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1 Nov 03

MEMORANDUM FOR ALL 18 WG PERSONNEL

FROM:  18 WG/CC

SUBJECT:  18th Wing Decorations Guide
1.  Timely presentation of decorations is an important component of our recognition programs and taking care of our people.  The attached guide provides standardization and examples, which if followed, should improve both the quality and timeliness of our decorations.  

2.  The goal of the 18th Wing is “Pin’em where you Win’em.”  Decorations will be accepted up to 60 days prior to the closeout to allow for formal presentation (i.e., commander’s calls, going away luncheons, parties, hail and farewells, etc.,) before the member’s PCS.  However, decorations will not be signed out of the Wing earlier than 30 days before closeout.  This will require very proactive involvement on the part of commanders, supervisors, and commander’s support staffs (CSSs).  

3.  Questions can be referred to 18 MSS/DPMP at 634-5736 or 18 MSS/DPMPE at 634-3206.
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U.S. AIR FORCE




JEFFREY A. REMINGTON

   Brigadier General, USAF

   Commander, 18th Wing
Attachment:

18th Wing Decorations Guide
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PREFACE

This Decorations Guide was created to provide useful information to Kadena personnel when preparing decorations.  The guidance should not replace Air Force Instructions but serves as a useful tool to help the wing produce quality decorations in a timely manner.  If anyone has corrections or suggestions, please forward them to the 18th Wing Command Section.

DEFINITIONS

Unless otherwise specified in this guide, the following definitions apply.

1. AAM - Aerial Achievement Medal

2. AFAM - Air Force Achievement Medal

3. AFCM - Air Force Commendation Medal

4. Certificate - Refers to AF Forms 2274 (AFAM), 2224 (AFCM), 2228 (MSM), or 2275 (AAM).

5. Citation  - Bond paper narrative write-up.  The only medal discussed in this guide that still requires a citation is the AAM.

6. Decor 6  - Paperwork that initiates decoration process.  This paperwork includes all information on an individual needed to complete the certificate or citation (except the narrative portion). 

7.  Late Decoration - ALL decorations will be turned into the wing no later than 60 days prior 

     to the presentation or departure date.  Port call notifications are accepted as long as it 

     verifies the departure date.  Any decorations forwarded to the wing not following the above

     guidelines will require a late letter.
8.  MSM – Meritorious Service Medal 

9.  Narrative – The body of a certificate or citation that discusses the reason for the medal. 

10. PACAF – Pacific Air Forces  (Pacific Air Forces’ when possessive)   

WHEN TO SUBMIT AN INDIVIDUAL FOR A DECORATION

In order to improve the quality of decoration submissions and standardize submissions procedures between all organizations, the following procedures are effective immediately: 

1.  Submission Procedures: 

a. The 18th Mission Support Squadron, Military Personnel Flight (MPF), will utilize  

      squadron Commander Support Staffs (CSSs) as their point of contact (POC) for all 

      decorations.  Each squadron will provide the MPF with their POC’s name, rank, duty

      phone, and e-mail address.

b. Decoration submissions requiring either 18 WG/CC or HQ PACAF approval will be reviewed and indorsed by group commanders before being forwarded to the wing.

1) Decoration packages will be forwarded through the squadron, group commander and the wing for approval, then 18 MSS/DPMPE for final disposition.

2) Any form of transmittal is allowed, i.e., memorandum, routing sheet or staff summary sheet, as long as it can clearly be determined by wing administrative personnel that the group commander has reviewed the recommendation.  


3) 18 WG/CCEA will return improperly routed decorations to the appropriate group.


4) Organizations may submit packages with multiple recommendations.  Individual recommendations with errors will be returned to the organizations with the transmittal document marked accordingly.

c. Commanders may modify procedures in this guide for their internal purposes.

d. Commanders are responsible for any board actions within their unit.  The group information managers or CSS should accomplish board actions.  Group commander-approved AFAM recommendations will be forwarded to 18 MSS/DPMPE for preparation of special orders and disposition.

2.  Submitting Decoration Recommendations:
a. Do NOT submit recommendations in a token effort to “do something for your people.”

b. Submit recommendations to recognize sustained superior performance, meritorious service, outstanding achievement, or acts of heroism that clearly place individuals above his or her peers.  (Refer to paragraphs 2, 3, and 4 below for further clarification)                                                                                                     

c. Base your recommendations on specific projects, plans, programs, or actions that are or will be beneficial to the Air Force.

d. Superior duty performance, attainment of honors based solely on academic achievement (such as graduating with honors from the Noncommissioned Officer Academy or other courses of instruction), or receipt of other forms of recognition (for example, selection as airman of the month or year or identification as superior performer by the Inspector General) do not in themselves justify a recommendation for a decoration.

e. No individual is automatically entitled to an award upon completion of an operational TDY or departure for an assignment.

f. Evaluate ALL related facts regarding the service of any person before recommending or awarding a decoration.

g. Award only one decoration for the same act, achievement, or period of service.

h. Do NOT award or present a decoration to any person whose entire service for the period covered by the decoration has not been honorable.

3.  Recommendations Based on Meritorious Service (Ref. AFI 36-2803, paragraph 2.3).  A

     recommendation for meritorious service is based upon a completed period of service.   Permanent

     Change of Station (PCS), Permanent Change of Assignment (PCA), Extended Tour, or 

     Retirement, usually indicates a completed period of service.

a. Permanent Change of Station (PCS).  A PCS is a move from one geographical area to another.  If the recommendation is based on a single assignment, the close-out date will NOT be before the member’s final MPF out-processing date.

b. Permanent Change of Assignment (PCA).  A PCA is a reassignment from one unit to another on the same base or from an office or duty section to another located at the same organization.  The new assignment must be markedly different from the previous duty to meet the intent of the completed period of service requirement.  Submit both the old and new duty descriptions on plain bond paper or letterhead.  The recommending official or squadron CC must sign this document.  

c.  Extended Tour.  An extended tour is not a PCS or PCA, but clearly outstanding and 

     unmistakably exceptional service for a service member who has completed their initial   tour of assignment.  Initial tours are at least 3 years (or 4 years for a long tour) for an accompanied assignment and 2 years for an unaccompanied assignment. 
d. Retirement.  Review the individual’s records and consider their entire career to determine the appropriate level of decoration for retirement.  Prepare the recommendation using the most recent period of service.

e. Separation.  Separation from active service.  Separations can sometimes be unexpected  

      and short notice.  Ensure that once you have knowledge of the separation that you take  

      appropriate action and start preparing the recommendation.  Please indicate the

      forwarding address in item H of the Decor 6, if member is projected to separate.

f. Posthumous.  Upon the death of an active duty member, a Decor 6 will automatically be

      produced.  This will be the only RDP produced prior to member being dropped from the

      MilPDS file.  Do not discard RDP unless you do not plan to submit the individual for a

      decoration.

4.  Recommendations Based on Outstanding Achievement (Ref AFI 36-2803, paragraph

     2.4):  A recommendation for outstanding achievement recognizes a single, specific act or 

     accomplishment separate and distinct from regularly assigned duties or accomplishments in a

     temporary duty (TDY) status.  
5.  Recommendations Based on Heroism (Ref AFI 36-2803, paragraph 2.5):  A            

     recommendation for heroism must clearly state how the act characterizes courage, intrepidity, 

     or gallantry.  When the act involved voluntary risk of life, you must clearly show that the

     individual would not have been censured had he or she not voluntarily accomplished the act. 

6.  Lost Recommendations.  Recommendations that were officially placed into military

     channels within the prescribed time limitations, but were not acted on through loss or

     inadvertence, may be resubmitted at any time for consideration to the appropriate awarding

     authority.  Lost recommendations must be forwarded through the same official channels, as

     the original recommendation.  If those channels no longer exist, the recommendation is

     forwarded through the channels that replaced the original channels.  Such recommendations

     must be accompanied by: 


a.  Copy of the original recommendation or a reconstructed version of it.

b.  Conclusive evidence that the recommendation was officially placed in military channels   within the prescribed time limit (*).

c.  Conclusive evidence that the recommendation was not acted on through loss or 

     inadvertence.  

d.  New citation and certificate.

*Note:  It is very important that squadrons keep a copy and a log of all decorations submitted.  These documents can be the conclusive evidence needed if a decoration is lost.  After the decoration is approved and the MPF prepares the order, the squadron will be provided a copy of the special order to keep track of the decorations submitted and approved.

GENERAL INFORMATION ON CERTIFICATES

1. Initiating a Decoration.  Any person, other than the person being recognized, having firsthand knowledge of the act, achievement, or service believed to warrant award of a decoration may initiate a recommendation for an award.  The preferred recommendations are those initiated by the individual’s commander at the time of the service, act, or achievement. You must submit recommendations as soon as possible following the act, achievement, or service.  Enter each recommendation into official channels within 2 years and award within  3 years of the act, achievement, or service performed.  (IAW AFI 36-2803)
2. Preparing the Certificate.  (See appropriate section for certificate examples).
a. All certificates should be prepared by the Unit Decoration Monitor to ensure correct format. 

b. Approval authorities.  Air Force Commendation Medals (AFCM) and Meritorious Service Medals (MSM) will be prepared for WG/CC signature.  Approval authority for Air Force Achievement Medals (AFAM) has been delegated to group commanders for individuals within their group (WG/CV is the acting group commander with AFAM approval authority for wing staff agency personnel only).  Prepare AFAM certificates for the appropriate group commander or equivalent signature.

c. Font.  Prepare certificate using Times New Roman, 12-pitch font or 10-pitch font.  Do not use bold font or underline any words when preparing certificate.

d. Inclusive Dates.  The inclusive dates in the citation must match those in the narrative and Decor 6, Item 1C.  See sample Decor 6 section to determine dates.  If requested inclusive dates do not match the dates on the Decor 6, a memo must be included stating the reason.  For example, if the projected departure date for PCS on the Decor 6 is 10 Jun but the person is actually leaving on 1 Jun, please state so in a memo or provide MilPDS/PCIII printout.  The closeout date will not be prior to the individual’s final MPF outprocessing date.  Note:  If decoration is for “extended tour,” ensure official documentation is included showing member’s new Deros.

e. Abbreviations.  Do not use any abbreviations other than Jr., Sr., II, etc.  

1)
When using “Jr.” or  “Sr.” in the heading of the certificate, place a comma after the name, a period after the “Jr.,” or  “Sr.” (EXAMPLE:  JOHN P. DOE, JR.).  When using “Jr.” or  “Sr.” in the body of the citation, place a comma after the name, a period after the “Jr.” or  “Sr.” and a comma after the period. (EXAMPLE:  John P. Doe, Jr.,).

2)
When using II, III, etc., in the heading or body of the citation, do not place a comma after the name or after the “II” or “III.” (EXAMPLE:  JOHN P. DOE II or John P. Doe II distinguished himself….).

3)
Abbreviations such as “AW,” “NCOIC,” and “OIC,” are prohibited. The term “noncommissioned” is spelled as one word.  Noncommissioned Officer in Charge is followed by a comma or “of” and then the individual’s duty section.  All units and major commands must be spelled out.  

EXAMPLE:  18th Mission Support Squadron, Pacific Air Forces, etc.

f. Rank.  For compound grade titles, such as First Lieutenant, Staff Sergeant, Senior Airman, and so on, spell out the complete grade title in the heading and opening sentence, then use the short title in the balance of the certificate.  (EXAMPLE:  Lieutenant, Sergeant, Airman, and so on.)

g.
Opening and closing sentences.  Use the mandatory opening and closing sentences listed from appropriate sections of this guide.  AFI 36-2803, Attachment 4, mandates these sentences.  They must be transcribed exactly as presented in this guide.
h.
Narrative.  The narrative must be in good taste and of a quality that will capture the substance of the decoration with dignity and clarity.  A quality certificate will ensure that the recipient receives a product that will give him or her a high degree of lasting prestige.  Readability is paramount.  Don’t write it if you can’t say it out loud.

1)
Margins. Narrative portion will have 1-inch margins on both left and right sides.  Right side will be justified.  Signature block will be aligned with the narrative portion of the citation.

2)
Duty Title.  The duty title must match the one appearing on the Decor 6 (Item 5).   If the duty title on the Decor 6 is different than in the decoration, a MilPDS/PCIII printout showing a duty title change must be included in the package.  For individuals having more than one duty title during the award period, see notes in “Opening/Closing Sentence” sections for appropriate medal.  In general, use all duty titles during the inclusive period in order of occurrence or the most current duty title on the Decor 6.

3)
Common phrases.  Use of commonly identified code names is acceptable.  (EXAMPLE:   Exercise(s) KEEN EDGE or COBRA GOLD; Operation(s) DESERT SHIELD/STORM).

4)
Numeric designations of units should read 18th, 3d, 36th, and so on.  Superscript is not authorized for use in a decoration.
5)
Symbols.  The use of “%,” “$,” parentheses, slashes, or other symbols or devices that can’t be read aloud or smoothly is prohibited.   

6)
Do not type any portion of the narrative on the same line as the “Given Under My Hand” line.  

i.
Prepare the certificate in letter quality format without corrections, white-outs, strike-overs or abbreviations.  (Before the final certificate is printed, ensure the printer is clean and does not leave stray marks.) 

j.
Refer to the appropriate section of this guide to see an example of a properly formatted certificate. 

3.
Preparing the Package.  (See next section for contents of the packages)

a. Certificates will be placed in the right pocket of the blue folder with the group’s coordination sheet stapled to the front of the folder.

b. The certificate will be submitted to the wing in final format. The narrative justification letter (if applicable), Decor 6, EPRs/OPRs and any other documentation will be placed in the left pocket in that order.  EPRs/OPRs will be copied head to foot and attached together in reverse chronological order.  White out social security numbers.

c. Use the recommendation letter (see appropriate section of this guide for example) when submitting additional information that was not included in the EPRs/OPRs during the decoration inclusive period.  The only indorsement necessary is the unit commander’s. 
d. If any other decorations were awarded during the period of the current decoration, a copy of the certificate must be included in the package.  For example, an AFAM was awarded for a deployment in 1998 and an AFCM is being written for period covering 1997 to 2000, a copy of the AFAM must be included in the package. 

e. A draft EPR/OPR or an addendum is required if it has been over 120 days since the closeout of the last report period.  Note:  If an addendum is used, it should contain at least 4-5 lines of significant accomplishments since the closeout of the last reporting period. 

f. Noted achievements included in the decorations will be highlighted on EPRs/OPRs.  
g. All packages must be coordinated through the appropriate group sections (CCE, CD, CC, etc). The group commander’s initials indicate the package is finalized and ready to take to the wing.

h. If the group or wing executive staff returns a package for corrections, return all marked originals with the corrected package.

i. Recommendations for more than one individual for the same act/achievement are packaged the same as identified above.  There must be a separate package for each individual being considered and listed in rank order.    

4.  
Processing a Decoration.  All recommendations placed in official channels must be forwarded to the designated approval/disapproval authority for final action, regardless of whether intermediate indorsing officials or commanders determine the award does not meet the criteria.  If approval/disapproval authority disapproves a decoration, it must be returned to the MPF for filing.

5. Reconsidering Disapproved or Downgraded Recommendations.  The recommending official may forward requests for reconsideration of disapproved or downgraded recommendations through the same official channels as the original recommendation.  The justification for consideration must be in a memorandum format, not to exceed one page. You must attach a copy of the original recommendation with all endorsements and new certificate.  Recommending official must submit the request into official channels within one year of the date of the awarding authority’s decision.  A one-time reconsideration by the award authority is final.  (See page 23 of this guide for further information and guidance concerning disapproved/downgraded recommendations.)

6. Decorations status inquiries. The Unit Decorations Monitor should be the only individual inquiring on the status of a decoration.  Please consult your monitor before contacting the MPF Awards and Decorations Office.  When inquiring on the status of a decoration at the wing, please channel these inquiries through the group secretaries or commander’s support staff.

7. Late Letters.  Decorations are due to the wing no later than 60 days prior to presentation date or projected departure date.  If decorations are turned in after the above suspense date, a late letter is required. 

CONTENTS OF DECORATION SUBMISSION PACKAGES
AIR FORCE ACHIEVEMENT MEDAL (AFAM)

1. Decoration coordination sheet.  (Attached to the front of the folder.)

2. Decor 6 (original) completed and signed by the squadron commander (not section commander).  (MSS/CC signs the Decor 6 for personnel assigned to Wing Staff Agencies.)  If any information on the Decor 6 is incorrect (duty title, etc), a MilPDS/PCIII printout must be included to show the change.

3. Certificate  (AF Form 2274).

4. Approval at the Group level. (WG/CV for Wing Staff Agencies.)

5. If the individual received any other decoration during the decoration inclusive period, a copy of the Certificate(s) must accompany the package.  (If award contained a citation, it should also be included)

6. For AFAMs presented for heroism or acts of courage, this paragraph does not apply.  For meritorious service, EPRs/OPRs must be included for the entire decoration inclusive period/tour length (or letter of evaluation for TDY.)  Include a draft EPR/OPR or an addendum if it has been more than 120 days since closeout of last report.  Highlight decoration information used in the EPR/OPR or addendum.  

AERIAL ACHIEVEMENT MEDAL (AAM)

1. Decoration coordination sheet.  (Attached to the front of the folder.)

2. Decor 6 (original) completed and signed by the squadron commander (not section commander).  (MSS/CC signs the DECOR 6 for personnel assigned to Wing Staff Agencies.)  If any information on the DECOR 6 is incorrect (duty title, etc), a MilPDS/PCIII printout must be included to show the change.  

3. Certificate (AF Form 2275) with WG/CC signature block.

4. Provide documentation verifying number of missions flown.

5. Letter signed by the squadron commander verifying the flights for which the award is being submitted. 

AIR FORCE COMMENDATION MEDAL (AFCM)

1. Decoration coordination sheet.  (Attached to the front of the folder.)
2. Decor 6 (original) completed and signed by the squadron commander (not section commander).  (MSS/CC signs the Decor 6 for personnel assigned to Wing Staff Agencies).  If any information on the Decor 6 is incorrect (duty title, etc), a MilPDS/PCIII printout must be included to show the change.

3. Certificate (AF Form 2224) with WG/CC signature block.

4. EPRs/OPRs for the entire decoration inclusive period/tour length (or letter of evaluation for TDY).  Include a draft EPR/OPR or an addendum if it has been more than 120 days since the closeout of the last report.  Highlight decoration information in the EPR/OPR and on the addendum.

5. If the individual received any other decorations during the decoration inclusive period, a copy of the certificate(s) must accompany the package.  (If award contained a citation it should also be included)

6. It is not common practice for the wing to award the AFCM to SrA and below or Lts; a letter of recommendation must accompany the package for justification (see appropriate section of guide for sample letter).

7.  If extended tour medal, include official documentation showing member’s new Deros.

MERITORIOUS SERVICE MEDAL (MSM)  

1. Decoration coordination sheet.  (Attached to the front of the folder.)

2. Decor 6 (original) completed and signed by the squadron commander (not section commander). (MSS/CC signs the Decor 6 for personnel assigned to Wing Staff Agencies).  If any information on the Decor 6 is incorrect (duty title, etc), a MilPDS/PCIII printout must be included to show change.

3. Certificate (AF Form 2228) with WG/CC signature block.

4. EPRs/OPRs for the entire decoration inclusive period/tour length (or letter of evaluation for TDY).   Include a draft EPR/OPR or an addendum if it has been more than 120 days since the closeout of the last report.  Highlight decoration information in the EPR/OPR and on the addendum. 

5. If the individual received any other decorations during the decoration inclusive period, a copy of the certificate(s) must accompany the package. (If award contained a citation, it should also be included)

6. It is not common practice for the wing to award the MSM to Capt and below and TSgt and below; a letter of recommendation must accompany the package for justification (see appropriate section of guide for sample letter).
7.  If extended tour medal, include official documentation showing member’s new Deros.

(EXAMPLE)

DEPARTMENT OF THE AIR FORCE

PACIFIC AIR FORCES
MEMORANDUM FOR (GROUP OR WING/CC)

FROM:  (UNIT/CC)

SUBJECT:  Recommendation for Meritorious Service Medal - TSgt Jane A. Doe

I recommend the award of the Meritorious Service Medal for TSgt Jane A. Doe.  While assigned to the _________, TSgt Doe made significant contributions to __________.  (Include justification that will support out-of-the-ordinary medals, (i.e., AFCM for SrA, MSM for TSgt, Capt., etc.).

NOTE:  Do not repeat information contained in OPRs and EPRs, as this is already included in the package.  Instead, provide overall justification to support the recommendation in light of the fact that typically only the top few percent of individuals in a given grade will be awarded the higher medal in these circumstances. 

 





           YOU R. COMMANDER, Lt Col, USAF

                                                

           Commander, 18th Mission Support Squadron

NOTE:   Squadron commander must sign this letter if included with decoration package.

1st Ind, _________

MEMORANDUM FOR 18 WG/CC

Recommend approval/disapproval/downgrade to AFCM.

                                                               
        YOU R. COMMANDER, Colonel, USAF

                                                      

              Commander, 18th Mission Support Group

INSTRUCTIONS FOR PREPARING THE DECOR 6

1. All entries on the Decor 6 must be legible.  If signatures are not legible, print the last name, first name/rank under the signature block.  Corrections are acceptable if they are neat and legible.  Changes to computer-generated information (i.e. duty title, projected departure date, etc.,) are allowed provided MilPDS/PC-III is also changed.  Include a copy of the computer product requesting the change on left side of blue folder.

2. The guidelines below correspond to the elements indicated on the Decor 6.  Use these instructions (along with the corresponding example of a Decor 6 on page 8 of this guide) to complete a Decor 6. The first paragraph of the Decor 6 indicates the suspense by which a decoration package or non-recommendation must be submitted to Career Enhancements Office or updated in PC-III:

a. Unit and office symbol of initiator. (EXAMPLE:  18 MSS/CC)

b. Date the Decor 6 was forwarded by the initiator.

c. After the word “decoration” enter the decoration that the individual is being submitted for (i.e., Air Force Commendation Medal).

d.  After the word  “cluster” enter the appropriate number of the clusters (i.e., 1st OLC,            

     2d OLC). This can be verified by referring to paragraph 6 of the Decor 6.  If not 

     applicable, enter ‘NONE.”  Don’t confuse “cluster” with number of decorations.  

e.
The “from” date of the period of service is usually the same as the “date arrived station” (see para 6 of the Decor 6).  If the date overlaps and a previous decoration was based on meritorious service, use the date following the close-out date of the previous decoration.  The “to” or “close-out” date will be computed from para 5 of the Decor 6 as follows:  

     
PCS - Use the projected departure date.  The “to” or “close-out” date will not be before the final MPF out-processing date.

     
PCA - Date individual is transferred to other unit (Note:  A PCA award is described as a drastic change in duties and responsibilities, not just changing from one unit to another).

     Separation - Use the RET-SEP-EFF-DATE-PROJ.

     Retirement - Use the RET-SEP-EFF-DATE-PROJ.  This must be the last day of the month.

                     EXAMPLE:  30 June for a 1 July retirement.

If requested inclusive dates do not match the dates on the Decor 6, a memo must be included stating reason.  For example, if the projected Departure Date for PCS on the Decor 6 is 10 Jun but the person is actually leaving on 1 Jun, please provide port call documents, etc.  The closeout date will not be prior to the individual’s final MPF outprocessing date.

f.
Circle the appropriate item.

g.
Circle the appropriate reason for the submission of the recommendation.

h.
Enter the approximate date you wish to have the decoration presented to the individual or “next duty station,” if it is to be forwarded to the person’s next assignment.

i. The servicing MPF of the individual’s next duty assignment.  If the assignment changes, the correct MPF address must be entered in this paragraph.  Use of the white label is appropriate to block out the incorrect MPF address and enter the correct one.  Ensure all copies of the Decor 6 are correct.

j. The individual’s next duty assignment.  If the assignment changes, the correct information must be annotated.  Please ensure the individual’s forwarding address is annotated, if the member is separating or retiring.  Please paper clip white labels with the address on them for mailing purposes to the blue folder.

k. The unit and personnel accounting symbol (PAS) to which the member was assigned at the time of the service, act, or achievement.

l. The base and location to which the member was assigned at the time of the service, act, or achievement.  

m. The individual’s rank at the time of the service, act, or achievement.

n. If the individual’s unit and PAS were different at the time of the service, act, or achievement, enter the correct unit and PAS.  Contact your CSS if you do not know this information.  If same as item “k,” type “NC.”

o. If the individual’s base and location were different at the time of the service, act, or achievement, enter the correct base and location.  If same as item “1,” type “NC.”  

p. Enter the correct rank if the individual’s rank was different at the time of the service, act, or achievement.  If same as item “m,” type “NC.”

q. Enter the name, relationship and address of next of kin if decoration is posthumous or if the individual is MIA or POW.  Enter “N/A,” if this does not apply.

r. Circle “No” if this does not apply.  “Yes” will be circled only when several individuals are being submitted for the same act or achievement.

s.  Self-explanatory.

t.  Self-explanatory

u. If you do not wish to submit an individual for a decoration, complete (circle or strike through) item 8 of the Decor 6 accordingly.  The supervisor and unit commander (not section commander) sign the Decor 6 and return it to the Commander Support Staff (unit orderly room).  The Commander Support Staff will update non-recommendations in PC-III.  If a decoration will be submitted complete item 8 of the Decor 6 accordingly.  The supervisor and unit commander sign the Decor 6.  Signature blocks must be legible or last name, first name/rank will be printed below the signature block.

        NOTE:  All recommendations placed in official channels must be forwarded to the designated approval/disapproval authority for final action, regardless of whether intermediate indorsing officials or commanders determine the award does not meet the criteria.  Only Group Commanders can disapprove the AFAM and only the 18 WG/CC can disapprove the AFCM & MSM.  Recommending officials who wish to withdraw recommendations already in official channels must send a memorandum through command channels to the awarding authority requesting disapproval, with reasons.  Intermediate endorsing officials or commanders must forward these recommendations.  Their endorsement must recommend either approval or disapproval to the awarding authority. 

SAMPLE DECOR 6

SUSPENSE:  15 DEC 03

18 MISSION SUPPORT SQ

KADENA  JAPAN  96368-5134

REPLY TO

ATTN OF:  CAREER ENHANCEMENTS

SUBJECT:  RECOMMENDATION FOR DECORATION

                    SSGT DOE, JANE T.            FR 123-45-6789

TO:   18  MISSION SUPPORT SQ/DPMPE

          ATTN:  MSGT WILLIAMSON, FRED

IF YOU SUBMIT A DECORATION RECOMMENDATION ON SSGT DOE, JANE T., RETURN THIS FORM, THE CITATION AND THE NARRATIVE BY 15 DEC 03.  IF YOU DO NOT PLAN TO RECOMMEND A DECORATION, PLEASE COMPLETE ITEM 8, OBTAIN YOUR COMMANDER’S INDORSEMENT AND RETURN THIS FORM TO US BY 14 DEC 03.  IF YOU NEED ASSISTANCE, PLEASE REFER TO AFI 36-2803 OR CONTACT THE MPF CAREER ENHANCEMENTS AT 225-7228.

1ST IND, (a)   18 MSS/CC                           (b)   15 OCT 03                                                                                                                   
TO:  CAREER ENHANCEMENTS

1.  
I RECOMMEND AWARD OF:

A.  DECORATION: (c)  AFAM                     B.  CLUSTER:   (d)  1ST OLC  

C.  INCLUSIVE DATES:    (e)  1 Dec 00 thru 1 Dec 03                                        

D. HEROISM, OUTSTANDING ACHIEVEMENT, MERITORIOUS SERVICE   


(f) Heroism

E.  RET, SEP, PCS, PCA, EXT TOUR, POSTHUMOUS, ACH, HEROISM, ACT OF COURAGE (g)  PCS

F.
IF APPROVED, PRESENTATION DATE DESIRED:    (h)  30 Nov 03 
G.
IF APPROVED, FORWARD AWARD ELEMENT TO:
(i)
Ex: 82 MSS/DECORATIONS

      
426 5th STREET SUITE 5

      
SHEPPARD AFB TX 76311-2929 

H.
NEXT DUTY ASSIGNMENT OR FUTURE ADDRESS (RET OR SEP): 
      (j)   
Ex:  82 MAINT SQ

      
426 5th Street 

      
Sheppard AFB TX 76311-2929   

2. UNIT, STATIONS OF ASSIGNMENT AND GRADE AT TIME OF ACT, ACHIEVEMENT OR SERVICE (IF ITEM A, B OR C IS DIFFERENT, CORRECT ITEM D, E AND F): 

A.  18 MISSION SUPPORT SQ                  
D.   374  COMM  SQ 
(k)  KBORFDRM                                            
(n)  YMORFFJN

B. 
(l)   KADENA AB JAPAN                      
E.    (o)   FUCHU AS JAPAN 
C.  (m)   SSGT                                               
F.    (p)   SSGT  

3. IF POSTHUMOUS, OR RECOMMENDEE IS MISSING IN ACTION OR PRISONER OF WAR, GIVE NAME, RELATION AND ADDRESS OF NEXT OF KIN:  

(q)  Mrs. M. Jackson, Mother   

                                              2919 S. State St

                                              Chicago, IL  60615

4. ARE OTHERS BEING RECOMMENDED FOR SAME ACT/SERVICE?  YES/NO    IF YES, ATTACH OTHER RECOMMENDATIONS TO THIS PACKAGE.  EXPLAIN ANY DELAYS, DATE RECOMMENDATION WILL BE FORWARDED AND IDENTIFY OTHERS BY GRADE, NAME, SSAN, PRESENT ORGANIZATION, STATION AND DECORATION RECOMMENDED. 
(r)

5.   CURRENT DUTY TITLE:             BIOMED EQUIP REPAIR JOURNEYMAN

      DATE OF CURRENT ASGMT:    1 Dec 00

      UNIT OF ASSIGNMENT:             18 MISSION SUPPORT SQ

(s) INSTALLATION OF ASGMT:     KADENA  AB JAPAN

      EFF DATE OF PROMOTION:      12 OCT 92

      DATE ARRIVED STATION:        1 Dec 00

      PROJ DEPARTURE DATE:          15 DEC 03         RNLTD:     31 JAN 04

      DATE OF SEPARATION:             24 JAN 06         TAFMSD:   12 DEC 86    

      RET-SEP-EFF-DATE-PROJ:                                    PAY DT:    12 DEC 86

      COMPONENT:                               REGULAR        UIF:            NO

      EPR DATE:                                     5B-950330    5B-950330     5B-931103

6.   DECORATION HISTORY:      (t)
                                                     
CLOSING    ISSUING   
ORDER    ORDER        DEC

DECORATION  
NUMBER  
DATE         
HQS           NUMBER  DATE        COND

AF COM MEDAL         01             02 JUN 99         7AF           00052        9006           PCS

NONE

7. BY VIRTUE OF SIGNING THE ATTACHED NARRATIVE/JUSTIFICATION, I CERTIFY THE MEMBER’S SERVICE DURING THE PERIOD OF THIS RECOMMENDATION HAS BEEN HONORABLE AND THE ATTACHED CITATION IS UNCLASSIFIED.  NO PREVIOUS AWARD HAS BEEN MADE TO MEMBER FOR THE ACT, ACHIEVEMENT OR SERVICE DESCRIBED.

                                                                                          ATCH

1. Award Certificate

*STRIKE THROUGH ITEM 8 IF RECOMMENDING MEMBER FOR DECORATION.

8. I HAVE PERSONALLY REVIEWED THE MEMBER’S PIF.  I RECOMMEND/DO NOT RECOMMEND THIS INDIVIDUAL FOR A DECORATION.  (u)

_________________________                         ___________________________  SUPERVISOR/DATE                                      

     COMMANDER/DATE

NOTE: DECOR 6 MUST BE LEGIBLE.  ENSURE PAS CODE IS ON DECOR 6 AND MEMBER’S PRESENTATION DATE IS IN SECTION 1. F (h). 

MERITORIOUS SERVICE MEDAL

CERTIFICATE OPENING/CLOSING SENTENCES AND NARRATIVE

OPENING  SENTENCES:

“Master Sergeant John P. Doe distinguished himself in the performance of outstanding service to the United States as Superintendent, Customer Support Element, 18th Mission Support Squadron, 18th Mission Support Group, 18th Wing, Kadena Air Base, Japan.” (EXAMPLE USING CURRENT DUTY TITLE ON DECOR 6)

OR

“Major Jane N. Patriot distinguished herself in the performance of outstanding service to the United States while assigned to the 18th Mission Support Squadron, 18th Mission Support Group, 18th Wing, Kadena Air Base, Japan.” (EXAMPLE USING ASSIGNED UNIT)

OR

“Master Sergeant John P. Doe distinguished himself by outstanding achievement (as) or (while assigned to), (on) or  (from ____ to ____).”  Note:  This sentence is used only for acts of achievement.

NOTE:  Use the following opening sentence for three or more job titles:

“Major Jane N. Patriot distinguished herself in the performance of outstanding service to the United States in various assignments culminating as Commander, 18th Mission Support Squadron, 18th Mission Support Group, 18th Wing, Kadena Air Base, Japan.”

NARRATIVE DESCRIPTION:

Immediately following the opening sentence, begin writing the narrative description with the mandatory phrases (During this period,) OR (In this important assignment,) and the individual’s rank and last name.  Use abbreviated ranks (i.e., a Lieutenant Colonel would be “Colonel” and a Master Sergeant would be “Sergeant,” etc.).  

EXAMPLES:  “During this period, Sergeant Jones…”

“In this important assignment, Sergeant Jones…”

Give a brief introduction as to why the member is deserving of the decoration.  Use the narrative description to provide 3 to 4 specific accomplishments (concentrate on what, how, and result/impact) with proper use of transitions, and a brief summary of the accomplishments, and then go on to the closing sentence.  

NOTE:  Generally, transitions are used on the last significant accomplishment before the mandatory closing sentence.  

CLOSING  SENTENCES:

PCS/EXTENDED TOUR/PCA

“The singularly distinctive accomplishments of Sergeant Doe reflect great credit upon himself and the United States Air Force.”

RETIREMENT

 “The singularly distinctive accomplishments of Colonel Doe culminate a (long and) distinguished career in the service of his country and reflect great credit upon himself and the United States Air Force.” 

NOTE:  For retirement, use “long and” only for individuals who have completed a minimum of 30 years of active federal military service.  This is computed by adding the Total Active Federal Military Service Date (TAFMSD) to the retirement date.

SEPARATION

“The singularly distinctive accomplishments of Major Doe while serving his country reflect great credit upon himself and the United States Air Force.”

POSTHUMOUS AWARD

“The singularly distinctive accomplishments of Chief Smith in the dedication of his service to his country reflect great credit upon himself and the United States Air Force.” 
*EXAMPLE**(ITALICIZED PRINT = helpful hints)
THE UNITED STATES OF AMERICA

TO ALL WHO SHALL SEE THESE PRESENTS, GREETING:

THIS IS TO CERTIFY THAT THE PRESIDENT OF THE UNITED STATES OF

AMERICA AUTHORIZED BY EXECUTIVE ORDER, 16 JANUARY 1969 HAS

AWARDED

THE MERITORIOUS SERVICE MEDAL

(FIRST OAK LEAF CLUSTER, POSTHUMOUS)  

(if applicable)

TO

MASTER SERGEANT LEROY P. JUMP

FOR

MERITORIOUS SERVICE

(OR OUTSTANDING ACHIEVEMENT)

1 DECEMBER 2000 TO 1 DECEMBER 2003

(See sample Decor 6 section to determine dates)

ACCOMPLISHMENTS

Master Sergeant Leroy P. Jump distinguished himself in the performance of outstanding service to the United States as Noncommissioned Officer in Charge Awards and Decorations Section, 18th Mission Support Squadron, 18th Mission Support Group, 18th Wing, Kadena Air Base, Japan.   During this period, Sergeant Jump demonstrated outstanding flying abilities providing safe and reliable helicopter transportation for thousands of passengers, including members of the Cabinet and Congress, as well as Department of Defense officials, on travels vital to the national security interests of the United States.  He was selected as the first helicopter pilot to serve as Wing Airlift Director, coordinating high visibility C-21, C-9, and C-130 missions to locations throughout Asia, including North Korea, Vietnam, China, and Russia. Sergeant Jump maintained high standards and set the example of professionalism as the squadron’s only UH-1N evaluator pilot, contributing greatly to the 18th Wing earning an “Excellent” rating on the 1999 Pacific Air Forces Phase II Operational Readiness Inspection.  The singularly distinctive accomplishments of Sergeant Jump reflect great credit upon himself and the United States Air Force.

GIVEN UNDER MY HAND

2 DECEMBER 2003

(Dated on or day after the closeout date.  However, if the decoration is submitted late, please use current date)

   YOU R. COMMANDER

   Brigadier General, USAF

   Commander, 18th Wing 

AIR FORCE COMMENDATION MEDAL

CERTIFICATE OPENING/CLOSING SENTENCES AND NARRATIVE

OPENING SENTENCES:

“Staff Sergeant John P. Jones, Jr., distinguished himself by (meritorious service) OR (outstanding achievement) OR (an act of courage) as Noncommissioned Officer in Charge, Base Service Store, 18th Logistics Readiness Squadron, 18th Mission Support Group, 18th Wing, Kadena Air Base, Japan.” (EXAMPLE USING CURRENT DUTY TITLE ON DECOR 6)

OR

“Staff Sergeant John P. Jones, Jr., distinguished himself by (meritorious service) OR (outstanding achievement) OR (an act of courage) while assigned to the Kadena Base Service Store, 18th Logistics Readiness Squadron, 18th Mission Support Group, 18th Wing, Kadena Air Base, Japan.”  (EXAMPLE USING ASSIGNED UNIT)

OR

“Staff Sergeant John P. Jones, Jr., distinguished himself by (outstanding achievement) OR (an act of (at or near) on (date).”

NOTE:  Use the following opening sentence for three or more job titles:

“Major Jane N. Doe distinguished herself by (meritorious service) OR (outstanding achievement) in various assignments culminating as Commander, 18th Mission Support Squadron,               18th Mission Support Group, 18th Wing, Kadena Air Base, Japan.”

NARRATIVE DESCRIPTION: 

Immediately following the opening sentence, begin writing the narrative description with the appropriate mandatory phrase  (During this period,) OR (On that date,).  Use abbreviated ranks (i.e., a Lieutenant Colonel would be “Colonel” and a Master Sergeant would be “Sergeant,” etc.).  

EXAMPLES: (For meritorious service or outstanding achievement)  “During this period, Sergeant Jones….”

(For an act of courage)  “On that date, Sergeant Jones ….”

Give a brief introduction as to why the member is deserving of the decoration.  Use the narrative description to provide 3 to 4 specific accomplishments (concentrate on what, how, and result/impact) with proper use of transitions, a brief summary of the accomplishments, and then go on to the closing sentence.

NOTE:  Generally, transitions are used on the last significant accomplishment before the mandatory closing sentence.  

CLOSING SENTENCES:

PCS/EXTENDED TOUR/ACHIEVEMENT/PCA

“The distinctive accomplishments of Sergeant Smith reflect credit upon herself and the United States Air Force.”

RETIREMENT

“The distinctive accomplishments of Sergeant Williams culminate a (long and) distinguished career in the service of his country and reflect credit upon himself and the United States Air Force.”

NOTE:   For retirement, use “long and” only for individuals who have a minimum of 30 years of active federal military service.  This is computed by adding the TAFMSD to the member’s retirement date.   

SEPARATION

“The distinctive accomplishments of Sergeant Doe while serving his country reflect credit upon himself and the United States Air Force.”

ACT OF COURAGE

“By his/her prompt action and humanitarian regard for his/her fellowman, Sergeant Doe has reflected credit upon himself/herself and the United States Air Force.”

POSTHUMOUS AWARD

“The distinctive accomplishments of Sergeant Smith in the dedication of his service to his country reflect credit upon himself and the United States Air Force.”

**EXAMPLE**(ITALICIZED PRINT = helpful hints)

DEPARTMENT OF THE AIR FORCE

THIS IS TO CERTIFY THAT

THE AIR FORCE COMMENDATION MEDAL

(FIRST OAK LEAF CLUSTER, POSTHUMOUS)

 (If applicable)

HAS BEEN AWARDED TO

MASTER SERGEANT LEROY P. JUMP

FOR

MERITORIOUS SERVICE

(OR OUTSTANDING ACHIEVEMENT)

1 DECEMBER 2000 TO 1 DECEMBER 2003

(See sample Decor 6 section to determine these dates)

ACCOMPLISHMENTS

Master Sergeant Leroy P. Jump distinguished himself by meritorious service or outstanding achievement as Noncommissioned Officer in Charge Awards and Decorations Section,         18th Mission Support Squadron, 18th Mission Support Group, 18th Wing, Kadena Air Base, Japan. During this period, Sergeant Jump demonstrated outstanding flying abilities providing safe and reliable helicopter transportation for thousands of passengers, including members of the Cabinet and Congress, as well as senior Department of Defense officials, on travels vital to the national security interests of the United States.  He was selected as the first helicopter pilot to serve as Wing Airlift Director, coordinating high visibility C-21, C-9, and C-130 missions to locations throughout Asia, including North Korea, Vietnam, China, and Russia.  Sergeant Jump maintained high standards and set the example of professionalism as the squadron’s only UH-1N evaluator pilot, contributing greatly to the 18th Wing earning an “Excellent” rating on the 1999 Pacific Air Forces Phase II Operational Readiness Inspection.  The distinctive accomplishments of Sergeant Jump reflect credit upon himself and the United States Air Force.

GIVEN UNDER MY HAND

2 DECEMBER 2003

(Dated on or the day after the  closeout.  However, if the decoration is submitted late, please use current date)

YOU R. COMMANDER

Brigadier General, USAF

Commander, 18th Wing 

AIR FORCE ACHIEVEMENT MEDAL

CERTIFICATE OPENING/CLOSING SENTENCES

OPENING SENTENCE:

“Senior Airman John A. Jones III distinguished himself by (meritorious service) OR (outstanding achievement) as Special Actions Technician, 18th Mission Support Squadron,    18th Mission Support Group, 18th Wing, Kadena Air Base, Japan.” (EXAMPLE USING CURRENT DUTY TITLE ON DECOR 6)

OR

“Senior Airman John A. Jones III distinguished himself by (meritorious service) OR (outstanding achievement) while assigned to the 18th Mission Support Squadron, 18th Mission Support Group, 18th Wing, Kadena Air Base Japan.” (EXAMPLE USING ASSIGNED UNIT) 

OR

“Senior Airman John A. Jones III, distinguished himself by outstanding achievement (at or near).”

NOTE:   The following opening sentence for three or more job titles will be used:

“First Lieutenant Jane N. Doe distinguished herself by (meritorious service) OR (outstanding achievement) in various assignments culminating as Officer in Charge, Customer Support Element, 18th Mission Support Squadron, 18th Mission Support Group, 18th Wing, Kadena Air Base, Japan.”

CLOSING SENTENCE:

There is no standard or mandatory closing sentence.  However, you cannot use the MSM closing sentence.  The closing sentence for the AFCM may be used. Confine the closing to one sentence that personalizes the summation.

**EXAMPLE**(ITALICIZED PRINT = helpful hints)

DEPARTMENT OF THE AIR FORCE

THIS IS TO CERTIFY THAT

THE AIR FORCE ACHIEVEMENT MEDAL

(FIRST OAK LEAF CLUSTER, POSTHUMOUS)  
(if applicable)

HAS BEEN AWARDED TO

MASTER SERGEANT LEROY P. JUMP

FOR

MERITORIOUS SERVICE

(OR OUTSTANDING ACHIEVEMENT)

1 DECEMBER 2000 TO 1 DECEMBER 2003

(See sample Decor 6 section to determine dates)

ACCOMPLISHMENTS

Master Sergeant Leroy P. Jump distinguished himself by meritorious service or outstanding achievement assigned to, Headquarters Air Force Personnel Center, Randolph Air Force Base, Texas.   During this period, Sergeant Jump demonstrated outstanding flying abilities providing safe and reliable helicopter transportation for thousands of passengers, including members of the Cabinet and Congress, as well as senior Department of Defense officials, on travels vital to the national security interests of the United States.  He was selected as the first helicopter pilot to serve as Wing Airlift Director, coordinating high visibility C-21, C-9, and C-130 missions to locations throughout Asia, including North Korea, Vietnam, China, and Russia.  Sergeant Jump maintained high standards and set the example of professionalism as the squadron’s only UH-1N evaluator pilot, contributing greatly to the 374th Airlift Wing earning an “Excellent” rating on the 1999 Pacific Air Forces Phase II Operational Readiness Inspection.  The distinctive accomplishments of Sergeant Jump reflect credit upon himself and the United States Air Force.

GIVEN UNDER MY HAND

2 DECEMBER 2003

(Dated on or the day after the closeout.  However, if the decoration is submitted late, please use current date)
YOU R. COMMANDER, Colonel, USAF

Commander, 18th Mission Support Group 

 AERIAL ACHIEVEMENT MEDAL

CERTIFICATE OPENING/CLOSING SENTENCES

NOTE: All AAMs must be coordinated through the 18th Operations Group and approved by the 18 WG/CC.

OPENING SENTENCE:

“Captain John B. Doe, Jr., distinguished himself by meritorious achievement while participating in sustained aerial flight as KC-135 Flight Commander (at or near) from 12 September 1997 to 1 October 1997.  During this period, Captain Doe…”

CLOSING SENTENCES:

“The professional ability and outstanding aerial accomplishments of Captain Doe reflect great credit upon himself and the United States Air Force.”
POSTHUMOUS AWARD

“The professional ability and outstanding aerial accomplishments displayed by Captain Doe in the dedication of his service to his country reflect great credit upon himself and the United States Air Force.”

**EXAMPLE**(ITALICIZED PRINT = helpful hints)

THE UNITED STATES OF AMERICA

TO ALL WHO SHALL SEE THESE PRESENTS, GREETING:

THIS IS TO CERTIFY THAT

THE SECRETARY OF THE AIR FORCE

HAS AWARDED

THE AERIAL ACHIEVEMENT MEDAL

(FIRST OAK LEAF CLUSTER)

(If applicable)
TO

MAJOR ALLEN J. JUMP

FOR

SUSTAINED MERITORIOUS ACHIEVEMENT

WHILE PARTICIPATING IN AERIAL FLIGHT
Major Allen J. Jump distinguished himself by meritorious achievement while participating in sustained aerial flight as KC-135R Evaluator Pilot, 909th Air Refueling Squadron,                 18th Operations Group, 18th Wing, Kadena Air Base, Japan, from 17 March 2000 to           28 January 2003.  During this period, the airmanship and courage exhibited by Major Jump in the successful accomplishment of important reconnaissance support missions helped support National Command Authority objectives and strengthened security of the United States and Pacific allies.  These missions, flown under extremely hazardous conditions, demonstrated his outstanding proficiency and steadfast devotion to duty.  The professional ability and outstanding aerial accomplishments of Major Jump reflect great credit upon himself and the United States Air Force.

GIVEN UNDER MY HAND

      28 JANUARY 2003

YOU R. COMMANDER

Brigadier General, USAF

Commander, 18th Wing 

RECONSIDERATION OF DISAPPROVED OR DOWNGRADED

1. If the designated approval/disapproval authority disapproves or downgrades a recommendation for decoration, the decoration package must be forwarded to the MPF Career Enhancement Office for processing/recording keeping.  The MPF Career Enhancement Office will then forward the decoration package through the unit Commander Support Staff (orderly room) to the recommending official.  The recommending official must decide whether or not to resubmit the disapproval/downgraded decoration for reconsideration.

2. If a decoration is disapproved or downgraded, the recommending official may forward requests for reconsideration through the same official channels as the original recommendation if the recommending official can provide significant additional justification.  The justification for reconsideration must be in a memorandum format, not to exceed one page.  The recommending official must submit the request into official channels within one year of the date of the awarding authority’s decision.  If the recommending official does not resubmit the decoration for reconsideration, they should keep a copy of the disapproval/downgraded decoration package in their files for at least one year.

3.
FORMAT:

a. A one-page letter of additional justification with new information.

b. Information in the original citation should not be used, but may be expounded upon by the recommending official.

4.
PACKAGING:
a. Copy of original Decor 6.

b. Letter of additional justification.

c. Original citation/certificate (protected with clear executive correspondence cover sheets).
d. Copies of the EPRs/OPRs.
e. Copy of the original decoration coordination sheet to accompany a new decoration coordination sheet.

f. Copy of correspondence notifying recommending official of disapproval/downgrade action.

      g.   Any other information that was included in the original package.

Common Errors
We realize that the administrative actions associated with processing decorations can be quite frustrating. However, decoration certificates and citations are considered official documents and must be "letter perfect." Here is a list of the most common errors we have identified:

· The use of abbreviations and symbols on certificates/citations is not authorized.


(exceptions:   Jr., Sr., III, IV)

· Forgetting to include the justification for a previously awarded decoration (a copy of the citation) that falls within the inclusive dates of the new decoration

· Incorrect headings on citations

· Decor 6 not completed--every item must be completed or marked "NA" (information should be typed or neatly written on the Decor 6)...remember, commanders must sign the Decor 6 if no other signed documentation is included in the package

· Incorrect opening and closing sentences on citations

· Incorrect opening sentence on AFAM certificates

· Incorrect number of oak leaf clusters on both citations and certificates

· Package not assembled correctly or with insufficient copies

· Misspellings in citations and certificates

· Separating the day from the month on different lines in citations (can separate the month from the year but not the day from the month)

· Forgetting to include the commander's signature block on the AF Form 2274 (AFAM certificate)...REMEMBER, also ensure that the commander's unit is in the signature block

· Legible copies of the Decor 6 (needs to be typed)

· Including the period of award in the body of an AFAM certificate

· Using "-" instead of "TO" in the dates on certificates and citations

· Can't separate rank from first or last name

· Incorrect reason for decoration on certificates; i.e., outstanding achievement, meritorious service (reason must match the Decor 6)

· Decoration start and closeout dates must match on all three submissions (citation, certificate, and Decor 6) and not conflict (dates cannot overlap with previous decorations) (decorations given for reason of Outstanding Achievement will not influence these inclusive dates)

· Incorrect or missing PASCODE on Decor 6

· Not centering name on citation. SSN is added after centering name

· Many citations are too lengthy. Citations should be limited to two interior sentences. Ensure that sentences are not too long or superfluous. AFI 36-2603, Atch. A.4.1.B.

· The complete rank (Staff Sergeant) must be used in opening sentence of the citations. Thereafter, use the short title (Sergeant). When doing Lieutenant Colonel, Colonel is the short title; Chief is the short title for Chief Master Sergeant.

· The duty title on the citation MUST correspond exactly with the duty title printed on the Decor 6.

· Commas will be used after the last name and after Jr., or Sr. Commas, however, will not be used after II, III, IV, etc.


Example Heading:  JOHN J. DOE, JR.


Example Body:  Staff Sergeant John J. Doe, Jr., distinguished himself...


                         Staff Sergeant John J. Doe II distinguished himself ...

· Inspection rating will be identified as "Excellent", "Outstanding," or "Satisfactory" in citations and narratives (complete with quotation marks).

· Wrong word choice: advise vs advice
insure vs ensure


lead vs led; 
attributed vs contributed


its vs it's

· Use "aided in..." or "added to..." not aided to

· Unattainable absolutes:  Unlimited, Untiring, and Countless. Don't use these words.

· Forgetting to include the member's rank next to name on certificate

· Forgetting to highlight EPRs/OPRs

· Forgetting to clean out the folder before it is submitted to the wing

· National Command Authority (NCA) is no longer authorized per SECDEF, use higher headquarters or other appropriate term

COMMONLY MISSPELLED WORDS/PHRASES
Air Force’ 

Aircrew

Airmen's Club

assure (to state with confidence that something has been or will be accomplished)

base-wide

beddown

bimonthly

"can-do" attitude

Kadena Chiefs' Group

coworker

Daedalian

database or data base (be consistent whichever one you use)

DoD (Department of Defense)

DoDDS (Department of Defense Dependents Schools)

DRMO (Defense Reutilization and Marketing Office)

downtime

due-in from maintenance

en route

ensure (make certain of something)

esprit de corps

First Sergeants' Group

Fiscal Year 1996 (FY96)

flight line

follow Up (verb - to carry an act or project to completion)

follow-Up (noun - the act or process of following Up)

handpicked

higher headquarters

in-depth

in-flight

insUre (reserved for the insurance company - don't Use it)

its

it's (it is)

Joint Chiefs of Staff (JCS)

JCS-directed exercise

Kadena Officers' Club

Kadena Team

long-standing

multinational (multi words are not hyphenated)

man-hours

moment's notice

NCOA - (Noncommissioned Officers' Association)

off duty (if used alone without a noun)

on- and off-duty education (hyphenate if Used as adjectives)

on-the-job training

Operations DESERT SHIELD/STORM

Operation JUST CAUSE

COMMONLY MISSPELLED WORDS/PHRASES, cont.
Operation ENDURING FREEDOM

OPlan

preflight
Pacific Air Forces’ (to show ownership)

self-assessment program 

semiannual 

SNCOA (Senior Noncommissioned Officer Academy) 

set up (verb - no hyphen) 

setup (noun - the manner in which something is arranged or planned) 

short-notice deployment 

single-handedly 

Squadron Officer School (SOS) 

takeoff 

taxiway 

troubleshooting 

turnaround 21st century (twenty-first century) 

US forces 

vehicle in-commission rate 

war-fighting capabilities 

work center

work force 

workload 

work orders 

worldwide 

write ups

DOLLAR AMOUNTS:

In Decoration Citations You Never Use the Dollar Sign ($), use:

10 million dollars

3 million dollars

2,500 dollars

150,000 dollars

CORRECT TITLES FOR COLLEGE DEGREES (if a person is working toward or has a degree, they should know what it is called. Make sure it is in the following format. The underlined words are the ones you replace with the person's major or award:

CCAF - Associate in Applied Science Degree in Aircraft Technology from the Community College of the Air Force

associate’s degree (general degree) 

Associate in Science Degree in Chemistry 

Associate in Arts Degree in Business Management 

bachelor's degree in engineering (general degree) 

Bachelor of Science Degree in Structural Engineering 

Bachelor of Arts Degree in Business Management 
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