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SECTION 1:  REASONS FOR SUBMITTING/NOT SUBMITTING A DECORATION

1.1.  Objective.  The objective of the Air Force Military Awards and Decorations Program is to promote morale, incentive, and esprit de corps.  Individual decorations provide a means of accomplishing this objective through public recognition for acts of bravery, and meritorious and outstanding service to the United States.  To preserve the integrity of the Military Awards and Decorations Program, decorations should be awarded only for recognized acts or services that are clearly and distinctly outstanding in nature and magnitude.

1.2.  What to Review.  When deciding whether to submit a decoration, you should consider the individual’s service during the time the award would cover.  The Personal Information File (PIF), Unit Personnel Record Group (UPRG), and Unfavorable Information File (UIF), if applicable, should be reviewed.

1.3.  Other Considerations.  The information below was derived from Air Force Instruction 36-2803, The Air Force Awards and Decorations Program.  It should be considered before submitting someone for a decoration.

1.3.1.  A decoration should never be awarded to a person whose entire service for the period covered by the decoration has not been honorable (including decorations for outstanding achievement or volunteer service).  A decoration submission should not cover periods in which the individual has been convicted by a court martial, has received Article 15 punishment, is on a control roster, has an active UIF, repeats unsatisfactory progress on the Weight Management Program, has received a referral performance report(s), or has been denied the Good Conduct Medal.

1.3.2.  Decorations should be restricted to recognizing meritorious service, outstanding achievement, or acts of heroism that clearly place the individual above peers and should never be used as a token effort to “do something for the people.”

1.3.3.  Superior duty performance, attainment of honors based solely on academic achievement (such as graduating with honors from an NCO academy or other course of instruction), or receipt of other forms of recognition (for example, selection as airman of the month/year or identification as a superior performer by the IG) do not in themselves justify award of a military decoration.

1.3.4.  No individual is automatically entitled to an award upon completion of an operational TDY or departure for an assignment (PCS/PCA).  In addition, if a decoration is submitted due to a Permanent Change of Assignment (PCA) the new assignment must be markedly different than the previous duty.

1.3.5.  Air Force Commendation Medals are normally awarded to outstanding company grade officer/junior NCO’s and are not authorized for general/flag officers.  Meritorious Service Medals are normally awarded to outstanding field grade officer’s/SNCO’s because their grade would normally assign them to a position commensurate with the level of responsibility implied for these awards.  This is the norm, but an individual’s grade should never be used to determine merit for a decoration.  The merit should be based on the individual’s level of responsibility and manner of performance.

1.3.6.  Outstanding achievement awards should only be awarded when there is no other way to recognize the achievement and waiting would diminish the significance of the accomplishment.  They should not be awarded for completing normal duty performance (such as source selections, launches, etc.) unless the act is truly unusual or outstanding from the norm.  The award should cover a short period of time with a definite beginning and ending date.   In instances where many individuals are affiliated with an outstanding achievement (group nominations), award the medal only to the relatively few individuals whose contributions clearly stand out from the others, and who contributed the most to the success of the program.  Each citation or justification should be different, and show the specific contributions each person made to the program, project or mission.  

SECTION 2:  DECORATIONS TIMELINESS

2.1.  Proactive Ways to Meet Decoration Suspense’s.  It is the Center’s policy to provide a “pin ‘em where you earn ‘em” scenario to allow individuals the opportunity to receive their decoration from the unit they are currently assigned.  This is the main reason decorations must be processed in a timely manner. 
2.1.1.  On short notice assignments, the unit/2-Letter decorations monitor should order a Decor-6 and suspense the individual’s supervisor to construct a decoration package immediately upon official notification of assignment.  Valuable time can be saved while waiting for PC-III to automatically produce a Decor-6.  If the assignment RNLTD is far out in the future, set a suspense to order a Decor-6 120 days prior to the member’s projected departure date.   

2.1.2.  Immediately after the Commander/2-Letter or Deputy endorses a member’s request to separate or retire, the unit/2-Letter decorations monitor should order a Decor-6 and suspense the individual’s supervisor to complete a decoration package.  The supervisor should determine if the individual is taking terminal leave; if so, the suspense should be 60 days prior to entry on terminal leave.  If the separation/retirement is later disapproved, the submission must then be withdrawn from official channels or revoked.  

2.1.3.  Each unit should establish an internal tracking system to determine which individuals in your unit are beginning an extended tour (3+ years).  The unit/2-Letter decorations monitor should ask the supervisor if he/she intends to submit a decoration for an extended tour.  If so, order a Decor-6 and suspense the individual’s supervisor to complete a decoration package.    

2.1.4.  Unit Commanders/2-Letters receive Eligibility Listings of officers meeting upcoming promotion boards.  These listings are sent out 120 days prior to the board so units can begin writing Promotion Recommendation Forms (PRF).  These listings can also be used to flag (and suspense) any decoration currently being processed or any future decorations that need to be expedited for completion in time for the board.      

2.1.5.  Enlisted decorations must be ready to forward to the approval authority no later than 60 days prior to promotion board selection dates.  Commanders/Directors should consider closing out enlisted decorations prior to or on the promotion eligibility cut off date (PECOD) for the pending promotion cycle.  Decorations closed out after the PECOD are not included in the pending promotion cycle.

2.2  Late Letters.  The Center’s emphasis is on timely submission of decoration packages.  If the unit does not submit a package ready for approval within the suspense dates outlined in the following table a late letter is required.  This letter is used to provide 61 MSS/DPMPE and the respective approving authorities information on why a decoration package was not submitted on time.  

2.2.1.  The following suspense’s apply to the processing of awards and decorations for the Space and Missile

Systems Center (SMC).  

Reason for Award
Due and considered late if not ready to be forwarded to approval authority

Outstanding Achievement and MOVSM Awards

Extended Tour         
Due within 60 days after the act of achievement 

Due 60 days after the extended period of service

Permanent Change of Station (PCS)


Due at least 30 days prior to projected departure date, or 60 days after the order date of the DÉCOR-6, whichever date comes later.  

Permanent Change of Assignment (PCA) 


Due at least 30 days prior to projected departure date, or 60 days after the order date of the DÉCOR-6, whichever date comes later.



Separation/Retirement


Due at least 30 days prior to either the requested presentation date, or the RET-SEP-EFF-DATE-PROJ date depending on which date is used, or 60 days after the order date of the DÉCOR-6 whichever date comes later.  

2.2.2.  Sample late letter

 macrobutton FORINSTRUCT MEMORANDUM FOR 61 MSS/DPMPE                                      
 macrobutton FROMINSTRUCT FROM:  (Unit Submitting)
 macrobutton SUBJECTINSTRUCT SUBJECT:  Timely Decoration Submission

1.  This paragraph explains why the unit was not able to meet the decoration suspense and whether the unit considers this an inexcusable late/an excusable late.  

2.  This paragraph must state when the Commander/2-Letter signed the Assignment Notification Rip if the decoration is for a PCS or PCA.  If the decoration is for Separation or Retirement, this paragraph must include when Commander/2-Letter signed member’s request for Separation/Retirement and the number of terminal leave days the member is taking.  It also must include when the Commander/2-Letter was notified of the approved Separation/Retirement date, and, if applicable, the date when the Commander/2-Letter signed a leave form approving terminal leave dates. 









Commander/2-Letter Signature Block

NOTE:  The unit must include the following sentence in the letter:  “Decoration package is considered an inexcusable/excusable late package.”  61 MSS/DPMPE will annotate appropriately before forwarding to the approval authority.   

SECTION 3:  DECORATIONS PACKAGE SETUP AND INSTRUCTIONS

3.1  Decorations package setup.  Decoration packages should be submitted to the 61 MSS/DP in the following format:
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(IN ORDER)                                 COPIES

Staff Summary Sheet

1

Decor-6 (N/A for MOVSM)             

1

Certificate

1

Citation of any Medal awarded

  during award  inclusive dates

1 of each

One page justification (if applicable)

1

Additional 15-Bullet Justification

  (if applicable)

1

Performance Reports (if applicable) 

1

Special Order

1

Additional one page justification

  if package is a

 resubmittal

1

ORIGINALS                              NUMBER OF 

(IN ORDER)                               ORIGINALS

Staff Summary Sheet

1

Decor-6 (N/A for MOVSM)          

1

Certificate

1

Citation of any Medal awarded

  during award  inclusive dates

1 of each

One page justification (if applicable)

1

Additional 15-Bullet Justification

  (if applicable)

1

Performance Reports (if applicable) 

1

Special Order

1

Additional one page justification

  if package is a

 resubmittal

1

DECORATION REQUIRING EXPEDIATING

A RED FOLDER MUST BE USED IF DECORATION

NEEDS TO BE EXPEDITED BECAUSE MEMBER

IS MEETING A BOARD OR IF THE DECORATION

IS FOR SEPARATION/RETIREMENT AND UNIT IS

REQUESTING A PRESENTION DATE.  

Reminder:  Decorations will not be expedited for

 PCS

,

PCA, Out

 Ach

, or MOVSM unless member is meeting

a board.

RECOMMENDING OFFICIAL, SMC/CV, AND 

SMC/CC RECEIVES ONLY COPIES OF THE 

AWARD ELEMENTS (EXCEPT FOR THE 

CERTIFICATE), SO IT IS VERY IMPORTANT 

THE COPIES MATCH THE ORIGINALS

PACKAGE SETUP

SMC Decoration Guide, 24 May 98
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3.2.  DÉCOR-6 Instructions.  Instructions in bold parentheses.   NOTE: Correction can be made in pen and ink.

Mon Mar 30 23:19:54 PST 1998 


(Date  Decor-6 produced, required on the special orders)

                                            PERSONAL DATA - PRIVACY ACT OF 1974

    SUSPENSE: 29APR98             

(Not a valid suspense, use SMC’s late letter justification as the calculated suspense)
                                                  SPACE/MISSILE SYS  CE         (Should reflect individual’s unit and station of assignment,)

         

                                          LOS ANGELES AFB CA    90009-2960  (during the award period)                

    REPLY  TO ATTN OF:  CAREER ENHANCEMENTS                                                                    

    SUBJECT: RECOMMENDATION FOR DECORATION -                                    

             
     1LT SNOWMAN GEORGE E      - 123-45-6789FR      (Member being submitted, grade, name and SSAN)                    

    TO:           SPACE/MISSILE SYS  CE /CL                    (Should reflect supervisor’s unit during award period) 

                     ATTN: COL MILLER DAVID J                     (Should reflect supervisor during award period, include rank and name)

    IF YOU SUBMIT A DECORATION RECOMMENDATION ON 1LT SNOWMAN GEORGE E , RETURN  THIS FORM, 

    THE CITATION AND THE NARRATIVE BY (Not valid).  IF YOU DO NOT PLAN TO RECOMMEND A DECORATION, 

    PLEASE COMPLETE ITEM 8, OBTAIN YOUR COMMANDER'S ENDORSEMENT AND RETURN THIS FORM TO US 

    BY (Not valid).  IF YOU NEED ASSISTANCE,  PLEASE REFER TO AFI 36-2803 OR CONTACT CAREER 

    ENHANCEMENTS AT EXT: 3-5234.                                 

     1ST IND,     SPACE/MISSILE SYS  CE /CL   (Unit submitting decoration)         ________  (Date Decor-6 completed)               

                                                                                                                                      DATE    

  

    TO: CAREER ENHANCEMENTS                                                     

    1.  I RECOMMEND AWARD OF:                                                   




       A.  DECORATION:  (AFAM, AFCM, MSM, LOM)      B.  CLUSTER:  (1st medal is basic, subsequent medals would be 1st OLC,)

                                                                                                                 (2nd OLC, 3rd OLC, etc.)
        C.  INCLUSIVE DATES:  (Start date must reflect Date-Arr-Stn or 1st day of act of achievement)

                       (Ending date must reflect proj-dep-date for PCS/PCA, Mbr’s Sep/Ret date, or last day of act of achievement)  
        D.  HEROISM, OUT ACH, MERITORIOUS SVC, ACT OF COURAGE  (Circle one, see Explanation/Consideration of Dec Codes) 

        E.  RET, SEP, PCS, PCA, EXT TOUR, POSTHMS, ACH, HEROISM, ACT OF COURAGE      (Circle one)  

                                                                                                                          (see explanation/consideration of dec codes in dec guide)

        F.  IF APPROVED, PRESENTATION DATE DESIRED:   (Units may request a presentation date  for any type of 

                                                                                                  award but they will only be expedited for Sep/Ret or if 

                                                                                                  member is meeting a board)    






                                                                              

        G.  IF APPROVED, FORWARD AWARD ELEMENT TO:    (Gaining MPF for PCS/PCA, otherwise current MPF)

              61 MSS             /DECORATIONS                                        






              2420 Vela Way Suite 1467

              EL SEGUNDO     CA 90245-4659                                           

        H.  NEXT DUTY ASSIGNMENT OR FUTURE ADDRESS (RET OR SEP):      (PCS/PCA, member’s gaining unit.
             22 Duck Way, Decatur IL 62526 but SMC/CL would like to mail to mbr       Sep/Ret, member’s future mailing address, 

                                                                                                                                   mandatory, even if unit wants to, 

                                                                                                                                   present or mail)                   

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.      SPACE/MISSILE SYS  CE   /          D.          (A.,B.,C., should show member’s unit, PAS code and rank 

                       LU1MFB73                                                   at time of award, if any of the information is wrong, correct)

             B. LOS ANGELES AFB CA                      E.                                     

             C. 1LT                                                      F.        

DÉCOR-6 Instructions (cont’d)  

                  PERSONAL DATA - PRIVACY ACT OF 1974

                                           1LT SNOWMAN GEORGE E      (Individual’s grade, name and SSAN.  Annotated

                                           123-45-6789FR                            twice in case first page is separated from second page)        

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

    GIVE NAME, RELATION AND ADDRESS OF NEXT OF KIN:                    (Should be N/A unless member being                                     

                                                                                                                         submitted is deceased)                                                                               

    4.  ARE OTHERS BEING RECOMMENDED FOR SAME ACT/SERVICE?  YES/NO  IF YES,  ATTACH OTHER   

    RECOMMENDATIONS TO THIS PACKAGE.  EXPLAIN ANY DELAYS, DATE RECOMMENDATION WILL BE 

    FORWARDED AND IDENTIFY OTHERS BY GRADE, NAME, SSN, PRESENT ORGANIZATION, STATION AND 

    DECORATION RECOMMENDED.  (Concerning group awards, circle yes if this is a group award)                  

    5.  CURRENT DUTY TITLE:    EXECUTIVE OFFICER, LAUNCH PRGMS   (Duty title must match duty title on citation)             

        DATE OF CURRENT ASGMT: 12MAY97                     DAFSC:   062E3A

        UNIT OF ASSIGNMENT:         SPACE/MISSILE SYS  CE                              (All the information in section 5 should
        INSTALLATION OF ASGMT: LOS ANGELES       AFB CA                              show the member’s duty information at

        EFF DATE OF PROMOTION: 31MAY97                                                          time of award.  If information is wrong 

        DATE ARRIVED STATION:  15JUL95                                                              or missing, annotate the correct data)         

        PROJ DEPARTURE DATE:                                         RNLTD:                       
        DATE OF SEPARATION:                                            TAFMSD: 02JUN95        

        RET-SEP-EFF-DATE-PROJ:                                       PAY DT: 18MAY95        

        COMPONENT:            REGULAR OR RESERVE       UIF:    NO                      (Award submission cannot cover less than
                                            (Depends on SSN# FR or FV)                                        honorable service)  

    6.  DECORATION HISTORY                                                      

                                                    CLOSING   ISSUING   ORDER     ORDER    DEC               

    DECORATION       NUMBER   DATE         HQS         NUMBER   DATE       COND 

    MERIT SVC MDL   02              950402      HQ SPC    00012        950812     6            If a decoration, (including a

    AF COMM MDL      03             920202      SAF           00058        930125     4             submitted decoration not

    NONE                                                                                                                           approved yet), is not listed you

    NONE                                                                                                                          must type/write it in this section 

                                                                                (See Explanation/Consideration of Dec codes for guidance on Dec Condition number)                             
    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.                                                        (Award submission cannot cover less than honorable service)                    

                                                      ATCH                                    

                                                     1. NARRATIVE                            

                                                     2. CITATION                             

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

         FOR A DECORATION.                                                   (Mark out “do not recommend, if recommending)   

       (Must be signed by supervisor and Commander/2-Letter or Deputy Commander/2-Letter (Signature blocks required).  If supervisor 

       is also the Cmdr/2-Letter then he/she should sign in supervisor’s spot and then type in SMC/CV (Maj and below) or SMC/CC (Lt Col          

       and above) signature block in Commander area.   Note must have 1st Sgt stamp/review for all enlisted decorations.

   ______________________________                                                  ______________________________ 

                SUPERVISOR/DATE                                                                          COMMANDER/DATE 


3.3.  Explanation and Consideration of Decoration Conditions.  See the following paragraph for an explanation of the decoration codes required in paragraph 1.E of the DÉCOR-6.  Note: Decoration Conditions and Decoration Codes are synonymous.
3.3.1.  MERITORIOUS SERVICE.  A decoration based on a completed period of service.

3.3.1.1.  Permanent Change of Station (PCS).  Condition 6.  A move from one geographical area to another.

3.3.1.2.  Permanent Change of Assignment (PCA).  Condition 7.  Reassignment from one unit to another on the same base or from one office or duty section to another located at the same organization.  The new assignment must be markedly different from the previous duty to meet the intent of the completed period of service requirement.

3.3.1.3.  Extended Tour.  Condition 8.  Not a PCS or PCA, but clearly outstanding and unmistakably exceptional service for an extended period of at least three years (four years for a Legion of Merit).  

3.3.1.4.  Separation/Retirement.  Separation: Condition 2, Retirement: Condition 1.  Review records and consider the individual’s entire career to determine the appropriate decoration, but prepare the recommendation using the individual’s most recent period of service.

3.3.2.  OUTSTANDING ACHIEVEMENT:  Condition 4.  Recognizes a single specific act or accomplishment separate and distinct from regularly assigned duties.  The accomplishment should cover a short period of time with a definite beginning and ending date.  Submit a recommendation only when there is no other way to recognize the achievement, and waiting would diminish the significance of the accomplishment.  Two periods of outstanding achievement cannot overlap each other.

3.4.  Completing a Manual DÉCOR-6.  A manual DÉCOR-6 can only be developed for a member already separated/retired from the service and must be on letterhead.
MEMORANDUM FOR:  61 MSS/DPMP

FROM:  (Unit submitting an award)

SUBJECT:  Recommendation for Decoration

1.  I recommend the following person be awarded the decoration indicated:


a.  Grade (during award inclusive dates), first name, middle initial, last name, SSAN and prefix or suffix (FR 

         for active or FV for reserve/national guard.  Before SSAN for enlisted and after SSAN for officers.)


b.  Decoration name and cluster.


c.  Inclusive dates of the act, service, or achievement.


d.  Indicate whether recommendation is based on heroism, outstanding achievement, or meritorious service.


e.  Indicate RET, SEP, PCA, PCS, posthumous, extended tour, achievement, heroism, or act of courage.


f.  If approved, forward award elements to (provide member’s complete mailing address even if unit desires 

         to mail to member). 


g.  Desired presentation date, if applicable (a member can elect to have a decoration presented to them even 
    

         after they have separated or retired).

2.  If the proposed award is posthumous state the name, address and relationship of next of kin.  (Verify next of kin through member’s MPF, Customer Service).

3.  Indicate whether this is a group nomination or not.  

4.  List the following (including the titles annotated below).  


a.  Duty Title during award inclusive date(s):


b.  Assigned Unit and Installation during award inclusive date(s):


c.  PAS Code during award inclusive date(s):  


d.  Duty Air Force Specialty Code (AFSC) during award inclusive date(s):


e.  Effective Promotion Date:


f.  Component:   (Active, Reserve, Air National Guard)


g.  Total Active Federal Commissioned Service Date (TAFCSD):


h.  Total Active Federal Military Service Date (TAFMSD):


i.  Pay Date:


j.  Total Years of Service:


k.  Did/does the member have an active UIF during award inclusive dates:

5.  Indicate the member’s decoration history for these type of awards (AFAM, AFCM, MSM, LOM, etc).                                                   

Indicate each type of decoration, and it’s decoration number (1st award, 2nd, etc.), decoration inclusive end date, issuing headquarters, order number, order date, and decoration condition (Mer Ser, Out Ach, ect.) 

6.  Include this statement,  “By virtue of signing, I certify the member’s service during the period of the 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.”  Note must have 1st Sgt stamp/review for all enlisted decorations.

(Signature of Supervisor, date)




(Signature of Commander, date)


Signature Block





Signature Block

SECTION 4: MEDAL EXPLANATION AND REQUIREMENTS

4.0  The following paragraphs summarize each award or decoration and the documents required to submit the decoration package for approval.  
4.1  Military Outstanding Volunteer Service Medal (MOVSM)  

4.1.1.  The MOVSM is intended to honor those who perform outstanding volunteer community service of a sustained, direct, and consequential nature.  It is not awarded for detailed or tasked work, or for performing tasks as part of a military mission.

4.1.2.  While there is no specific time period to qualify for this medal, the intent is to recognize exceptional community support over time, not a single act or achievement.  Therefore, multiple awards of the MOVSM during a single tour of duty are not authorized.  However, a sustained record of significant community service performed during successive tours may be considered when adjudicating recommendations for awards of the MOVSM.  

4.1.3.  For the purpose of this award, attending membership meetings or social events of a community service group is not considered qualifying service, while manning a community crisis action line for a sustained period of time is considered qualifying service.  The overall level of volunteer participation and impact of an individual’s community service is key to determining whether award of the MOVSM is justified.

4.1.4.  DOCUMENTS REQUIRED TO SUBMIT THIS AWARD

4.1.4.1.  Staff Summary Sheet. 

4.1.4.2.  Recommendation Letter. 

4.2.  Air Force Achievement Medal (AFAM)

4.2.1.  The AFAM is awarded for outstanding achievement or meritorious service that does not meet the requirements of the Air Force Commendation Medal (AFCM).  This decoration is normally awarded to outstanding junior officers and airmen and is not authorized for Colonels and above.  Individuals should not be awarded the AFAM more than once during a 1-year period unless there are extraordinary circumstances.  The AFAM cannot be awarded for retirement.  

4.2.2.  DOCUMENTS REQUIRED TO SUBMIT THIS DECORATION

4.2.2.1.  Checklist. 

4.2.2.2.  Staff Summary Sheet. 

4.2.2.3.  Decor-6, An overnight product ordered by your unit Awards and Dec Monitors. 

4.2.2.4.  AF Form 2274, Air Force Achievement Medal Certificate/Citation. 

4.2.2.5.  One page bullet justification if resubmitting a disapproved/downgraded decoration. 

4.2.2.6.  Copy of any decoration awarded for outstanding achievement, heroism, or act of courage that falls within the award’s inclusive dates.

4.2.2.7.  Group Nomination Letter if part of a group submission.

4.2.2.8.  Late Letter if not turned in IAW paragraph 2.2 of this guide.

4.2.2.9.  AFAM’s requiring 61 ABG/CC approval require EPR’s/OPR’s to cover the inclusive periods.  Exception to this rule is EPR’s/OPR’s are not needed for Honor Guard decorations.

4.2.3.  OPENING AND CLOSING SENTENCES REQUIRED ON CERTIFICATE/CITATION

(Opening sentence is mandatory.  The narrative descriptions are only examples).

4.2.3.1.   Opening Sentence. First Lieutenant Wanda A. Day distinguished herself by (meritorious service) OR (outstanding achievement) as (duty assignment, and office location) OR while assigned to (office location).

or First Lieutenant Wanda A. Day distinguished herself by outstanding achievement (at or near).

4.2.3.2.  Narrative Description (Achievement or Service).  Lieutenant Day’s 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.

4.2.3.3.  Closing Sentence. Confine the closing to one a sentence that will personalize the summation.

4.3.  AIR FORCE COMMENDATION MEDAL (AFCM)

4.3.1.  The AFCM is awarded for outstanding achievement or meritorious service that does not meet the requirements of the Meritorious Service Medal (MSM).  This decoration is normally awarded to outstanding company grade officers and junior NCOs and is not authorized for general/flag officers.  This is the norm, but all attempts must be made to merit the award on level of responsibility and manner of performance.

4.3.2.  DOCUMENTS REQUIRED TO SUBMIT THIS DECORATION

4.3.2.1.  Checklist.

4.3.2.2.  Staff Summary Sheet.

4.3.2.3.  Decor-6, An overnight product ordered by your unit Awards and Dec Monitors.

4.3.2.4.  AF Form 2224 Jul 99, Air Force Commendation Medal Certificate/Citation.

4.3.2.5.  One page bullet justification or performance reports (and 15 bullet additional justification, if applicable).  Additional one page bullet justification if resubmitting a disapproved/downgraded decoration.

4.3.2.6.  Copy of any decoration awarded for outstanding achievement, heroism, or act of courage that falls within the award’s inclusive dates.

4.3.2.7.  Group Nomination Letter if part of a group submission.

4.3.2.8.  Late Letter if not turned in IAW paragraph 2.2 of this guide.

4.3.3.  OPENING AND CLOSING SENTENCES REQUIRED ON CITATION

(Opening and closing sentences are mandatory.   The narrative descriptions are only examples)

4.3.3.1.  Opening Sentence.  Staff Sergeant Lisa A. Wright distinguished herself by (meritorious service) or (outstanding achievement) or (an act of courage) as (duty assignment and office) or (while assigned to (office) from _____to _____).

or  Staff Sergeant Lisa A. Wright distinguished herself by (outstanding achievement) or (an act of courage) (at or near) on (date).

4.3.3.2.  Narrative Description (Service or Achievement).  During this period, the professional skill, leadership, and ceaseless efforts of Sergeant Wright contributed to the effectiveness and success of Air Force programs.

4.3.3.3.  Closing Sentence.   The distinctive accomplishments of Sergeant Wright reflect credit upon herself and the United States Air Force.

4.3.3.3.1.  Retirement Award. The distinctive accomplishments of Sergeant Wright culminate a (long and) distinguished career in the service of her country and reflect credit upon herself and the United States Air Force.

4.3.3.3.2.  Separation Award.  The distinctive accomplishments of Sergeant Wright while serving her country reflect credit upon herself and the United States Air Force.

4.4.  MERITORIOUS SERVICE MEDAL

4.4.1.  The MSM is awarded for outstanding noncombat meritorious achievement or service to the United States.  This decoration is normally awarded to outstanding field grade officers and SNCOs. This is the norm, but all attempts must be made to merit the award based on level of responsibility and manner of performance.

4.4.2.  DOCUMENTS REQUIRED TO SUBMIT THIS DECORATION

4.4.2.1.  Checklist.

4.4.2.2.  Staff Summary Sheet. 

4.4.2.3.  Decor-6, An overnight product ordered by your unit Awards and Dec Monitors.

4.4.2.4.  AF Form 2228 Aug 98, Meritorious Service Medal Certificate/Citation. 

4.4.2.5.  One page bullet justification or performance reports (and 15 bullet additional justification, if applicable).  Additional one page bullet justification if resubmitting a disapproved/downgraded decoration. 

4.4.2.6.  Copy of any decoration awarded for outstanding achievement, heroism, or act of courage that falls within the award’s inclusive dates.

4.4.2.7.  Group Nomination Letter if part of a group submission.

4.4.2.8.  Late Letter if not turned in IAW paragraph 2.2 of this guide.

4.4.3.  OPENING AND CLOSING SENTENCES REQUIRED ON CITATION

(Opening and closing sentences are mandatory.   The narrative descriptions are only examples)

4.4.3.1.  Opening Sentence.  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_____).

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

4.4.3.2.  Narrative Description.  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.

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

4.4.3.3.1.  Retirement Award.  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.

4.4.3.3.2.  Separation Award.  The singularly distinctive accomplishments of Sergeant Smith while serving his

country reflect great credit upon himself and the United States Air Force. 

4.5.  LEGION OF MERIT (LOM)

4.5.1.  The LOM is awarded for exceptionally meritorious conduct in the performance of outstanding service to the United States in an extremely difficult duty that is performed in a clearly exceptional manner.  Such service should be marked by national or international significance to the Air Force or Department of Defense (DoD); have aided the US in furthering its national policies; or have furthered the interests of the security of the US to include any nation allied or associated with the US during a period of national emergency declared by the President or Congress.  Superior performance of normal duties alone will not justify awarding the LOM.

4.5.2.  The LOM is normally awarded to Colonels (O-6) and above that have a minimum of 24 months time-in-grade and service in an extremely responsible position; Support Group Commander or equivalent positions such as MAJCOM director or Staff division chief; or more senior colonels who have performed exceptionally well in highly responsible command/staff jobs at MAJCOM, FOA, DRU, and Air Staff levels.  Very rarely would a recently promoted colonel or those of lesser grade occupy positions meeting the level of responsibility implied for the award. 

4.5.3.  The LOM is normally not awarded more than twice in a Colonel’s career (exception is a third for very senior colonels at retirement) and generally not awarded for Permanent Change of Assignment (PCA).  

4.5.4.  DOCUMENTS REQUIRED TO SUBMIT THIS DECORATION

4.5.4.1.  Checklist.

4.5.4.2.  Staff Summary Sheet.  

4.5.4.3.  Decor-6, An overnight product ordered by your unit Awards and Dec Monitors.

4.5.4.4.  Citation. 

4.5.4.5.  Citation w/SSAN.

4.5.4.6.  Recommendation Letter with SMC/CC’s signature.

4.5.4.7.  Copy of any decoration awarded for outstanding achievement, heroism, or act of courage that falls within the award inclusive dates.

4.5.4.8.  Group Nomination Letter if part of a group submission.

4.5.4.9.  Late Letter if not turned in IAW paragraph 2.2 of this guide.

4.5.5.  OPENING AND CLOSING SENTENCES REQUIRED ON CITATION

(Opening and closing sentences are mandatory.   The narrative descriptions are only examples)

4.5.5.1.  Opening Sentence.  Colonel Anthony 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_____).

4.5.5.2.  Narrative Description.  In this important assignment, the leadership and ceaseless efforts consistently demonstrated by Colonel Jones resulted in significant contributions to the 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.

4.5.5.3.  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.

4.5.5.4  Retirement Award.  The singularly distinctive accomplishments of Colonel 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.

SECTION 5:  SAMPLE STAFF SUMMARY SHEETS AND SUMMARY SHEET ROUTINGS

Staff Summary Sheet for 61 ABG/CC approval of AFAM or MOVSM
STAFF SUMMARY SHEET



TO
ACTION
SIGNATURE (SURNAME), GRD AND DTE

TO
ACTION
SIGNATURE (SURNAME), GRD AND DTE

1
61MSS/ DPMPE
Process

6
61 MSS/  DPMPE
Process


2
61ABG/ CCA
Coord

7




3
61ABG/ CCE
Coord



8




4
61ABG/ CD
Coord

9




5
61ABG/ CC
Sign

10




SURNAME ACTION OFFICER AND GRADE

Doe, 1Lt Jane B.
SYMBOL

61 MDS/SGN
PHONE

3-1234
TYPIST INITIAL’S

kry
SUSPENSE DATE

SUBJECT

Decoration Recommendation
DATE

15 May 98

SUMMARY

1.  The attached decoration submission is forwarded for the 61st Air Base Group Commander's review (Tab 2). Individual is meeting the upcoming MSgt's Promotion Board on 15 May 99 and/or unit request a presentation date of 15 May 98 and/or unit request reconsideration for this downgraded/disapproved decoration and/or this is one of four in a group package (omit parts or all of this sentence if not applicable).

2.  Provide a short two line justification as to why the decoration should be approved.

RECOMMENDATION 

3.  Request the 61st Air Base Group Commander annotate a decision below and if approved sign the decoration certificate at Tab 1.
  
NAME                            DEC           REASON            APPROVED  DISAPPROVED

SSgt David P. Smith          AFAM        OUT ACH           __________   _____________ 

                                                                                       2 Tabs

Signature Block of Unit Commander                                    1.  Certificate

                                                                                       2.  Decoration Elements


SAMPLE AF FORM 1768, SEP 84                                                                      
 SSS for 61 ABG enlisted personnel requiring SMC/CV approval 
STAFF SUMMARY SHEET



TO
ACTION
SIGNATURE (SURNAME), GRD AND DTE

TO
ACTION
SIGNATURE (SURNAME), GRD AND DTE

1
61MSS/ DPMPE
Process

6
SMC/ CCA
Process


2
61ABG/ CC
Coord

7
61MSS/ DPMPE
Process


3
SMC/ CCA
Process



8




4
SMC/   CCC
Coord

9




5
SMC/CV
Sign



10




SURNAME ACTION OFFICER AND GRADE

Doe, 1Lt Jane B.
SYMBOL

61 MDS/SGN
PHONE

3-1234
TYPIST INITIAL’S

kry
SUSPENSE DATE

SUBJECT

Decoration Recommendation
DATE

15 May 98

SUMMARY

1.  The attached decoration submission is forwarded for 61 ABG/CC, and the Command Chief Master Sergeant’s review and recommendation (Tab 2). Add as appropriate:  This individual is meeting the upcoming SMSgt's Promotion Board on 15 May 99; or the unit requests a presentation date of 15 May 99; or the unit requests reconsideration for this downgraded/disapproved decoration; or this is 1 of 4 in a group package.

RECOMMENDATION                                                                                                    

2.  Request SMC/CCC annotate a recommendation below and forward for SMC/CV signature.

NAME                             DEC      REASON  

MSgt David P. Smith      AFCM        PCS           APPROVAL   DISAPPROVAL   DOWNGRADE 

     SMC/CCC:                                                 ___________    _____________    ______________ 

3.  Request SMC/CV annotate a decision below, and if approved sign the decoration certificate at Tab 1.

                                                                       APPROVAL   DISAPPROVAL   DOWNGRADE   

     SMC/CV:                                                    ___________    _____________    ______________ 

Signature Block of Unit Commander                                   2 Tabs

                                                                                      1.  Certificate

                                                                                      2.  Decoration Elements



SAMPLE AF FORM 1768, SEP 84 

 SSS for 61 ABG officers requiring SMC/CC or SMC/CV approval 
STAFF SUMMARY SHEET



TO
ACTION
SIGNATURE (SURNAME), GRD AND DTE

TO
ACTION
SIGNATURE (SURNAME), GRD AND DTE

1
61MSS/ DPMPE
Process

6
SMC/CC (or CV)
Sign


2
61ABG/ CC
Coord

7
SMC/ CCA
Process


3
Rcmmnd

Official 1
Coord



8
61MSS/ DPMPE
Process


4
Rcmmnd

Official 2
Coord

9




5
SMC/ CCA
Process



10




SURNAME ACTION OFFICER AND GRADE

Doe, 1Lt Jane B.
SYMBOL

61 MDS/SGN
PHONE

3-1234
TYPIST INITIAL’S

Kry
SUSPENSE DATE

SUBJECT

Decoration Recommendation
DATE

15 May 98

SUMMARY

1.  The attached decoration submission is forwarded for 61 ABG/CC, and the recommending officials’ review and recommendation (Tab 2). Add as appropriate:  This individual is meeting the upcoming Major’s Promotion Board on 15 May 99; or the unit requests a presentation date of 15 May 99; or the unit requests reconsideration for this downgraded/disapproved decoration; or this is 1 of 4 in a group package.

RECOMMENDATION                                                                                                    

      NOTE Recommendation forwarded to SMC/CC for Lt Col and above, and SMC/CV for Major and below 

2.  Request Recommending Officials annotate a recommendation below and forward for SMC/CC (or CV) signature.

NAME                             DEC      REASON 

Capt David P. Smith         AFCM        PCS         APPROVAL   DISAPPROVAL   DOWNGRADE

     RECOMMENDING OFFICIAL #1:               ___________    _____________    ______________ 

     RECOMMENDING OFFICIAL #2:               ___________    _____________    ______________ 

3.  Request SMC/CC (or CV) annotate a decision below, and if approved sign the decoration certificate at Tab 1.

                                                                       APPROVAL   DISAPPROVAL   DOWNGRADE   

     SMC/CC (or CV):                                       ___________    _____________    ______________ 

Signature Block of the Commander                                    2 Tabs

                                                                                     1.  Certificate

                                                                                     2.  Decoration Elements



SAMPLE AF FORM 1768, SEP 84 

 SSS for SMC enlisted personnel requiring SMC/CV approval 
STAFF SUMMARY SHEET



TO
ACTION
SIGNATURE (SURNAME), GRD AND DTE

TO
ACTION
SIGNATURE (SURNAME), GRD AND DTE

1
61MSS/ DPMPE
Process

6
61MSS/ DPMPE
Process


2
SMC/ CCA
Process

7




3
SMC/   CCC
Coord

8




4
SMC/CV
Sign



9




5
SMC/ CCA
Process

10




SURNAME ACTION OFFICER AND GRADE

Doe, 1Lt Jane B.
SYMBOL

61 MDS/SGN
PHONE

3-1234
TYPIST INITIAL’S

kry
SUSPENSE DATE

SUBJECT

Decoration Recommendation
DATE

15 May 98

SUMMARY

1.  The attached decoration submission is forwarded for the Command Chief Master Sergeant’s review and recommendation (Tab 2). Add as appropriate:  This individual is meeting the upcoming SMSgt's Promotion Board on 15 May 99; or the unit requests a presentation date of 15 May 99; or the unit requests reconsideration for this downgraded/disapproved decoration; or this is 1 of 4 in a group package.

RECOMMENDATION                                                                                                    

2.  Request SMC/CCC annotate a recommendation below and forward for SMC/CV signature.

NAME                             DEC      REASON  

MSgt David P. Smith      AFCM        PCS          APPROVAL   DISAPPROVAL   DOWNGRADE

     SMC/CCC:                                                 ___________    _____________    ______________ 

3.  Request SMC/CV annotate a decision below, and if approved sign the decoration certificate at Tab 1.

                                                                       APPROVAL   DISAPPROVAL   DOWNGRADE   

     SMC/CV:                                                    ___________    _____________    ______________ 

Signature Block of the Commander                                    2 Tabs

                                                                                     1.  Certificate

                                                                                     2.  Decoration Elements



SAMPLE AF FORM 1768, SEP 84 

SSS for SMC officers requiring SMC/CC or SMC/CV approval
 STAFF SUMMARY SHEET



TO
ACTION
SIGNATURE (SURNAME), GRD AND DTE

TO
ACTION
SIGNATURE (SURNAME), GRD AND DTE

1
61MSS/ DPMPE
Process

6
SMC/ CCA
Process


2
Rcmmnd

Official 1
Coord

7
61MSS/ DPMPE
Process


3
Rcmmnd

Official 2
Coord



8




4
SMC/ CCA
Process



9




5
SMC/CC (or CV)
Sign

10




SURNAME ACTION OFFICER AND GRADE

Doe, 1Lt Jane B.
SYMBOL

SMC/(Specific 2 Ltr)
PHONE

3-1234
TYPIST INITIAL’S

kry
SUSPENSE DATE

SUBJECT

Decoration Recommendation
DATE

15 May 98

SUMMARY

1.  The attached decoration submission is forwarded for recommendation officials’ review and recommendation (Tab 2).  Add as appropriate:  This individual is meeting the upcoming Major’s Promotion Board on 15 May 99; or the unit requests a presentation date of 15 May 99; or the unit requests reconsideration for this downgraded/disapproved decoration; or this is 1 of 4 in a group package.

RECOMMENDATION                                                                                                    

      NOTE Recommendation forwarded to SMC/CC for Lt Col and above, and SMC/CV for Major and below 

2.  Request Recommending Officials annotate a recommendation below and forward for SMC/CC (or CV) signature.

NAME                             DEC      REASON 

Maj David P. Smith          AFCM        PCS          APPROVAL   DISAPPROVAL   DOWNGRADE

     RECOMMENDING OFFICIAL #1:               ___________    _____________    ______________ 

     RECOMMENDING OFFICIAL #2:               ___________    _____________    ______________ 

3.  Request SMC/CC (or CV) annotate a decision below, and if approved sign the decoration certificate at Tab 1.

                                                                       APPROVAL   DISAPPROVAL   DOWNGRADE   

     SMC/CC (or CV):                                       ___________    _____________    ______________ 

Signature Block of the Commander                                    2 Tabs

                                                                                     1.  Certificate

                                                                                     2.  Decoration Elements

SAMPLE AF FORM 1768, SEP 84 
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 STAFF SUMMARY SHEET
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SURNAME ACTION OFFICER AND GRADE

Doe, 1Lt Jane B.
SYMBOL

61 MDS/SGN
PHONE

3-1234
TYPIST INITIAL’S

kry
SUSPENSE DATE

SUBJECT

Decoration Recommendation
DATE

15 May 98

SUMMARY

                                                                             (OMIT UNDERLINED TEXT IF NOT UNDER ABG)
1.  The attached decoration submission is forwarded for (if applicable:  61st ABG/CC and) SMC/CC’s review (Tab 2).  Add as appropriate:  This individual is meeting an upcoming Brigadier General Board on 15 Mar 99; or unit requests a presentation date of 15 May 98.    

RECOMMENDATION                                                                                                    

2.  If approved request the SMC Commander sign the recommendation letter for HQ AFMC/CC at Tab 1.  If disapproved or downgraded request SMC/CC annotate below.   

NAME                            DEC          REASON       DISAPPROVED   DOWNGRADED   

Col David P. Smith           LOM         RET               _____________    _______________ 

DAVID L. GRANT, Colonel, USAF                                      2 Tabs

Commander, 61st Medical Squadron                                       1  Certificate

                                                                                          2.  Decoration Elements


SAMPLE AF FORM 1768, SEP 84 

SECTION 6:  SMC DECORATION JUSTIFICATION POLICY 

6.1.  Initial Submittals.  The following guidance is applicable for the justification required for initial submission of decoration packages.  These policies are in compliance with AFI 36-2803, The Air Force Awards and Decorations Program.

6.1.1.  MILITARY OUTSTANDING VOLUNTEER SERVICE MEDAL JUSTIFICATION.    Proper justification for a MOVSM requires a Recommendation Letter from the individual’s Commander/2 -Letter or Deputy Commander/2-Letter to the designated approval authority.  The letter should clearly recognize individual’s continued exceptional volunteer support to the community.   See Section 7 for a sample letter.  
6.1.2.  AIR FORCE ACHIEVEMENT MEDAL (AFAM) JUSTIFICATION.  The Air Force Form 2274, AFAM certificate with write-up, should justify award of the AFAM.  The write-up should contain enough concrete information to merit the award.  If it does not, reconsider whether an award is warranted for the act, achievement, or service.  NOTE, 61 ABG/CC approved AFAM’s require EPR’s/OPR’s for approval justification, exception to this rule is EPR’s/OPR’s are not required for Honor Guard decorations.

6.1.3.  AIR FORCE COMMENDATION MEDAL (AFCM) and MERITORIOUS SERVICE MEDAL (MSM) JUSTIFICATION.  Enlisted Performance Reports/Officer Performance Reports (EPR/OPR) will normally be the only justification used for these medals.  Circumstances permitting, other documents may be used for justification of AFCM and MSM.  Every attempt must be made to consider an individual’s position and level of responsibility.                                                                                                                    

6.1.3.1.  Performance reports cannot be used to justify awards submitted on Air National Guard/Air Reserve Personnel.  They cannot be used to justify acts of courage, valor, or outstanding achievement.  Draft performance reports cannot be submitted. 

                                                                                                                                                                                 6.1.3.2.  If a period of over 4 months is not covered by EPR’s/OPR’s during the inclusive dates of the decoration, the unit must also submit a separate page with up to 15 bullets (this is known as the “15 bullet justification”; 15 bullets/one page is the maximum, but the unit may provide as little as one bullet) providing performance information for the uncovered period.  Example:  If the award inclusive dates are from 1 Jan 95 to 1 Jan 98, and the EPR’s/OPR’s are 1 Dec 94 through 1 Jul 97 this is a period of over 4 months not covered by performance reports.  NOTE:  The 4 month period is applicable if it is consecutive, and is associated with the ending date of the inclusive period.  Periods of time before the inclusive start date do not apply.  

6.1.4.  Bullet justification (up to one page) can be used in lieu of performance reports (this is referred to as the “one page justification”).  This must be signed by the Commander/2-Letter or the Deputy Commander/Deputy 2 Letter.  This justification must sufficiently indicate outstanding performance during the inclusive dates of the award.

6.1.5. MSM’s being submitted for Captains and below will require additional justification.  This justification will be in the form of  a personal note signed by the individuals Commander/2 Letter or Deputy Commander/Deputy 2-Letter and addressed to SMC/CV.   This letter should clearly state the individual’s extraordinary performance and will be used as a personal recommendation for such individuals.

6.2.  Resubmittals.  If the unit elects to resubmit a decoration package for reconsideration by the approval authority, the unit must provide further justification to support this request using the 15-bullet justification.  Units should keep in mind they have up to one year to resubmit disapproved/downgraded decorations.  However, the unit should strive to resubmit the package within thirty days or whatever length of time is necessary to present the decoration to the individual before departing the unit.  This one-time reconsideration by the award authority is final.                                                                                                                                                                                                                                                                                                           

6.3.  One page and 15 Bullet Justification Samples

6.3.1.  The One Page Bullet Justification should be formatted in accordance with the following sample.  The justification must be in memorandum format (i.e., MEMORANDUM FOR SMC/CV, FROM: SMC/(2-letter directorate), and SUBJECT: Recommendation for Decoration).  Bullets should fill the entire page.  For retirement the Commander/2 Letter or Deputy should have a one or two sentence closing statement.  The one page justification must include the signature block of the Commander/2 Letter or the Deputy Commander/Deputy 2 Letter at the bottom.       

I recommend Captain Daniel S. Milton, 123-45-5678, for the Air Force Commendation Medal, as Atlas Propulsion Engineer, Launch Programs Directorate, Space and Missile Systems Center, Air Force Materiel Command, Los Angeles Air Force Base, California, from 30 April 1995 to 15 June 1998.  

NOTE:  The above paragraph is mandatory and cannot be altered.

- Directly supported the first National Reconnaissance Office launch on an Atlas II booster

  -- Led the inspection of the Atlas booster section following two years in storage

- Resolved engine contamination--discovered foreign object during pre-launch checkout

  -- Performed inspection and cleaned booster engines--prevented delay in launch

                                                                         Mary B. Berry, Colonel, USAF

                                                                         Director, Launch and Missile Programs

6.3.2.  The 15 Bullet Additional Justification should be formatted in accordance with the following sample.    The justification cannot exceed 15 bullets/one page.  The one page justification must include the signature block of the Commander/2 Letter or the Deputy Commander/Deputy 2 Letter at the bottom.       

I recommend Captain Daniel S. Milton, 123-45-5678, for the Air Force Commendation Medal, as Atlas Propulsion Engineer, Launch Programs Directorate, Space and Missile Systems Center, Air Force Materiel Command, Los Angeles Air Force Base, California, from 30 April 1995 to 15 June 1998.  This additional justification is to cover achievements outside of the performance reports but within the award inclusive dates.

NOTE:  The paragraph above is mandatory and cannot be altered.
- Directly supported the first National Reconnaissance Office launch on an Atlas II booster

  -- Led the inspection of the Atlas booster section following two years in storage

- Developed new methods for conducting acceptance of rocket engine line replaceable units

  -- Established and validated procedures for testing at the lower assembly level

  -- Creative approach avoided costly engine-level testing--broke 30-year legacy of engine testing

                                                                         Mary B. Berry, Colonel, USAF

                                                                         Director, Launch and Missile Programs

6.4.  Legion of Merit Justification

6.4.1.  The sample below must be used to justify a LOM submission but it cannot be used for a retirement submission (see next page for retirement submissions).

6.4.2.  The justification must be on bond paper and cannot exceed one page; it should end with SMC/CC’s signature block.

I recommend Colonel Ted E. Jones, 123-45-6789FR, for the award of the Legion of Merit for the period of 

11 July 1992 to 29 July 1997 while assigned as Commander, 377th Medical Group, 377 Air Base Wing, Kirtland Air Force Base, New Mexico

- Superb manager of critical resources, ensured continued quality care for all beneficiaries

  -- Decreased cooperative/supplemental care cost by 500,000 dollars per year
  -- Decreased Civilian Health and Medical Program of the Uniformed Services (CHAMPUS) costs for Ear, 

      Nose, and Throat (ENT) services from 1 million dollars to less than 400,000 dollars per year

  -- Directed formation of after hours Urgent Care Clinic, improving access for patients and eliminating 

      unnecessary and expensive Emergency Services visits by 17 percent in the first year

- Major force behind the highly successful Air Force/Veterans Affairs (VA) Joint Venture

  -- Spearheaded changes in VA reimbursement methodology to Diagnosis Related Groups allowing direct 

      comparison to CHAMPUS costs and ensuring quality care at the lowest cost

  -- Kirtland Joint Vernture recognized as the model; expertise sought by other potential joint venture 

      partners for guidance  

- Recognized as a wing leader in Quality Air Force initiatives

  -- Only group commander certified as Quality Air Force instuctor; teaching team members, leaders, and 

      quality awareness training at both the wing and group levels

  -- Received Congressional recognition for support to base emergency medical response process 

      improvement team, improving emergency response to base population

- A leader with a commitment to the highest standard of care

  -- Received rating of “Excellent” in all major areas during Health Service Inspection: Readiness, Resource 

      Management, and Managed Care

  -- Exemplary performance noted in recent accreditation by the Joint Commission of Accreditation of   

      Healthcare Organizations;  achieving a summary grid score of 98 percent


EUGENE L. TATTINI


Lieutenant General, USAF








Commander 
6.4.3.  The following sample must be used to justify a Legion of Merit submitted for retirement.  This also cannot exceed one page.

 macrobutton FORINSTRUCT MEMORANDUM FOR HQ AFMC/CC

 macrobutton FROMINSTRUCT FROM:    SMC/CC


2420 E. El Segundo Blvd, Suite 6037


El Segundo CA 90245-4687

 macrobutton SUBJECTINSTRUCT SUBJECT:  Recommendation for Decoration - Legion of Merit

1.  I recommend Colonel John P. Mere, 123-45-6789FR, for the award of the Legion of Merit.  The exemplary leadership, foresight, dedication, and devotion to duty displayed by Colonel Mere resulted in significant contributions to the current and future effectiveness of the nation’s Intercontinental Ballistic Missile (ICBM) force.

2.  As Manager of the Development Systems Organization (DSO), Silo-Based ICBM SPO, he led the cost effective termination of the Small ICBM program; the initiation of Integrated Weapon System Management for the Peacekeeper weapon system; the programmatic restructure and fielding of the Rapid Execution and Combat Targeting modification to the Minuteman Weapon system; and source selection and kick-off of development of the Minuteman Guidance Replacement Program.  Under his leadership, the groundwork has been laid for life extension of ICBM weapon systems well into the 21st century.

3.  A pioneer of Total Quality (TQM) Management, Colonel Mere institutionalized TQM within the DSO’s processes.  He provided an extensive input to Det 10’s first-ever submission for the SAF Malcolm Baldrige Award.  He established a directorate-level Quality Leadership Council, and personally wrote an operating instruction to establish a DSO quality recognition program.  His TQM initiatives include the reduction of ozone depleting chemicals on the Peacekeeper guidance system—recognized by nomination for the Secretary of the Air Force Team Quality Award for 1993.

4.  Colonel Mere will be retiring on 31 December 1994, culminating 26 years of exemplary service to our nation and the United States Air Force.  It is with pleasure that I request Colonel Mere be awarded the Legion of Merit.

                         EUGENE L. TATTINI

                         Lieutenant General, USAF

                         Commander

SECTION 7:  SAMPLE CERTIFICATES, CITATIONS, AND LETTERS

MOVSM.  The MOVSM approval letter must be printed on letterhead and signed by supervisor and Commander/2-Letter.  Member should not be awarded more than one MOVSM during a single tour of duty.

MEMORANDUM FOR (61 ABG/CC for personnel aligned under the 61 ABG, SMC/CV for SMC personnel Majors and below,                       

                                      SMC/CC for SMC personnel Lt Cols and above)

FROM:  SMC/CI

SUBJECT:  Recommendation for Military Outstanding Volunteer Service Medal (MOVSM)

1.  I recommend (GRD) (NAME) (SSAN) (UNIT/OFF SYM) (PAS CODE) be awarded the MOVSM for his/her exceptional volunteer work from (INCLUSIVE START DATE) to (INCLUSIVE END DATE).

(Provide data for each community activity supported.  No more than one activity is required)

2.  (COMMUNITY ACTIVITY NAME) (ADDRESS) (PHONE) (POINT OF CONTACT).  (BRIEF DESCRIPTION OF 

SERVICES RENDERED; IMPACT/RESULTS ACHIEVED; POPULATION SERVED; AND APPROXIMATE HOURS CONTRIBUTED).

3. (COMMUNITY ACTIVITY NAME) (ADDRESS) (PHONE) (POINT OF CONTACT).  (BRIEF DESCRIPTION OF 

SERVICES RENDERED; IMPACT/RESULTS ACHIEVED; POPULATION SERVED; AND APPROXIMATE HOURS CONTRIBUTED).

4.  He/she contributed a total of (NUMBER OF HOURS) community service during this period.  The individual performed outstanding volunteer service to the community of a sustained, direct and consequential nature and is recommended for award of the MOVSM.  His/her service throughout this period was honorable and he/she has not been previously awarded a MOVSM or he/she was last awarded a MOVSM on (DATE)

(SUPERVISOR SIGNATURE)                                                                  (COMMANDER/2-LETTER SIGNATURE)

DAVID T. COLE, SSgt, USAF                                                                  MICHELLE T. TADE, Colonel, USAF

NCOIC, Admin Support                                                                             Director, System Programs 









APPROVAL AUTHORITIES ACTION:


(APPROVED)

                  

(DISAPPROVED)

__________________________________

______________________________

[image: image4.wmf]06.  For grade titles spell out the complete grade title

       (Staff Sergeant) in the opening sentence and then

       use the short title (Sergeant) in the rest of citation.

07.  The rank/name cannot be split up on 2 different lines.

08.  A date cannot be split up on 2 different lines.

09.  Ensure duty title(if used), inclusive dates, clusters, and

      spelling of name all match the Decor-6.

10.  Make sure approval authority signature block is correct,

      ABG personnel use ABG/CC,

 Lt Col

 decoration use

     SMC/CC, and all others use SMC/CV.

11. Watch for spelling errors, and grammar.  Use the

     “Tongue and Quill” for guidance.

THIS IS TO CERTIFY THAT

THE AIR FORCE ACHIEVEMENT MEDAL

(FIRST OAK LEAF CLUSTER)

HAS BEEN AWARDED TO

AIRMAN FIRST CLASS WILLIAM T. CALVERT

FOR

MERITORIOUS SERVICE

01 JANUARY 1996 TO 31 JANUARY 1998

ACCOMPLISHEMENTS

Airman First Class William T.

 Calvert

 distinguished himself by meritorious service, while assigned to the 61st

Mission Support Squadron, 61st Air Base Group, Space and Missile Systems Center, Air Force Materiel

Command, Los Angeles Air Force Base, California.  His outstanding performance in the processing of enlisted

performance reports resulted in an improvement of the timeliness and accuracy by over 25 percent.  His

ceaseless and untiring efforts ensured over 500 special reports required for an enlisted promotion cycle were

processed and in the personnel records prior to the promotion cycle.  Airman

 Calvert’s

 performance was

instrumental in the Military Personnel Flight the

 Gerrit

 D.

 Forster

,

 Jr

. Outstanding Achievement Award for

1997.  The distinctive accomplishments of Airman

 Calvert

 reflect great credit upon himself and the United

States Air Force.

GIVEN UNDER MY HAND THIS                                    DAY OF                                   19

01.  Narrative must be in 10 or 12 pitch (12 pitch preferred), using 

      Times New Roman font.  Clusters, service statement, and 

      inclusive dates should be in the same pitch as the narrative.

02

   

Use the mandatory opening sentence.  

03. Paragraph must be centered and left/right justified.

04. Since the narrative is the only thing used to justify this award

     it should provide concrete examples of what the person did, 

     how well he/she did it, what the impact/benefits were, and 

     how the person significantly exceeded duty performance.  It 

     must be a strong write-up so try and use all the space allowed.

05. Do not abbreviate anything.  Everything (including rank) 

     must be spelled out.        
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NOT
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PAST
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NAME         

               

               

APPROVAL AUTHORITY’S

Brigadier General, USAF              

SIGNATURE BLOCK

Vice Commander, Space and Missile Systems Center

LEAVE BLANK

AFAM CITATION SAMPLE


[image: image5.jpg]DEPARTMENT OF THE AIR FORCE

THIS IS TO CERTIFY THAT

THE AIR FORCE COMMENDATION MEDAL
(THIRD OAK LEAF CLUSTER)

HAS BEEN AWARDED TO
CAPTAIN JAMES P. SMITH

FOR

MERITORIOUS SERVICE
15 NOVEMBER 1997 TO 18 DECEMBER 1999

ACCOMPLISHMENTS

Captain James P. Smith distinguished himself by meritorious service as Chief, Satellite System's
Integration Division, Detachment 11 OL-AC, Space and Missile Systems Center, Air Force
Materiel Command, Schriever Air Force Base, Colorado. During this period, the professional
skill, leadership, and ceaseless efforts of Captain Smith were essential to the development and
sustainment of the Air Force Satellite Control Network's newest Satellite Operations Center. He
created and led the Requirements Strategic Planning Team detailing the intricate requirements
necessary to relocate the United Kingdom's NATO 4/SKYNET IV command and control
mission from Onizuka Air Station, California, to Schriever Air Force Base, Colorado. Captain
Smith’s exceptional leadership and determined advocacy brought a state-of-the-art computing
and data retrieval system into use worldwide for the first time. His foresight in pursing this
innovative approach extended the meantime between mission impact from 1 to 22 years and
reduced maintenance cost over 200 thousand dollars per year. The distinctive accomplishments
of Captain Smith reflect credit upon himself and the United States Air Force.

GIVEN UNDER MY HAND

WILLIAM M. WILSON
Brigadier General, USAF
Vice Commander, Space and Missile Systems Center

AF FORM 2224, JUL 99





[image: image6.jpg]THE UNITED STATES OF AMERICA

TO ALL WHO SHALL SEE THESE PRESENTS, GREETING:
THIS IS TO CERTIFY THAT THE PRESIDENT OF THE UNITED STATES OF
AMERICA AUTHORIZED BY EXECUTIVE ORDER, 16 JANUARY 1969 HAS
AWARDED

THE MERITORIOUS SERVICE MEDAL
(FOURTH OAK LEAF CLUSTER)
TO

COLONEL STEVE AUSTIN

FOR

MERITORIOUS SERVICE
14 NOVEMBER 1998 TO 8 JANUARY 2000

ACCOMPLISHMENTS
Colonel Steve Austin distinguished himself in the performance of outstanding service to the
United States as Director, Spacelift Range and Satellite Control Development and as Director,
Spacelift Ranges, Space: and Missile Systems Center, Air Force Materiel Command, Los
Angeles Air Force Base, California. During this period, Colonel Austin’s leadership was crucial
in pioneering a new vision for the Air Force Satellite Control Network. He led a joint 40-person
team to redefine requirements with the operational user, redirected a 50-million-dollar contract,
guided the first oral proposal on a sole-source selection, and awarded the. contract within 90
days. As Director, Spacelift Ranges, Colonel Austin initiated an integrated program baseline
encompassing 450 projects valued at more than one billion dollars. This baseline was crucial for
integrating technical interfaces across five contracts, staying within fiscal constraints, and
awarding a new contract to sustain the ranges for the next 10 years. Colonel Austin also made
key contributions to the Spacelift Task Force defining the future of the spacelift ranges in
support of the Secretary of the Air Force and the White House Interagency Working Group.
This task ensured viable military access to space in the 21st century. The singularly distinctive
accomplishments of Colonel Austin reflect great credit upon himself and the United States Air

Force.
GIVEN UNDER MY HAND

WILLIAM M. WILSON
Brigadier General, USAF

Vice Commander

Space and Missile Systems Center

AF FORM 2228, AUG 98





Group Nomination Letter

1.  The packages must be completed by someone who has/had first hand knowledge of the act of achievement.  Each package must be completed independently using the guidance in this guide.  It must be coordinated through each individual’s supervisor and Commander/2-Letter or Deputy Commander/Deputy 2 Letter.  

2.  A group letter must be included in each package naming the individuals submitted.  A separate DÉCOR-6 should be completed for each individual nominated within the group.  Citations and justification on group nominations for an achievement accomplished outside of an organization’s duties and responsibilities may all be written alike.  Citations and justifications on nominations for achievement accomplished within an organization’s duties and responsibilities, to include source selections, must be tailored to be specific to each individual’s contributions and accomplishments.   

MEMORANDUM FOR SMC/XR

                                   SMC/AD

                                   SMC/MT

                                   SMC/CC  (List all approval authority required for this award package)

                                   IN TURN

FROM:  SMC/XRE

SUBJECT:  Group Award Nomination for the (ACT/ACHIEVEMENT)

1.  Having first hand knowledge of the individual’s participation in (act/achievement) I recommend the following three individuals be awarded the medal’s indicated below for outstanding achievement from (start date) to (end date).  

Maj John T. Doe, SMC/XR, AFCM

Capt Brian L, Killday, SMC/AD, AFAM 

MSgt Kelly L. Renne, SMC/MT, AFAM

2.  Each individual’s contributions were critical to the success of the (act/achievement) and deserve recognition.  The completed award elements and Decor-6 is included justifying the award for each of these individuals.  Request each individual’s supervisor and commander endorse the Decor-6 so packages may be forwarded to the approval authority for disposition.

3.  If you have any questions, I can be reached at (310) 363-5222.  








RANDALL J. SPIDEY, Col, USAF









Systems Engineering and Integration Division





SECTION 8:  UNIT DECORATION MONITORS’ RESPONSIBILITIES

8.1.  Each squadron, detachment, and directorate is required to provide a Primary and Alternate Awards and Decorations monitor.  The Military Personnel Flight’s Awards and Decoration section must be notified in writing each time a new decoration monitor is chosen.     

8.2.  All base monitors must attend all base awards and decoration monitor meetings.  Detachment monitors will be notified of changes via e-mail, fax, or phone.

8.3.  Disseminate information as requested by the Military Personnel Flights Awards and Decorations Section.

8.4.  They must request, receive, disseminate and track all Decor-6s on individuals assigned in their unit/or submitted by their unit.  The Oracle Decorations Tracking Program must be used to ensure the Decor-6s are completed and returned to the Military Personnel Flights Awards and Decoration section in time to meet the SMC suspense.

8.4.1.  If the supervisor, and/or Commander/2-Letter do not wish to submit the individual for a decoration the monitors will ensure the Decor-6 is signed with a non-recommendation and returned to the Los Angeles AFB Military Personnel Flight, Awards and Decorations Section within 30 days of the rip order date. 

8.4.2.   A Decor-6 (answering whether member is/is not being submitted for a decoration) must be turned in to the Military Personnel Flights Awards and Decorations Section on every individual departing by PCS/PCA, separating, or retiring.  

8.4.3. Decor-6s must be signed by the supervisor and Commander/2-Letter.  This cannot be delegated any lower.  If the Commander/2-Letter is TDY, on leave, etc., then the Deputy Commander/2-Letter can sign but the signature block must state the word Deputy.  NOTE, Décor-6’s for enlisted members must be stamped and signed by applicable First Sergeant. 

8.5.  If a decoration is submitted, the monitors will review the decoration submissions and ensure it meets the guidelines established in AFI 36-2803, The Air Force Awards and Decorations Program, and this SMC Decoration Guide before it is forwarded to the Military Personnel Flight’s Awards and Decoration Section.   

8.5.1.  A recommendation is for official use only until the final decision is announced by the awarding authority.  The member being recommended should not be aware of the recommendation until the approved decoration is presented to him/her.

8.6.  To ensure quick processing of decorations the Military Personnel Flight will only accept decorations between the hours of 0830 - 1030, Monday through Friday.  The decoration will be reviewed during this time and immediately returned to the Decoration Monitor if corrections are needed to the package. 

8.6.1.  Monitors must ensure the corrections are completed as quickly as possible.  A decoration will not be considered received by Awards and Decorations until it is ready to be forwarded to the approval authority error free.  Since decoration packages are not considered received until they’re ready to be forwarded, suspense’s won’t stop until corrections are completed.  Taking too long to make corrections could cause the decoration to be considered late.

8.7.  Ensure distribution is picked-up daily, or as needed (but no less than twice a week) and approved decorations forwarded to the unit are presented to individuals as soon as possible.     

8.8.  Immediately notify the Military Personnel Flight’s Awards and Decorations section anytime an assignment, separation, or retirement is canceled to ensure the decoration submission is removed from official channels or revoked IAW AFI 36-2803, para 3.7.  
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COPIES                                   NUMBER OF 

(IN ORDER)                                 COPIES



Staff Summary Sheet	1

Decor-6 (N/A for MOVSM)             	1

Certificate	1

Citation of any Medal awarded

  during award  inclusive dates	1 of each

One page justification (if applicable)	1

Additional 15-Bullet Justification

  (if applicable)	1

Performance Reports (if applicable) 	1

Special Order	1

Additional one page justification

  if package is a resubmittal	1













ORIGINALS                              NUMBER OF 

(IN ORDER)                               ORIGINALS



Staff Summary Sheet	1

Decor-6 (N/A for MOVSM)          	1

Certificate	1

Citation of any Medal awarded

  during award  inclusive dates	1 of each

One page justification (if applicable)	1

Additional 15-Bullet Justification

  (if applicable)	1

Performance Reports (if applicable) 	1

Special Order	1

Additional one page justification

  if package is a resubmittal	1

DECORATION REQUIRING EXPEDIATING

A RED FOLDER MUST BE USED IF DECORATION

NEEDS TO BE EXPEDITED BECAUSE MEMBER

IS MEETING A BOARD OR IF THE DECORATION

IS FOR SEPARATION/RETIREMENT AND UNIT IS

REQUESTING A PRESENTION DATE.  

Reminder:  Decorations will not be expedited for PCS,

PCA, Out Ach, or MOVSM unless member is meeting

a board.

RECOMMENDING OFFICIAL, SMC/CV, AND 

SMC/CC RECEIVES ONLY COPIES OF THE 

AWARD ELEMENTS (EXCEPT FOR THE 

CERTIFICATE), SO IT IS VERY IMPORTANT 

THE COPIES MATCH THE ORIGINALS

PACKAGE SETUP

SMC Decoration Guide, 24 May 98

.
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06.  For grade titles spell out the complete grade title

       (Staff Sergeant) in the opening sentence and then

       use the short title (Sergeant) in the rest of citation.  

07.  The rank/name cannot be split up on 2 different lines.

08.  A date cannot be split up on 2 different lines.

09.  Ensure duty title(if used), inclusive dates, clusters, and 

      spelling of name all match the Decor-6.

10.  Make sure approval authority signature block is correct,

      ABG personnel use ABG/CC, Lt Col decoration use 

     SMC/CC, and all others use SMC/CV.         

11. Watch for spelling errors, and grammar.  Use the 

     “Tongue and Quill” for guidance.                 







THIS IS TO CERTIFY THAT



THE AIR FORCE ACHIEVEMENT MEDAL

(FIRST OAK LEAF CLUSTER)



HAS BEEN AWARDED TO



AIRMAN FIRST CLASS WILLIAM T. CALVERT



FOR



MERITORIOUS SERVICE

01 JANUARY 1996 TO 31 JANUARY 1998



ACCOMPLISHEMENTS



Airman First Class William T. Calvert distinguished himself by meritorious service, while assigned to the 61st Mission Support Squadron, 61st Air Base Group, Space and Missile Systems Center, Air Force Materiel Command, Los Angeles Air Force Base, California.  His outstanding performance in the processing of enlisted performance reports resulted in an improvement of the timeliness and accuracy by over 25 percent.  His ceaseless and untiring efforts ensured over 500 special reports required for an enlisted promotion cycle were processed and in the personnel records prior to the promotion cycle.  Airman Calvert’s performance was instrumental in the Military Personnel Flight the Gerrit D. Forster, Jr. Outstanding Achievement Award for 1997.  The distinctive accomplishments of Airman Calvert reflect great credit upon himself and the United States Air Force.  

GIVEN UNDER MY HAND THIS                                    DAY OF                                   19

01.  Narrative must be in 10 or 12 pitch (12 pitch preferred), using 

      Times New Roman font.  Clusters, service statement, and 

      inclusive dates should be in the same pitch as the narrative.

02   Use the mandatory opening sentence.  

03. Paragraph must be centered and left/right justified.

04. Since the narrative is the only thing used to justify this award

     it should provide concrete examples of what the person did, 

     how well he/she did it, what the impact/benefits were, and 

     how the person significantly exceeded duty performance.  It 

     must be a strong write-up so try and use all the space allowed.

05. Do not abbreviate anything.  Everything (including rank) 

     must be spelled out.        
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