroller

1.3.5.8. Area Defense Counsel
1.3.5.9. Plansand Programs
1.3.5.10. Chapel

1.3.5.11. Military Equal Opportunity
1.3.5.12. Historian

1.3.5.13. Quality and Manpower.

NOTE: The Director of Staff will determine the AW Staff nominees. For the annual awards, 62AW
personnel, including first sergeants, will be nominated through the groups.

1.3.6. Wing quarterly/annual board nominations are due to 62AW/CCC and 62 MSS/DPCE NLT
1100 on the suspense date provided. L ate submissions will not be accepted.

1.4. Quarterly Nomination Procedures.

1.4.1. Usethefront side only of an AF Form 1206, Nomination for Award. Include only factsand
achievements occurring/concluding during the award period. Periods are approximately 90 days
e.g. Dec-Feb, Mar-May, Jun-Aug, Sep-Nov.

1.4.2. Use bullet statements under each heading (see Attachment 1 or Attachment 2).
1.4.3. Quarterly interview boards are the method for selecting winners in the enlisted categories

1.4.4. All board questions will be opinionated and drawn from areas outlined in Attachment 3
(AMN), Attachment 4 (NCO), and Attachment 5 (SNCO).

1.4.5. Standard uniform for both board members and nominees is service dress.
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1.4.6. Winnersin all categories cannot compete in two consecutive wing quarterly awards.
1.5. Annual Nomination Procedures.

1.5.1. Use the front and back sided of an AF Form 1206, Nomination for Award. Include only
facts and achievements occurring/concluding during the calendar year of the award.

1.5.2. Use bullet statements under each heading (see Attachment 1 or Attachment 2).
1.5.3. Print nominations head to foot.

1.5.4. Annual interview boards are the preferred method for selecting winnersin the enlisted cat-
egories. The 62AW/CCC has the authority to waive the interview process.

1.5.5. All board questions will be opinionated and drawn from areas outlined in Attachment 3
(AMN), Attachment 4 (NCO), and Attachment 5 (SNCO).

Standard uniform for both board members and nomineesis service dress.

1.5.6. Each group under 62 AW, and the wing staff may submit one nomination in each category.
The annual nominee does not have to be a quarterly winner, but he/she must have been assigned to
the wing for at least 9 months (270 days) of the award period.

1.5.7. Annual nomination packages, in al military categories, must include a PCIII records
review within 5 days of the package suspense date.

1.5.8. Annual nomination packages, in al military categories, must include current biographies
(Attachment 6) as well as a general information cover page (Attachment 7).

1.5.9. An electronic disk, containing the AF Form 1206, the general information outline, and the
biography, will also accompany each nomination package.

1.5.10. Additional Instructions:

1.5.10.1. Only group and wing staff annual winners will compete at the wing annual boards.
Additionally, the wing's annual enlisted winners compete for the 12 Outstanding Airmen of
the Year (120AY) Award. All nominees must have sufficient retainability so that, if selected
as the 120AY, they can serve the AFA Enlisted Advisory Council for a 12-month period
which commences the month of their induction (September) as a 120AY. Nomination pack-
ages for the wing annual enlisted boards must meet the submission criteria for the 12 Out-
standing Airmen of the Year Award as outlined in AFI 36-2807.

1.5.10.2. Thewing's annua company grade officer winner will compete for the AMC Com-
pany Grade Officer of the Year Award. Nomination packages for the wing annual board in the
company grade officer category must meet the submission criteria for the AMC Company
Grade Officer of the Year Award as outlined in AMCI 36-2808.

1.5.10.3. Thewing's First Sergeant of the Year will compete for the USAF First Sergeant of
the Year award. Use mgjor headings shown in Attachment 1. The First Sergeants Award pro-
gram will be a package review only board. Nomination packages for the wing's First Sergeant
of the Year must meet the submission criteria for the USAF First Sergeant of the Year Award
asoutlined in AFI 36-2805.

1.6. Selection of Board Members.
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1.6.1. The 62 AW CCC, or designated representative, will serve as staff advisor for the selection
process.

1.6.2. Boards will consist of at least four, but not more than five members, including the presi-
dent.

1.6.3. Notwo board memberswill be from the same group. Every attempt will be made to ensure
board members are not in the award nominees chain of command.

Tasking for board members will be rotated among base organizations.
1.6.4. Board members grade requirements are:
AMN: E5-E6
NCO: E-7-E-8
SNCO: E-9.
CGO: O-4 thru O-6.
1.7. Selected board members:
1.7.1. Review and score nomination packages (refer to Attachment 9).
1.7.2. Select awinner to represent the wing in each category (refer to Attachment 10).

1.7.3. Theboard president's package scoreswill only be used in the event of atie (refer to Attach-
ment 10). If asecond tie breaker isneeded, the board president will use the rank order of the nom-
ination packages to determine the winner (refer to Attachment 9).

1.7.4. Award Presentations. Quarterly awardswill be presented at aluncheon. Annual awards
will be presented at aformal evening banquet. Wing awards committee will consist of at least one
permanent representative from the Chiefs Group, the First Sergeant’s Council, the Company
Grade Officer Council, the Wing TOP 3, PA, Protocol, and wing administration section. Perma-
nent representatives will serve a one year term whereby new members will begin to transition into

the committee during the 4" award guarter. The annual banquet will be a joint effort accom-
plished with new and old members and any wing volunteers. Awards committee responsibilities
are outlined in Attachment 11 of thisinstruction.

RAYMOND E. JOHNS, JR., Colonel, USAF
Commander, 62d Airlift Wing
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Attachment 1

SAMPLE AF FORM 1206, NOMINATION FOR AWARD (ENLISTED)

WOMINATION FOR AWARD
ARET CATHGIN B RRI
Alrmas/NCO/Senior NCOof the Quarier/Year; 1si Sgt of the Year | AMM/NCO/SNCD | 1 Jan 99 - 31 Dec 99
FANURIE] OF WL Lan for Egie ot EL ]
_____ —
[ TR e PETAMET FTMELTTRILT ADIN BT
AT e TIDHEI DN S

A B BT SO NOTA £ o, el sl
Dreoup Commander Mame

mwm._-—.:u-__

NOTE: Keep these calegories in order; board members notice when they are out of order. Don't forget o
spell check and align ballets. AFI 36-2805 is the gn'rtmi.ng instruction for this award.

LEADERSHIP AND JOB PFERFOEMANCE IN PRIMARY DUTY (0 - 35 POINTS)
NOTE: Inclade job knowledge/leadership qualities applied to Air Force problems, combat situations, or
development of new lechniques, procedures, or processes which increased mission effectiveness.

- Buperhly managed our & posture, resulting in the best combat ready force of C-1415 in AMC
= Annual C-141 stockage issue effectiveness rates of B8.8 and 23,9 respectively are best in AMC
- This warrior deployed with two mobility RSPs in mmrrl'l of a joint airdrop exercise at Pope AFB; 832
line iems were robusted and marshalled on-time, achieving an impressive 95 percent fill rate
-~ Respended 1o all customer requests; issusd 25 parts in 7 days with no mission aborts due to supply

LEADERSHIP QUALITIES (SOCIAL, CULTURAL, AND RELIGIOUS ACTIVITY) (0 - 15 PTS)
NOTE: Farticipation in social, culral, or religious activities in the military and civilian community
which, tangibly or intangibily, contributes to community or group welfare, morale, or status.

- Energized our squadron recognition program and got results; selected 31 candidates for of higher
indiv Iwm:mlmmwnmpwmemmEW -
= Avid supporter of her organization and community; donated off-duty time 10 improve the overall

appearance of Memorial Grove, Madigan Hospital records section, and appearance of the Boy Scout camp

SIGNIFICANT SELF-IMPROVEMENT (0 - 10 POINTS)
NOTE: List significant self improvement through on- or off-duty schooling, membership in professional or
cultural societes or associations, development of creative abilities, or efforts o enhance skills

- Continuously seeks 1o broaden professional horizons; attended Environmental Information ]
System class--5 in and ook over the network administrative duties in the Hazardous mm?hlmuq
- Swccessfully comp the Advanced Supply Management Course at Lackland AFB in Jul 98

OTHER ACCOMPLISHMENTS (0 - 5 POINTS)
NOTE: List attributes that separates member from his/her peers i.e. military or civilian awards, letters of
appreciation, decorations, .,

- Completed 3 volumes of her 5-level career development course B-series in less a month; set the standard

= Helped pilot her section oo mew heighes--Logistics Group Quality Service Award winners for Jan-Mar 938
- Belected as the Supply Squadron's Fﬁﬁnﬁmnﬁﬁmumd Diffscer of the Quanier™, 15t and 3d Qtr 08

mmmg?ﬁﬂﬁmﬁﬂﬁﬂrmmm (0= 5 POINTS)
] & es of where nominee demonstrated abilities as an arficulate and positive end
mﬂmﬂmmnmmmﬂm oskirs smliond

- Appearance and military bearing above board; First Sergeant presented her with the Look Sharp award
- Articulate mlipnl.lad commander's choice to provide the wing commander with a qumn_uv:rpvi::w of

[ NEE 5 LA X z i) ] A
AF FORM 1208, APR 55 JF

i ¥ ] "
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Attachment 2

SAMPLE AF FORM 1206, NOMINATION FOR AWARD (OFFICERS)

MOMIRATEON FOR AWARD
EL 1L Caliumr AR SR
Company Grade Odficer of the Cuarier/Year CO0 | Jan 0 - 3] Dec 99
SE RN O NOME S i Ml bkl FL ]
LAFETNT TR
(TR el i AR dEed
R TR [N P e e —

ol R LY OF B [[MARANDIE G e i

Ligpup Commandsr Mume

FITIE AEPMFLIR N T Do i e o’ S
NOTE: Keep these calegories in order; board members notice when they are ot of order. Don't forget io
spell check and align bullets, AMCI 26-2B08 is the governing instruction for this award.

LEADERSHIF AND JOB PFERFORMANCE IN FRIMARY DUTY

NOTE: Include job knowledgeleadership qualities applied to Air Force . comibal sifuations, or
development of new techniques, procedures, or processes which imm effectiveness.
SIGNIFICANT SELF-IMPROVEMENT

NOTE: List significam seIf improvement of- of off-duly schooling, membership in professio
cultural m“;m“_ mhlugip development of creative nhi.l'li:!:-. ar :ffljn‘n o ephance akills -
SOCIAL, CULTURAL, AND RELIGIOUS ACTIVITIES:

NOTE: Panticipation in social, cultural, or religious activities in the military or civilian community which
uﬁﬂr or intangibly, contribuies t commumity or group welfare, morale, or status during the award

pe

OTHER ACCOMPLISEHMENTS

hHEIE List accomplishments which, by their namore or resulis, set the officer above others of egual or
L i]ﬂ#.

AIR FORCE OR CIVILIAN AWARDS, PRIZES, TITLES, ETC:

NOTE: Air Force or civilian awards, prizes, titles, certificates of apprecistion, etc., obtained as
recognition for personal services rendered or contributions made to military or civilian community life,

ARTICULATE AND POSITIVE SPOKESPERSON FOR THE AIR FORCE
NOTE: Demonstrates ability as an articulste and positive spokesperson for the Air Force

AF FORM VP08, LFR 95 (EF-F1) e rey TR, T8O I BRI
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Attachment 3

AIRMAN CATEGORY QUESTION AREAS

AIRMAN CATEGOHRY INTERVIEW BOARD QUESTION AREAS

CATEGORY 1 - PERSONNEL PROGRAMS
AFPAM 36-2241, VOL I, CHAFTERS 14

CATEGORY 11 = STANDARDS OF CUSTOMS AND COURTIESIESSTANDARDS OF
CONDUCT
AFPAM 36-2341, VOL 1L CHAPTERS 7 AKD 8

CATEGORY I - COMMUNICATION CURRENT MILITARY EVENTS
AFPAM 36-2241, VOL L CHAPTERS |7

NOTE: 2 OPINIONATED QUESTIONS WILL BE ASKED IN AREAS RELATED TO THE AROVE
CATEGORIES FOR A TOTAL OF 6 QUESTIONS, EACH QUESTION WILL BERATED ON A
SCALE OF 1-5 POINTS. MAXIMUM INTERVIEW SCORE THAT CAN BE ASSIGNED BY ANY
BOARD MEMBER 15 30 POINTS {10 FOR QUESTHONS AND 20 FOR COMMUNICATION, THE
RANTMUM AF FORM 1206 18 SOORE 15 70 POINTS
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Attachment 4

NCO CATEGORY QUESTION AREAS

ROD CATEGORY INTERVIEW BOARED (HESTHON AREAS

CATEGORY | — STANDARDS OF CONDUCT, ENFORCING STANDARDS,
PERSONNEL FROMGHAMS
AFPAM 362241 VOL L CHAPTERS K. 10, AND 14

CATEGORY 11 = NOO LEADERSHIP/NCO SUPERVISORY RESPONSIRILITIES
AFPAM 361241, VOL L CHAFTERS & ANIY 11

CATEGORY 1 - COMMUNICATIONSTANDARDS OF APPFEARANCEACURRENT
MILITARY EVENTS
AFPAM 362241, YOL | CHAFTERS % AND |7

ROTE: 2 OPINIONATED QUESTIONS WILL RE ASKED IN AREAS RELATED TO THE ABOVE
CATEGORIES FOR A TOTAL OF 6 QUESTIONS. EACH QUESTION WILL BE RATED ON A
SCALE OF 1-5 POINTS. MAXIMUM INTERVIEW SCORE THAT CAM BE ASSIGNED BY ANY
BOARD MEMBER IS 30 POINTS (10 FOR QUESTIONS AND 20 FOR COMMUNICATION. THE
MAXTMUM AF FORM 2206 SO0RE 15 70 POINTS
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Attachment 5

SNCO CATEGORY QUESTION AREAS

SNOD CATEGORY INTERVIEW ROARFD JUESTIHON AREAS

CATEGORY | - LEADERSHIFFROFESSION ALISM/LEGAL ISSUES
AFPAM 362241, Vol I CHAPTER 6 and VOL Il CHAPTERS 5, 6, AND 7

CATEGORY I - CURRENT MILITARY EVENTSTERSONNEL
PROGRAMSSTANDARDS OF CONDLCT
AFPAML 36-TM1, VOL I, CHAPTERS E AND 14

CATEGORY 111 - COMMUNICATION SO0 SUPERVISORY RESPONSIHILITIES
AFPAM 362241, VOL I CHAFTERS 11 AND 17

NOTE: 2 OPINIONATED QUESTIONS WILL BE ASKED IN ARFAS RELATED TO THE ABOVE
CATEGORIES FOR A TOTAL OF 6 QUESTIONS. EACH QUESTION WILL BE RATED ON A
SCALE OF 1-5 POINTS. MAXIMUM INTERVIEW SCORE THAT CAN BE ASSIGNED BY ANY
BOARD MEMBER IS 30 POINTS (10 FOR QUESTIONS AN 20 FOR COMMIUNICATION. THE
MAXIMUM AF FORM 1206 SCORE IS 70 POINTS

13
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Attachment 6

SAMPLE STANDARD BIOGRAPHY FORMAT (ANNUAL ONLY)

SAMPLE STANDARD BIOGRAPHY FORMAT
SENIOR AIRMAN JOHN @, DOE
123456789
AFSC: 28031, Starage and faue Apprentice

Senior Aorman Jobhn Q. Doe i 2 Storage and Tssue Apprestice assigred 1o 62d Supply Squadron,
MoChord AFB, Washingion. He is 25 yearsold.  Alrman Doe was born in Lexington, Kentucky, oa 29
June 1966 He attendesd Central High School and excelled across the entire spectrum of school sctivities
As 0 3eyenr foothall fetterman, his exceptionsd performance eamed him his team’s coveted Patienan
Award for spirit, dedication, and leadership on ard off the ficld. After graduating for high school 0 1987,
Adrman Des was locally employed and served as a chiurch counct] officer For the Good Shephend Church
of Covingion, Kentucky. He subsequently enlisted in the Alr Force in 1990 and arrived st Lackland AFB,
Texan, in October 1990 for basic training. U pon gradustion, he afiended technical schoal at Lsckdand
AFB, Texes whene hpﬂﬂiﬂhhm Fallowing gradustian, ke reponed o his frst duty sation,
the 62d Supply Squadron. McChord AFB, Washington. Since hus ammival, be has served in 2 vansty of
position, meluding rooeiving jomeyman, mobility journeymman and his current position, Aoman Doe
aciive i his logal charch, where he serves as & youth counselor, He was stlected as the 62AW
Outstanding Airman of the (harter, 3 Quarter 1996 and subsequently for the Year 1996 His military
wwards include the Air Fonce Achicvernent Medal, the National Defense Service Medal, and the Air Force
Training Ribbon. He stends Plercs College in Tatomra, Washington, and s 1 crediss shy of completing
hin Associates Degres i Logitics Mansgesnent through the Commznity College of the Air Force.

NOTE |: Limit the Sography 10 one, single—spaced, typrwrittes page, wsing 10 or 17 poimis and [-inch
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Attachment 7

GENERAL INFORMATION SHEET FOR 120AY AND FIRST SERGEANT OF THE YEAR
PROGRAMS

GENERAL INFORMATION SHEET FOR 12 OUTSTANDING AIRMAN OF THE YEAR AND
THE FIRST SERGEANT OF THE YEAR PROGRAMS

15

NAME OF AWARI:
FROM:

MNCLUSIVE DATES
OF ACHIEVEMENT:

NOMIMNEE:
GRADE:

CATEGORY OF
COMPETITION:

RSM:

PRESENT OROAN-
[FATION AND
STATION:

PROJECTED
ASSIGNMENT
AND REPCHRTIMC
DATE:

PERMAMENT
HOME ADDRESS:

12 GUTSTANDING AIRMAN OF THE YEAR, 1996
G20 AIRLIFT WiING, MCCHORD AFR, WASHINGTOM

| JAMUARY 1996 - 11 DECEMBAER 195

JORN Q. DOE
SEMIOR AIRMAN

AITRMAMN

[ 23-45-6TRY
620 SUFPLY SOUADRON
1197 A BTREET
MCCHORD AFB, WASHINGTON  12345-5000

WONE

3502 5. LIMESTOME STREET
LEXTHGTON, WASHINGTOMN, 98523

NOMINATED FOI: 12 Outstanding Airmen of the Year for excellent performance, owlstanding
professional skill, kniwledge, ol lendership as o supply techvician in suppon of the 62 AW C-141 flving
mission, Member Bas not had an open ufavorable information file (UTF) during the sward perod.

MOTE: Lefi margin must be 1-inch. MOMINATION FOR portion is single-spaced. Double space

between all headings,
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Attachment 8

SAMPLE BOARD FEEDBACK WORKSHEET

SAMPLE BOARD FEEDBACK WORKSHEET
{FOR USE RY AMNNCOVENTD BOARD EVALUATORS)

BRANKMAME OF MOMINEE: _ SOUADRON:

BOARD PRESIDENT/MEMBER:

Cirche the applicable number for each categary: 143 “Needs Work™ and 8 means “Ohwistanding”

.

-
Needs !I'I-IIH'II'I'II'I'I-EII 'I'.III:lI:iI:“'II
FERSONAL AFFEARANCE:

HOW DOES THE SERVICE DRESS UNIFORM LOOK (FADEINSHADES MATCHJACKET
THIHT: 1 2 3 4 5

LENGTHOF PANTSSKIRT: | 2 3 4 5§

STRIPES: CENTERED ANDSTRAIGHT: 1 2 31 4§

SHOES ARE CLEANED, EDGE DRESSED AND POLISHED: 1 2 3 4 5§
ALL MANDATORY REQUIREMENTS AREONUNIFORM: 1 2 3 4 35
RIBEONS ARE SERVICEABRLE (e, NOT FRAYEDWNTMRTY e 1 2 3 4 &
HAIRCUTS/LENGTH OF HAIRMUSTACHESIDEBURNS; 1 2 3 4 5
ADDITIONAL COMMENTS: {Please print. If vou need mare room, wse back of thiv page)

YERBAL COMMUNICATION;
REPORTING STATEMENT: 1 2 3 4 5

GOOD POSTURE (MILITARY BEARING AS THEY ENTEREXIT THE BOARD ROOM): 1
12 3 4 5

EYE CONTACT WITH BOARD MEMBERS: | 2 3 4 5§
VERBALPAUSES: 1 2 3 4 3
WORDS MISPRONMOUNCED: 1 2 3 4 5§

SPORE TOO FASTAMMCLEAR: 1 2 3 4§
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GOOD USE OF GRAMMAR: 1 2 3 4 35

ENCOUGH BACKGROUND INFORMATIONGIVEN; | 2 31 4 5

GOOD ARTICULATION GOOD FLOW OF INFORMATION: | 2 3 4 3

GOOD SELF CONFIDENCE GOOD BODY MOVEMENT/GESTURES: 1 2 3 4 5

ADDITIONAL COMMENTS: {Please print. [f vou need more romm, ase e back of this pagel

17
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Attachment 9

Sl &0 Sld 0 B w0 Sl &1-0 Bl 850
dTH TALLISON | 000y | ANEWEACHINE | SELTYED | 30N YIHOIHE AvnaiAldsi

LMAHLe L 4038 [ JINSMSaYY] | Al

SAMPLE AF FORM 1206 PACKAGE GRADING SHEET (ALL CATEGORIES)

18
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Attachment 10

SAMPLE BOARD GRADING SHEET (ALL CATEGORIEYS)

SAMUILNON 341 E3pao Jums [[ia ‘Tspssd phog s Bapo i ‘squs pmog

Y 38 T = S0s [Sagiig puoaas ag) [ PASPI0 RS M [[I% M0 [PRIAA0 1SHTR] S i [ENpLAp 3] ssao0d wasm g
[enyse 2 Fuump papioass supss pu (j2ogs Fupesd aBeyoed) 5 juaugouge uo paEmUnaoe U008 NEPEOSIE0T 01 900 SAP 357 STL0R

Vi
Eld 50 L 010 R1d 58 L E0 Sl -0
HAd W AHOS uojiernfy STTINS DY SMOLLYHIINON
HNVEH VAL YO IR0 AMVLITK | AONVHVALLY WALLLTHM VML AR NI
THAHINAK OHYOE
(TH Y CxeL)

JHAHS DRIOVHD TV IV HALEY D JHL A0 OO0 NS00I
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Attachment 11

AWARD COMMITTEE RESPONSIBILITIES

Award Committes Responsibilities

Committes Chairpersons (Appoinied represented from the MeChord Chiel Group and the First
Sergeant’s Connetl)

L
L]

L
[
L

- o o ow oW W

Conimct with the WO for guarierly lunchoons aml annual banguels

Appoint members to head the seating, script, sponsorship, decomtion (annual only)
cafmmiilees

Contact photo lab 2 weeks prior to recognition function

Participate on the seating commitice

Coordinate with Family Support siaff for a list of quarierly volunteer award winners along
wilh & Hat of pucsts thot will atiend the recognition funciun,

Contsci Manpower/Quality far list of Quality sward nominees, wirmers ns well &s copies of
the winning packages

Contact WADS for the nasmsce of their civilian paand winhers

Ciet lisr of DVe from Protocol

Cie list of winmners as well as copies of award packages for 62AW/CCA
Coordinate with Public Affairs w advertise date end time of quarierly and annual events.
Coordimaie arbicle for the Adrlifter

Contact the base hamor guard (snmusl only) and the chaplain

Coordinate commumecation support requircments

Seript Commitier

- e W

Ifentify twio masters of ceremonies

Identify voluntcer o sing the national anthem

(et list of all nominees and cormesponding winners” names and packages, by category
Ciet list of Vs

Chet list of pariicipating sponsors

Cict st of wolunteers and brief bio's

Provide Airlill editor with portions of the seript 1o be used 1o formulate an Abrifter articke

Spunsor Commitice

Seating Committee (Includes Committee Chuirperson, Frofocol, and individual warking Proratas)

Coordinate invitasions/contoct with local sponsors with Public AfTadirs

Diefer requests for the nasmes of the winners o 62AW/CDC

Provide seript commitiees with names of participating sponsors a5 well as list of gifts o be
presented.

Arrange gifis'presemtations on ihe gift table

Prepare thank-you memis (o local sponsoes

Validate completencss and accuracy of all squsdron pronias

Prepare seating chart and provide copy w0 club manager

Provide meal totals to club manager no Inger than the moming of the day priog o the event
Set-up sign-infinformation table in MO kobby

Meet and greet local sponsors and [YWs and escon them to their seals

21
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Frogram Committee

L

Complete event projgram

62AW136-28 15 APRIL 2000

Get list of all nominses and corresponding winners” numes and packages, by calegory
ot Hist of participating sponsors and what gifis they will present to what eategories

Gt et o voliutesrs
Omder 250 progrums

Prepare recognition certificates



	62 AW INSTRUCTION 36-28
	1.� Objectives.
	1.1.� Recognize outstanding military personnel who have made the greatest contribution to McChord...
	1.1.1.� Contribute to base morale.

	1.2.� Responsibilities.
	1.2.1.� Group commanders and the Director of Staff:
	1.2.1.1.� Publishes internal instructions outlining process for selecting AMN, NCO, SNCO, and CGO...
	1.2.1.2.� Provides board members to select outstanding performers as requested by the 62AW/ CCC.
	1.2.1.3.� Provides replacement board members if selected members become unavailable. Replacements...
	1.2.1.4.� Submits military nominations to 62AW/CCC by established suspense dates.
	1.2.1.5.� Notifies nominees of the date, time, and place where recognition boards will meet to se...
	1.2.1.6.� Notifies 62 AW/CCC, in writing, of extenuating circumstances that prevent their nominee...

	1.2.2.� Unit Commander:
	1.2.2.1.� Ensures all military nominees are notified of their selection.
	1.2.2.2.� Publishes internal instructions outlining process for selecting AMN, NCO, SNCO, and CGO...
	1.2.2.3.� Quality reviews all nominations, e.g., Unfavorable Information File, control roster, dr...

	1.2.3.� The 62 AW/CCC:
	1.2.3.1.� Administers the recognition program. Reserves the right to make changes to the board pr...
	1.2.3.2.� Briefs board presidents on board procedures.
	1.2.3.3.� Review completed nominee feedback worksheets and tally sheets for completeness. Distrib...
	1.2.3.4.� Quarterly Boards: Reviews why nominees are not able to appear before the interview boar...
	1.2.3.5.� Annual Boards: Reviews why nominees are not able to appear before the interview board a...
	1.2.3.6.� Keeps on file packages of all wing nominees and award winners for one year from the dat...

	1.2.4.� The 62 AW/CCA:
	1.2.4.1.� Publishes a Cat II letter, NLT 10 Feb of each year, to announce wing quarterly/annual a...
	1.2.4.2.� Distributes nomination packages to the board presidents NLT two-duty day prior to the b...
	1.2.4.3.� Provides group commanders, Director of Staff, and WADS commander with the time, and pla...
	1.2.4.4.� Is a permanent member of the 62 AW awards committee
	1.2.4.5.� Ensures appropriate award elements are prepared (plaques/trophies/letters/passes). Cong...
	1.2.4.6.� Issues work requests to publish programs for quarterly/annual award events/functions.

	1.2.5.� Board presidents:
	1.2.5.1.� Brief respective board members, using instructions provided by 62 AW/CCC, on duties and...
	1.2.5.2.� Assign areas to board members from which to develop opinionated questions and reviews q...
	1.2.5.3.� Notify board members of any changes.
	1.2.5.4.� Ensure board members understand the importance of their commitment to board procedures ...
	1.2.5.5.� Brief board members on the confidentiality of board proceedings.

	1.2.6.� The 62 AW/CCE
	1.2.7.� The 62 AW/PA:
	1.2.7.1.� Is a permanent member of the 62 AW awards committee.
	1.2.7.2.� Processes hometown news releases when requested.
	1.2.7.3.� Provides other publicity as appropriate.
	1.2.7.3.1.� Assists awards committee representatives in contacting civic leader and community spo...


	1.2.8.� The 62 AW/CVP:
	1.2.8.1.� Is a permanent member of the 62 AW awards committee.
	1.2.8.2.� Approves DV seating plans for quarterly/annual events. Prepares name placards for all D...
	1.2.8.3.� Sends out invitations to group commanders, deputy group commanders, and 0-6 colonels an...
	1.2.8.4.� Works with the awards committee and Public Affairs to identify civic leaders and local ...


	1.3.� Nominee Eligibility.
	1.3.1.� Quarterly recognition categories:
	1.3.1.1.� O-1 thru O-3 for CGO.
	1.3.1.2.� E-7 thru E-9 for SNCO.
	1.3.1.3.� E-5 and E-6 for NCO.
	1.3.1.4.� E-1 thru E-4 for AMN.

	1.3.2.� Annual recognition categories:
	1.3.2.1.� O-1 thru O-3 for CGO.
	1.3.2.2.� E-7 thru E-9 for SNCO.
	1.3.2.3.� E-5 and E-6 for NCO.
	1.3.2.4.� E-1 thru E-4 for AMN.
	1.3.2.5.� E-7 thru E-9, AFSC 8F000 for First Sergeant.

	1.3.3.� Each group under 62 AW, and the wing staff may submit one nomination in each category (AM...
	1.3.4.� For quarterly awards, any military member assigned to a 62 AW unit, tenant unit, or WADS ...
	1.3.5.� General:
	1.3.5.1.� Consolidated Command Post
	1.3.5.2.� Public Affairs
	1.3.5.3.� Protocol
	1.3.5.4.� Staff Judge Advocate
	1.3.5.5.� C-17 Office
	1.3.5.6.� Wing Safety
	1.3.5.7.� Comptroller
	1.3.5.8.� Area Defense Counsel
	1.3.5.9.� Plans and Programs
	1.3.5.10.� Chapel
	1.3.5.11.� Military Equal Opportunity
	1.3.5.12.� Historian
	1.3.5.13.� Quality and Manpower.

	1.3.6.� Wing quarterly/annual board nominations are due to 62AW/CCC and 62 MSS/DPCE NLT 1100 on t...

	1.4.� Quarterly Nomination Procedures.
	1.4.1.� Use the front side only of an AF Form 1206, Nomination for Award. Include only facts and ...
	1.4.2.� Use bullet statements under each heading
	1.4.3.� Quarterly interview boards are the method for selecting winners in the enlisted categories
	1.4.4.� All board questions will be opinionated and drawn from areas outlined in
	1.4.5.� Standard uniform for both board members and nominees is service dress.
	1.4.6.� Winners in all categories cannot compete in two consecutive wing quarterly awards.

	1.5.� Annual Nomination Procedures.
	1.5.1.� Use the front and back sided of an AF Form 1206, Nomination for Award. Include only facts...
	1.5.2.� Use bullet statements under each heading
	1.5.3.� Print nominations head to foot.
	1.5.4.� Annual interview boards are the preferred method for selecting winners in the enlisted ca...
	1.5.5.� All board questions will be opinionated and drawn from areas outlined in
	1.5.6.� Each group under 62 AW, and the wing staff may submit one nomination in each category. Th...
	1.5.7.� Annual nomination packages, in all military categories, must include a PCIII records revi...
	1.5.8.� Annual nomination packages, in all military categories, must include current biographies (
	1.5.9.� An electronic disk, containing the AF Form 1206, the general information outline, and the...
	1.5.10.� Additional Instructions
	1.5.10.1.� Only group and wing staff annual winners will compete at the wing annual boards. Addit...
	1.5.10.2.� The wing’s annual company grade officer winner will compete for the AMC Company Grade ...
	1.5.10.3.� The wing’s First Sergeant of the Year will compete for the USAF First Sergeant of the ...


	1.6.� Selection of Board Members.
	1.6.1.� The 62 AW CCC, or designated representative, will serve as staff advisor for the selectio...
	1.6.2.� Boards will consist of at least four, but not more than five members, including the presi...
	1.6.3.� No two board members will be from the same group. Every attempt will be made to ensure bo...
	1.6.4.� Board members’ grade requirements are:

	1.7.� Selected board members:
	1.7.1.� Review and score nomination packages (
	1.7.2.� Select a winner to represent the wing in each category (
	1.7.3.� The board president's package scores will only be used in the event of a
	1.7.4.� Award Presentations
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