[image: image1.wmf]
[image: image2.png]



[image: image3.jpg]



Brought to you by:

Fromtheinside.us
CPD/CSS

525 Chennault Circle

Maxwell Air Force Base, Alabama

DSN 493-2132 • Fax 493-6428
Purpose of this Guide

t
his unofficial guide was written to assist personnel assigned to the Ira C. Eaker College for Professional Development (CPD) in preparing military decorations.  The guide provides basic information to assist you in writing the most commonly awarded unit decorations (e.g., Air Force Commendation Medal upon the member’s reassignment) and to help you understand the unique procedures in CPD and Air University (AU). 

For official procedures use AFI 36-2803, The Air Force Awards and Decorations Program.  For civilian decorations refer to AFI 36-1004, Managing the Civilian Recognition Program, and AF Pamphlet 36-2861, Civilian Recognition Guide.  

If you have any questions regarding the preparation of the decoration, then contact any member of the Commander’s Support Staff (CSS) for clarification and guidance.  

Understanding the Icons

The “icon key” at left will help you navigate through this guide.  Since this guide is a reference tool, use the icons to identify the location of key information.

Why should I recommend someone for a decoration? 

CPD personnel should be recognized for their contributions to the mission.  Recognition bolsters morale as well as retention of superior performers.  For those individuals who are retiring or separating, it is a special way of saying “Thank you for your contributions to the defense of our nation.”  

When you consider recommending an individual for a decoration, look at their performance and contributions to mission accomplishment and how it compares with others of similar grade and positions.  If the person’s contributions are above his or her peers, then a decoration may be appropriate.



When is it appropriate to recommend a decoration?

Permanent Change of Station (PCS)

This decoration is based on a period of time, generally from the date the member arrived on station until the date he or she departs for a new assignment.

Permanent Change of Assignment (PCA)
The new assignment must be markedly different from the previous assignment (i.e., there needs to be a different type of work at the new assignment for the member to be considered for a PCA decoration).

Separation

The period of this award is generally from the date the member arrived on station until the last day on active duty.

Retirement

The period of this award is generally from the date the member arrived on station until the retirement date.

Outstanding Achievement

Recognition for a single act or achievement so notable that delay in recognizing the event would diminish the significance of the act.

Extended Tour

Clearly outstanding and unmistakably exceptional service for an extended period of at least 3 years.  This type of recommendation will not be done if an assignment is projected or pending.

What are the commonly awarded decorations?

Air Force Achievement Medal (AFAM)

The AFAM is normally appropriate for lieutenants and airmen who have demonstrated meritorious service in a responsible position.

Air Force Commendation Medal (AFCM)

The AFCM is normally appropriate for captains, technical sergeants and staff sergeants who have demonstrated meritorious service in a responsible position.

Meritorious Service Medal (MSM)

The MSM is the highest decoration most personnel receive in their Air Force career.  Therefore, we have the responsibility to recognize and reward outstanding performers while avoiding proliferation and perception of gaming an award for promotion purposes. 

Guidelines for award of the MSM were outlined in HQ AFPC/DPPP message 171430Z Aug 98.  

· First, the grade of the individual is a factor in the award of the medal.  The MSM is normally appropriate for field grade officers and senior NCOs.  

· Second, the individual should serve in a responsible position for a minimum of 2 years.  

· Finally, the individual’s performance must be meritorious service (beyond that required for award of the AFCM).

What role does performance and level of responsibility play in the type of decoration?

Performance  

Only those who exceed standards should be nominated for decorations.  Achievement or service to warrant an award must be accomplished with distinction above and beyond that required for the award of a lower medal.

Level of Responsibility

Personnel serving in higher grades usually serve in positions of greater responsibility and tend to qualify for higher awards.  This is the major factor in determining what decoration for which an individual should be recommended.

How soon must I complete the decoration?

All decoration recommendations are due to CSS by the suspense date on the Transmittal Form attached to the outside of the decoration package.  These suspenses are established to ensure timely processing of all decorations and to ensure members are recognized in a timely manner. 

CPD has a “pin ‘em where they win ‘em” policy, which means decorations earned while assigned to CPD should be presented prior to departure date whenever possible.  The objective of the “pin ‘em where they win ‘em” policy is to foster morale, incentive and esprit de corps by recognizing contributions of CPD personnel before departing the unit.  The individual receiving the decoration may choose to wait until arriving at his or her new assignment but should be encouraged to receive the decoration prior to departure.  Regardless of the member’s choice, the decoration should be completed before the member departs CPD.

First-line supervisors must get an early start writing the decoration.  In general, you want to get your decoration to CSS 30 days prior to the presentation date.

Legion of Merit Information

The following guidance was provided by AETC/CV in a memorandum dated 12 Jul 01:

Normally, PCS or PCA Legion of Merits (LOM) are reserved for colonels whose performance has been exemplary in an extremely responsible position (i.e., wing/vice wing commander; operations, support and logistics group commander, or commanders of similarly large communication or medical groups; MAJCOM director; Air Staff division chief, etc).

Upon retirement, after a long and distinguished career, liberal interpretation of award criteria is appropriate for an officer serving in the grade of colonel and above, provided the most recent performance warrants such consideration.

Recommendations not meeting these criteria should be considered for award of a decoration within the purview of the senior rater's authority or combined with a potential recommendation package at the end of the officer's next tour.

Timely presentation of decorations is essential.  In order to meet AETC and SAF/PC requirements, PCS/PCA LOMs must be received at HQ AETC/DPSMFP 75 days, and retirement LOMs 30 days, prior to presentation date.  Late decorations must include an explanation letter signed by the wing commander/equivalent.  Complete/include all required documentation as per the AETC 2000 Civilian/Military Awards/Decorations Preparation Guide (para 17-18.2). 

For AU units submitting LOMs to AU/CC for processing, please add 2 weeks to the above suspenses so we can meet AETC suspense guidelines.

Commander’s Support Staff Deliverables

A deliverable is what is expected, something that is delivered.  The CPD Commander’s Support Staff (CSS), formerly the orderly room, will accept your decoration package only if you have accomplished six deliverables:

· Provide a completed Decor6 (typed only)
· Contact the CSS and request a Decor6.  This is a PC-III generated product, which allows you to make the recommendation.   

·    Provide a completed AETC Form 114, Indorsement for Decoration (See Attachment 1)

· This form is used to process the decoration recommendation through your chain of command.  Use this form to recommend approval, downgrade to a lesser award, or disapproval.  When recommending approval, comments in the remarks section are encouraged.  When recommending downgrade or disapproval, comments in the remarks section are strongly recommended.  Provide a proposed decoration citation 

· Provide a diskette or E-mail with a copy of the citation.  An electronic version of the citation is provided to CSS so that minor corrections can be made without returning the citation to the supervisor.  Providing CSS with an electronic copy of the decoration saves the directorate and CSS time and energy

· All citations must be in Times New Roman font, 12 pitch

· Air Force Commendation Medal (AFCM) and the Meritorious Service Medal (MSM) must not be more than 13 lines long.  The Air Force Achievement medal citation must not be more than 10 lines

· Do NOT use abbreviations or acronyms (e.g., NCOIC, USAF, SSgt)

· Do NOT use symbols (e.g., $, %, &, #)

· Ensure the required opening and closing statements correspond with the proposed decoration

· Include all performance reports covering the period of the award
· It is the supervisor’s responsibility to obtain copies of the performance reports from the Military Personnel Flight, Customer Service Section.  CSS will retrieve performance reports on individuals who are rated by CPD/CC

· If the most current performance report hasn’t been finalized, then include the draft copy.  Clearly mark the performance report as “Draft”

· All accomplishments listed in the citation must be supported by corresponding verbiage in the performance reports provided.  Highlight on the performance reports the statements used in the citation.  If accomplishments are included in the citation that occur between the closeout date of the last evaluation and the closeout date of the decoration, they must be shown in either a draft performance report (if a report is to be generated) or letter

· Provide copies of decoration citations awarded during the period of the award, if applicable
· The dates of your proposed decoration must not overlap with other decorations.  Also, do not cite accomplishments that were addressed in a previously awarded decoration

· Provide a Personal Information File (PIF) Certification Statement signed by the rater and the rater’s rater (See Attachment 2)
Common Errors

· Using abbreviations and/or symbols on certificates/citations

· Copy of previously awarded decoration that falls within the inclusive dates of the new decoration not included

· Incorrect opening and closing sentences on certificates or citations

· Incorrect number of oak leaf clusters on the citation or certificate

· Misspellings in the narrative of citations or certificates

· Separating the day from the month on different lines in citations (separating the month from the year is allowed)

· Decoration inclusive dates do not match DECOR6.  The dates must not overlap with previous decorations (decorations given for reason of Outstanding Achievement will not influence the inclusive dates)

· Not centering name on citation

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

· Duty title on the citation/certificate does not match duty title printed on the DECOR6

· Use of “$” – dollar amounts must be spelled out such as:  10 million dollars, 3.5 million dollars, 2,500 dollars, 150,000 dollars, and so on.









Example of an Air Force Achievement Medal Citation


(FIRST OAK LEAF CLUSTER)


FIRST LIEUTENANT TREVEN L. WILLIAMS


OUTSTANDING ACHIEVEMENT

26 OCTOBER 2001 – 4 NOVEMBER 2001

First Lieutenant Treven L. Williams distinguished himself by (meritorious service OR outstanding achievement) as Deputy Operations Officer, Department of Defense Professional Military Comptroller School, Ira C. Eaker College for Professional Development, Maxwell Air Force Base, Alabama.  Lieutenant Williams’ outstanding professional skill, knowledge and leadership aided immeasurably in an unprecedented deployment to Washington, District of Columbia, in support of its financial management education mission.  The 8-day trip ensured all 44 students of Class 02-A received critical briefings from 28 senior-level Department of Defense officials whose schedules were greatly impacted by the 11 September 2001 terrorist attacks.  As a result, the school was fully able to meet its mission requirements.  The distinctive accomplishments of First Lieutenant Williams reflect credit upon himself and the United States Air Force.

10 DECEMBER 2001

AARON B. ROGERS
Colonel, USAF
Commander

Example of an Air Force Commendation Medal Citation


(FIRST OAK LEAF CLUSTER)

CAPTAIN CHRISTOPHER M. HOWARD

MERITORIOUS SERVICE

9 AUGUST 1999 TO 17 AUGUST 2001

Captain Christopher M. Howard distinguished himself by meritorious service as the Officer in Charge, Network Operations and Technology Development, United States Air Force Chaplain Service Institute, Ira C. Eaker College for Professional Development, Maxwell Air Force Base, Alabama.  During this period, the professional skill, leadership and ceaseless efforts of 
Captain Howard contributed to the effectiveness and success of Air Force programs.  He solely developed an intensive 3-year strategic communications plan that identified inadequate equipment and established upgrades for all computers.  His efforts were recognized in the Operational Readiness Inspection as a “Benchmark.”  He also superbly managed the institute’s 100-client local area network, and hardware and software support.  The distinctive accomplishments of Captain Howard reflect credit upon himself and the United States Air Force.
17 AUGUST 2001


DONALD A. LAMONTAGNE

Lieutenant General, USAF

Commander, Air University

Example of a Meritorious Service Medal Citation


(THIRD OAK LEAK CLUSTER)

CHAPLAIN, MAJOR GERALD S. HENRY

MERITORIOUS SERVICE

29 JUNE 1999 TO 1 JUNE 2002

Chaplain, Major Gerald S. Henry distinguished himself in the performance of outstanding service to the United States as Staff Chaplain, Readiness Education and Training, United States Air Force Chaplain Service Institute, Ira C. Eaker College for Professional Development, Maxwell Air Force Base, Alabama.  During this period, the outstanding professional skill, leadership and ceaseless efforts of Chaplain Henry resulted in major contributions to the effectiveness and success of Air Force chaplain education programs.  Chaplain Henry developed a Doing Global Ministry course that trained and equipped wing chaplains and noncommissioned officers in charge to design mission-aligned chapel programs.  He was selected as the United States Air Force Chaplain Service Institute Instructor of the Year for 2001.  Additionally, Chaplain Henry produced a “Ministry in Readiness” video that was selected for an Award of Distinction by the Communicator Awards Organization.  The singularly distinctive accomplishments of Chaplain Henry reflect great credit upon himself and the United States Air Force.
3 JUNE 2002

DONALD A. LAMONTAGNE

Lieutenant General, USAF

Commander, Air University

Personal Data - Privacy Act of 1974 (5 U.S.C. 552a)  -- Please Control Access by Need to Know





This folder will be used for transmittal of all paper copies of draft and final copies.  �The folder and enclosed reference materials must be returned to CPD/ES.�
�
TRANSMITTAL SHEET�
�
Ratee:�
Type of Correspondence


EPR   OPR   PRF   DEC   PME�
Directorate


CC  CSS  CL  FM  FS  HC  HO  HR  IO  JA  XR�
�
Closeout Date:�
CC/CCQ Suspense:�
�
Coordination:  Coordinate correspondence with the appropriate commandant or director.  Correspondence pertaining to enlisted CPD members will be coordinated with the first sergeant.�
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Notes:   (1) If the folder is returned to you for corrections, you have 3 duty days to correct the discrepancy(s).  (2) Do not destroy corrected documentation.  Fold the “marked-up” copies and place inside the folder in left-hand pocket.  “Marked-up” copies are used as an audit trail and to verify that all corrections were addressed on the final document.  (3) Delays in not meeting the suspense may require you to prepare a “late letter” to AU/CC.  (4) If you need assistance, please contact the Personnel management administrator (CSS, x3-2132).�
�
Remarks (Use reverse for additional remarks):�
�












PIF CERTIFICATION STATEMENT


�
�
NAME:


�
RANK:


�
UNIT:


�
�
Check appropriate block


(  I certify that I have reviewed the PIF of the above named individual and certify that it contains no derogatory information.





(  I certify that I have reviewed the UIF/PIF of the above named individual and that the UIF/PIF contains the following derogatory information.�
�
SUBJECT�
DATE�
�
1.�
�
�
2.�
�
�
3.�
�
�
4.�
�
�
5.�
�
�
SIGNATURES�
DATE�
�
RATER’S SIGNATURE�
�
�
ADDITIONAL RATER’S SIGNATURE�
�
�
REMARKS
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Cannot Exceed 10 Lines





Use all capital letters.  Be sure to spell out the months.





First time spell out the whole grade.  Subsequent times use the shortened version (e.g., Lieutenant instead of First Lieutenant; Sergeant instead of Technical Sergeant)
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Cannot Exceed 13 Lines
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On or after the closeout date except for retirement or separation, then the date will be last day of service 





�CPD�





Signature block should be directly under and justified with the left margin





On or after the closeout date except for retirement or separation, then the date will be last day of service 





ATTACHMENT 3





Signature block should be directly under and justified with the left margin
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Cannot Exceed 13 Lines





On or after the closeout date





Signature block should be directly under and justified with the left margin





“You may delay but time will not”


Benjamin Franklin





Opening Sentence (mandatory):  First Lieutenant Treven L. Williams distinguished himself by (meritorious service) OR (outstanding achievement), as (duty assignment, and office location) OR while assigned to (office location).  OR


First Lieutenant Treven L. Williams distinguished himself by outstanding achievement (at or near).


Narrative Description (suggested):  Lieutenant Williams’ outstanding professional skill, knowledge and leadership aided immeasurably in identifying problem areas in the field of _____ and in developing and implementing research projects capable of solving these problems.


Closing Sentence (mandatory):  Confine the closing to one sentence that will personalize the summation.








Ira C. Eaker college for professional development


How to Prepare Decorations
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“The sweetest of all sounds is praise.”
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ICON KEY�
�
(�
Key Decoration Information�
�
CPD�
CPD Procedures�
�
!�
“Must Read” Information�
�






CPD Deliverables


Decor6


AETC Form 114


Citation


Performance reports 


PIF Review Form


Copies of decoration citations awarded during the award period





Opening Sentence (mandatory):  Captain Christopher M. Howard distinguished himself by (meritorious service) OR (outstanding achievement) as (duty assignment and office) OR (while assigned to _____(office) from _____to _____).  


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


Closing Sentence (mandatory):  The distinctive accomplishments of Captain Howard reflect credit upon himself and the United States Air Force.


Retirement Award (mandatory):  The distinctive accomplishments of Captain Howard culminate a (long and) distinguished career in the service of his country and reflect credit upon himself and the United States Air Force.  �     Note:  “Long” is only used if the person served 30 or more years of service 


Separation Award (mandatory):  The distinctive accomplishments of Captain Howard while serving his country reflect credit upon himself and the United States Air Force.











Opening Sentence (mandatory):  Master Sergeant Joe B. Smith distinguished himself in the performance of outstanding service to the United States as (duty title) OR (while assigned to the (office)_____from _____to_____).  


Narrative Description (suggested):  During this period, the outstanding professional skill, leadership and ceaseless efforts of Sergeant Smith resulted in major contributions to the effectiveness and success of Air Force (programs).  OR  In this important assignment, Sergeant Smith’s outstanding leadership and devotion to duty were instrumental factors in the resolution of many problems of major importance to the Air Force.


Closing Sentence (mandatory):  The singularly distinctive accomplishments of Sergeant Smith reflect great credit upon himself and the United States Air Force:


Retirement Award (mandatory):  The singularly distinctive accomplishments of Sergeant Smith 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:  “Long” is only used if the person served 30 or more years of service.
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THOMAS L. STRAND, Col, USAF


AFJAG School Commandant
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Mark appropriate box





Date





Mark appropriate box
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