Introduction:

George Washington started it all in 1782.  Sacrifices at Bunker Hill, Lexington, and Valley Forge had won independence for the United States and brought honor to General Washington.  But he realized that he alone could not take credit for the defeat of the British.  The General felt that some kind of recognition should be given to the anonymous men of the Continental Army – those soldiers whose efforts extended beyond the normal call of duty.  Thus the Badge of Merit – our country’s first military decoration, was born.  It was a purple heart made of cloth, with white edging.

The philosophy behind the Badge of Merit had been that since his honor is something which no true soldier, sailor, or marine likes to talk about, those who sought to honor him should give him a token of that honor which he could wear without words.  From the first decoration, awarded to only three men, grew both the philosophy and the method by which this country expresses its appreciation to the members in the military.

In 1918, we saw the establishment of the Distinguished Service Medal (DSM).  It was retroactive to 6 April 1917 (The AF Version was established 6 July 1960).  This decoration was created as an award to any individual, male or female, while serving in any capacity in the United States Armed Forces, who distinguishes him or herself by exceptionally meritorious service to the government in a duty, combat or non-combat, of great responsibility.  The performance must be of such as to merit recognition, which is clearly exceptional.  

Since the establishment of the AF DSM each recommendation is considered on it’s own merit.  Prior to 1980 it was awarded for a 24 month period to individuals in the rank of MGen, Lt Gen and Generals.  In 1984 the minimum period of service as a General Officer changed from 24 to 36 months and eliminated the existing prohibition against an award in conjunction with promotion.  

1942 saw the establishment of the Legion of Merit (LOM).  The LOM was originally established to recognize Foreign Officers.  It wasn’t until 1955 that U.S. military member’s were authorized the award.  The LOM was the first award that was established for foreigners in the first three grades. The fourth grade was for U.S. Military.

In 1980 General Iosue put out a message that the DSM/LOM are our highest peacetime decorations.  Their integrity must not be compromised through inappropriate awards.

Today we must continue to ensure we maintain integrity in our awards and decorations process, not just for the DSM/LOM, but for all awards and decorations.

If you have any questions, please do not hesitate to contact the OL-P 11MSS Awards and Decorations office at (703) 693-6555/6558.  We are here to help and guide you through the decoration process.

Brought to you by:  Fromtheinside.us
Pentagon Awards & Decorations Guide

The Pentagon Awards & Decorations Guide for commanders and their staffs was developed IAW AFI 36-2803, para 1.6.1. It contains AFI references and helpful hints which will assist you in preparing a quality decoration package.

Decorations should provide prompt recognition for acts of exceptional bravery, outstanding achievement, and meritorious service. To preserve the integrity of the program, decorations are awarded only to recognize acts that are clearly and distinctly outstanding. Performance should be the primary criteria and be of such importance that it cannot be appropriately recognized in any other way.

Justification is the key--only submit a recommendation for a decoration if there’s no doubt the individual deserves it, and the documentation exists to back it up.

The timeliness of presentation is an essential ingredient of a successful recognition program. Some DCS’ have a policy of “Pin ‘em where you Earn ‘em.” This means a decoration should be available to be awarded prior to the award recipient departing the base. 

Commanders/DCS’ must ensure the timely submission of decoration recommendations.

All projected actions (retirements, separations, and assignments) generate decoration notification RIPs which are sent to a supervisor for consideration. Unprojected actions such as PCAs, achievement or heroism do not generate automatic notifications. Therefore, commanders/DCS’ must establish controls to ensure decorations for unprojected actions are completed by the recommending official and signed within 60 days of the act or achievement.

Commanders/DCS’ 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 the MPF Awards and Decorations Section, at (703) 693-6555

.

The following directives cover the Awards and Decorations Program

AFI 36-2803, The Air Force Awards and Decorations Program 

(http://afpubs.hq.af.mil/pubfiles/af/36/afi36-2803/afi36-2803.pdf)

AFI33-328, Administrative Orders  

(http://afpubs.hq.af.mil/pubfiles/af/33/afi33-328/afi33-328.pdf)

AFMan 37-139, Records Disposition Schedule

http://afpubs.hq.af.mil/pubfiles/af/37/afman37-139/afman37-139.pdf

DTL (Decision Logic Tables) – 36 for Personnel


Table 36-33, Honors and Awards (Page 420)

MPFM (Military Personnel Flight Memorandum) 99-10, dated 4 Mar 99

Instructions for New MSM Certificate/Citation

(http://www.afpc.randolph.af.mil/mpf/NewWeb/restricted/mpfm/03mar99/99-10.doc)

MPFM (Military Personnel Flight Memorandum) 99-40, dated 29 Sep 99


Instructions for New AFCM Certificate/Citation

(http://www.afpc.randolph.af.mil/mpf/NewWeb/restricted/mpfm/09sep99/99-40.doc)

AFCSM (AF Computer Systems Manual) 36-699, Volume 1, Personnel Data Systems

Instructions for PCIII

(http://www.afpc.randolph.af.mil/pds/docs/AFCSM36-699V1_1-7_31Jan00.doc)

Air Staff and Secretariat Awards Processing Talking Paper, 17 July 1995

(Attached)

Secretary of the Air Force Realignment of MSM Approval Authority, 30 May 1995

(Attached)

Decoration Monitors

Appointment of Monitors

Each approval authority should assign a primary and alternate Awards and Decorations monitor. Assignment of monitors will be accomplished by submitting a letter to the Awards and Decorations Section, OL-P 11 MSS/DPMPE, including the following:

Name

Grade

Duty Phone/FAX

Designate Primary or Alternate

Date Arrived Station

Responsibilities of Monitors

Attend awards and decorations in-house training.

Review all recommendations for administrative compliance, proper work division, and ensure the decoration is submitted IAW AFI 36-2803, and this guide.

Ensure the correct number of copies of narratives/citations is provided.

If the recommendation package is returned for corrections, ensure all corrections are made and the package is promptly returned to the appropriate level for review/approval.

Set up an internal suspense system and maintain a log or electronic office file with copies of all submissions forwarded.

Review the daily Transaction Registers (TRs) from PC III, which reflect all decoration actions, both pending, completed, and overdue.

Ensure distribution is picked up daily, or as needed, and that approved decorations from other bases are presented to newly arrived personnel shortly after arrival. If the decoration is being processed locally, ensure it is presented to the member prior to departure.

Timeliness Rules for Decorations

Some DCS’ adhere to the AF “Pin ‘em where you Earn ‘em” policy. The objective of this policy is to foster morale and esprit de corps by recognizing personnel before departing from the command.  Accordingly, create procedures to ensure recommendations are processed and award elements are available for presentation prior to the member’s departure date or desired presentation date, whichever is earlier.

A decoration for meritorious service (PCS or PCA) is considered “on time” if it is received at the Awards and Decorations monitor’s desk no later than 30 days prior to the close-out date of the award period  (determined by projected departure date, date of separation, or date of retirement).  Example: If member’s projected departure date is 30 July, the award package is due to Awards and Decorations monitor no later than 30 June.

All overdue decorations require a late letter. This will be up to each Awards and Decorations monitor to determine if they are going to enforce this rule.  The only time OL-P 11MSS will require a late letter is if the decoration is processed through our office.  The late letter should explain why the decoration is late, what has been done to prevent future occurrences, and must be signed by the Director or higher. The late letter will be addressed to the approval authority (IN TURN, if necessary for proper coordination).

Initiating a Decoration

Recommendation for Decoration Printouts (RDPs) are not automatically produced for PCA, achievement, heroism, or extended tour decorations. Accordingly, RDPs should be requested by units through PC-III at least 60 days prior to the close-out date for extended tour decorations and ASAP upon notification of PCA action or after the specific act for achievement or heroism awards.

Through the decoration monitor, in writing, e-mail or in person, must submit all requests for RDPs.  Telephone requests are acceptable if your CSS authorizes it.  It is the Awards and Decoration monitor’s responsibility to ensure all RDPs are requested, received, internally suspended, and distributed to supervisors in a timely manner.

IAW AFI 36-2803, recommendations based on “outstanding achievement or heroism” as opposed to “meritorious service” will be initiated by the recommending official within 60 days of the act or achievement. The approval authority must receive all “achievement” recommendations within 60 days of the act or achievement.

Computer Generated Recommendation Products

The Decoration Submission Suspense System (DSSS) produces the following computer products:

DECOR 6 (Recommendation for Decoration Printout): The DECOR 6 must accompany the citation and narrative when the recommendation is submitted. The DECOR 6 should be neatly typed or handwritten with minimal corrections. The DECOR 6 is also used to “non-recommend” an individual.

DECOR 4 (Recommendation for Decoration Suspense): This product is generated when a change to the suspense is made. This is usually caused by a change to the individual’s projected departure date (i.e. delayed reporting). It will indicate the old suspense date, the new suspense date, and the projected unit of assignment.

DECOR 7 (Decoration Submission Cancelation): This product is generated when the projected loss action is canceled and indicates the suspense action is terminated. It advises the reason for submission has been canceled and all actions on the decoration submission previously suspended will terminate.

Items on the DECOR 6

PREPARED: Indicates the date the DECOR 6 is produced by the computer (date is preprinted).

SUSPENSE: Indicates the date that the completed recommendation is due to the Awards and Decorations Section (disregard preprinted date based on the “Pin ‘em where you Earn ‘em” policy).  Decoration monitors should write in the suspense, allowing for 30 days from approval authority signature to award recipient’s departure.

1ST IND:  Enter the date the initiator signs the recommendation for decoration printout.

TO: Enter next person in the chain of command

Item 1A. Decoration:  Enter name of the decoration being submitted.

Item 1B. Cluster:

If decoration is the initial award, enter “Basic.” If it is a subsequent award, enter the appropriate cluster, e.g., 1st OLC, 2nd OLC, etc. This can be verified by checking item 6, decoration history.

Item 1C. Inclusive Dates:

Enter the opening date for recommendation based on meritorious service (e.g., PCS, PCA, extended tour, retirement, and separation). This is generally the date-arrived-station (located in item 5), unless a decoration was previously awarded for meritorious service during the same time frame. If this is the case, the next award will start the day after the close-out date of the previous award. The award period can only overlap if the condition of a previous decoration is for outstanding achievement. For recommendations based on heroism, outstanding achievement, or acts of courage, the opening date would be the actual date the achievement or act began, or the actual date the heroism occurred. Also enter the close-out date, as follows:

PCS

Projected Departure Date in item 5, DECOR 6.

PCA

Last duty day with the unit.

Extended Tour

Can be any date after the member has three years on station and no projected assignment (or if on a controlled tour, the date following the controlled tour).

Retirement

Last day of active duty, normally the last day of the month with the exception of medical retirement (actual date of retirement is APPL-RET-DOS-REQ in item 5).

Separation

Actual date of separation from active duty (Date of Separation in item 5).

Posthumous

Actual date of death.

Achievement

Actual date the achievement or act terminated.

Heroism/Act Of Courage

Actual date the heroics terminated (usually the same date as the open date).

Item 1D. Category of the Recommendation: Circle the applicable category.

Heroism

For acts that characterize courage, intrepidity, or gallantry. In case of voluntary risk of life, the facts must demonstrate 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 separate from regularly assigned duties, such as a special project.

Meritorious Service

Based on completed periods of service marked by an event such as retirement, separation, PCS, PCA, or extended tour.

Act of Courage

To recognize noteworthy accomplishments of AF personnel placed in harm’s way during contingency deployment operations (new AFCM & AFAM with Valor).

Item 1E. Reason for Recommendation: Circle applicable entry to reflect the reason for the recommendation.  

Item 1F. If Approved, Date of Presentation Desired:

Enter presentation date for award based on retirement or separation, as well as other conditions in support of the “Pin ‘em where you Earn ‘em” policy.

Item 1G.

Indicates the member’s gaining MPF: Verify preprinted entry and annotate any discrepancies. If not preprinted, enter gaining MPF for assignment location.

Item 1H.

Indicates the member’s gaining unit: Verify preprinted entry and annotate any discrepancies. For all recommendations based on retirement or separation, member’s forwarding address must be annotated.

Item 2.

Sub-items A, B, and C are preprinted entries showing member’s current unit, station, and rank (at time of the award). If there are any discrepancies, use sub-items D, E, and F as applicable to reflect the changes.

Item 3.
Enter the recommended individual’s next of kin (name, relationship, and address) if the award is posthumous, for prisoner of war, or missing in action.

Item 4.
Indicate if more than one person is being recommended for the same act or service.

Item 5. Preprinted information required to complete the recommendation.

Item 6. Preprinted decoration information required to complete the recommendation.

Item 7. Initiator signs when recommending a decoration.

Item 8. Use when “non-recommending” an individual. Strike out this item if submitting a decoration. If item 8 has been modified to read “recommend approval/disapproval” circle the appropriate action.

Submitting a Recommendation for Decoration

Recommending Official

Anyone who has knowledge of the service, act, or achievement of the person being submitted.

For Official Use Only

A recommendation is confidential and “FOR OFFICIAL USE ONLY” until the final decision is announced by the awarding authority. The member should not be aware of the recommendation until the approved decoration is presented.

Superior performance on duty, honors based solely on academic achievement (such as graduating with honors from NCO Academy or other course of instruction), or receipt of other forms of recognition (such as Airman or NCO of the Quarter/Year) do not, in and of themselves, constitute justification for military decorations. These are excellent items to include in the justification, especially in recommendations for the AFAM and AFCM. Favorable communications, command special trophies and awards (AFI 36-2805), and appropriate remarks in performance reports provide ample means of recognition for outstanding duty performance expected of all Air Force personnel.  

The reassignment or retirement of a commander or supervisor is not a basis for initiating recommendations for awards to his or her subordinates.

Meritorious Service

Generally, a recommendation for decoration based on meritorious service must be for a completed period of service such as retirement, separation, or reassignment from one geographical location to another. When a member PCAs, the new assignment must be markedly different from the previous duty to meet the intent of the completed period of service requirement. Award authorities may favorably consider recommendations for personnel who have demonstrated exceptional performance for an extended period of at least 3 years.

Outstanding Achievement

An outstanding achievement decoration is rare and is intended to recognize a single specific act or accomplishment separate and distinct from regularly assigned duties. Outstanding achievement is not intended to provide a means to authorize additional decorations. A recommendation based on outstanding achievement may be submitted at any time; however, it may not be included in the justification for a later award. Timely recognition dictates the award should be submitted within 60 days of the act or achievement. NOTE: When the inclusive dates of a decoration based on meritorious service overlap with a decoration awarded for a specific achievement, a copy of the citation must be included with the recommendation for the award based on meritorious service

.

Heroism

A decoration recommendation based on heroism must clearly state the quality of the act(s) was characterized by courage, intrepidity, or gallantry.

Withdrawing Recommendations

Recommending officials who wish to withdraw recommendations already in official channels must send a memorandum or letter with reasons through command channels to the awarding authority requesting disapproval (e.g., retirement withdrawn, PCS/PCA canceled). Intermediate endorsing officials or commanders must forward these recommendations. Their endorsement must recommend either approval or disapproval to the awarding authority.  If you determine that one of your people has met the criteria for a decoration or formal award, some key considerations are:

· Scope of responsibility (impact of his or her service on the organization)

-    Level of performance

Rank is not the sole determining factor in the award decision; however, it usually parallels the scope of responsibility inherent in a person’s job.  Individuals with negative quality factors such as an Unfavorable Information File, Control Roster, etc., should be carefully evaluated to determine if they meet the high standards required for an award or decoration. These individuals normally will not meet the criteria for an award or decoration.

Decoration Processing Policy

On 30 May 1995, the Secretary of the Air Force approved realignment of MSM approval authority.  All MAJCOM Commanders may delegate MSM approval authority to MAJCOM Directors/Heads of Staff Office (Colonel and above) and Wing (equivalent) Commanders for all conditions.  Air Staff Deputy Chiefs of Staff/Assistant Chief of Staff/Heads of Special Staff may delegate MSM approval authority to Air Staff Directors/Heads of Staff Office and Field Operating Agency Commanders/Directors (Colonels and above) for all conditions.  This authority may not be further delegated..

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

Performance. Only personnel who clearly exceed standards should be nominated for a decoration.  Achievement or service warranting award of the MSM must be well above and beyond that required for award of the AFCM.  Keeping in mind that we must preserve the integrity of the MSM.

Level of Responsibility. Personnel serving in higher grades usually serve in positions of greater responsibility that could warrant the MSM. As AF personnel progress in grade and assume greater responsibilities, they tend to qualify for higher awards. 

Timing. Except in cases of exceptionally outstanding service or achievement, the MSM is rarely a member’s first decoration.

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 PCA should be held and included in a decoration based on a permanent change of station (PCS). Extended tour submissions must cover at least a three-year period but should normally not be used for individuals projected to PCS in the near future.

Justification. Use OPRs/EPRs to justify AFAM, AFCM, and MSMs, in lieu of a narrative. Reports must be factual, well documented, and clearly show outstanding achievement and accomplishments.   EPRs/OPRs should be used as justification in lieu of the AF Form 642.

Please carefully consider your submission.

Reconsideration of Disapproved/Downgraded Recommendation

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

Award recommendations will only be reconsidered one time by the award authority. The recommending official must provide new evidence for the award to be reconsidered. The request must be forwarded through the same official channels as the original recommendation.

The request for reconsideration will be memorandum format on letterhead, not to exceed one single typewritten page. Attach a copy of the original recommendation with all indorsements and a re-accomplished citation/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 a copy of the original package. If a recommendation package is lost, the copy will be your proof the award was originally processed.

[image: image1.wmf]  When typing Jr. and Sr. in the heading, always set off by a comma from the last name (i.e., JAMES J. JONES, JR.). When typing Jr. and Sr. in the opening sentence of a citation, type as follows: Major James J. Jones, Jr., distinguished himself...

  When typing II or III in the heading, do not place a comma after the last name (i.e., JAMES J. JONES III.). The same rule applies in the opening sentence of the citation/certificate.

  ABBREVIATIONS, ACRONYMS, or SYMBOLS: The only authorized abbreviations are “Jr., Sr., III.”, etc. Numbers “10” and above should be expressed in figures, and with few exceptions, numbers “zero” through “nine” should be expressed in words. If both categories of numbers are used in the same related series, use figures for all. “Million” and “billion” should be spelled out ($20 million). Use numbers for organizations. as they are symbols widely used and recognized in today’s environment and would not detract from the readability or the professionalism of a decoration citation/certificate The use of the dollar ($) and percent (%) signs are authorized for use in decoration citations/certificates.

  Citation/certificates that contain stray marks/smudges, fingerprints, or corrections, are not acceptable. Please use a good printer and a document protector to prevent these flaws.

  Give the MPF one copy of the citation (without SSN) and six copies of the citation (with the SSN).  Carbon copies will not be used.  When the certificate is the citation provide us with a copy of the citation/certificate with SSAN.  The member’s package should include 4 copies of the citation/certificate with the SSAN.

  Type the recipient’s SSN immediately to the right of the name on all copies except the original.  Include FV or FR, as it appears on the DECOR 6.

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

  If an oak leaf cluster is applicable, do not double space between the name of the award and the appropriate oak leaf cluster. This will be typed in capital letters, directly under the award title, and be in parenthesis.

  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/certificate.

  Margins–top and side margins will be 1 inch.  For the certificates you will use a one inch margin on the sides.

[image: image2.wmf]  Bottom margin will be a minimum of 3 inches from the last sentence of the citation to allow room for the approval seal (for citations that will get a seal, such as LOMs)  For the certificates there is no bottom margin.

  Do not separate the day and month at the end of a line in the body of the citation. It is permissible to separate the year from the month.

  Font size will not be any larger than the “HAS BEEN AWARDED TO,” “TO,” or “FOR” pre-printed text of the certificate.

  If an oak leaf cluster is applicable, type in capital letters, in parentheses, and center and space evenly under the award title.

  Do not use abbreviations, other than Jr., Sr., III, and so on, following the member’s name.

  Inclusive dates will be typed in upper case. DO NOT ABBREVIATE THE MONTH OR YEAR. Dates should match the RDP, para 1b.

“GIVEN UNDER MY HAND” date should be the date signed.  It will be Day Month Year  (10 May 2000)

  Type the two-line signature block of the appropriate approval authority.

  Words will not touch or be on the same line as “Given Under My Hand”

The Legion of Merit was established by an Act of Congress on 20 July 1942 as an award for foreigners in the first three grades, and the fourth grade is for officers of the United States.  This was the first decoration created by the United States specifically for citizens of other nations.  Grades = Degrees.  The fourth grade was not established until 1955.

In 1980 General Iosue put out a message the DSM/LOM are our highest peacetime decorations.  Their integrity must not be compromised through inappropriate awards.

The Legion of Merit, is awarded in 4 degrees, and is awarded to individuals who

distinguish themselves by “exceptional meritorious conduct in performance of outstanding service” to the United States. 

(1) Degree of Chief Commander. Awarded by the President of the United States, upon

the recommendation of the Secretary of Defense, after concurrence by the Secretary of State, to the foreign chiefs of state or the heads of government.

(2) Degree of Commander. Awarded by the Secretary of Defense, after the concurrence of the Secretary of State, to individuals holding a rank equivalent to a U.S. Military Service Chief of Staff, or higher position, but not to chiefs of state.

(3) Degree of Officer. Awarded by the Secretary of Defense, after the concurrence of the Secretary of State, to individuals of the following rank or position:

(a) Officers of general or flag rank serving in positions below the equivalent of a

U.S. Military Service Chief of Staff.

(b) Officers in ranks parallel with colonel or equivalent, for service in positions comparable to those normally held by general or flag officers in the Armed Forces of the United States.


(c) Foreign military attaches.

(4) Degree of Legionnaire:  Awarded by the Secretary of Defense, after the concurrence of the Secretary of State, to all others eligible under Executive Order 9260 (This executive order allowed this to be awarded to U.S. military members) 

The LOM is awarded for service of marked national or international importance and of marked significance to the Air Force or Department of Defense, which aided the United States in furthering its national policies, interest, or security. Superior performance of normal duties will not alone justify this award.

Common Questions:

What is the normal processing time for LOMs?  

The normal processing time is approx. 3 months from beginning to end.  

What channel does an LOM for PCS take?

DCS/2 Digit recommends approval forwards package to 

OL-P 11MSS/DPMPE – Our primary purpose it to review for admin reasons (same day turn around)

11Wing/DPAP for processing

11 Wing/DPAP processes package to ensure it meets the criteria to11Wing/CC

11Wing/CC will either forward to AFPC/DPPPR or return to the originator

If forwarded to AFPC this is just a processing point.  AFPC will set the package up and forward to the SAF/Personnel Council for boarding.

Once the decoration has been boarded SAF/PC either approves/disapproves

Forwards back to AFPC for processing back to the Wing who inturn will send it back to the originator.

Can a previous assignment be used?

Yes you can use the assignment prior to the one they are currently on.  This is not in writing.  However, this has been verified through HQ AFPC/DPPPR.

How do you determine if an LOM is appropriate, after all he is in an 0-6 Billet, shouldn’t it be automatic?

No, we do not have any decorations that are automatic.  Each one needs to be considered just as carefully as other decorations.  You will want to look at 

Prior LOMs and when did they close out.

The award of the LOM is generally reserved for individuals filling general officer, wing commander, DCS level billets or some O-6 billets having an exceptionally broad scope of responsibilities. Only in rare instances would the level of responsibility for individuals in positions other than these warrant award of the LOM.


Can this be combined with his/her next assignment?


Has it been at least 2 years?

For General Officers you may want to look at how many LOMs they have, and if the are a MGen or above would they be eligible for a Distinguished Service Medal?  

Keeping in mind that it is rare that an AF member receive more then 2 DSM’s in their career, the second being generally their retirement award.  The reason for this is the DSM is the highest peacetime award that can be given.

LOMs that require going through the Wing need:

Original and 1 copy of the package:  

Citation (Plus 4 copies w/SSAN) Include a disk (citation is on the disk)

Narrative, (this must be signed, per AFI 36-2803, para 3.2.4.4), 

DECOR 6. 

Don't forget if they were given an outstanding achievement decoration during the inclusive period a copy of that is also required.  

All overdue decorations require a late letter. The late letter should explain why the decoration is late, what has been done to prevent future occurrences, and must be signed by the squadron commander or higher. The late letter will be addressed to the approval authority (IN TURN, if necessary for proper coordination). In your case SAF/PC

LOMs for 0-6 and above based on retirement:

LOMs for retirement can be prepared as an endorsement memorandum or letter (AFI 36-2803, 3.2.4.5).  However, if your DCS has provided different guidance and they are the approval authority, then as long as there is a source document to go along with it, use that authority.  In other words, we do not blanket give out any decoration; some sort of justification even if it’s two lines is required.

Air Staff DCS/ACS and Heads of Special Staffs (Brig Gen or Higher) have LOM approval authority for Retirement, Separation, and Posthumous for 0-6 and above only.  All other Air Staff DCS/ACS and Heads of Special Staffs must process their LOMs for all conditions/ranks through HQ 11Wing to be forwarded to the Personnel Council.

LOM CITATIONS:

(AFI 36-2803, A4.5 – These are done in Landscape)

OPENING SENTENCE

Colonel James J. Jones distinguished himself by exceptionally meritorious conduct in the performance of outstanding services to the United States as (duty assignment) or (while assigned to ________(office) from _________ to _________).

NARRATIVE DESCRIPTION (example)

In this important assignment, the leadership, exemplary foresight, and ceaseless efforts consistently demonstrated by Colonel Jones resulted in significant contributions to the effectiveness and success of the (program).

OR

During this period, the exemplary ability, diligence, and devotion to duty of Colonel Jones were instrumental factors in the resolution of many complex problems of major importance to the Air Force.

CLOSING SENTENCE

The superior initiative, outstanding leadership, and personal endeavor displayed by Colonel Jones reflect great credit upon himself and the United States Air Force. 

OR 

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

Retirement Award: The singularly distinctive accomplishments of Colonel Jones culminate a (if 30 years or more service, then insert “long and” at this point) distinguished career in the service of his country and reflect great credit upon himself and the United States Air Force.

Posthumous Award: The singularly distinctive accomplishments of Colonel Jones in the dedication of his service to his country reflect great credit upon himself and the United States Air Force. 

OR: 

By his courageous action and humanitarian regard for his fellowman, in the dedication of his service to his country, Colonel Jones has reflected great credit upon himself and the United States Air Force.
MEMORANDUM FOR ALL  MPFs



MPFM: 99-10

FROM:  HQ AFPC/DPPP





04 Mar 99

   
  550 C Street West Ste 8

  Randolph AFB TX 78150-4710

SUBJECT:  Instructions for New Air Force Meritorious Service Medal (MSM)

        Certificate/Citation (AF Form 2228, Aug 98) 


BACKGROUND:  As a result of an Air Force-wide Tiger Team review of the Air Force Decoration Program, a combined certificate and citation for the MSM was approved.  MSM citations on plain bond paper or parchment paper will not be authorized after 31 December 1999.  The following information provides additional instructions on how to prepare the new MSM certificate/citation.  These instructions are effective upon receipt of the new MSM certificate/citation.  The revised Air Force Commendation Medal certificate/citation should be available this summer.


GENERAL INSTRUCTIONS:  Prepare the new MSM certificate/citation similar to the Air Force Achievement Medal (AFAM) certificate/citation.  All pertinent information (Oak Leaf Cluster, Posthumous, Rank, Name, etc.) is placed as shown in the attached example.  Create the citation text in blocked format and place as shown in the example.  Do not use inclusive dates in the text portion since they are shown elsewhere.  Also, comply with the applicable instructions for preparing citations in AFI 36-2803, The Air Force Awards and Decorations Program, Attachment 4.  Keep the side margins to one inch.  If the decoration was approved and announced in special orders after the death of the recipient, type the word (POSTHUMOUS) as shown in the example.  Type the date signed as shown in the example.  Distribute copies with complete SSNs IAW Tables 3.1 and 3.2.


POINT OF CONTACT:  Please refer any questions on preparing the new MSM certificate/citation to HQ AFPC, Awards and Decorations Section at DSN 487-5880/5889.  Effective 13 March 1999, our telephone numbers will be: DSN 665-2516/2520 or commercial (210) 565-2516/2520.  






    FOR THE COMMANDER







//Signed//






    DAVID J. ASHTON, Colonel, USAF





                Chief, Promotion, Evaluation, & Recognition Div






    Directorate of Personnel Program Management

Attachment:  MSM Example Certificate/Citation

MEMORANDUM FOR ALPERSCOMs AND MPFs

MPFM:  99-40










29 Sep 99

FROM:  HQ AFPC/DPPP

              550 C Street West Ste 8

   Randolph AFB TX 78150-4710

SUBJECT:  Instructions for New Air Force Commendation Medal (AFCM) Certificate/Citation 

        (AF Form 2224, Jul 99)  


BACKGROUND:  As a result of an Air Force-wide Tiger Team review of the Air Force Decoration Program, a combined certificate and citation for the AFCM was approved.  AFCM citations on plain bond paper or parchment paper will not be authorized after 31 December 1999. The following information provides additional instructions on how to prepare the new AFCM certificate/citation.  


GENERAL INSTRUCTIONS:  Prepare the new AFCM certificate similar to Air Force Achievement Medal certificate.  All pertinent information (OLC, Rank, Name, etc.) is placed as shown in the example.  Create the citation text in blocked format and place as shown in the example.  Do not use inclusive dates in the text portion since they are shown elsewhere.  Also, comply with the applicable instructions for preparing citations in AFI 36-2803, The Air Force Awards and Decorations Program, Attachment 4.  Keep the side margins to one inch and place the date signed as shown in the example.  If the decoration was approved and announced in special orders after the death of the recipient, type the word (POSTHUMOUS) as shown in the example.  Distribute copies with complete SSNs IAW Tables 3.1 and 3.2. of AFI 36-2803.


POINT OF CONTACT:  Please refer any questions on preparing the new AFCM certificate/citation to HQ AFPC/DPPPRA, Awards and Decorations Section at DSN 665-2516/2520.






  FOR THE COMMANDER







//signed//






   DAVID J. ASHTON, Colonel, USAF






   Chief, Promotion, Evaluation, & Recognition Div






   Directorate of Personnel Program Management

Attachment:

AFCM Example Certificate/Citation


Common Errors on Certificates/Citations

Why do mistakes occur on certificates/citations?  There are many reasons, one of the main reasons is most individuals do not fill out the Decor 6 properly, thus causing errors on certificates, in some cases they are not filled out at all (this should never happen).  Also, because when the new certificates came out the guidance wasn’t really out there and everyone decided they were going to be creative and with the lack of space creativity became an issue.

Most Common Mistakes:

Clusters are incorrect – Always check the cluster on the DÉCOR 6 to ensure you have the correct cluster

Date not filled out properly – Below the Given Under My Hand, a date is required.  The format should be Day Month and Year – 9 May 2000.  We are no longer using given under my hand this 9th Day of May 2000 as this is not appropriate with this certificate.

Abbreviations – DO NOT use abbreviations.  Everybody asks why can’t we use abbreviations everyone knows what US is.  Well the answer is simple, not everyone knows what US stands for.  US could be an abbreviation for United Socialist.  

Wrong Font/Size – With the citations being knocked down to a mere 13 lines and approx 94 words, most people try to make the font as small as possible to fit as much as possible in the certificate, This is not acceptable.  The font size should be 10 or 12 Times New Roman or compatible.  This allows us to be able to read the citation without straining our eyes and smaller fonts do not look good!

Using Creative Fonts for Name:  You can make the name a larger font, however, you can not make it a different font then that of the text, the whole certificate needs to be in the same font.  Although, you won’t find this in the AFI if you look at the example provided by AFPC in the MPFMs you will see that’s the way it’s accomplished.  

Information Above the Accomplishments:  The information above the accomplishments needs to be in all capital letters.

SSANs Not on Copies:  Ensure you include SSANs on all copies of the citations.

Date not filled out on the LOM certificate –. The inclusive periods are missed.  The inclusive period goes below “in the performance of outstanding services.

Using Creative Fonts on the certificate: You can make the name a larger font, however, do not try and use fancy fonts (such as Monotype cursive).  Keep it Times New Roman or compatible.    

Special Orders

Why do mistakes occur on orders?  There are many reasons, one of the main reasons is most individuals do not fill out the Decor 6 properly, thus causing errors on special orders, in some cases they are not filled out at all (this should never happen).

Most Common Mistakes:

Clusters are incorrect – Always remember on page 2 of the Décor 6 it lists the number of awards, so if someone has:






CLOSING
ISSUING
ORDER
ORDER
DEC

DECORATION

NUMBER
DATE

HQS

#
DATE
COND

AF Comm Medal

    02

11Dec98
AIA

00015   99JAN        PCS

When the AFCM is awarded the cluster should be 2OLC (2nd award = 1OLC)

Inclusive periods overlap – The reason this occurs is because when a base uses a Proj Departure Date it may not be the actual date the member departs.  To avoid these errors check the close out dates of decorations:






CLOSING
ISSUING
ORDER
ORDER
DEC

DECORATION

NUMBER
DATE

HQS

#
DATE
COND

AF Comm Medal

    02

11Dec98
AIA

00015   99JAN        PCS

If member’s Date Arrived Station is 8 Dec 98 and member’s close out date for his previous “meritorious service” decoration is 11 Dec 98, the opening date for the meritorious decoration is 12 Dec 98, the date following the latest date.

Condition is incorrect: Decoration conditions can be found on Din Tables, clear text is 189.

The conditions are as follows:

	Condition
	Clear Text
	Condition
	Clear Text

	1
	Retirement
	5
	Heroism

	2
	Separation
	6
	PCS

	3
	Posthumous
	7
	PCA

	4
	Achievement
	8
	Extended Tour


Amendment to Orders done incorrectly: Amendments done correcting decoration orders must have a different order number then the one previously used.  You can not do a “corrected” unless it’s to correct an order heading or close.

Distribution of Orders: 

Don’t forget to distribute your disapproved decorations as well!  Copies of the citations with “Disapproved” stamped or written on them, with the member’s SSAN.  These get forwarded to HQ AFPC/DPSRI1.  This gets forwarded to them as a permanent document in member’s microfiche.  For Guard/Reserve it gets forwarded to ARPC/DSMP.

Below are distribution offices for Active Duty members, for Guard and Reserve distribution see AFI 36-2803, Table 3.1.

Note: Include the SSAN on all copies of the citation or certificate (if the certificate is the citation), and special order. Do not staple the citation to the order (if required) before forwarding.  

All officers - forward 1 copy of the special order and citation to HQ AFPC/DPSRI1, 550 C Street West, Ste 21, Randolph AFB TX 78150-4723.

The reason this office gets copies is because they will microfiche the orders and citation so eventually if it’s lost they can obtain copies..  Up until 1990 this was done for enlisted members as well, however the office came down and said they don’t have the manpower to do every award and decoration on everyone in the AF, but they would continue to do officers.

All General Officers and Brigadier General selects  forward 1 copy of the special order and citation to AF/DPG, 1040 Air Force Pentagon, Washington DC 20330-1040.

This is the General’s Group and copies get forwarded here for the member’s General selection folder.

All Colonels and Colonel selects - forward 1 copy of the special order and citation to AF/DPOB, 1040 Air Force Pentagon, Washington DC 20330-1040.

This is the Colonel’s Group and copies get forwarded here for the member’s Colonel Selection folder.

All 2Lts to Lt Cols - forward 1 copy of the citation to HQ AFPC/DPPBR1, 550 C Street West, Ste 5, Randolph AFB, TX 78150-4707.

This is for member’s officer selection folder, the reason it stops at Lt Col’s is because the Colonels go to the Colonels group.  The reason we still send Lt Cols (even if they are a Col select) is because a Col select is still a Lt Col.

All CMSgts - forward 1 copy of the citation to HQ AFPC/DPAC, 550 C Street West, Ste 30, Randolph AFB, TX 78150-4732.

Chief’s have their own selection folders and assignment procedures, so there citations are forwarded to the Chief’s Group.

All MSgts and SMSgts - forward 1 copy of the citation to HQ AFPC/DPPBR2, 550 C Street West, Ste 5, Randolph AFB, TX 78150-4707.

This office receives copies for the SNCO Selection folders.  

Forwarding the Elements:  

When you forward award elements as the approving official to an MPF, you must forward them with a copy of the Décor 6, 4 copies of the Special Order, 2 copies of the citation with SSAN.  (Table 3.1).

For copies of the orders being forwarded to this office, we need the Décor 6, copy of the citation w/SSAN, and copy of the Special order.

Disposition of Orders:

Orders along with the supporting documentation must be maintained 1 year active, 1 year inactive and then staged for 25 years.

DEPARTMENT OF THE AIR FORCE

OL-P 11MSS/DPMPE (11 WING)

1240 AIR FORCE PENTAGON

WASHINGTON DC 20330-1150

GA – 019                                                                                                20 August 1999

By direction of the President for outstanding non-combat meritorious service, the following individual is awarded the Meritorious Service Medal:

Rank Name:

LT COL JONES JOHN E

SSAN:


123-45-6789

Inclusive Dates:
1 Jul 97 to 10 Aug 99

OLC:


1st Oak Leaf Cluster

Awd Authority:
11 WG/CC

PAS Code:

HH2WF659

Condition:

6

RDP Date:

2 Jul 99

FOR THE COMMANDER





DISTRIBUTION D


MOLLY K. MOON, Major, USAF

Commander

Pentagon Military Flight

DEPARTMENT OF THE AIR FORCE

OL-P 11MSS/DPMPE (11 WING)

1240 AIR FORCE PENTAGON

WASHINGTON DC 20330-1150

GA – XXX                                                                                                XX April 2000

So much of Special Order GA-019, dated 20 August 1999 relating to Lt Col John E. Jones, 123-45-6789 is amended as follows:

AS READS: 1st Oak Leaf Cluster  (If you abbreviated you need to abbreviate it here too)

IS AMENDED TO READ: 2nd Oak Leaf Cluster








FOR THE COMMANDER








MOLLY K. MOON, Major, USAF








Commander








Pentagon Military Flight









      DISTRIBUTION








    
      D

DECOR 6

Mon Jul 6 23:20:39 EDT 1998

PERSONAL DATA – PRIVACY ACT OF 1974

SUSPENSE: 07JUL96

11 WING WG

BOLLING AFB DC 20332-5100

REPLY TO

ATTN OF: CAREER ENHANCEMENTS

SUBJECT: RECOMMENDATION FOR DECORATION –

SSG DOE JOHN D - 000-00-0000

TO: 11 WING WG/CPM

ATTN: TSG DOE JANE E

IF YOU SUBMIT A DECORATION RECOMMENDATION ON SSG DOE JOHN D, RETURN THIS

FORM, THE CITATION AND THE NARATIVE BY 05AUG98. 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 20JUL98. IF YOU NEED ASSISTANCE,

PLEASE REFER TO AFI 36-2803 OR CONTACT THE MPF CAREER ENHANCEMENTS

EXT: (202)404-3271.

1

ST

IND, 11 WING WG/CPM 7 Jul 98

DATE

TO: CAREER ENHANCEMENTS

1. I RECOMMEND AWARD OF:

A. DECORATION: AFCM B. CLUSTER: 1OLC

C. INCLUSIVE DATES: 12 Jun 95 – 31 Aug 98

D. HEROISM, OUTSTANDING ACHIEVEMENT, MERITORIOUS SERVICE

E. RET, SEP, PCS, PCA, EXT TOUR, POSTHUMOUS ACH, HEROISM

F. IF APPROVED, PRESENTATION DATE DESIRED: 25Aug98

G. IF APPROVED, FORWARD AWARD ELEMENT TO:

7 MSS /DECORATIONS

417 3

RD

STREET

DYESS AFB TX 79607-5065

H. NEXT DUTY ASSIGNEMENT OR FUTURE ADDRESS (RET OR SEP):

7 SUPPLY SQ/DW1XXXXX

DYESS AFB TX 79607-1500

2. UNIT, STATION OF ASSIGNMENT AND GRADE AT TIME OF ACT, ACHIEVEMENT OR

SERVICE (IF ITEM A,B, OR C IS DIFFERENT, CORRECT IN ITEM D, E, AND F):

A. 11 WING WG/ D.

BP2WFXXX

B. BOLLING AFB DC E.

C. SSG F.

RPDE6

PERSONAL DATA – PRIVACY ACT OF 1974

42

SSG DOE JOHN D

000-00-0000

3. IF POSTHUMOUS, OR RECOMENDEE IS MISSING IN ACTION OR PRISONER OF WAR,

GIVE NAME, RELATION AND ADDRESS OF NEXT OF KIN:

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, ANEM, SSN,

PRESENT ORGANIZATION, STATION AND DECORATION RECOMMENDED.

5. CURRENT DUTY TITLE: CHIEF, PAY PROCESSING

DATE OF CURRENT ASGMT: 01JUN98 DAFSC: 6F070

UNIT OF ASSIGNMENT: 11 COMPTROLLER SQ

INSTALLATION OF ASGMT: BOLLING AFB DC

EFF DATE OF PROMOTION: 01JUL92

DATE ARRIVED STATION: 22AUG92

PROJ DEPARTURE DATE: 31AUG98 RNLTD: 15SEP98

DATE OF SEPARATION: 07FEB99 TAFMSD: 22MAR83

RET-SEP-EFF-DATE-PROJ: PAY DT: 15SEP82

COMPONENT: REGULAR UIF: NO

EPR DATA: 5B-980101 5B-970101 5B-960101

6. DECORATION HISTORY

CLOSING ISSUING ORDER ORDER DEC

DECORATION NUMBER DATE HQS NUMBER DATE

COND

AF COMM MEDAL 01 12JUL92 48FW 00126 92JUN

PCS

AF ACHMT MDL 01 01JUL89 40TG 00033 89AUG

PCS

NONE

NONE

NONE

NONE

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. NARRATIVE

2. CITATION

STRIKE THROUGH ITEM 8 IF RECOMMENDING MEMBER FOR DECORATION.*

8. I HAVE PERSONALLY REVIEWED THE MEMBER’S PIF. I RECOMMEND/DO NOT

RECOMMEND MEMBER FOR A DECORATION.

xxxxxxxxxxxxxxxxxxxxxxxxxx xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

SUPERVISOR/DATE COMMANDER/DATE
General Instructions for Citations/Certificates








General Instructions for Citations/Certificates, Cont.
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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 MARK A. JUMP

FOR (Include SSNs on all copies only)

MERITORIOUS SERVICE
22 SEPTEMBER 1995 TO 30 SEPTEMBER 1998

ACCOMPLISHMENTS

Master Sergeant Mark A. Jump distinguished himself by meritorious service as
Noncommissioned Officer in Charge, Awards and Decorations Section, Headquarters Air Force
Personnel Center, Randolph Air Force Base, Texas. During this period, Sergeant Jump’s
professional skill and superior leadership abilities directly contributed to the successful
implementation of a myriad of Air Force-wide recognition programs. His ceaseless efforts were
key factors in finalizing the 1995 Chief of Staff-directed Decorations Tiger Team that instituted
streamlined decoration processing procedures for contingency and deployment operations. He
managed a 100,000 dollar per year decoration replacement program that processed over 10,000
individual requests for veterans of World War II, Korea and Vietnam. His innovative thinking
and investigative research abilities resulted in his selection as the Randolph Air Force Base 1996
Suggestion Evaluator of the Year. The distinctive accomplishments of Sergeant Jump reflect
credit upon himself and the United States Air Force.

GIVEN UNDER MY HAND
30 SEPTEMBER 1998

(Appropriate, complete signature
element of approval authority)

AFRORM 2224 L%

- EXAMPLE -
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