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I n t r o d u c t i o n

Welcome to the 159th Fighter Wing Awards and Decorations Guide. The purpose is to provide you with easy step‑by‑step instructions through the Awards and Decorations process. By effectively utilizing the awards program you can recognize individual members' dedication, sacrifice, outstanding achievement, and service. Members of the Air National Guard deserve some sort of recognition for their tireless dedication to their unit.
Remember that while all hard work deserves some kind of praise and acknowledgment, we must only recognize truly deserving members if we are to maintain credibility in this federal awards program. Many times another means of recognition should be used such as a letter of appreciation or a state level award.
As the originator of an awards package you should follow these guidelines and be familiar with AFI 36‑2803 before submitting a recommendation.
Rewarding
Thoughts
"The creative leader
recognizes talent; the successful
leader harnesses talent;
The wise leader rewards talent."
William Arthur Ward
"Recognition is probably
the most powerful
tool available to us."
"Don't enforce awards,

 encourage them."
Marva D. Jacobs

Who May Initiate A

Recommendation?

Any person, other than the one being recommended having first hand knowledge of the act, achievement, or service believed to warrant award of a decoration may initiate a recommendation for an award. Preferred recommendations are those initiated by the person's commander or supervisor at the time of the act, achievement, or service. All recommendations are based on accomplishments during a military career. A member must have been on UTA; annual training, special training, workdays, active duty tour, or duty related travel. The narrative is limited to accomplishments, which occurred within the opening and closing dates.

Guidance
Publications
AFI 36‑2803 The Air Force Awards and Decorations Program
AFI 37‑126 Administrative Correspondence
AFH 37‑137 Tongue and Quill
FORMS
RDPDECOR6 Recommendation for Decoration Printout
ADDITIONAL REFERENCE MATERIAL

Dictionary
Thesaurus
Contact your Awards Monitor for forms, regulations, and DECOR6
AIR FORCE 

ACHIEVEMENT 

MEDAL

(AFAM)

Air Force Achievement Medal

(AFAM)

Reference AFI 36-2803

Awarded for outstanding achievement or meritorious service; or acts of courage that does not meet the requirements of the Air Force Commendation Medal. Awards based on outstanding achievement are for one single act only. More than one act must be meritorious service and the period of award must be a minimum of three years. Place emphasis on this award to junior officers and airmen whose achievements and service meet the standards.  Do not award more than one AFAM during a one year period except under extraordinary circumstances.  Do not award for aerial achievement, retirement, or to colonels (0-6) or above.  Approval authority for the AFAM is the Wing Commander.

May be Awarded for:


Permanent Change of Station (PCS): A move from one geographical location to another.


Permanent Change of Assignment (PCA): Reassignment from one unit to another on the same base or from one office or duty section to another located at the same organization.


Extended Tour: Not PCS or PCA, but clearly outstanding and unmistakable exceptional service for an extended period of at least three years.

AFAM Award Package Must Include:

-RDPDECOR6 (Recommendation for Decoration Printout)




  (Available from your unit orderly room)


-AFAM Certificate with Col John B. Soileau Jr Signature Block 

Different Opening and Closing Lines to be used For the Air Force Achievement Medal

Reference AFI 36‑2803 Attachment 4, page 58, para A4.14
Opening Sentence: First Lieutenant Jane M. Doe distinguished herself by meritorious service (outstanding achievement), as (duty assignment, and office location) OR while assigned to (office location).








OR

First Lieutenant Jane M. Doe distinguished herself by outstanding achievement (at or near).
Narrative Description: Lieutenant Does outstanding professional skill, knowledge and leadership aided immeasurable in identifying problem areas in the field of _ and in developing and implementing research projects capable of solving these problems.

Closing Sentence: Confine the closing to one sentence, which will personalize the summation.

Instructions For Completion Of

“Recommendation For

Decoration (DECOR6)"

Rule of Thumb: Make an entry in every item ever if the entry is NA or None. This action will eliminate submission of incomplete packages.

DATE: self-explanatory.

1A: Enter full name of decoration.

1B: Enter appropriate Oak Leaf Cluster or NA.

1C: Inclusive dates or act or service. Normally, dates do not overlap a previous decoration. Ensure that the inclusive dates fall within the time allowances IAW AFI 36‑2803.

1D: Circle the basis for the recommendation.

1E: Circle the reason this decoration is being recommended.

1F: Enter the desired presentation date, if any. If none ‑ enter ​N/A.

1G: the computer should automatically enter this item; if ​another location is desired or the space is blank ‑ enter the correct data.

1H: If the nominee is leaving the unit ‑ enter the address to which the member expects to relocate.

2: Requests unit, station of assignment and grade at the time of the act, achievement or service. If this information is incorrect, enter the correct data in items D, E, and/or F. If the information is correct, leave items blank or enter N/A.

3: If the member is available to receive the decoration, ente​r N/A.

4: If other individuals are being recommended for the same award, circle yes. If yes, ensure that all nomination packages are submitted at the same time.

5: Correct any inaccurate information.

6: Correct any inaccurate information. Add information if required.

7: The recommending official should sign in the space provided.

8: Line through this item.

AIR FORCE 

COMMENDATION 

MEDAL 

(AFCM)

Air Force Commendation Medal

(AFCM)

Reference AFI 36-2803

Awarded for outstanding achievement, meritorious service, or acts of courage that does not meet the requirements of the Meritorious Service Medal. Awards based on outstanding achievement are for one single act only. More than one act must be meritorious service and the period of award must be a minimum of three years. Approval authority for the AFCM is the Wing Commander.

May be Awarded for:


Permanent Change of Station (PCS): A move from one geographical location to another.


Permanent Change of Assignment (PCA): Reassignment from one unit to another on the same base or from one office or duty section to another located at the same organization.


Extended Tour: Not PCS or PCA, but clearly outstanding and unmistakable exceptional service for an extended period of at least three years.


Retirement:  Review records and consider the individual’s entire career to determine the appropriate level of decoration for retirement.  Prepare the recommendation using the most recent period of service.  Note:  Process recommendations for retirement in time for a presentation ceremony and to permit processing and appropriate entries on retirement documents.

AFCM Award Package Must Include:

-RDPDECOR6 (Recommendation for Decoration Printout)





(Available from your unit orderly room)


-AFCM Certificate with Col Soileau JR Signature Block


-Narrative justification or AF Form 642

Different Opening and Closing Lines to be used For the Air Force Commendation Medal

Reference AFI 36‑2803 Attachment 4, page 34 & 35, para A4.13

Opening Sentence: Staff Sergeant Johnny K. Doe distinguished himself by meritorious service (outstanding achievement) (an act of courage) as (duty assignment and office) or (while assigned to __________(office) from________ to __________).








Or

Staff Sergeant Johnny K. Doe distinguished himself by outstanding achievement (an act of courage) (at or near) on (date).

Narrative Description (act of courage): On that date, Sergeant Doe arrived on the scene of an automobile accident that seriously injured the driver of the vehicle.  Without hesitation, Sergeant Doe went to the aid of the injured victim, expertly administered first aid, and remained with him until arrival of professional assistance.

Narrative Description (service of achievement): During this period, the professional skill, leadership, and ceaseless efforts of Sergeant Doe contributed to the effectiveness and success of Air Force programs.

Closing Sentence: The distinctive accomplishments of Sergeant Doe reflect credit upon himself, the Air National Guard, and the United States Air Force.

Retirement Award: The distinctive accomplishments of Sergeant Doe culminate a (long and {this is for over 30 years}) distinguished career in the service of his country and reflect credit upon himself, the Air National Guard, and the United States Air Force.

Separation Award: The distinctive accomplishments of Sergeant Doe while serving his country reflect credit upon himself, the Air National Guard, and the United States Air Force.

Posthumous Award: The distinctive accomplishments of Sergeant Doe in the dedication of his service to his country reflect credit upon himself, the Air National Guard, and the United States Air Force.

Instructions for Completion Of

“Recommendation ForDecoration (DECOR6)"

Rule of Thumb: Make an entry in every item ever if the entry is NA or None. This action will eliminate submission of incomplete packages.

DATE: self-explanatory.

1A: Enter full name of decoration.

1B: Enter appropriate Oak Leaf Cluster or NA.

1C: Inclusive dates or act or service. Normally, dates do not overlap a previous decoration. Ensure that the inclusive dates fall within the time allowances IAW AFI 36‑2803.

1D: Circle the basis for the recommendation.

1E: Circle the reason this decoration is being recommended.

1F: Enter the desired presentation date, if any. If none ‑ enter ​N/A.

1G: The computer should automatically enter this item; if ​another location is desired or the space is blank ‑ enter the correct data.

1H: If the nominee is leaving the unit ‑ enter the address to which the member expects to relocate.

2: Requests unit, station of assignment and grade at the time of the act, achievement or service. If this information is incorrect, enter the correct data in items D, E, and/or F. If the information is correct, leave items blank or enter N/A.

3: If the member is available to receive the decoration, ente​r N/A.

4: If other individuals are being recommended for the same award, circle yes. If yes, ensure that all nomination packages are submitted at the same time.

5: Correct any inaccurate information.

6: Correct any inaccurate information. Add information if required.

7: The recommending official should sign in the space provided.

8: Line through this item.

MERITORIOUS

SERVICE

MEDAL

 (MSM)

Meritorious Service Medal

(MSM)

Reference AFI 36-2803

Awarded for non-combat outstanding achievement or meritorious service to the United States.  Awards based on outstanding achievement are for one single act only. More than one act must be meritorious service and the period of award must be a minimum of three years. Approval authority for the MSM is the Wing Commander.

May be Awarded for:


Permanent Change of Station (PCS):  A move from one geographical location to another.


Permanent Change of Assignment (PCA):  Reassignment from one unit to another on the same base or from one office or duty section to another located at the same organization.


Extended Tour:  Not PCS or PCA, but clearly outstanding and unmistakable exceptional service for an extended period of at least three years.


Retirement:  Review records and consider the individual’s entire career to determine the appropriate level of decoration for retirement.  Prepare the recommendation using the most recent period of service.  Note:  Process recommendations for retirement in time for a presentation ceremony and to permit processing and appropriate entries on retirement documents.

MSM Award Package Must Include:
-Justification:  As many bullet statements as necessary to fully justify the award.  Prepare justification as a narrative using a blocked, paragraphed, or talking paper format.


-RDPDECOR6 (Recommendation for Decoration Printout)





(available from your unit orderly room)


-Draft Certificate

Different Opening and Closing Lines to be used For the Air Force Meritorious Service Medal

Reference AFI 36‑2803 Attachment 4, page 33 & 35, para A4.10

Opening Sentence: Master Sergeant Joe B. Smith distinguished himself in the performance of outstanding service to the United States as (duty assignment) or (while assigned to the (office) __________ from _________ to ______.








or

Master Sergeant Joe B. Smith distinguished himself by outstanding achievement (as or)(while assigned to), (on) or (from _________ to ________).

Narrative Description:  During this period, the outstanding professional skill, leadership, and ceaseless efforts of Sergeant Smith contributed to the effectiveness and success of Air Force (programs).








or

In this important assignment, Sergeant Smith’s outstanding leadership and devotion to duty were instrumental factors in the resolution of many problems of major importance to the Air Force.

Closing Sentence:  The singularly distinctive accomplishments of Sergeant Smith reflect great credit upon himself, the Air National Guard, and the United States Air Force.

Retirement Award:  The singularly distinctive accomplishments of Sergeant Smith culminate a (long and {this is for over 30 years}) distinguished career in the service of his country and reflect great credit upon himself, the Air National Guard, and the United States Air Force.

Separation Award:  The singularly distinctive accomplishments of Sergeant Smith while serving his country reflect great credit upon himself, the Air National Guard, and the United States Air Force.

Posthumous Award:  The singularly distinctive accomplishments of Sergeant Smith in the dedication of his service to his country reflect great credit upon himself, the Air National Guard, and the United States Air Force.

Instructions for Completion Of

“Recommendation For

Decoration (DECOR6)"

Rule of Thumb: Make an entry in every item ever if the entry is NA or None. This action will eliminate submission of incomplete packages.

DATE: Self-Explanatory.

1A: Enter full name of decoration.

1B: Enter appropriate Oak Leaf Cluster or NA.

1C: Inclusive dates or act or service. Normally, dates do not overlap a previous decoration. Ensure that the inclusive dates fall within the time allowances IAW AFI 36‑2803.

1D: Circle the basis for the recommendation.

1E: Circle the reason this decoration is being recommended.

1F: Enter the desired presentation date, if any. If none ‑ enter ​N/A.

1G: The computer should automatically enter this item; if ​another location is desired or the space is blank ‑ enter the correct data.

1H: If the nominee is leaving the unit ‑ enter the address to which the member expects to relocate.

2: Requests unit, station of assignment and grade at the time of the act, achievement or service. If this information is incorrect, enter the correct data in items D, E, and/or F. If the information is correct, leave items blank or enter N/A.

3: If the member is available to receive the decoration, ente​r N/A.

4: If other individuals are being recommended for the same award, circle yes. If yes, ensure that all nomination packages are submitted at the same time.

5: Correct any inaccurate information.

6: Correct any inaccurate information. Add information if required.

7: The recommending official should sign in the space provided.

8: Line through this item.

WRITING A NARRATIVE JUSTIFICATION

Use narrative justification when submitting a nomination for the Meritorious Service Medal.
Each recommendation is evaluated on the merits of the justification presented. Generalities, broad or vague terminology, superlative adjectives, or a recap of duties performed do not justify a nomination.
Narratives should be specific and factual. Give concrete examples of exactly what a member did, how it was done, and what benefits or results significantly exceed the expected performance. For example, program improved, time reduction, dollars saved, etc.
Narratives may be submitted in block format, paragraph format, or, talking paper (bullet) format. Recommendations based on retirement may be submitted as an endorsement memorandum or letter or using the above mentioned formats.
Outstanding achievement recognizes a single, specific act or accomplishment that is separate and distinct from the member's regularly assigned duties. There is usually a definite beginning and ending date.
All narratives are based on accomplishments during a military career.  Members must have been on UTA, annual/special training, workdays, active duty tour, or duty related travel.
Limit the narrative to accomplishments that occurred within the opening and closing dates.  An entire career may be considered; however, limit the accomplishments subsequent to the member’s last decoration.
Do not refer to a prior military career in another branch of service.
Limit the narrative for all decorations to (1) typewritten page.
If using a typewriter, use 10 or 12 pitch only. If using a computer, use only 11 or 12 point font size.
I recommend Staff Sergeant Jane M. Doe, 000‑00‑0000, for the award of the Meritorious Service Medal.

‑As the 159th Fighter Squadron's personnel specialist, she single‑handedly accomplished all personnel actions required to close the last fighter squadron in the 159th Fighter Wing. These actions not only included outprocessing all of the squadron personnel but also closing of all files and forms, tracking the changing of line badges. and completing all outstanding Officer and Enlisted Performance Reports and award packages.

‑Through her initiative and extra time devotion, five F‑ 15 Air National Guard units received video recording units in minimal time. Sergeant Doe worked with the individual units and the Traffic Management Offices to coordinate all paperwork and transfer procedures to ensure the expeditious transfer of these valuable and useful pieces of equipment.

‑Developed and utilized deployment packages to include arranging and coordinating billeting, rental car agreements and reservations, access listings, and orders. Her utilization of these packages allowed aircrews to concentrate on the flying mission prior to and throughout the entire deployment; thereby, easing the aircrew's workload by 50% and saving valuable man‑hours.

‑Coordinated, tracked, and updated squadron supplies, to include student and instructor F‑15 needs, gradebook requirements, and necessary equipment replacement and repair. These actions allowed squadron instructors to have the most updated equipment readily available for use in the training mission; thereby, increasing the training effectiveness of the 159th Fighter Squadron Instructors.

‑Devoted extra time to ensure that seven short notice security packages were completed prior to the aircrew attending initial F‑15 training at Dyess Air Force Base. This action allowed the F‑ 15 pilots to devote their time to training students up to time of departure.

‑Assisted the Commander in the development of the squadron budget.  Ensured that all required elements of data were incorporated into the budget. Additionally, spent ten additional hours of work compiling data to produce a quality product.

‑During absence of the school secretary, completed twenty student Officer Performance Reports in addition to required student training reports upon the student's graduation from formal course training.

‑As the 159th Operations Group personnel specialist, established updated procedures for Technician and Traditional Guardsman time keeping as well as updating procedures for the Operations Group Weight Management Program.

‑Hand‑picked to set up the file plan for the office of the Surgeon General of the Air National Guard at the Air National Guard Readiness Center. Flawlessly accomplished this monumental task in a week long Temporary Duty to the Readiness Center.

‑Represented the 159th Operations Group at the combined Air Force and Air National Guard small computer conference at Dannelly Field, Air National Guard Base.










Signature Block










Title

STATE  OF 

LOUISIANA 

AWARDS

 &

DECORATIONS

Louisiana Decorations

The following are authorized awards of the State of Louisiana ranked in order of precedence.
1. The Louisiana Medal of Honor
2. The Louisiana Distinguished Service Cross
3. The Louisiana Distinguished Service Medal
4. The Louisiana Legion of Merit
5. The Louisiana Commendation Medal
6. The Louisiana Achievement Ribbon
7. The Louisiana Recruiting Ribbon
8. The Louisiana Retention Ribbon
9. The Louisiana National Guard Distinguished Civilian Service Medal

10. The Louisiana War Cross

11. The Louisiana Emergency Service Ribbon

12. The Louisiana General Excellence Ribbon

13. The Louisiana Longevity Ribbon

NOTE: Members may wear state ribbons while serving in state status (AGR, UTA, annual/special training, etc.). Do not wear state awards when in federal status (Title 10 tours of more than 90 days.)
Oak Leaf Cluster

For second or succeeding awards, a Bronze Oak Leaf Cluster will be awarded. Upon receipt of Five (5) Bronze Oak Leaf Clusters, a Silver Oak Leaf Cluster will be worn in lieu of the five (5) Bronze. Oak Leaf Clusters are awarded to symbolize second and succeeding awards of the Distinguished Service Medal, Louisiana Commendation Medal, Special Service Medal of Louisiana, and Veterans Service Medal.
St Andrews Cross

After award of Faithful Service Medal of Louisiana upon completion of six (6) years service, the Bronze St. Andrews Cross will be awarded upon completion of each three (3) years of service thereafter (9 yrs, 12 yrs, 15 yrs, 18 yrs, 21 yrs). After individual has earned five (5) Bronze St. Andrews Crosses, a Silver St. Andrews Cross will be worn in lieu of the five (5) Bronze.
Louisiana Distinguished Service Medal 

The Louisiana Distinguished Service Medal will be awarded by the Adjutant General, upon recommendation, to any person who served honorably in the active Louisiana National Guard and who during this period of honorable service performed exceptionally meritorious duty of great responsibility; or who by unselfish and untiring activities in connection with the Military Department rendered a distinct service in furthering the security and welfare of the state.  The performance must be such as to merit recognition for service that is clearly exceptional.  Exceptional  performance of normal duty will not alone justify an award of this decoration. 

Louisiana Commendation Medal

The Louisiana Commendation Medal may be awarded to members of the Louisiana National Guard who have distinguished themselves by meritorious service or meritorious achievement.  Award may be made to individuals not members of the Louisiana National Guard who have distinguished themselves by extraordinary achievement or service which has been a benefit to the Louisiana National Guard.

The Louisiana Commendation will be awarded by the Adjutant General.  Recommendations for the award may be made by any military officer of the State, and will be submitted through channels to the State Adjutant General. Recommendations will contain full and complete factual information including dates, as to the service for which the decoration is recommended together with an appropriate proposed citation. The award will be announced in Permanent Orders by The Adjutant General, citing the services being recognized. Posthumous awards may re recommended. For second or succeeding awards of the Louisiana Commendation Medal of the State of Louisiana, a Bronze Oak‑Leaf Cluster is presented in lieu of the medal. A silver Oak‑Leaf Cluster may be worn in lieu of 5 bronze Oak‑Leaf Clusters for the same decoration.

Louisiana Recruiting Ribbon 

The Louisiana Recruiting Ribbon will be awarded by the Adjutant General, upon recommendation, to any person who served honorably in the active Louisiana Air National Guard and who during this period of honorable service distinguished himself by exceptionally significant achievement in the area of strength combat readiness.  The performance must have been such as to merit recognition of the individual achievement that is clearly exceptional.  
HELPFUL

 HINTS




POWER WORDS

ABLE
CREATIVE
INNATE





ACCOMPLISHED
CULTIVATE
KNOWLEDGEABLE

ACE
DAUNTLESS
LEVELHEADED

ACCLAIM
DETERMINED
LAUDABLE

ACUTE
DEVOTED
LOYAL

ADEPT
DYNAMIC
MATURE

ADMIRABLE
EAGER
METHODICAL


AGILE
ENERGETIC
METICULOUS


ALERT
ENLIGHTENED
POLISHED


ALL-AROUND
ETHICAL
PROFICIENT

ANALYTICAL
ENTHUSIASTIC
PROGRESSIVE

ARTICULATE
EXCEPTIONAL
REASONABLE

ASSERTIVE
EXPERIENCED
RECEPTIVE

BORN LEADER
EXPERT
RELIABLE

BY EXAMPLE
GUIDANCE
RESOURCEFUL

CANDID
FAIR-MINDED
SKILLFUL

CLEAR-HEADED
FORTHRIGHT
STUDIOUS

COMMON SENSE
HONORABLE
STELLAR

CONFIDENT
INDUSTRIOUS
TALENTED

COORDINATE
INFORMED
TRUSTWORTHY

COURTEOUS
INITIATIVE
VERSATILE


POWER  PHRASES

...perceptive and alert
...honest, respectful reputation

...composed and calm
...mental sharpness

...talented and charismatic
...quick to learn

...a quick thinker
...exercises sound judgment

...calm and affable manner
...resourceful and dedicated

...thirst of knowledge
...highly motivated

...always enthusiastic
...extensive knowledge

...impeccable character
...exceeding articulate

...quick to perceive and act
...industrious nature

...determined and dedicated
...well-calculated actions

...well organized
...great self control

...confident of abilities
...self motivated and resourceful

...results oriented
...strongly motivated

...great foresight
...mentally alert

...personal devotion to duty
...unwavering self-reliance

...vision for the future
...eager and capable

...skilled innovator
...positive attitude

...confident of abilities
...develops logical priorities

...accomplished counselor
...astute, experienced leader

...good organizer
...resilient and energetic

...inspires confidence
...has follow me confidence

...positive influence
...uncommon leader perceptiveness
Power Bullets

...unlimited capacity for solving difficult problems

...exercises mature judgment and meticulous precision to detail

...strongly motivated to succeed

...exceptional professional competence

...long-standing record of credibility, loyalty, and dedication

...uses common sense to tackle problems

...logical in decision making process

...highly motivated achiever

...daily actions marked by efficiency and practical logic

...articulate, well groomed, without equal in personal demeanor

...individual drive and motivation is refreshing

...abundant energy and enthusiasm

...innate ability to grasp and understand perplexing matters

...thorough in nature, exercises sound and logical judgment

...energetic , resilient personality

...mentally quick and resourceful

...abundant initiative and personal drive

...posses the utmost degree of accuracy and attentiveness

...a take charge attitude with great personal industry

...relentless drive and dedication

...immensely rational, logical, and responsible to tasking

...a front runner

...strong loyalty and sense of duty

...fully developed purpose and sense of pride

...exercises sound judgment in practical matters

...skillful employment of personal resources

...sets positive, realistic expectations and standards

...can quickly identify problem, formulate solution, direct action and take corrective follow up action without direction or supervision

The Right Way

a bachelor’s degree

a master’s degree

“can do” attitude or can-do attitude

co-worker or coworker

crew member

cross-train

day-to-day

Dining In

Dining Out

en route or enroute

ensure

espirit de corps

full-time

GLOBAL SHIELD

hand-picked

in-depth or in depth (based on usage)

in-flight (adjective) in flight (preposition)

in-residence or in residence (based on usage)

Noncommissioned Officer

“take charge” person or take-charge person

NOTE:

Hyphenate if describing as an adjective

No hyphen if describing the objective
1
3

_920890330

