62d Airlift Wing

DECORATIONS GUIDE 

Produced by 

Decorations Action Workout Team

Brought to you by

Fromtheinside.us
Last updated on: 22 May 00
TABLE OF CONTENTS












PAGE



INTRODUCTION









1
PART I - GENERAL INFORMATION










Submitting Recommendation for Decoration






2

Conditions of the Award








2

Restrictions on Decorations








3

Decoration Integrity









3

Withdrawing Recommendations







4

Reconsideration of Disapproved/Downgraded Decoration Recommendations

4

PART II – RESPONSIBILITIES/ROUTING PROCESS 



 
Unit Responsibilities









5

Unit Decoration Monitor Responsibilities 






6

Group Responsibilities








7

Wing Responsibilities









7

MPF Responsibilities









8

PART III – GUIDELINES FOR COMPLETING DECORATIONS 



Decor6











9-11
Examples of Different Conditions







12-20

Meritorious Service Medal (MSM)







21


Level of Responsibility







21


Performance









21


Period of Service








21

MSM Certificate, AF Form 2228 Requirements




21

MSM Accomplishment Section Requirements




22

Opening Statements for MSM Citation





22

Closing Statements for MSM Citation





22-23


Example Certificate, AF Form 2228






24







Air Force Commendation Medal (AFCM)






25
AFCM Certificate, AF Form 2224 Requirements




25

AFCM Accomplishment Section Requirements




25

i

Opening Statements for AFCM Citation





25-26

Closing Statements for AFCM Citation





26

Example Certificate, AF Form 2224






27

The Air Force Achievement Medal (AFAM)






28

AFAM Certificate, AF Form 2274 Requirements




28

AFAM Accomplishment Section Requirements




28

Opening Statements for AFAM Citation





28-29

Closing Statement for AFAM Citation





29

Example Certificate, AF Form 2274






30

The Aerial Achievement Medal (AAM) and Air Medal (AM)



31


AAM Certificate, AF Form 2275 Requirements




31


Accomplishment Section Requirements





31


Opening Statements for AAM/AM Citation





31


Closing Statements for AAM/AM Citation





31-32


AAM Information








32


AM Information








32


Example AAM Certificate, AF Form 2275





33


Example AM Citation








34

PART IV – HELPFUL HINTS IN PREPARING DECORATIONS



General Information









35

Frequent Administrative Errors







35-37

Saving Form and Text As Formflow Package





38




ATTACHMENTS

List of Approved Exercises and Operations





ATCH 1

Key Terms









ATCH 2

Sample of 62AW Awards and Decorations Tracking Sheet



ATCH 3 Frequently Misspelled Words







ATCH 4

Decoration Preparation Checklist






ATCH 5

ii

INTRODUCTION
The Air Force Awards and Decorations Program is governed by AFI 36-2803
Decorations should provide prompt public recognition of acts of exceptional bravery, outstanding achievement, and meritorious service performed by individuals.  To preserve their integrity, decorations are awarded only to recognize acts that are clearly and distinctly outstanding.  Individuals who deserve awards should receive decorations, yet they should not be given so freely as to dilute their value.  Justification is the key--only submit a recommendation for a decoration if there is no doubt the individual deserves the decoration and the documentation exists to back it up.

Time limitations for initiating a decoration recommendation generally are based on law (10 U.S.C. 8744).  Except for the Purple Heart, recommendations for award of military decorations must be formally entered into official channels (i.e. signed by the initiating official and endorsed by a higher official such as the squadron commander) within two years.  Decorations must be awarded within three years of the termination date of the act, achievement, or service performed.

The timeliness of the presentation is an essential ingredient of a successful recognition program.  McChord AFB has established a “Pin ‘em where you Win ‘em” program that allows members to receive their decoration prior to departure for PCS, Retirement, or Separation.  All commanders must ensure the timely submission of recommendations for award of decorations.

The appropriate Air Force Instruction (AFI) dealing with the awards and decorations program is AFI 36-2803.  Each unit’s Commander’s Support Staff (CSS) should have this AFI and are responsible for keeping it updated with any changes.

Commanders and supervisors should be personally involved in their unit recognition program to ensure deserving individuals are promptly and appropriately recognized.  Questions on submitting awards should be directed to your unit CSS first then the Group.  The base POC is the Military Personnel Flight (MPF) Awards and Decorations section at extension 4-3133.
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PART I – GENERAL INFORMATION
SUBMITTING A RECOMMENDATION FOR DECORATION
· RECOMMENDING OFFICIAL

Anyone who has knowledge of the service, act, or achievement of the person being submitted.  If you determine that one of your people meet the criteria for a decoration or formal award, some key considerations are:

1.  Scope of responsibility (how broadly were the effects of his or her service felt).

2.  Level of performance

· FOR OFFICIAL USE ONLY

A recommendation is confidential and the awarding authority announces “FOR OFFICIAL USE ONLY” until the final decision.  The member being recommended should not be aware of the recommendation until the approved decoration is presented to him/her.

CONDITIONS OF THE AWARD
· MERITORIOUS SERVICE

Generally, a recommendation for decoration based on meritorious service must be for a completed period of service, which is usually indicated by retirement, separation, PCS, PCA or extended tour.  Completed period of service is normally based from the date arrived station to the projected departure/reassignment date or retirement/separation effective date located on the back of the DECOR6.

· OUTSTANDING ACHIEVEMENT

An outstanding achievement decoration is rare and is intended to recognize a single specific act or accomplishment that is separate and distinct from regularly assigned duties.  Outstanding achievement is not intended to provide a means to authorize additional decorations or a decoration when conditions for a completed period of service has not been fulfilled.  A recommendation based on outstanding achievement may be submitted at any time; however, it may not be included in the justification for later awards (dual recognition).  Timely recognition dictates the award should be submitted by 60 days after the act or achievement.
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NOTE: When the inclusive dates for a decoration submitted for meritorious service overlap with a decoration awarded for outstanding achievement, a copy of the outstanding achievement must be included with the decoration package for meritorious service.  This is to insure dual recognition was not cited on proposed meritorious service citation.  

· HEROISM

A recommendation for a decoration, which is based on heroism, must clearly state courage, intrepidity, or gallantry characterized the quality of the act(s).

· AERIAL ACHIEVEMENT
A recommendation for a decoration, which recognizes aircrew members involved with operating aircraft or other personnel performing aircrew duties.  Must clearly substantiate exceptional performance and outstanding airmanship above that normally expected of airmen.

RESTRICTIONS ON DECORATIONS

No decoration will be awarded on any person whose service has not been honorable during or after the time of the distinguished act, achievement, or period of service for the decoration.  Initiators, supervisors, and flight commanders need to pay special attention to those being considered for a decoration who have received a Control Roster action, Unfavorable Information File (UIF), etc. within the time frame of the proposed action.  Exceptions may be for awards based on specific acts while on temporary duty assignments (TDY), heroism, or outstanding achievement during operations or exercises.

The number of decorations awarded to an individual is not limited; however, only one decoration may be awarded for the same act, achievement, or period of service.  Except for unusual circumstances, an individual will not normally receive more than one decoration within a 1-year period.

DECORATION INTEGRITY

Supervisors must exercise care not to undermine the integrity of the decorations program by submitting recommendations in a token effort to “do something for your people.”  
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WITHDRAWING RECOMMENDATION

Recommending officials who wish to withdraw recommendations already in official channels must send a memorandum or letter through command channels to the awarding authority requesting disapproval, with reasons, e.g., retirement withdrawn, PCS/PCA canceled.  Intermediate indorsing officials or commanders must forward these recommendations.  Their endorsement must recommend either approval or disapproval to the awarding authority.

RECONSIDERATION OF DISAPPROVED/DOWNGRADED

RECOMMENDATION
Upon notification of disapproval/downgrade of an award recommendation, you have one (1) year from the date of disapproval/downgrade to place the recommendation back into official channels for reconsideration.

Only one reconsideration by the award authority is permitted.  The recommending official must provide new evidence for the award to be reconsidered (significant additional justification).  The request must be forwarded through the same official channels as the original recommendation.

The request for reconsideration will be letter format on letterhead paper, not to exceed one single typewritten page.  Attach a copy of the original recommendation with all endorsements and a reaccomplished certificate.

IMPORTANT:  Maintain a copy of every recommendation package you submit until final action has been taken on the award.  If you desire to resubmit an award, you will be required to furnish the copy of the original package.
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PART II – RESPONSIBILITIES
UNIT RESPONSIBILITIES

· Each unit will assign a primary and alternate Unit Decoration Monitor by submitting a letter signed by the unit commander to 62 MSS/DPMPE indicating the following:  Name, grade, duty phone, and Primary/Alternate.

· Obtain DECOR6 from PCIII

NOTE:  All projected actions such as reassignment, retirement, or separation automatically generate a DECOR6.  The DECOR6 is automatically produced when the member is within 120 days of his/her PDD.  Actions that are not projected, such as extended tours, outstanding achievement, or heroism, do not automatically generate a DECOR6.  Therefore, flight commanders and supervisors must ensure recommendations recognizing an act or achievement are initiated within 60 days following the act or achievement.  

· Create folder and attach 62 AW decoration tracking sheet to front.  Items to be included in decoration package, before forwarding to group level are as follows:  

1. Completed and signed DECOR6 (original and one copy)

2. Copies of member’s EPRs/OPRs covering the decoration period (exception:  Outstanding Achievement and Act of Courage)

3. Copy of each award received during the decoration period

4. Disk containing award

5. Completed certificate (AF Form 2224, 2228, 2274, etc)

6. Additional supporting data/justification, if needed

· Annotate unit, group, wing, and MPF suspenses on 62 AW decoration tracking sheet

Unit suspense:

24 calendar days from the date the DECOR6 was printed

Group suspense:
30 calendar days from the date the DECOR6 was printed

Wing suspense:
40 calendar days from the date the DECOR6 was printed

MPF suspense:
45 calendar days from the date the DECOR6 was printed

NOTE:  Upon receipt of the DECOR 6, the Unit Decoration Monitor will establish the 45-day suspense and annotate it in place of the preprinted suspense on the DECOR 6.  Suspense for Retirement, Separation, PCS, or PCA is 45 calendar days from the day the DECOR6 is produced from PCIII.  Suspenses for extended tour, outstanding achievement, act of courage, heroism, and posthumous decorations are still 30 days after the date the DECOR6 was produced.  Short-notice actions may not provide suspenses consistent with normal processing timelines.  In some cases, it is possible to receive a two or three day suspense.  UNIT DECORATION MONITORS WILL ENSURE ADHERENCE TO THE ABOVE SUSPENSE TIMELINE IN ORDER TO MEET 45 CALENDAR DAY MPF SUSPENSE.
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· Review member’s PIF, UIF, and control roster  (if applicable)

· Ensure decoration is written and in proper format IAW AFI 36-2803,  AFH 33-337, and 62 AW Decorations Guide

· Recommend approval/disapproval or upgrade/downgrade

· Sign 62 AW Decoration Tracking Sheet and forward to group

NOTE:   UNIT HAS 24 CALENDAR DAYS TO SUBMIT THE DECORATION PACKAGE TO THE GROUP.

UNIT DECORATION MONITOR RESPONSIBILITIES

· Attend all wing-wide Unit Decoration Monitors’ meetings.

· Review the monthly status roster from PCIII, which reflects all decoration actions, both pending, completed, and overdue submissions

· PSM will generate a roster the second month of each quarter identifying personnel who have been on station 3 years without having a decoration.  This roster will be sent directly to the unit First Sergeant.  Use this roster to identify individuals for extended tour decorations before promotion boards

· Ensure approved decorations are picked up and that approved decorations are presented.

· Monitors are responsible for maintaining and reporting  "Pin ‘em Where you Win ‘em" statistics to 62 MSS/DPMPE by the 25th of every month, unless otherwise directed.  These statistics are for the number of PCS, Retirement, and Separation decorations approved and presented for the month.  Additionally, provide the number of non-recommended decorations

PCS DECORATIOINS

HOW MANY PCS’D
RECV’D DEC BEFORE PCS
NOT PRESENTED ON TIME
NON-REC

           5                                               3                                                             1                                 1

SEPARATION DECORATIONS

HOW MANY SEP
RECV’D DEC BEFORE SEP
NOT PRESENTED ON TIME
NON-REC

           3                                               1                                                              1                                 1

RETIREMENT DECORATIONS

HOW MANY RET
RECV’D DEC BEFORE RET
NOT PRESENTED ON TIME
NON-REC

            7                                               6                                                             1                                  0
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GROUP RESPONSIBILITIES

· Perform quality review IAW AFI 36-2803, AFH 33-337, and 62 AW Decorations Guide

· Make minor corrections to disk in decoration package, if required 

· Assist  in preserving the integrity of the decoration for all enlisted personnel

· Advises the wing commander and recommend approval/disapproval or downgrade/upgrade

· Request additional supporting data/justification from unit commander, if required

· Remove EPRs/OPRs from the decoration package

· Sign 62 AW Decoration Tracking Sheet and forward AFCM, MSM and AAM packages to wing

· Sign AFAM Certificate, type date on certificate, make four copies, annotate SSN on copies, and forward to the MPF

NOTE:  GROUP HAS six (6) CALENDAR DAYS TO SUBMIT THE DECORATION PACKAGE TO THE WING.

WING RESPONSIBILITIES

· Assist in preserving the integrity of the decoration for all enlisted personnel

· Request additional supporting data/justification from group commander, if required

· Approve/disapprove or upgrade/downgrade

· Sign AF Form 2224 (AFCM Certificate), AF Form 2228 (MSM Certificate), OR AF Form 2275 (AAM Certificate)

· Sign 62 AW Decoration Tracking Sheet and forward with package to the MPF

NOTE:  WING HAS 10 CALENDAR DAYS TO SUBMIT THE DECORATION PACKAGE TO THE MPF.
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MPF RESPONSIBILITES

· Upon receipt, sign 62 AW Decoration Tracking Sheet and forward sheet to unit

· Type date on certificate

· Make four copies and annotate SSN on all copies

· Cut orders and make five copies of the orders

· Forward to unit/member for presentation

NOTE:  MPF HAS FIVE (5) CALENDAR DAYS TO FORWARD THE FINISHED PACKAGE TO THE UNIT.
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PART III – GUIDELINES FOR

 COMPLETING DECORATIONS
THE DECOR6

To enhance the overall appearance of the recommendation package, this product should be neatly typed with minimal corrections.  The DECOR6 is also used to “not recommend” an individual.  Forward all non-recommendations with the non-recommending commander’s signature to 62 MSS/DPMPE. 
ITEM 1A.  DECORATION:  Indicate the type of the recommended decoration.  Example:  Meritorious Service Medal (MSM), Air Force Commendation Medal (AFCM), Air Force Achievement Medal (AFAM), or Aerial Achievement Medal (AAM).

ITEM 1B.  CLUSTER:  Show as “NONE” if it is the basic (first) award.  Otherwise, reflect the additional awards as 01OLC (for first oak leaf cluster), 02OLC (for second oak leaf cluster) etc.  Refer to Item 6 for the correct number of awards.

ITEM 1C.  INCLUSIVE DATES:

START DATE:    

The start date is from Date Arrived Station, one (1) day after the closeout date of the last meritorious service-based decoration, a date the unit commander dictates, the first day of TDY, or date of heroic act.

END DATE:  

PCS:  Projected Departure Date in item 5.

PCA:  Last duty day with unit (include copy of PCA action for verification).

Extended Tour:  (For enlisted personnel only) Can be any date after the member has three (3) years on station or three (3) years after an approved extended tour decoration with no projected assignment.

Retirement:  Last day of active duty, normally the last day of the month with the exception of medical retirement (actual date of retirement is RET-SEP-EFF-DATE-PROJ in item 5).

Separation:  Same as the criteria for retirement above.
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Posthumous:  Actual date of death.

Achievement:  Actual date of achievement, act, or end of TDY.

Heroism and Act of Courage:  Actual date that the heroic act took place. 

Example:  27 Oct 96 

ITEM 1D.  Circle or box the action for which the recommendation is being submitted.

Heroism:   Acts of courage, intrepidity, or gallantry.  In case of voluntary risk of life, the facts must demonstrate that the individual would not have been censured had they not voluntarily and of their own volition accomplished a given action.

Outstanding Achievement: Intended to recognize a single specific act or accomplishment that is separate from regularly assigned duties, such as a special project or TDYs.

Meritorious Service: Based upon completed period of service marked by an event such as retirement, separation, PCS, PCA or extended tour.


Act of Courage:  Intended to recognize single acts of courage

ITEM 1E.  Circle or box the reason for the recommendation. 

ITEM 1F.  Type the date the presentation will be made if the decoration is approved.  The MPF needs at least five (5) days from the date received to complete processing and have the decoration ready for presentation.

ITEM 1G.  This area identifies the MPF that the approved decoration is to be sent to for processing.  Ensure the preprinted entry is correct, and annotate any discrepancies.

ITEM 1H.  The next organization address is preprinted for PCS/PCA.  For retirement or separation, provide the member’s forwarding address if the decoration will not be presented before the member leaves the squadron.  If there is going to be a presentation, annotate to forward the decoration to the squadron CSS.

ITEM 2.  If the information in 2A, 2B and 2C changed during the inclusive dates, make the corrections in 2D, 2E and 2F.  If there are no changes, type N/A in each one.  Change unit and station if the individual was TDY to reflect TDY unit and station.

ITEM 3.  This will be N/A unless it is to be presented to the next-of-kin if the award is posthumous, for prisoner of war or missing-in-action.

ITEM 4.  If this is an individual decoration, circle NO.  If more than one individual is being recommended for the same decoration, circle YES and follow given instructions on DECOR6. 
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ITEM 5.  This provides pertinent duty information that will be needed in preparing the decoration.  Pay special attention to the UIF information.  Use duty title that was used during TDY for Outstanding Achievement Awards.  

ITEM 6.  This shows the decoration history and will help determine whether the member will receive the basic decoration or an oak leaf cluster (OLC).  For example, if for an AFCM, it shows 03 as its number, this means the member has the basic decoration and two oak leaf clusters.  The next AFCM decoration would have 03OLC.

ITEM 7.  (Go to Item 8)

ITEM 8.  Member’s supervisor and commander must review the personnel information file in determining whether the member deserves a decoration.  The unit commander must annotate his/her decision and then sign the DECOR6.
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THE MERITORIOUS SERVICE MEDAL (MSM)
The 62d Airlift Wing Commander approves/disapproves all MSM recommendations. 

The MSM is the highest decoration most personnel receive in their Air Force career.  We, therefore, have the responsibility to recognize and reward outstanding performers while avoiding proliferation and perception of “gaming” an award submission for promotion purposes.  To assist when reviewing recommendations and to encourage consistency in awarding the MSM, the Secretary of the Air Force has approved the following guidelines:

· LEVEL OF RESPONSIBILITY

Personnel serving in higher grades usually serve in positions of greater responsibility, which warrant the MSM.  As Air Force personnel progress in grade and assume greater responsibilities, they tend to qualify for higher awards.  Therefore, the MSM is normally approved for deserving field-grade officers and senior NCOs holding a position of responsibility for a minimum of two (2) years. 

· PERFORMANCE

Only those who exceed standards should be nominated for a decoration.  Achievement or service to warrant award of the MSM must be accomplished with distinction above and beyond that required for award of the Air Force Commendation Medal (AFCM).

· PERIOD OF SERVICE

Carefully weigh the length of time on station in the job for an MSM for meritorious service.  Normally, consideration for an MSM for permanent change of assignment (PCA) should be held and included in a decoration based upon a permanent change of station (PCS).  Extended tour submission must cover at least a three (3) year period but should not normally be used for individuals projected to PCS in the near future.

· MSM CERTIFICATE, AIR FORCE FORM 2228

· Should be clean and have an executive cover

· Laser printed

· Cluster should be centered horizontally; 12 point font

· Full rank and name should be the same as DECOR6 and typed in 18 point, bold
· Type correct reason (MERITORIOUS SERVICE or OUTSTANDING ACHIEVEMENT) and inclusive dates; 12 point font

· Type the wing commander’s signature block below the signature line, not touching the line or too far below the line; 11 point
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· MSM ACCOMPLISHMENT SECTION,  AIR FORCE FORM 2228

· Use 12-point font, Times New Roman with 1-inch margins

· Use mandatory opening/closing statements specifically for MSM

· Duty title should be the same as DECOR6, item 5

· Narrative will start with, "During this period," . . . 

· Use factual statements with statistics and hard-hitting phrases

· Absolutely NO abbreviations or Acronyms (i.e., AFB, ORI, WA)

· Use past tense, but write in active voice

· Type name of exercise and operations in uppercase and give brief explanation, i.e., Operation JOINT ENDEAVOR, United States support of the Bosnia-Herzegoviana peacekeeping effort or Exercise NORTHERN EDGE, support of United States naval forces

· OPENING STATEMENTS FOR MSM CITATIONS

Extended Tour, PCS/PCA, Separation, and Retirement

1.  Master Sergeant Anthony J. Jones distinguished himself in the performance of outstanding service to the United States as General Purpose Vehicle Mechanic, 62d Transportation Squadron, McChord Air Force Base, Washington.  During this period,

2.  Major Anthony J. Jones distinguished himself in the performance of outstanding service to the United States while assigned to the 62d Transportation Squadron, McChord Air Force Base, Washington.  During this period,

MSM Outstanding Achievement

1.  Master Sergeant Anthony J. Jones distinguished himself by outstanding achievement  as General Purpose Vehicle Mechanic, 62d Transportation Squadron, McChord Air Force Base, Washington.  During this period,

2.  Major Anthony J. Jones distinguished himself by outstanding achievement while assigned to the 62d Transportation Squadron, McChord Air Force Base, Washington.  During this period, 

· CLOSING STATEMENTS FOR MSM CITATIONS
PCS/PCA/Extended Tour:

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

Retirement:

The singularly distinctive accomplishments of Sergeant Jones culminate a distinguished career in the service of his country and reflect great credit upon himself and the United States Air Force.

22

Retirement with 30 or more years of service:

The singularly distinctive accomplishments of Sergeant Jones culminate a long and distinguished career in the service of his country and reflect great credit upon himself and the United States Air Force.

Separation:

The singularly distinctive accomplishments of Sergeant Jones while serving his country reflect great credit upon himself and the United States Air Force.

Posthumous:

The singularly distinctive accomplishments of Sergeant Jones in the dedication of his service to his country reflect great credit upon himself and the United States Air Force.
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THE AIR FORCE COMMENDATION MEDAL (AFCM)
The 62d Airlift Wing Commander approves/disapproves all AFCM recommendations. 

The AFCM is normally reserved for staff sergeants and above.  Additionally, the AFCM is not usually given as the first award to an individual.

· AFCM CERTIFICATE, AIR FORCE FORM 2224
· Should be clean and have an executive cover

· Laser printed

· Cluster should be centered horizontally; 12 point font

· Full rank and name should be the same as DECOR6 and typed in 18 point, bold
· Type correct reason (MERITORIOUS SERVICE, OUTSTANDING ACHIEVEMENT, OR ACT OF COURAGE) and inclusive dates; 12 point font

· Type the wing commander’s signature block below the signature line, not touching the line or too far below the line; 11 point

· AFCM ACCOMPLISHMENT SECTION, AF FORM 2224
· Use 12-point font, Times New Roman with 1-inch margins

· Use mandatory opening/closing statements specifically for AFCM

· Duty title should be the same as DECOR6, item 5

· Narrative will start with, "During this period," . . . OR, "On that date," . . . 

· Use factual statements with statistics and hard-hitting phrases

· Absolutely NO abbreviations or Acronyms (i.e., AFB, ORI, WA)

· Use past tense, but write in active voice

· Type name of exercise and operations in uppercase and give brief explanation, i.e., Operation JOINT ENDEAVOR, United States support of the Bosnia-Herzegoviana peacekeeping effort or Exercise NORTHERN EDGE, support of United States naval forces

· OPENING STATEMENTS FOR AFCM CERTIFICATE

Extended Tour, PCS/PCA, Separation, and Retirement
1.  Staff Sergeant Anthony J. Jones distinguished himself by meritorious service as General Purpose Vehicle Mechanic Journeyman, 62d Transportation Squadron, McChord Air Force Base, Washington.  During this period, 
2.  Captain Anthony J. Jones distinguished himself by meritorious service while assigned to the 62d Transportation Squadron, McChord Air Force Base, Washington.  During this peirod, 
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AFCM Outstanding Achievement

1.  Staff Sergeant Anthony J. Jones distinguished himself by outstanding achievement as General Purpose Vehicle Mechanic Journeyman, 62d Transportation Squadron, McChord Air Force Base, Washington.  During this period, 

2.  Staff Sergeant Anthony J. Jones distinguished himself by outstanding achievement while assigned to the 62d Transportation Squadron, McChord Air Force Base, Washington.  During this period, 

Act of Courage

Staff Sergeant Anthony J. Jones distinguished himself by an act of courage at OR near.  On that date, 

· CLOSING STATEMENTS FOR AFCM CERTIFICATE

Extended Tour, PCS/PCA

The distinctive accomplishments of Sergeant Jones reflect credit upon himself and the United States Air Force.

Separation

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

Retirement

The distinctive accomplishments of Sergeant Jones culminate a distinguished career in the service of his country and reflect credit upon himself and the United States Air Force.

Retirement with 30 or more years of service

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

Act of Courage

By his prompt action and humanitarian regard for his fellowman, Sergeant Jones has reflected credit upon himself and the United States Air Force.

Posthumous

The distinctive accomplishments of Sergeant Jones in the dedication of his service to his country reflect credit upon himself and the United States Air Force.
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THE AIR FORCE ACHIEVEMENT MEDAL (AFAM)

Group commanders approve/disapprove all AFAM recommendations.

The Air Force Achievement Medal is normally given to Senior Airman and below.  It is also given for outstanding achievement, such as exercises, deployment, special duty, etc.  NOTE:  AFAM cannot be awarded for retirement.

· AFAM CERTIFICATE, AIR FORCE FORM 2274

· Should be clean and have an executive cover

· Laser printed

· Cluster should be centered horizontally; 12 point font

· Full rank and name should be the same as DECOR6 and typed in 18 point, bold
· Type correct reason (MERITORIOUS SERVICE or OUTSTANDING ACHIEVEMENT and inclusive dates; 12 point font

· Type the group commander’s signature block below the signature line, not touching the line or too far below the line; 11 point

· AFAM ACCOMPLISHMENT SECTION, AF FORM 2274
· Use 12-point font, Times New Roman with 1-inch margins

· Use mandatory opening statements

· Duty title should be the same as DECOR6, item 5

· Narrative will start with, :During this period," OR, "On that date," . . . 

· Use factual statements with statistics and hard-hitting phrases

· Absolutely NO abbreviations or Acronyms (i.e., AFB, ORI, WA)

· Use past tense, but write in active voice

· Type name of exercise and operations in uppercase and give brief explanation, i.e., Operation JOINT ENDEAVOR, United States support of the Bosnia-Herzegoviana peacekeeping effort or Exercise NORTHERN EDGE, support of United States naval forces

· OPENING STATEMENTS FOR AFAM CERTIFICATE

Extended Tour, PCS/PCA, Separation

1.  Senior Airman Anthony J. Jones distinguished himself by meritorious service as General Purpose Vehicle Mechanic Journeyman, 62d Transportation Squadron, McChord Air Force Base, Washington.  During this period, 

2.  Senior Airman Anthony J. Jones distinguished himself by meritorious service while assigned to the 62d Transportation Squadron, McChord Air Force Base, Washington.  During this period, 
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Outstanding Achievement

1. Senior Airman Anthony J. Jones distinguished himself by outstanding achievement while assigned to the                                                     (      unit      ), Kingdom of Saudi Arabia.

2. Senior Airman Anthony J. Jones distinguished himself by outstanding achievement as General Purpose Vehicle Mechanic Journeyman, (      unit      ), Kingdom of Saudi Arabia.
· CLOSING STATEMENT FOR AFAM CITATION

Confine the closing to one sentence, which will personalize the summation.  There is no mandatory closing sentence for AFAMs; however, you may choose to use any of closing the statements for AFCM.  
29

THE AERIAL ACHIEVEMENT MEDAL AND AIR MEDAL

The wing commander approves/disapproves all AAM recommendations.

HQ AMC approves the AM.

The Aerial Achievement Medal (AAM) is awarded for sustained aerial achievement for members assigned to an aircrew supporting different aerial missions.  Each medal has different mission requirements established for approval.

· AAM CERTIFICATE, AIR FORCE FORM 2275

· Should be clean and have an executive cover

· Laser printed

· Cluster should be centered horizontally; 12 point font

· Full rank and name should be the same as DECOR6 and typed in 18 point, bold
· Type the wing commander’s signature block below the signature line, not touching the line or too far below the line; 11 point

· AAM/AM ACCOMPLISHMENT SECTION, AF FORM 2275 and
· AM CITATION
· Use 12-point font, Times New Roman with 1-inch side margins 
· AM citation done on bond paper (use 1.5-inch top margin (include disk)

· Use mandatory opening statements

· Duty title should be the same as DECOR6, item 5

· Narrative will start with, "During this period," . . . 

· Use factual statements with statistics and hard-hitting phrases

· Absolutely NO abbreviations or Acronyms (i.e., AFB, ORI, WA)

· Use past tense, but write in active voice

· Type name of exercise and operations in uppercase and give brief explanation, i.e., Operation JOINT ENDEAVOR, United States support of the Bosnia-Herzegoviana peacekeeping effort or Exercise NORTHERN EDGE, support of United States naval forces

· OPENING STATEMENTS FOR AAM/AM CITATION

Staff Sergeant Anthony J. Jones distinguished himself by meritorious achievement while participating in sustained aerial flight as(duty assignment) (at or near               from 1 January 2000 to 14 January 2000.  During this period

· CLOSING STATEMENTS FOR AAM/AM CITATION

The professional ability and outstanding aerial accomplishments of Sergeant Jones reflect great credit upon himself and the United States Air Force.
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Posthumous

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

· THE AERIAL ACHIEVEMENT MEDAL (AAM)

The AAM is awarded for completion of 10 humanitarian relief missions, 10 approved combat operations, or one Ice Mission.  These missions must be separate and distinct operations with separate mission numbers.  You will annotate the mission dates and mission numbers along with the name of the operation name on a separate sheet of bond paper--the unit and group commanders will verify these.

· THE AIR MEDAL (AM)

The AM is awarded for completion of 20 humanitarian relief missions or 20 approved combat operations.  These missions must be separate and distinct operations with separate mission numbers.  Because this is approved by HQ AMC, you will annotate the mission dates and mission numbers along with the name of the operation on AMC form 223.  If you are submitting an Air Medal (AM) package for outstanding achievement and the inclusive dates for the missions used fall during the same time frame as a previous AM, please provide the Decorations Section with a copy of the AMC Form 223 for the previous AM.  This will help prevent the duplication of used mission numbers.  Again, the unit and group commanders will verify this information.  There is an exception to the 20 missions.  If this is an individual’s basic award, they only need 70 percent of the required 20 missions indicated above.  This equates to 14 approved missions.  This criteria stems from the 1995 HQ AMC recognition newsletter.
The Operations Group is responsible for providing the decorations office a list of approved humanitarian relief operations and combat operations that the wing has done.  These are verified through the Operations Representative at HQ AMC.
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PART IV - HELPFUL HINTS IN PREPARING DECORATIONS

GENERAL INFORMATION

THE TONGUE AND QUILL (AFH 33-337) GOVERNS ALL OFFICIAL WRITING TO INCLUDE DECORATIONS

· Absolutely no abbreviations or acronyms are allowed in the citation.  The only authorized   abbreviations are “Jr., Sr., III”, etc.

· Use compound grades (Lieutenant Colonel, Technical Sergeant, Senior Airman, etc.) only in the opening sentence.  Thereafter, use only short titles (Colonel, Sergeant, Airman, etc.).

· When typing the opening sentence for a chaplain/doctor, type as follows: Chaplain, Major James J. Jones distinguished himself....

OR
Doctor, Major James J. Jones distinguished himself...

Thereafter, you may use Chaplain Jones or Doctor Jones in the rest of the citation.

The only symbol authorized is the $

FREQUENT ADMINISTRATIVE ERRORS

· WORD DIVISION

When in doubt about how to divide/spell a word, consult a dictionary or Tongue & Quill., however, the following rules are commonly applied.


1.  Divide a word between syllables only.


2.  Divide compound words only at the hyphen.  Example:  self-control.

3.  Avoid dividing a proper name; or a title with a proper name; or an abbreviation, contraction or number.

4.  Never separate a first name from a middle initial or an initial from a middle name; if necessary, they may be separated from the surname. 

5. Never divide a word of one syllable. 
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6.  Never divide a word of five or fewer letters, even when it has more than one syllable.  Example:  idea.

7.  Avoid separating a single letter or the first two letters from the rest of the word.  Example:  a-round, se-lect.


8.  Avoid carrying a two-letter syllable over to the following line.  Example:  like-ly.


9.  Divide a date only by carrying the year over to the next line.

10.  Separate words in which the final consonant is doubled before a suffix, by dividing between the double consonants.  Example:  bid-ding.


11.  Don’t divide between double consonants that end a root word.  Example:  spell-ing.

12. Do not separate numeral unit designator from the unit.  Example:  62d

Operations Group.

13. Do not separate the day from the month at the end of a line in the body of the citation. Example:  30 March

2000

· NUMBERS
1. In general, numbers 10 and above should be expressed in figures, and numbers one through nine should be expressed in words.  

2. When a sentence contains numbers used in a related series and any number in the series is 10 or more, express all numbers in the series in figures (except the first word of the sentence if it is a number.  Example:  “Six children ate 9 hamburgers, 14 hotdogs, and 6 popsicles.”  Or, "Our office has five officers, two sergeants, and six civilians.”

3. Units of measurement, time and money (always expressed in figures) don’t affect other numerical expressions within a sentence.

4. Numerical designation of military units.  Examples: 4th Airlift Squadron, Fifteenth Air Force , or 62d Airlift Wing.  

· SEMICOLON
Use the semicolon to separate independent clauses not connected by a conjunction (and, but, for, or, nor, and so).
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· CAPITALIZATION

1. Capitalize proper nouns or titles.  Do not capitalize common nouns unless they gain the status of proper nouns (person, place, or thing)

PROPER NOUN



COMMON NOUNS
Colonel Austin



the colonel

62d Airlift Wing



the wing

7th Airlift Squadron



the squadron

Washington State



the state

Major Sherman



the director of maintenance

2.  Always capitalize nicknames and exercise terms: Airlift RODEO, Exercise RED FLAG, Operation PROVIDE HOPE

3.  Capitalize all references to a head of state or assistant head of state: “Presidential and Vice Presidential support missions…”

4.  The word “in” is not capitalized in Noncommissioned Officer in Charge.

· HYPHENS
1.  Hyphenate compound adjectives before the noun, but don’t hyphenate these phrases when used somewhere else.  Example:  on-time airdrop vs. the airdrop was on time
2.  Don’t hyphenate adverbs that end in “ly”.  Example:  a highly dedicated noncommissioned officer
3.  Compound adjectives made with more, most, much, less and least do not need hyphens.  Example:  “the most distinguished sergeant in our unit” or “the less known technique”

4.  Don’t hyphenate prefix words such as “non, sub, post or pre”.

· PUNCTUATION
1.  Don’t use periods after “rank, Mr, Mrs, Dr” or commas before “II, III, etc.”

2.  Use a comma before and a period after “Jr.” i.e. “Hank Williams, Jr.”

3. Use a comma to separate the base and state.  Example:  McChord Air Force Base,

      Washington

4. Use a comma to separate three or more words in a series.  The Air Force prefers that a comma not be included prior to the conjunction (i.e. “and” or “or”). 
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SAVING FORM AND TEXT AS FORMFLOW PACKAGE

· SAVING PACKAGE

If you use Formflow to do decorations, save your form and text all in one package when using Formflow applications. 

· Go through the normal step in acquiring the form

· Once document is typed and ready to save

· Click on “Tools” icon

· Click on “Package Form”

· You should now see the Package tab

· On “Data Records” make sure “Current” is chosen

· Click “OK”

· You are now ready to rename and designate where you want the package saved

· RETRIEVING PACKAGE

· Insert disk (if applicable)

· Double click on  “My Computer”

· Double click on desired drive

· Double click the form and information should automatically show up
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